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Introduction 
Recommended Student Knowledge Base 

The lessons presented in this manual are designed for beginning computing students.  
Students can expect to get more out of the lesson material if they have some 
keyboarding experience and have access to a personal computer outside the 
classroom.  However, if students have a desire to learn, they will be successful. 

 
 

Manual Design 

The manual is initially broken into Quick Start Lessons.  Each lesson covers a 
particular concept and/or feature of the software.  Lessons are further divided into 
Topics.  A Quick Start Topic is a concept and/or feature that will help the user 
master the material in each related lesson.   
 
 

Topic Design 

Narrative 
A explanation of the topic to be covered, the narrative provides the reader with a 
conceptual “big picture.”  Examples and analogies are used to help users grasp the 
current topic. 
 
 
Summary 
 

When a lengthy narrative is presented, a summary paragraph will usually be 
presented at the conclusion of the narrative.  The summary succinctly reviews 
the main points of the narrative.  Summary sections are displayed in shaded 
boxes.  
 
 
New Terms 
New words and phrases that appear in the class exercises will be defined.  If the new 
term relates to an object, the object will be displayed as part of the term definition. 
 
Quick Start Steps 
Quick Start Steps are the general steps the user must follow in order to perform a 
task.  The steps do not relate to a specific manual example, but provide the necessary 
information to successfully implement the software outside the classroom. 
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Quick Start Tasks 
Quick Start Tasks provide a Step-by-Step process to complete a topic task.  Quick 
Start Tasks are displayed in columnar format.  Task directions appear in the left 
column.  Right columns contain pictures of objects the user will encounter while 
following Quick Start Task Instructions. 
 
Quick Start Practice
Quick Start Practice provides users with additional hands-on exercises.  The 
exercises reinforce what the user has learned in the completed topic. 
 
 

Quick Start Quiz 

Each lesson will conclude with a Quick Start Quiz.  The quiz is designed to test 
user’s comprehension of the lesson material.  Answers to the quiz are located in the 
manual appendix. 
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Lesson One - Windows 
Explained 
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Welcome to the World of Personal Computing  
 
You are probably taking this class for one of several reasons.  First, you may have just 
purchased or received a personal computer.  If you are new to the computing environment, a 
new computer can be intimidating.  After connecting all the plugs, cables and accessories, 
you may be at a loss.  You might find yourself asking, “What do I do now?”    
 
A second reason for taking this class is that your employer is requiring it.  Perhaps your 
employer has purchased a new computer system or is upgrading their current system.  In 
order for you to perform your job, you must understand how the new system functions.   
 
The third reason for taking this class is actually the most common.  You may have noticed 
that your children and/or grandchildren are significantly more comfortable using a computer 
than you are.  New adult users often feel at a loss when youngsters ask for computer help.  
Many adults feel like they have to catch up with the “Younger Generation.” 
 
Whether you have a new job, purchased a new computer or are attempting to “out-
computer” the younger generation, a solid understanding of the Windows Operating System 
is vital. 
 
So what does the Windows Operating System do?  To answer this question, it is 
important to familiarize yourself with the two major software families.   
 
The first family is “System Software.”  You may also hear System Software called an 
“Operating System.”  The terms are used interchangeably.  System Software helps users 
interact with computers in two ways.  First, it provides the detailed instructions to make 
multiple computer components work together.  Each computer component such as a mouse, 
keyboard, monitor, system unit and printer requires thousands of lines of computer 
instructions to work correctly.  Without System Software we would own a collection of 
expensive components that would perform one major task – collect dust. 
 
Secondly, System Software provides a method for storing and retrieving information.  
Creating fantastically complex computer programs would have no use if they were lost 
when the power is turned off.  This storage method is analogous to a personal or 
organizational filing system.  As we will learn in later sections, the Windows Operating 
System functions like a filing cabinet.  If appropriate forethought is given to the position and 
labels of filing cabinet drawers and folders, users will be able to retrieve a specific 
document of interest quickly and efficiently.  
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The second family of software is called “Application Software.”  Put simply, Application 
Software allows users to perform two tasks - work and/or play.  Application Software 
creates or does something.  It “applies” human intelligence toward accomplishment of a task 
or goal.  Examples of application software include word processing programs, spreadsheet 
programs, database programs, e-mail programs, graphic programs, etc.  There are thousands 
of computer applications, limited only by the creativity of software programmers. 
 
System Software and Application Software must work together.  One family will not 
function without the other.  Owning Application Software without System Software is like 
owning an expensive Italian Sports Car in a country with no roads!  System Software 
provides the means to “get to” the Application Software.   
 
Is Windows the only System Software?  No.  Developed by the Microsoft Corporation, 
Windows has become the standard operating system in the personal computing world.  
There are, however, different operating systems.  The Apple Computer Corporation loads 
the Macintosh Operating System on all of its computers.  Huge mainframe computers often 
run UNIX or AS400 Operating Systems.  Each operating system has its strengths and quirks.  
Each system also requires users to learn the nuances of the system. 
 
Love it or hate it, Windows has become the personal computing standard.  So it can be 
widely used by people at every skill level, Windows is designed to be “user friendly.”  
Windows requires users to become familiar with the mouse.  The mouse is a pointing device 
that allows users to select various objects displayed on the computer monitor.  The objects 
selected by the mouse represent a computer function or process.  Each object contains a 
little picture or icon.  The icon’s design provides clues to its associated function.  Think of it 
as a puzzle.  Try to anticipate what will happen when an icon is selected. 
 
Don’t get stuck in the GUI Interface!  The organization of icons and pointing devices in 
System Software is called a Graphic User Interface (GUI).  Most of the time you will see the 
acronym “GUI” in written publications (pronounced “goo-ee”).  Successful users must 
develop a comfort level with the GUI Interface.  In other words, “Make friends with the 
mouse.”  Learn to move the mouse, click the mouse, double-click the mouse and right click 
the mouse.  There is only one way to make friends with the mouse – PRACTICE, 
PRACTICE, PRACTICE… 
 
To summarize, software is broken into two families, System Software and Application 
Software.  The two software families work together.  System Software provides 
instructions for computer components to work together and supports a method to store 
and retrieve information.  Application Software provides the means for a user to work 
or play on a computer.  Microsoft Windows has become the standard operating system 
for most personal computers.  Windows incorporates the use of a Graphic User 
Interface (GUI) that relies heavily on the mouse. 
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New Terms 
Term Definition 
Object Any phrase, text or picture displayed on the computer screen. 

Click Quickly pressing and releasing the left mouse button. 

Highlight Clicking the mouse button on a desired object.  The color of the 
object changes. 

Open Highlighting a desired object and striking the Enter key on the 
keyboard. 

Double Click Clicking the mouse button two times in quick succession.  Usually 
used to open an object.  Double click instead of highlighting an 
object and striking the Enter key. 

Right Mouse Click Quickly pressing and releasing the right mouse button.  Activates a 
Short Cut menu list of items related to the object you right mouse 
clicked. 

Cursor Flashing vertical line.  Shows where text will be entered. 

Drag Pressing and holding the left mouse button while moving an object 
to a desired position. 

Drop Releasing the left mouse button after an object has been dragged to a 
desired position. 

Icon A small picture representing a program, folder or file. 
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Lesson Two - Managing 
Windows 

Topic One - Opening and Closing Applications 

Topic Two - Opening Several Applications at One Time 

Topic Three - Understanding the Anatomy of a Window 

Topic Four - Managing the Shape and Position of a 
Window 
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Opening and Closing Applications 

The first task a new user will perform is to open an application.  We invoke the Windows 
Operating System to accomplish this task.  The key to opening Application Software is to 
familiarize yourself with the Start button features.  Clicking the Start button reveals a menu 
of possible choices.  Notice that some menu items contain a small triangle on the side of the 
menu label.  This symbol tells the user that there are sub-menus located within this menu 
item.  Users must use the mouse to navigate through the menus and related sub-menus to 
locate the desired Application Software.   
 
The initial Start button menu contains mysterious names.  The more familiar you become 
with the Windows Operating System, the less mysterious the menu items become.  Just 
remember that each menu item will help you perform a specific task or retrieve or store 
information.  We are interested in the Programs menu item, because Application Software 
is located in this area. 
 
 
New Terms  
Term Definition 
Start Button 

 

Located in the lower left corner, the Start button activates menus and 
sub-menus that allow access to Application Software. 

Close Button 

 

Located in the upper right corner of a window, the Close button 
shuts down or exits an open application. 
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Quick Start Steps - Opening Applications  
 

1. Click the Start button. 
 

2. Guide the mouse pointer up the Start 
menu to the desired menu item. 
 

3. Guide the mouse pointer through 
various menu items until you reach 
the desired application. 
 

4. Click on the desired application.  The 
application opens. 

 
 

5. To close an application, click the 
Close button. 
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 Quick Start Task – Opening Applications 
 

1. Click the Start button. 
 

 
2. Guide the mouse pointer to 

Programs.  Notice that a sub-menu is 
activated. 

 
 

3. Guide the mouse pointer through the 
Programs sub-menu to Accessories 
(located on top of the sub-menu).  
Notice that Accessories also contains 
a sub-menu. 
 

 

4. Guide the mouse pointer through the 
Accessories Sub-menu until Notepad 
is highlighted.  Notepad is a simple 
Word Processing Application.  Click 
the mouse.  Notepad is opened. 
 

 

5. Locate the Close button.  Click the 
Close button to close and exit 
Notepad.  
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 Quick Start Practice  - Opening Application 
 
Open and close the following applications.  The applications are located in Accessories. 
 

• WordPad 
• Paint 
• Calculator 
• Notepad 
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Opening Multiple Applications 

In the early days of personal computing users worked with only one application at a time.  
Imagine that you are writing a letter to a friend and preparing a monthly budget at the same 
time.  You would use a word processing application to write the letter and a spreadsheet 
application to prepare your monthly budget. 
 
If you were using a personal computer 15 years ago, you could only open one application at 
a time.  The sequence of events might look something like this.  You open the word 
processing application and begin writing a letter to a friend.  Midway through the letter you 
remember that you must complete your monthly budget.  In order to create the budget you 
must close the word processing application, and then open the spreadsheet application.   
 
In the process of creating your monthly budget you remember that the letter to your friend 
does not contain your new phone number.  You must close the spreadsheet application, then 
open the word processing application to edit your letter.  Opening and closing applications is 
a time consuming process.   
 
Here is the good news!  The Windows Operating System allows multiple applications to be 
open at one time.  Each application is displayed in its own Window.  When the application 
is not in use, it can be stored in the Task Bar located at the bottom of you monitor’s screen.  
In Windows, our letter writer may simultaneously write a letter to a friend and complete the 
monthly budget.  That saves time! 
 
 
New Terms 
Term Definition 
Desktop The first “picture” the monitor displays after the power is turned on. 

Task Bar A rectangular bar located at the bottom of the desktop.  The Task 
Bar temporarily stores software applications when they are not being 
used. 

Minimize Button 

 

The button that sends an open application to the Task Bar for 
temporary storage until you are ready to use it again. 

Window The physical space where an open application is displayed. 
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Quick Start Steps - Opening Multiple 
Applications  
 

1. Open the desired applications from 
the Start button menu.  

 
2. Click the Minimize button to send 

the open application to the Task Bar. 
 

 
3. The minimized application is 

displayed as a button on the Task 
Bar.  Clicking the button returns the 
application to its open position.  

 

 Quick Start Task – Opening Multiple 
Applications 
 

1. Open Notepad by navigating through 
the Start button menu.  

 
2. Click the Minimize button.  Notepad 

is temporarily stored on the Task 
Bar.  

 
3. Open Paint by navigating through 

the Start button menu.    
 

4. Click the Minimize button.  Paint is 
temporarily stored on the Task Bar. 

 
 

5. Click the Notepad button on the Task 
Bar.  Notepad opens.  

 
6. Click the Close button on the 

Notepad Window.  Notepad is 
closed.  

 
7. Click the Paint button on the Task 

Bar.  Paint opens  
 

8. Click the Close button on the Paint 
Window.  Paint is closed. 
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 Quick Start Practice - Opening Multiple Applications 
 
Open the applications below.  After each application is open, click the Minimize button to 
send the application to the Task Bar.  After the four applications are opened, experiment 
opening and minimizing the applications.  Close the applications when finished. 
 

• Notepad 
• WordPad 
• Paint 
• Calculator 
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Understanding the Anatomy of a Window 

What is a Window?  The best way to understand a window is to think of it as a “container.”  
A window contains or holds a variety of different objects.  The two most common objects 
are software applications and documents. 
 
Regardless of what computer we are working on or what application we are using, a window 
always looks and functions in the same manner.  Hence, if a user becomes proficient in one 
software application, many of the skills are transferable to other software applications.  An 
analogy may help you understand the role a window plays in personal computing.   
 
Imagine that all cars produced in 1999 represent personal computers.  Although the 
automobiles look different and have different features, they basically provide an identical 
service.  Automobiles provide personal transportation – PERIOD.  Similar to cars, personal 
computers operating in the Windows environment provide identical services.   
 
In our analogy imagine that a window is analogous to an automobile’s dashboard, steering 
and acceleration mechanisms.  If a driver becomes familiar with the components and 
dashboard of a vehicle, it is very easy to jump into any car and successfully maneuver it 
over a country road.  Thus, a thorough understanding of one window in one application can 
provide the foundation for all computing in the Windows Operating System. 
 
How many windows can I have opened at once?  That depends.  Some users love having 
their desktop cluttered with open windows, while others prefer looking at one window at a 
time.  That is what makes Windows so wonderful!  You can personalize your desktop to 
match your working habits and personality.  The number of concurrent open applications is 
only limited by the internal memory (RAM) of your computer. 
 
A window acts as a container for software applications and documents.  All windows 
look and function in the same way.  Skills learned in one application are easily 
transferred to others.  Users use the mouse to change the shape and location of a 
window. 
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New Terms  

Term  Definition 

Minimize Button 
 

 
 

Changes the shape of the window to a rectangular button that 
appears on the Task Bar. 

Maximize Button  . 
 

 
 

Increases the size of the window to fill the whole screen 

Restore Button 
 

 
 

Restores the shape of the window to its previous size 

Close Button 
 

 
 

Closes the application 
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Window Components  
  
• Title Bar.  Contains the title of the 

current window.  Changes color when 
the window is activated. 

• Menu Bar.  Words or menu headers that 
contain lists of commands when clicked. 

• Tool Bar.  Contains “buttons” that 
represent a commonly used application 
feature.  The buttons contain pictures 
that give clues as to their function. 

• Scroll Bars.  Scroll Bars allow the user 
to view a document that is larger than the 
window.  Users may scroll through a 
document by clicking on the Scroll Bar 
arrows or dragging the Scroll Bar 
elevator button. 
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Quick Start Steps - Windows Anatomy 
 

1. Open the desired window. 
 

 

2. Click the Restore button to return  
the window to a previous (smaller) 
shape. 

 

 

3. Click the Maximize button to 
increase the size of a window so it 
completely fills the monitor screen. 

 

 

 
 

 Quick Start Task - Windows Anatomy 
 

1. Verify that all application windows 
are closed.   
 

 

2. Locate the My Computer Icon on the 
Desktop.  Position the mouse pointer 
over the My Computer Icon.  Click 
the mouse.  Always highlight an 
icon’s picture, not the label.  
  

3. Click the Enter key on your 
keyboard.  The My Computer 
Window is activated. 

 

 

4. Locate and click the Restore button.  
The window will change shape.  Also 
notice the Restore button has 
changed.  It is now the Maximize 
button. 

 

 

5. Click the Maximize button.  The 
window fills the monitor screen. 
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6. Notice the icons displayed in My 
Computer.  Highlight an icon of your 
choice.  Remember to click the icon’s 
picture, not label.  
 

7. While the mouse pointer is over the 
icon, press and hold down the left 
mouse button.  Move the mouse 
pointer to an open space.  The icon 
moves with the mouse pointer.  
Release the mouse button.  The icon 
is moved or “dragged” to a new 
location and “dropped” into place. 
 

 

8. Reposition all icons in My 
Computer’s window (drag and drop). 

 

 
 

9. Close My Computer. 
 

 
 

 Windows Anatomy – Quick Start Practice 
 
Open the applications below.  Practice using the buttons discussed earlier – Maximize, 
Restore, Minimize and Close. 
 

1. Notepad 
2. WordPad 
3. Paint 
4. Calculator 
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Managing the Shape and Position of a Window 

Thus far we have learned how to use the Minimize, Maximize, Restore and Close buttons.  
While useful, these buttons limit our ability to manipulate the window.   
 
How can I change the shape or move an entire window to a new location?  It’s easy.  
You can size – change a window’s shape – by placing the mouse pointer over a horizontal or 
vertical border.  The mouse pointer changes to a double arrow.  Drag the border to a new 
location.  Users may adjust both borders simultaneously by placing the mouse in any of the 
four corners.  Dragging the mouse diagonally sizes both borders. 
 
To move an entire window, place the mouse pointer in the middle of the Title Bar.  Drag the 
window to a new location. 
 

Quick Start Steps - Managing the Shape and 
Position of a Window  
 

1. Open the desired windows 
 

 

2. Position the mouse pointer over the 
vertical border, horizontal border or 
one of the four corners.   
 

3. When the pointer changes to a double 
arrow, drag and drop the border to 
reshape the window. 
 

 

4. Move the entire window by placing 
the mouse in the middle of the Title 
Bar.  Drag and drop the window to 
the desired location. 
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 Quick Start Task - Managing the Shape and 
Position of a Window 
 

1. From the Desktop, open My 
Computer.  (Highlight and Strike the 
Enter Key) 
 

 
2. Click the Restore button.  Verify that 

My Computer’s Window is smaller. 
 

 

3. Position the mouse pointer on the 
right vertical border.  Verify that the 
mouse pointer has changed to a 
double arrow. 
 

4. Increase the width of the window by 
dragging the right vertical border.  
Release the mouse button. 

 
 

5. Position the mouse pointer on the 
bottom horizontal border.  Verify that 
the mouse pointer has changed to 
double arrow.  
 

6. Increase the height of the window by 
dragging and dropping the bottom 
horizontal border. 

 
 

7. Position the mouse pointer in the 
lower right corner of the window.  
Verify that the mouse pointer has 
changed to a double arrow.  
 

8. Drag the mouse pointer diagonally 
toward the center of the window to 
decrease the size of the window. 
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9. Place the mouse pointer in the middle 
of the Title Bar.  The mouse pointer 
WILL NOT change shape.  Drag 
and drop the enter window to a new 
location. 
 

 
 

10. Close My Computer  
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 Quick Start Practice - Managing the Shape and 
Position of a Window 
 
Open Notepad, WordPad and Paint.  Size and position the Windows to match the figure 
below.  Experiment with the Minimize, Maximize, Restore and Close button. 

Paint WordPad Notepad 
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QUICK START QUIZ - MANAGING WINDOWS  
 

1. Name two software families. 
 

2. True or False?  System Software allows users to work and play on the computer. 
 

3. Which of the follow are operating systems? 
a.  Windows 95 
b.  AS400 
c.  Microsoft Office 2000 
d.  A & B 
 

4. True or False?  Only one window can be open at a time. 
 

5. True or False?  The mouse pointer does not change shape when resizing or moving 
a window. 
 

6. Name the parts of the window below. 
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Lesson Three – Entering 
Text 
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Text Entry and Your Keyboard 

If you are new to computing, you have a great deal to learn.  During Lesson Two we 
familiarized ourselves with the fundamental features of Windows.  Great!  However, to gain 
the most out of Windows, a basic understanding of the keyboard is paramount. The 
computer keyboard possesses similarities to the “old fashioned” typewriter.   
 
When comparing a computer keyboard to a typewriter you will notice several differences.  
The most glaring difference is the addition of “special” keys to the computer keyboard.  For 
example, the first row of the keyboard contains Function Keys.  Function Keys contain two 
digits: the letter F followed by a number.  Function Keys perform special computer tasks.  
The tasks are different depending on what software application you are using. 
 
There are also additional keys located on the last row of the keyboard - the Control key 
(Ctrl), Alternate key (Alt), Enter key and Shift key.  These keys are often pressed in 
combination with another key.  For example, to activate the Save As… Dialog Box, depress 
the Ctrl key while striking the letter “S.”  Key combinations vary according to the software 
application you are using. 
 
How do I know where characters will appear when I begin typing?  The keyboard 
characters you strike will be entered next to the cursor.  The cursor is a flashing vertical line 
that appears on the computer’s monitor.  If you do not see a cursor, the keys you strike will 
not be entered.  Throughout this lesson we will learn to move and manipulate the cursor by 
using the keyboard. 
 
Because this is a class in the Windows Operating System, the fine details of keyboarding 
will not be covered.  If you are interested in improving your keyboarding skills, we 
recommend taking a keyboarding class or purchasing a keyboarding CD ROM. 



Introduction to Windows  Quick Start Curriculum © 

New Terms 
Terms Definition 

Cursor The blinking cursor indicates where keyboard characters will be 
inserted into the document.  The cursor appears as a blinking 
vertical line. 
 

Navigation Keys 
 
 
 
 

Navigation keys move the cursor through a document without 
affecting the document’s layout.  The Navigation keys point north, 
south, east and west. 
 

Enter Key The Enter key provides several functions.  Press the Enter key to 
end a short line, end a paragraph or create a blank line.  Pressing 
Enter will push all of the text below the cursor downward. 
 

Backspace The Backspace key moves the cursor from right to left deleting all 
text in its path.  The text to the right and below the cursor is pulled 
with it.  It is located above the Enter key. 
 

Delete Striking the Delete key will pull and delete all text to the right and 
underneath the cursor.  Unlike the Backspace key, the Delete key 
does not cause the cursor to move.  It is located to the right of the 
Enter key 
 

Num Lock Striking the Num Lock key allows users to enter numbers from the 
Numeric Key Pad.  Notice that the Num Lock light is illuminated 
when the feature is activated.  If Num Lock is not activated, the 
Numeric Key Pad will function as an additional set of Navigation 
keys.   
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 Quick Start Task -Text Entry and Your keyboard  
 

1. Open WordPad.  WordPad is a 
simple word processing application 
displayed in the Accessories menu.  
 

2. Maximize WordPad.  
 

3. Notice the position of the cursor.  
Remember that text can only be 
entered where you see a cursor.  
Type the phrase, “It was the best of 
times.  It was the worst of times.”  
Don’t worry if you make a mistake - 
keep typing. 
 

4. Notice the position of the cursor.  It 
has been pushed to the end of the 
phrase.  Use the Navigation keys to 
move the cursor to the beginning of 
the phrase.   
 

 

5. Observe the first sentence, “It was 
the best of times.”  We will replace 
the word, “times” with “days.”  The 
new phrase will read, “It was the 
best of days.” 
 

 

6. Use the Navigation keys to position 
the cursor on the right side of 
“times.’’  Strike the Backspace key 
until “times” is deleted. 
 

 

7. Enter “days” to change the first 
sentence. 

 

It was the best of times. 

Replace with 
“Days.” 
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8. Focus on the second sentence, “It 
was the worst of times.”  Use the 
Navigation keys to position the 
cursor on the left side of “times.”  
Strike the Delete key until “times” is 
deleted. 
 

 

9. Enter “days” to change the second 
sentence.   
 

 

10. Our new document now displays, 
“It was the best of days.  It was the 
worst of days.” 
 

 

11. Use the Navigation keys to position 
the cursor between the two 
sentences.   
 

 

12. Strike the Enter key five times.  
Notice that the second sentence is 
pushed down five lines.   
 
 
 
 

 
 
 
 

13. Strike the Backspace key five times.  
Backspace returns the text to its 
original position. 
 

 

14. Use the Backspace key or the Delete 
key to remove the completed phrase.

 

It was the worst of times. 

Replace with 
“Days.” 

It was the best of days. 
 
 
 
 
It was the worst of days. 

 
 

 Quick Start Task - Typing a Letter 
 

1. Enter today’s date on the first line. 
 

 “Today’s Date” 

2. Strike the Enter key five times.  Five 
blank lines are created. 
 

 

3. Enter the following return address. Mr. John P. Doe 
888 South Street 
New York, NY  11122 
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4. Strike the Enter key two times.  
 

5. Enter a greeting. 
 

Dear Mr. Doe: 

6. Strike the Enter key two times. 
 

 

7. Type the body of the letter.  Do not 
strike the Enter key after each line.  
Let the computer wrap the text when 
it comes to the end of a line. 
 

Just thought I would write a quick note.  
Having a wonderful time with Windows 98.  
Just can’t wait to see what you have in store 
for 2000. 

8. Strike Enter two times. 
 

 

9. Enter a salutation. 
 

With highest regards, 

10. Strike Enter five times. 
 

 

11. Enter your name. 
 

“Your Name” 

12. If you made mistakes use the 
Navigation, Delete and Backspace 
keys to correct your errors. 

 

 
 

 Quick Start Practice - Text Entry and Your Keyboard 
 
Follow your instructor’s directions to open Cover Letter.  Notice that there a numerous 
spelling and grammatical errors.  Use your keyboard to correct the errors in the document.   
 
Dear Sir: 
 
Allow me to introduce me.  My name is Albert.  I am am looking for a job?  After received 
my deploma from North Western University, I feel prepared to handel any challenge thrown 
at me.  north western iuniversity has provided me with the foundation a need to exceed.  My 
english skills are excellant.  IQ testing has shown that I have superior comprension skills.  I 
also remember a lot of stuff.  Let me tell you, I aint looking for much – just a good job with 
great salary and benefits.  I will will call you in one week to arrange a personnel interview.   
 
Sincerely” 
 
A. Einstein
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QUICK START QUIZ – ENTERING TEXT 
 
 

1. Where are the Function Keys located on the keyboard?  How do they differ from the 
other alphanumeric keys? 
 

2. True or False?  The Navigation Keys will move the cursor through a document 
without altering the text. 
 

3. Which of the follow statement best describes the use of the Delete key? 
 a. Moves the cursor forward or backward removing all text in its path. 
 b. Used in combination with the Function keys to provide keyboard shortcuts. 
 c. Pulls and deletes all text to the left of the cursor when pressed. 
 d. Pulls and deletes all text to the right of the cursor when pressed. 
 

4. True or False?  Striking the Enter key two times at the end of a line will create a 
blank line.
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Lesson Four - Common 
Windows Features 

Topic One - The Menu Bar 

Topic Two - The Dialog Box 
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Understanding the Menu Bar 

When programmers create applications in the Windows Operating Environment, they must 
use common Windows objects such as Menu Bars, Tool Bars, Maximize Buttons, 
Minimize Buttons, Dialog Boxes, etc.  We learned from earlier lessons that applications are 
contained or displayed in Windows.  We further know that all Windows contain identical 
user features regardless of the application.  Therefore, if we become familiar with Window 
conventions in one application, other applications will be easy to master. 
 
Most Windows contain a Menu Bar.  Like other Windows features, the Menu Bar looks, acts 
and functions similarly in all Windows applications.  Figure 1 shows a Menu Bar from 
WordPad.  Grasping the fine details of Menu Bar design and function greatly increases a 
user’s ability to work and play within a computer application. 
 
Figure 1 
WordPad’s 
Menu Bar 

 

 
 
Menu Bar headings represent a collection of features that perform similar tasks. For 
example, all Menu Items appearing under View relate to how the application is displayed.  
Figure 2 illustrates the menu choices available under View.  Format displays a list of items 
relating to the size, shape, color and position of text.  Help displays information on how to 
receive assistance from the computer help files.  Once familiar with Menu Bar design, users 
will be able to anticipate to location of desired software features.  
 
Figure 2 
Menu Items 
under View 

 
 
 
Menu items also may display symbols such as check marks, bullets, triangles and ellipses.  
Familiarizing yourself with the symbols and their meaning gives you greater control over 
any application in the Windows Operating Environment. 
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New Terms  
Term Definition 
Check Mark 

 

Signifies that the menu item is tuned on or off.  Clicking a menu 
item that displays no Check Mark will activate the menu feature.  
Clicking a menu item that displays a Check Mark will deactivate 
the menu item. 

Bullet 

 

Signifies that one of several feature options is activated.  Bullets 
are mutually exclusive.  That is, one option can only be activated at 
one time.  If one of several is selected, the other remaining Bullets 
are de-selected.   In newer applications, menu item Bullets may 
appear as Icons.  A selected Icon will have the appearance of a 
button that is pushed in. 

Small Triangle 

 

Signifies that the Menu Item contains a Sub-Menu.  Clicking a 
Menu Item displaying a Small Triangle will activate the Sub-Menu. 

Dimmed Menu Item 

 

Signifies the Menu Item is not available  

Short Cut Key 

 

Keyboard Short Cut combinations that appear next to a Menu Item.  
In most circumstances the Short Cut will require the use of the Ctrl, 
Alt or Shift key. 

Ellipse 

 

Displayed as three consecutive periods, an Ellipse indicates that 
more information is needed to activate the Menu Item.  Clicking a 
Menu Item displaying an Ellipse activates a Dialog Box. 

Dialog Box A Dialog Box activates when a user clicks a Menu Item displaying 
an Ellipse.  Users complete the requested information contained in 
the Dialog Box.  Clicking OK in the Dialog Box activates the Menu 
Item feature. 
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 Quick Start Task - Exploring the Menu Bar  
 

1. Using the Start Menu, open 
WordPad.  Maximize WordPad. 
 

 

2. Observe the Menu Bar.  Verify that 
there are five menu headings. 

 
 

3. Click File, the first menu heading.  
Observe the activated Menu List.  
How many symbols discussed earlier 
do you observe? 
 

4. Close the File menu by clicking File. 

 
 

5. Click on WordPad’s menu headings.  
Look for Check Marks, Bullets, 
Triangles, Keyboard Short Cuts and 
Ellipses. 

 

 
 

 Quick Start Task - Exploring Check Marks 
 

1. Click View, the third menu heading.  
Observe the top four menu items.  
They may or man not have Check 
Marks next to them.  Remember that 
a Check Mark indicates the feature is 
turned on.  
 

2. Look more closely at the menu item, 
Tool Bar.  Place a Check Mark next 
to the toolbar menu item.  The Tool 
Bar is displayed.   
 

3. Click View, and then click Toolbar 
to remove the Check Mark.   
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4. Practice activating and deactivating 
the four menu items in View: Tool 
Bar, Format Bar, Ruler and Status 
Bar. 

 
 
 

 Quick Start Task - Exploring the Ellipse 
 

1. Click File, the first menu heading.  
Observe the first four menu items.  
All but Save are followed by an 
Ellipse. 

 
 

2. Click New…  Observe the New 
Dialog Box.  Click Cancel to close 
the dialog box.  
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3. Click File, the first menu heading.  
Click Open…  Observe the Open 
Dialog Box.  Click Cancel to close 
the dialog box.  

 

 
 
 

 Quick Start Practice - Understanding the Menu Bar 
 
 

1. Click Edit.  Count how many dimmed menu items are displayed.  Try clicking a 
dimmed Menu Item.  What happens? 
 

2. Click File.  How many menu items contain Shortcut key combinations.  Click 
Print…  What keys would you strike to activate the Print Dialog Box?  Experiment 
with keyboard Shortcuts.  Remember to click Cancel to close the Dialog Box. 
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Understanding Dialog Boxes 

In the previous lesson we familiarized ourselves with Menu Bar features.  We discovered 
that a menu item containing an Ellipse would activate a Dialog Box when clicked.  Users 
must complete the Dialog Box in order for the menu item to activate.  Like other Windows 
features, Dialog Boxes look and function identically in any Windows application.   
 
Dialog Boxes rely on a number of conventions to carry out user’s requests.  Users will 
encounter Check Marks and Bullets in Dialog Boxes.  Both features function and look 
identical to the same features appearing in Toolbar menu lists.  You will also notice several 
new graphical symbols.  Users must understand how the graphical symbols behave in order 
to successfully use Dialog Boxes.   
 
 
 

New Terms  

Check Box 

 

Activates a particular feature in a dialog box.  Think of the Check 
Box as a switch.  It can either be turned on or off.   

Radio Buttons 

 
 

Radio Buttons allow one of several software features to be 
activated.  When a Radio Button is selected all others will be 
deactivated. 

TABS 

 
 

TABS give the window a three dimensional appearance.  Clicking a 
TAB activates that part of the window. 

List Box 

 

Rectangular boxes that contain lists of information to choose from.  
The label of a list box appears to the right or on top of the box.  
Click the triangle in the far left corner to view the list.  Select one of 
the list items 

Text Box 

 

Rectangular boxes that users may enter information.  To enter 
information place the mouse point over the list box.  The mouse 
pointer will change to an I-Beam.  When you see the I-Beam click 
the mouse.  The cursor is inserted into the text box. 
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Speed Button 

 

A Speed Button provides users with a quick method for increasing 
and decreasing numeric text.  A speed button contains two small 
triangular buttons.  Clicking the “up” triangle increases the number.  
Clicking the “down” triangle decreases the number. 
 

Raised Buttons 

 

Most Dialog Boxes contain several Raised Buttons.  The most 
common are the OK and Cancel Button.  When a user clicks OK the 
computer is instructed to except the dialog box entry.  If the Cancel 
Button is clicked the dialog box entries are erased and the Dialog 
Box is closed. 

 
 

 Quick Start Task - Exploring a Dialog Box 
 

1. Verify that WordPad is open. 
 

 

2. Click View, the third Menu Bar 
Heading.  Observe the five 
menu items. 
 

3. Click Options… to activate the 
Options Dialog Box.  The 
Options Dialog Box controls 
WordPad settings.  

 
4. Notice the TABS in the Options 

Dialog Box.   
 

5. Click the Options TAB.  Notice 
there are four measurement 
units to chose from.  Select 
Centimeters by clicking the 
Centimeters Radio Button.  

 
6. Click the Text TAB.  Note the 

four Check Boxes, i.e., 
Toolbar, Format Bar, Ruler 
and Status Bar.  Place a Chec
Mark in each of the

k 
 boxes. 
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7. Click the OK button.  What is 
different?  Does WordPad look 
any different?  

 
 

Quick Start Steps - Understanding List Boxes  
 

1. Open the desired Dialog Box.  
 

2. Locate the desired List Box.  List 
Boxes contain a small triangle on the 
right side of the box.  
 

3. Click the List Box to activate a menu 
item list. 
 

4. Guide the mouse pointer through the 
menu list to locate the desired item.  
Click the desired item.   
 

 
 

5. The List Box will display the menu 
item you clicked. 

 
 
 

 Quick Start Task - Understanding List Boxes 
 

1. Verify that WordPad is open. 
 

2. Click File from the Menu Bar.  
Choose Save As…  The Save 
As Dialog Box is activated. 
 

3. Locate the two list boxes 
displayed in the Save As 
Dialog Box.  What are the 
labels for each respective List 
Box?  Locate the triangular 
buttons on the right side of the 
boxes. 
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4. Click the Save In List Box.  
That is, click the small 
triangular button.  A menu is 
activated.  Guide the mouse 
pointer through the menu list 
until the pointer rests on 
Desktop.   

 
 

5. Click the mouse.  Desktop 
appears in the Save In List 
Box. 

 
 

6. Click the Save as Type List 
Box.  A menu is activated.  
Guide the mouse pointer 
through the menu until Text 
Document is highlighted.  
Click the mouse.  Text 
Document appears in the Save 
as Type List Box.  
 

7. Click the Cancel Button.  The 
Save As… Dialog Box is 
closed.  All list box entries are 
removed. 
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Quick Start Steps – Understanding Text Boxes  
 

1. Activate the desired Dialog Box. 
 

2. Locate the desired Text Box.  A Text 
Box holds text the user enters. 
 

3. Point the mouse pointer to the middle 
of the Text Box.  The mouse pointer 
will change shape to an I Beam. 
 

4. After the mouse changes to an I 
Beam, click the mouse.  A cursor is 
inserted into the Text Box. 
 

 

5. If there is text in the Text Box, use 
the Backspace or Delete key to 
remove the text. 
 

6. Enter the desired text. 

 

 
 

 Quick Start Task - Understanding Text Boxes  
 

1. Verify that WordPad is open. 
 

2. Click File form the Menu Bar.  
Select Save As…  the Save As 
Dialog Box is activated. 
 

3. Locate the File Name text box.  A 
Text box looks similar to a list box, 
but does not contain a triangular 
button on the right side of the box.  
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4. Move the mouse pointer until it is 
positioned in the middle of the Text 
Box.  The mouse pointer changes to 
an I Beam.   
 

5. Click the mouse.  A cursor is 
inserted into the Text Box.  Use the 
Backspace key or Delete key to 
remove existing text. 
 

 

6. Enter the following: “This is a text 
Box.” 

 
 

7. Click the Cancel Button to close the 
dialog box and remove all entries. 

 
 
 

 Quick Start Practice - Understanding Dialog Boxes 
 
1.  Activate the following dialog boxes that appear as menu items under File.   
 

• Open… 
• Save As… 
• Print… 
• Page Setup… 

 
2.  For each Dialog Box, perform the following tasks: 
 

• Count the number of Check Boxes. 
• Count the number of Radio Buttons. 
• Count the number of List Boxes. 
• Count the number of Text Boxes. 
• Activate all List Boxes encountered.  Select a menu item from the list box. 
• Activate all Text Boxes encountered.  Replace the existing text with text of your 

choice. 
• Click Cancel to deactivate the dialog box.
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QUICK START QUIZ – COMMON WINDOWS FEATURES 
 
 

1. Match the following terms with the correct answers. 
 
 

Terms Answers 
Check Mark An alternate to using the mouse 
Bullet Turns feature on or off. 
Small Triangle More information needed. 
Dimmed Menu Item Mutually exclusive choice. 
Short Cut Key Result of clicking an ellipse. 
Ellipse Contains a sub-menu. 
Dialog Box Unavailable feature. 
 
 

2. What part of a List Box should be clicked to view the menu items. 
 a. The List Box Label. 
 b. The Triangle Button. 
 c. The Middle of the Box. 
 

3. True or False?  List Boxes are commonly found in the Menu Bar. 
 

4. What shape does the mouse pointer change to when it is placed over a Text Box? 
 

5. What must appear inside a Text Box before text can be entered? 
 

6. How can a Dialog Box be closed without activated Dialog Box features? 
 a. Strike the Escape Key. 
 b. Click the Cancel Button. 
 c. Click the Close Button. 
 d. a, b and c. 
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Lesson Five - Permanent 
Storage 

Topic One - Permanent Storage Explained 

Topic Two - Saving Application Files 

Topic Three - Opening Application Files 

Topic Four - Save vs. Save As 

Topic Five - Finding Lost Files 
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Permanent Storage Explained 

 
Thus far, we have focused on learning skills necessary to activate application software and 
manipulate common Windows objects such as Dialog Boxes, Toolbars and Menu Bars.  
Although mastery of the above is eccentual, we have not yet addressed a major concern, 
“What happens to my documents when the computer is turned off?”  Creating a Nobel 
Prize-winning novel or constructing an elaborate financial spreadsheet on a computer is a 
wasted effort if the novel or spreadsheet is lost when power is interrupted.   
 
Through the years, technology has transformed the way computers permanently store 
information.  In the early days of computing, information was stored on huge reels of 
magnetic tape.  Perhaps you’ve seen photographs of giant spinning reels attached to 
intimidating computer “boxes.”  You may recall that early computers were stored in dust 
free rooms.  Access to the mysterious machines was available only to the select few who 
knew how to unlock their secrets.  Most people had neither the desire nor expertise to 
understand how those early “Bovine Computers” worked. 
 
The introduction of the personal computer revolutionized permanent storage technology by 
miniaturizing and simplifying information storage.  The net result of these improvements 
has made understanding permanent storage technology available to everyone.   
 
There are quite a few storage devices.  We will focus our discussion on the two most 
common storage devices, the Hard Drive and Floppy Drive.  Note the terms “Drive” and 
“Disk” are used interchangeably.  You may read Hard Disk or Hard Drive.   
 
Comparing a Hard Drive to a Floppy Drive reveals several differences.  As the name 
implies, the Hard Drive is compose of “hard” material about an eighth of an inch thick.  In 
contrast, a Floppy Drive is wafer thin and very flexible.  If, however, you examine a Floppy 
Drive you may notice that the drive does not appear flexible.  Floppy Drives are stored in a 
protective diskette.  The actual Floppy Drive is contained inside the diskette.  To view the 
Floppy Disk, remove the protective diskette cover. 
 
What does a Hard Drive look like?  Hard Drives are housed inside the computer.  Unless a 
user is bold enough to remove the computer’s cover, the Hard Drive will elude observation.  
If the computer’s protective covering is removed, you will notice that a Hard Drive is 
contained in a rectangular box.  The actual drive is inside the rectangular box.  It is not a 
good idea to disassemble the Hard Drive’s housing to view the actual disk. 
 
Both drives are coated with a magnetic material.  The coating is magnetized or charged by 
the computer.  The magnetic patterns determine how and where information is permanently 
stored.  Both drives hold their magnetic charge after the computer has been turned off.   
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As long as the drives are protected from physical damage, they will hold their magnetic 
charge indefinitely.  If not interfered with, it is possible for drives to maintain their magnetic 
charge for many years.   
 
The Hard and Floppy Drive differ in several important aspects.  First, a Hard Drive stores 
significantly more information that a Floppy Drive.  For example, a Hard Drive can 
permanently store as much as ten billion characters of information.  In contrast a Floppy 
Drive reaches its limits at 1.4 million characters.  Second, a Hard Drive works more 
efficiently than a Floppy.  It will take longer to open or save a document stored on a Floppy 
Drive than a Hard Drive.  Third, the Floppy Drive is portable.  If you want to share a 
document with a friend or transfer files from work to home, copy the file to the Floppy 
Drive, and take it with you.  The Hard Drive is not portable.  Remember that it is 
permanently secured inside the computer.  
 
The Windows Operating System uses a strategy for identifying storage devices and naming 
different sections of the storage device.  The Letter “A” represents the Floppy Drive.  The 
Letter “C” represents the Hard Drive.  Although the letters A and C have become the 
standard naming convention, an experienced user or computer technician can assign any 
letter to any drive.  For example, you could label the Floppy Drive with the letter B and the 
Hard Drive with the letter G.  To avoid confusion and maintain consistency, however,  most 
computer manufacturers use the letters A and C. 
 
Drives can be subdivided into smaller sections.  Figure 1 illustrates how a Floppy Drive has 
been subdivided into distinct sections.  Think of the Floppy Drive as being divided into pie-
shaped slices.  Each slice is uniquely labeled.  The slice label functions as an address.  The 
Floppy in Figure 1 is divided into two sections.  We labeled one slice as “Pictures” and the 
other as “Text.”  Labels usually tell us what type of information is stored on the respective 
pie slice.  Thus, drawings and graphics would be stored on the Pictures Slice.  The Text 
Slice would contain text documents.  
 
 
Figure 1 
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Slices can be further divided into smaller sections.  Figure 2 shows how the Pictures Slice 
has been divided into two sections – Cats and Dogs.  It follows that drawings and graphics 
of cats would be stored in the Cats Slice and drawings and graphics of dogs would be stored 
in the Dogs Slice.  Computer users may subdivide and label drive slices anyway they desire.  
Labeling strategies differ depending on how the computer is used.  For example, an 
accountant would organize a drive differently than a sales manager. 
 
Figure 2 

 
 
 
 
 
The analogy of the pie slice is a great way to illustrate how a drive is divided into unique 
sections.  Unfortunately you will not see a pie slice in Windows.  Instead Microsoft uses the 
term Folder to describe a subsection of a Drive.  Windows organizes Folders into 
organizational structures called Folder Trees.   
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Figure 3 illustrates how the earlier drive structure appears as a Folder Tree.  Notice how the 
folders are related to each other.  Observe how the Cats and Dogs folder relate to the 
Pictures folder and how the Pictures and Text folders relate to the A Drive.  To 
permanently store documents and find and retrieve them efficiently, users must move 
through or navigate the Folder Tree. 
 
 
Figure 3 
 

 
 
 
Windows labels any object created by an application as a File.  If you created a letter and 
named it “MOM,” the file name would also be “MOM.”  If you created a graphic of a dog 
and named it “SPOT,” the file name would be “SPOT.”  You can also think of a file as the 
end product of your work or play on a computer software application. 
 
Computer data is permanently stored on Drives.  Drives are further subdivided into 
sections called Folders.  The folder relationships are displayed in the Folder Tree.  
Folders and Folder Trees are created and labeled by users.  To store and retrieve files, 
users must navigate through the Folder Tree.  A File is a generic term given to any 
object created by application software.   
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New Terms  

Term Definition 
Drive A permanent storage device.  Common drives include Hard 

Disks, Floppy Diskettes, CD ROMS, Zip Disks and Cassette 
Tapes. 
 

File An object created in application software. 
 

File Name A user-defined label assigned to a file. 
 

Folder A subdivision of a drive.  Folders permanently store files. 
 

Folder Tree An organizational structure for folders (showing their 
relationship to each other.) 
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Saving Application Files 

 
Saving application files requires an understanding of Folder Tree organization and design.  
Folder Trees look like and function similarly to an organizational chart.  Figure 4 depicts a 
simple Folder Tree.  Notice how the folders are related to each other. 
 
Examine the folder labeled Pictures.  The Picture folder contains two subdivisions, Cats and 
Dogs.  Cats and Dogs are considered Child folders of Pictures.  Also note how Pictures is 
related to the A Drive.  The A Drive is the Parent of the Pictures folder.  Saving application 
files requires an understanding of the parent-child relationships in the Folder Tree.  To save 
files, users must navigate through the various Folder Tree Levels.  
 
 
Figure 4 
 

 
 
 
Navigation becomes a deductive process.  The most efficient way to navigate the Folder 
Tree is to move from the upper levels to the lower levels.  That is, users must navigate from 
general to specific folder locations.  The first decision a user makes is which permanent 
storage to use, i.e., the A or C Drive.  Once the storage device is selected, users must decide 
which child folder is most appropriate for the file they are saving. 
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New Terms  
Term Definition 

 
Navigate Moving through Folder Tree levels with the purpose of storing or 

retrieving files. 
 

Child Folder 

 
 

Folders that form a subset of another folder.  Cats and Dogs are 
child folders of Pictures. 
 

Parent Folder 
 

 
 

Folders that contain or hold subset folders.  Pictures is a parent of 
Cats and Dogs. 

 
 

Quick Start Steps - Saving Application Files  
 

1. Click File from the Menu Bar.  
Guide the mouse pointer until it rests 
over Save As… 
 

2. Click Save As… 

 
 

3. Click the Save In List Box.  Select 
the desired storage device. 
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4. Navigate through the Folder Tree by 
opening the desired child folders. 

 
 

5. Enter a name for the file in the File 
Name Text Box. 
 

6. Click the Save button. 
 

 
 

 Quick Start Task - Saving Application Files 
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1. Insert the class disk into the 
computer. Open WordPad.  Enter the 
follow text, “A Rose by Any Other 
Name Still Smells Pretty Good.” 
 

2. Visualize the Class Disk Folder Tree. 
Locate the folder labeled Poems.  We 
will save our newly created file to 
Poems. 
  

 
3. Click File from the Menu Bar.  

Guide the mouse pointer to Save 
As…, then Click.  The Save As 
Dialog Box is activated.   

 
 

4. Click the Save In List Box.  A list of 
available storage devices is activated.  
Select the 3½ Floppy (A).  The 3½ 
Floppy (A) will appear in the Save In 
List Box.  The Pictures and Text 
Folder appear below.  Pictures and 
Text are child folders to Drive A.  
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5. Open Text folder.  Open the folder 
by highlighting the Text folder and 
striking the Enter key.  The Text 
Folder appears in the Save In List 
Box.  Poems and Letters appear 
below.  Letters and Poems are 
children of Text. 

 
 

6. Open Poems by highlighting the 
Poems folder and striking the Enter 
key.  Poems appears in the Save In 
List Box.   

 
 

7. Locate the File Name Text Box.  
Place your mouse pointer on the right 
side of any text currently in the File 
Name Text Box.  Note that the 
mouse pointer changes to an I-Beam.  
Click the mouse.  The cursor is 
inserted into the File Name Text Box.

 
 

8. Strike the Backspace key until the 
existing text is deleted.  Enter “Poem 
One,” the name we will assign to our 
newly-created file.  

 
9. Click the Save button.  The file is 

saved on Drive A. 

 
10. Close WordPad.  

 
 

 Quick Start Practice – Saving Application Files  
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One at a time, create four files using WordPad.  Type any text combination into the files.  
Save the files as File One, File Two, File Three and File Four.  Save each file to the 
folders designated below. 
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Opening Files 

 
Opening a file requires the identical steps as saving a file.  Users instruct the computer to 
open a file that has been saved to a permanent storage device and folder.   
 
Locating and opening files require a working knowledge of Folder Tree organization and 
design.  Users must have a mental image of the Folder Tree prior to actually opening the 
file.  Users will navigate through the Folder Tree paying attention to parent-child folder 
relationships.  Once the folder containing the desired file is located, opening the file is 
simple.   
 
 

Opening Application Files – Quick Start Steps 
 

1. Click File from the Menu Bar.  
Guide the mouse pointer until it rests 
over Open… 
 

2. Click Open… 

 
 

3. Click the Look In List Box.  Select 
the desired storage device.  
 

4. Navigate through the Folder Tree by 
opening the desired child folders. 

 
 

5. Highlight the desired file. 
 

6. Click the Open button.  The desired 
file is activated. 
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 Quick Start Task - Opening Application Files 
 

1. Verify that the class disk is inserted 
into Drive A.  Verify that the 
previous class task was successfully 
completed.   
 

2. Open WordPad.  
 

3. Visualize the Folder Tree Design.  
Concentrate on the Poems Folder.  
Recall that Poem One is stored in the 
Poems Folder.   
 

 

4. Click File from the Menu Bar.  
Select Open…  The Open Dialog 
Box is activated. 

 
 

5. Click the Look In List Box.  A list of 
available storage devices is activated.  
Select 3½ Floppy (A).  Notice that 
the 3½ Floppy (A) appears in the 
Look In List Box.  Observe the child 
folders displayed below. 

 
 

6. Open the Text folder.  Open the 
folder by highlighting the Text 
Folder and striking the Enter key.  
The Text Folder appears in the Look 
In List Box.  Letters and Poems 
appear below. 
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7. Open the Poems folder.  Open Poems 
by highlighting the Poems Folder and 
striking the Enter Key.  Poems 
appear in the Look In List Box.   
 

8. Highlight Poem One, then click 
Open.  Poem One is activated.  
 

9. Close WordPad.  
 

 
 

 Quick Start Practice - Opening Application Files 
 
In the previous class task, four files were created and saved in four different folders.  With 
WordPad activated, open each of the files listed below. 
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Save vs Save As Explained 

 
New users ask many worthwhile questions.  One of the most frequently asked questions is, 
“What is the difference between Save and Save As?”  Save As is used in two 
circumstances; the user is saving the file for the first time, or the user is saving an existing 
file under a different name.  The two circumstances have one point in common.  Both 
require the user to enter a new file name. 
 
Why would a user rename an existing file?  The best way to answer the question is with 
an analogy.  Imagine you have created a legal contract between yourself and another 
organization.  You have created the contract and carefully saved the file in a C Drive Folder.  
The contract file is named Contract-Draft One. 
 
After submitting a hard copy of the contract to the other business party, you learn the 
contract language must be changed.  You open “Contract-Draft One” and make the 
necessary language changes.  Instead of saving the file as “Contract-Draft One,” you elect 
to choose the Save As option and Save the file as “Contract-Draft Two.”  By doing so two 
files are created, one called “Contract-Draft One” and the other “Contract-Draft Two.”  
Each time the contract is revised you would save the file under a new name: Draft Three, 
Draft Four, Draft Five, etc.  This feature is useful if you make changes to an existing 
document yet wish to save the original document as well as the revised document. 
 
The Save feature is much easier to grasp.  Save rewrites the changes over an existing file.  If 
the user in the previous example used Save rather than Save As,  the file would always be 
named “Contract-Draft One” regardless of the number of revisions which would replace 
and therefore delete the original draft. 
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New Terms  
Term Definition 

 
Save As… 
 

 
 

A File Menu Item that permanently labels and 
saves a new file or renames an existing file. 
 

Save 
 

A File Menu Item that overwrites and saves an 
existing file with file updates. 
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 Quick Start Task - Using Save 
 

1. Verify that the class disk is inserted 
into Drive A. Activate WordPad, 
then open Poem One.  
 

2. Add the following line of text to the 
existing document: “Romeo, Romeo, 
did you see where I put my socks?”  
 

3. Click File from the Menu Bar.  
Select Save…  The current file 
overwrites the old.  
 

4. Close WordPad. 

 

 
 

 Save and Save As – Quick Start Practice 
 

1. Open File One.  Add new text to the existing file.  Save the file.  Perform the same 
procedure with File Two, File Three and File Four. 
 

2. Open File One.  Add an additional line of text to the file.  Select the Save As Menu 
Item from the File.  Rename and save the file as File One – Draft Two.  Complete 
the above exercise for File Two, File Three and File Four. 
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Finding Lost Files 

 
Even if we take great pains to manage our files and folders, there will be instances where a 
file is misplaced.  If you have stored hundreds of files in a variety of folders, manually 
searching through each folder could be a daunting task.  Fortunately, Windows includes a 
tool for locating misplaced files. 
 
Located on the Start Menu, the Find Option allows users to search permanent storage 
devices.  In most situations users will search by file name.  For example, imagine that Poem 
One has been misfiled.  By entering “one” into the Find Dialog Box, Windows will search 
for any file name that contains the text string “one.”  The text can appear at the beginning, 
middle or end of the file name.  Windows, for example would locate the following files. 
 
Poem One 
One Poem 
One Time Charley 
This One’s for You 
 
The Find Option also contains more exotic features.  If you cannot remember the name of a 
file, Find will also search by text.  Users instruct the computer to search through the text of 
all files for a specific word or phase.  You may also locate lost files by searching the date a 
file was created or modified.   
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Quick Start Steps - Finding Files 
 

1. Click the Start button.  Guide the 
mouse pointer to Find.  Select Files 
or Folders.  The Find All Files 
Dialog Box is activated.  
 

2. Choose the desired permanent 
storage drive to search in the Look 
In List Box. 

3. Enter the file name or part of the file 
name in the Named Text Box. 
 

 

4. Click the Find Now button.  
Windows will locate all files that 
match the name parameters. 

 

 
 

 Quick Start Task - Finding Files 
 

1. Imagine you have misfiled a file 
named Poem One.  The Find Feature 
will be used to locate any file name 
containing the text string, “One.” 
 

2. Click Start, then select Find.  
Choose the Files or Folder Menu 
Item. 
 

3. Click the Look In List Box.  The 
computer’s permanent storage 
devices are displayed.  Select the 3½ 
Floppy (A) Drive.  This instructs the 
computer to search only the A Drive.
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4. Place the mouse pointer in the 
Named List Box.  The mouse pointer 
changes to an I-Beam.  Click to insert 
the cursor into the Named List Box.  
Enter “One.” 

 
 

5. Click the Find Now button.  
Windows will locate all file names 
that contain the text string “One.” 

 
 

6. Locate the Poem One icon.  Open 
Poem One.  Poem One is activated. 

 
 

7. Close Poem One and WordPad.  
 
 

 Quick Start Practice - Finding Files  
 

1. Try using the Find Feature to locate files on the A Drive that contain the word 
“Rose” in the text.   
 

2. Search for all file names on the C Drive that contain the text string “WIN” in the file 
name. 
 

3. Bonus Question!!  Search for all files created last week. 
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QUICK START QUIZ – PERMANENT STORAGE 
 
 

1. True or False?  The hard drive is located inside the computer. 
 

2. Name one advantage a floppy drive has over a hard drive. 
 

3. Name two advantages a hard drive has over a floppy drive. 
 

4. True or False?  Windows uses a numbering system to label permanent storage 
devices. 
 

5. What is the name of the diagram that describes the relationship of folders to each 
other.  
 
 a. Windows Explorer. 
 b. My Computer. 
 c. Folder Tree. 
 d. All the above. 
 

6. True or False?  Files and Folders refer to the same object. 
 

7. What List Box displays the available permanent storage devices in the Save As… 
Dialog Box? 
 a. Save In… 
 b. Save As… 
 c. Save Here… 
 d. File Name… 
 

8. What Menu Bar Heading must be selected to open a file? 
 a. View 
 b. Insert 
 c. Edit 
 d. File 
 

9. Explain the difference between Save and Save As. 
 

10. True or False?  Entering “and” in the Named Text Box of the Find Dialog Box will 
locate the following files. 
 
 Sand Art of the Southwest 
 My and Me Baby 
 American Band Stand 
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Lesson Six - Managing Files 
and Folders 

Topic One – Managing Files and Folders: Introduced 

Topic Two – Parent-Child Relationships 

Topic Three – Creating a Folder Tree 
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Managing Files and Folders: Introduced 

 
Understanding Folder Tree design and organization is central to personal computing in the 
Windows environment.  Everything you do in Windows, be it “Surfing the Internet,” 
creating graphics, playing computer games, writing letters or analyzing income statements, 
requires an understanding of the Folder Tree. 
 
Do all Folder Trees look the same?  No!  Folder Tree design can be customized to reflect 
your personal or professional filing needs.  One user may prefer a very simple Folder Tree 
while others will prefer a complex, multi-layered Folder Tree design.  YOU have the 
freedom to design YOUR Folder Tree in any manner YOU wish.   
 
Windows provides a tool for the management of folders and files called Windows Explorer.  
Windows Explorer is a used to create, move, rename, delete and manipulate folders and 
files.   
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New Terms  

Terms 
 

Definition 

Windows Explorer A Windows feature that allows users to 
view, create and manipulate all folders and 
files. 

Folder Tree Section The left section of Windows Explorer.  The 
Folder Tree Section displays folders and 
folder relationships only. 

Contents Section The right section of the Windows Explorer.  
The contents section displays the contents of 
a particular folder highlighted in the Folder 
Tree Section. 

Contents View Button 
 

 

The Contents View Button changes how 
folders and files are displayed in the 
Contents section of Windows Explorer. 
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Parent-Child Folder Relationships 

 
Becoming comfortable with Windows Explorer requires familiarity with several icons.  You 
may have noticed the small boxes to the left of many folders in the Folder Tree Section.  
The boxes contain a plus or minus symbol.  The plus and minus symbols clarify the parent-
child relationships in the Folder Tree.   
 
A plus symbol indicates that there are child folders contained inside the parent folder.  
Clicking the plus symbol displays all child folders.  The minus symbol indicates that all 
child folders are displayed in the Folder Tree.  Clicking the minus symbol “hides” the child 
folders, displaying only the parent folder.  Hence, the minus symbol is changed back to the 
plus symbol.   
 
 
New Terms  

Term Definition 
 

Plus Sign 
 

 

A symbol indicating that a folder contains child folders.  Clicking 
the plus symbol displays all child folders. 
 

Minus Sign 
 

 

A symbol indicating that all child folders are displayed.  Click the 
minus symbol to hide child folders. 
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Quick Start Steps – Viewing Folder Contents  
 

1. Open Windows Explorer.  
 

2. Highlight the desired folder in the 
Folder Tree section of Windows 
Explorer.  
 

3. Click the plus sign to view the 
hidden child folders. Observe the 
contents of the highlighted folder in 
the Contents section of Windows 
Explorer. 
 

 

4. Adjust the Contents view according 
to personal tastes.  Users may choose 
the Large, Small, List and Details 
view. 

 
 
 
 

 Quick Start Task - Viewing Folder Contents  
 

1. Verify that the class disk is inserted 
into Drive A.  
 

2. Click Start then guide the mouse 
pointer to Programs.  Locate and 
select Windows Explorer. 
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3. Maximize Windows Explorer.  
Observe the Folder Tree and 
Contents section.  Notice the Scroll 
Bar displayed on the right side of the 
Folder Tree Section.  Scroll up the 
Folder Tree as high as possible. 

 
 

4. Locate the 3½ Floppy (A) Drive.  
Click the plus sign located next to 3½ 
Floppy to view the child folders.   
 

5. Verify that you are able to view the 
Picture and Text folders. Click the 
plus sign next to the Pictures folder.  
Pictures’ child folders are displayed. 
 

6. Click the plus sign next to the Text 
folder to reveal Text’s child folders. 

 
 

7. Highlight the Pictures folder.  The 
contents of the Pictures folder are 
displayed in the Contents section of 
Windows Explorer. 
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8. Highlight the Poems folder.  The 
contents of the Poems folder are 
displayed in the Contents Section of 
Windows Explorer. 

 
 

9. Highlight the Text folder.  Observe 
the Contents section.  Click the small 
triangle next to the left View Button 
located on the Toolbar.  Select Large 
Icons.  Files and folders are 
displayed as large icons. 

 
 

 
 

10. Close Windows Explorer.  
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 Quick Start Practice - Viewing Folders and Files  
 

1. Use the Folder Tree Scroll Bar to examine all child folders of the C Drive.  Click all 
plus signs to view the parent-child folder relationships. 
 

2. Locate and highlight the Windows folder.  The Windows folder is a child of the C 
Drive.  Observe the contents of the Windows folder. 
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Creating a Folder Tree 

 
Thus far we have viewed folders created by somebody else.  New computers are shipped 
with a standard Folder Tree created by the computer’s manufacturer.  It is possible to 
exclusively use the folders shipped with the machine.  Users soon recognize the limitation of 
the generic Folder Tree design.  It would be analogous to purchasing a filing cabinet with 
fixed drawer labels.  You would be forced file all your documents in categories that may 
have nothing to do with your personal or professional business.   
 
Creating new folders requires a sound understanding of folder parent-child relationships.  
New folders are always created as children of parent folders.  Before creating a new folder, 
users must locate the “expectant” parent folder.  For example, to create Cats in the Folder 
Tree in Figure 1, you must highlight Pictures (Parent folder) prior to creating Cats (Child 
folder).  As you will learn, you must highlight the parent folder before child folders are 
created. 
 
 
Figure 1 
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Quick Start Steps - Creating Folder Trees 
 

1. Open Windows Explorer.  

2. Visualize the Folder Tree you wish to create.  

3. Highlight the parent folder in Folders section of Windows Explorer  

4. Click File from the Menu Bar.  Guide the mouse pointer to New, then Folder.  
Click Folder. 

 

5. A new folder is created in the Contents Section of Windows Explorer.  Replace 
the default text, “New Folder,” with the folder name of your choice. 

 

6. Repeat the process until the Folder Tree is created.  

 
 

 Quick Start Task - Creating Folder Trees 
 

1. Verify that the class disk is 
inserted in the A Drive.  Open 
Windows Explorer.  Maximize 
Windows Explorer.  
 

2. Verify that you can view the 3½ 
Floppy (A) in the Folder Tree 
section.  If necessary, use the 
Scroll Button to view the 3½ 
Floppy (A).   
 

3. If there are plus signs next to any 
of the folders in the 3½ Floppy 
(A), click them.  Verify that the A 
Drive Folder Tree is completely 
expanded. 
 

 
 

4. Visualize the child folder to add to 
the tree.  We will be creating a 
folder labeled Horses.  Horses 
will be a child of the Pictures 
folder. 
 

5. Highlight the Pictures folder in the 
Folder Tree section of Windows 
Explorer. 
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6. Click File from the Menu Bar.  
Guide the mouse pointer to New, 
then Folder.  Click Folder. 

 
 

7. Notice that a default folder has 
been created in the Contents 
section of Windows Explorer.  
Verify that, New Folder is 
highlighted.  Type the new folder 
label, “Horses.”  It will 
automatically replace New Folder.  
Strike the Enter key. 
 

 

8. Observe the 3½ Floppy (A) Folder 
Tree.  Verify that the Horses folder 
has been added as a child folder to 
Pictures.  
 

9. Close Windows Explorer. 
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 Quick Start Practice – Creating Folder Trees  
 
Add the circled folders to the existing 3½ Floppy (A) Folder Tree.  
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QUICK START QUIZ – MANAGING FILES AND FOLDERS 
 
 

1. True or False?  Windows provides you with a “fixed” Folder Tree.  Users do not 
have ability to change or customize Folder Tree relationships. 
 

2. Explain how to view the contents of a specific folder. 
 

3. Plus signs often appear next to folders in Windows Explorer.  What statement best 
describes what the plus sign represents? 
 a. Signifies that there are files contained inside the folder. 
 b. Signifies that there are files and folders inside the folder. 
 c. Signifies that there are several layers of folders inside the folder. 
 d. Signifies that there are child folders within this folder. 
 

4. True or False?  To create a new folder you must first select the parent of that new 
folder. 
 

5. How many ways can you view the contents of a folder?  Hint: Experiment with the 
Views button on the Tool Bar.
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Lesson Seven - Copying and 
Moving Files 

Topic One – Copying and Moving Folders 

Topic Two – Copying/Moving Multiple Consecutive 
Folders 

Topic Three – Copying/Moving Multiple Non-
consecutive Folders 

Topic Four – Deleting Files and Folders 



Quick Start Curriculum ©  Introduction to Windows 

Page 80 

 

Copying and Moving Files 

 
When new users purchase their first personal computer, they may experiment with folder 
creation. Most adult new users like to jump in and start playing with application software 
before understanding the basics.  It’s human nature to explore!  Often these first folders 
become scattered all around the permanent storage devices.  Whether by accident or 
intention, files and folders may not be organized to your liking.  Windows Explorer is a 
great tool for moving and copying files and folder to desired locations. 
 
To move or copy folders, users will Right Mouse Drag the desired folder from the Contents 
section to the desired folder in the Folder Tree section.  This is the first time the Right 
Mouse Click has been used.  At this stage of your training the Right Mouse is used very 
infrequently.  As you become more familiar with the Windows System Software, the Right 
Mouse becomes quite useful. 
 
If you have many files to organize, it becomes tedious to move or copy one file at a time.  
By using the Ctrl or Shift key, several files can be manipulated at one time.  Mastering these 
techniques will help you quickly transform a cluttered mess into an efficient, organized 
system of files and folders. 
 
 

Quick Start Steps - Moving/Copying Individual 
Files 
 

1. Open and maximize Windows Explorer.  

2. Scroll through the Folder Tree to locate the folder that contains the file you wish 
to move or copy.  Highlight the folder. 

 

3. Scroll through the Folder Tree to locate the destination.  DO NOT highlight the 
destination folder. 

 

4. Right Mouse Drag the target file from the Contents Section to the destination 
folder in the Folder Tree. 

 

5. Release the Right Mouse button to activate the Short Cut menu.  Choose Move 
Here or Copy Here.  

 

6. Close Windows Explorer.  
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 Quick Start Task - Moving/Copying Individual 
Files 
 

1. Verify that the class disk is inserted 
in the A Drive.  
 

2. Open and maximize Windows 
Explorer. Scroll to the top of the 
Folder Tree section.   
 

3. Click all plus signs located on Drive 
A.   

 
 

4. Highlight 3½ Floppy (A) in the 
Folder Tree section.  View the 
contents of Drive A. 

 
 

5. Place the mouse pointer over the 
Barking Dog file in the Contents 
section.  Push and hold the Right 
Mouse button.   
 

6. Drag Barking Dog to the Dogs folder 
in the Folder Tree section. Make sure 
the mouse pointer is pointing to the 
Dogs folder not the Dogs label.  
Release the Right Mouse button.  
The shortcut menu will appear. 
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7. Observe the Short Cut menu.  
Choose Move Here (click the left 
mouse).  The file is moved from 
Drive A to Dogs. 
 

8. Close Windows Explorer. 

 
 
 

 Quick Start Practice - Moving/Copying Individual 
Files 
 
There are other stranded files on the A Drive, Cat Prints and Smiling Horse.  Move Cat 
Prints to the Cats folder.  Move Smiling Horse to the Horse folder. 
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Moving/Copying Multiple Consecutive Files 

 

Quick Start Steps – Moving/Copying Multiple 
Consecutive Files  
 

1. Open and maximize Windows Explorer.  

2. Scroll through the Folder Tree.  Highlight the folder that contains the files to be 
moved or copied.  View the multiple consecutive files to be moved or copied. 

 

3. Scroll through the Folder Tree until the destination folder is observed.  DO NOT 
highlight the destination folder. 

 

4. In the Contents section, highlight the first file in the series.  Press and hold down 
the Shift key on the keyboard.  With the Shift key depresses, highlight the last file 
in the series.  The consecutive files are highlighted. 

 

5. Release the Shift key.  

6. Place the mouse pointer over any highlighted portion of the target files.  

7. Right Mouse Drag the selected files from the Contents Section to the destination 
folder.  Release the right Mouse Button.   

 

8. Observe the Short Cut menu.  Choose Move Here or Copy Here.  

9. The files are moved or copied to the destination folder.  

 
 

 Quick Start Task - Moving/Copying Multiple 
Consecutive Files 
 

1. Verify that the class disk is inserted 
in Drive A. Open and maximize 
Windows Explorer.   
 

2. Use the Scroll Bar to view the 3½ 
Floppy (A).   
 

3. Click on all 3½ Floppy (A) plus 
signs to expand the Folder Tree. 
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4. Highlight the 3½ Floppy (A) in the 
Folder Tree section.  View the 
contents of Drive A.  Notice that 
there are three file names that start 
with Dog. 

 
 

5. Highlight Dog Day Afternoon.  
 

6. Press and hold down the Shift key on 
the keyboard.   
 

7. Select and click Dog House.  The 
consecutive files are all highlighted.  
 

8. Release the Shift key. 
 

 
 

9. Guide the mouse pointer so it rests 
over any portion of the highlighted 
files.  Press and hold the Right 
Mouse button.  
 

10. Drag the three files to the Dogs 
folder in the Folder Tree section.  
Make sure the mouse pointer is on 
top of the folder icon, NOT the folder 
label.   
 

11. Release the Right Mouse. 
 

 

12. Observe the Short Cut menu.  
Choose Move Here…  The files are 
moved to the destination folder. 
 

13. Close Windows Explorer. 
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Moving/Copying Non-consecutive Files 

 

Quick Start Steps – Moving or Copying Non-
consecutive Files  
 

1. Open and maximize Windows Explorer.  

2. Scroll through the Folder Tree.  Highlight the folder that contains the files to 
be moved or copied.  View the multiple non-consecutive files to be moved or 
copied. 

 

3. Scroll through the Folder Tree until the destination folder is observed.  DO 
NOT highlight the destination folder. 

 

4. In the Contents section, highlight the first file in the series.  Press and hold 
down the Crtl key on the keyboard.  With the Crtl key depressed, click on 
each desired file to be manipulated. 

 

5. Release the Crtl key.  

6. Place the mouse pointer over any highlighted portion of the target files.  

7. Right Mouse Drag the selected files from the Contents section to the 
destination folder. 

 

8. Release the Right Mouse button.  Observe the Short Cut menu.  Choose Move 
Here or Copy Here. 

 

9. The files are moved or copied to the destination folder.  
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 Quick Start Task - Moving/Copying Non-
consecutive Files 
 

1. Verify that the class disk is inserted 
in Drive A.  
 

2. Open and maximize Windows 
Explorer.   
 

3. Use the Scroll Bar to view the 3½ 
Floppy (A).  Click on all plus signs 
on Drive A to expand the Folder 
Tree. 

 
 

4. Highlight the 3½ Floppy (A) in the 
Folder Tree section and view the 
contents.  Verify that you can view 
Tree Poem, Candy Poem and Love 
Poem.  
 

5. Place the mouse pointer over Candy 
Poem.  Select Candy Poem.  Press 
and hold down the Crtl key on the 
keyboard.  Click on Love Poem then 
Tree Poem.  Three non-consecutive 
files are highlighted.  Release the 
Crtl key.  

 
6. Place the mouse pointer over any of 

the three highlighted files.  Push and 
hold down the Right Mouse button. 
 

7. Drag the three files to the Poems 
folder in the Folder Tree.  Release 
the right mouse button. 
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8. Observe the Short Cut menu.  
Choose Move Here.  The files are 
moved. 
 

9. Close Windows Explorer. 

 
 
 

 Quick Start Practice - Moving/Copy Files 
 
Move the remaining files to the desired folders in the Folder Tree. 
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Deleting a Folder or File 

 
A portion of what you create or install on the computer may become obsolete or no longer 
needed.  Windows Explorer can be used to delete these files or folders. 
 
Use caution in deleting files.  Make sure you do not delete files that may impact how your 
computer functions.  It is best not to change or delete folders or files in the Windows Folder.  
Also note that most personal computers are equipped with tons of storage space.  It may not 
be necessary to delete anything during the whole life of the computer. 
 

Quick Start Steps – Deleting Files  
 

1. Open and maximize Windows Explorer. 
 

 

2. Highlight the folder or files you wish to delete. 
 

 

3. Click File from the Menu Bar.  Guide the mouse pointer to Delete and click. 
 

 

4. Windows will warn you that you are about to delete files.  Click Yes to proceed.   
 

 

5. The files or folders are deleted.  
 
 

 Quick Start Task - Deleting Files 
 

1. Verify that the class disk is inserted 
in Drive A. 
 

2.  Open and maximize Windows 
Explorer.  Use the Scroll Bar to view 
the 3½ Floppy (A).   
 

3. Click on all 3½ Floppy (A) plus 
signs to expand the Folder Tree.  
 

4. Locate and highlight the Horses 
folder in the Folder Tree section and 
observe the contents.  It contains one 
file, Smiling Horse. 

 

5. Highlight Smiling Horse in the 
Contents section. 
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6. Click File from the Menu Bar.  
Guide the mouse pointer to Delete 
and click.   

 
 

7. Windows will ask you if you are sure 
you want to delete the folder or file.  
Click Yes.  The folder or file is 
deleted. 

 
 
 

 Quick Start Practice - Deleting Files 
 
Entire folders may be deleted in Windows Explorer.  Keep in mind that if you delete a folder 
all of its contents are also deleted.  Locate the Games folder on Drive A.  Delete the Games 
folder.  Locate the Horses folder on Drive A.  Delete the Horses folder. 
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QUICK START QUIZ – COPYING AND MOVING FILES 
 
 

1. The following are steps to copy or move files.  Place the steps in the correct 
chronological order. 
 
 ____Close Windows Explorer. 
 
 ____Highlight the folder that contains the files to be moved/copies. 
 
 ____Open Windows Explorer. 
 
 ____Release the Right Mouse to activated the Shortcut menu.  Choose Move
         Here Copy Here. 
 
 ____Locate the destination folder. 
 
 ____Right Mouse Drag the files to the destination folder. 
 

2. What key would you depress in combination with the mouse to move several 
consecutive files at one time? 
 

3. What key would you depress in combination with the mouse to move several non-
consecutive files at one time? 
 

4. True of False?  Files can be moved or copied within the Folder Tree section of 
Windows Explorer. 
 

5. List the steps necessary to delete files or folders in Windows Explorer.
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Lesson Eight - My Computer 
Topic One – Understanding My Computer 

Topic Two – Creating Desktop Shortcuts 
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Understanding My Computer 

 
As you become more familiar with the Windows Operation System you will notice that 
there are usually several methods available to accomplish identical tasks.  An alternative to 
Windows Explorer is My Computer.  The My Computer icon is automatically placed on the 
Desktop when Windows is installed.  Although My Computer performs the same tasks as 
Windows Explorer,  there are significant differences.  
 
Windows Explorer is divided into two sections.  Users are able to view both the Folder Tree 
structure and the contents of each folder.  My Computer, in contrast, provides a view of 
folder content, but NOT the Folder Tree structure.  My Computer is designed to allow users 
to navigate through parent-child folder relationships.   
 
My Computer also provides quick access to tools for managing the Windows computing 
environment.  By opening the Printer icon, users may add, delete or manage print jobs.  
Clicking Control Panel opens an array of tools to help users customize and adjust the 
computing environment.  Activating the Dial Up Networking prompts users for information 
to connect to the Internet. 
 
When a folder is activated in My Computer, the user is able to view the contents of that 
folder.  Each time a user activates a folder in My Computer, they move deeper into the 
Folder Tree.   
 
My Computer is easier to learn and more useful when users are familiar with Folder Tree 
structure as presented in Windows Explorer.  New users should master Windows Explorer 
before experimenting with My Computer.   
 
 

Quick Start Steps – My Computer  
 

1. Open My Computer from the Desktop. 
 

 

2. Visualize the location of the desired file and the folder path to reach that file. 
 

 

3. Open successive child folders until the desired file is visible. 
 

 

4. Open the desired file. 
 

 

5. Close all My Computer windows.  
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 Quick Start Task - My Computer 
 

1. Verify that the class disk is inserted 
in Drive A. 
 

 
2. Locate the My Computer icon on the 

Desktop.  Open My Computer 
(Highlight and strike the Enter key). 
My Computer is activated. 

 
 

3. Recall the class disk folder tree 
structure.  Visualize the relative 
position of the Dogs folder.   
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4. Open the 3½ Floppy (A).  Verify that 
two child folders are displayed. 
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5. Open Pictures.  Verify that two child 

folders are displayed. 

 
 

6. Open Dogs.  Verify that Dog House 
is displayed.  Dog House is a file 
created earlier.  
 

7. Open Dog House.   
 

8. Close all windows related to My 
Computer. 

 
 

 

 Quick Start Practice – My Computer  
 
 

1. Visualize the class Folder Tree.  Open Candy Poem, Cat Prints and Love Letter. 
 

2. Locate the My Computer Tool Bar.  Experiment with the View button. 
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Creating Desktop Shortcuts 

 
As you moved through the various tasks of this manual you hopefully have become familiar 
with Folder Tree navigation.  With practice, you will find it easier to create folders, 
manipulate folders, save files and open files.  By using the Start Button Menu and Windows 
Explorer you can perform all major tasks required in the Windows Operating Environment. 
 
However, human nature often motivates us to find new methods for performing identical 
tasks.  Up to this point we have used the Start Menu to open application software.  You may 
have noticed that folders, files and application software can also be opened from the 
Desktop.  With a few keyboard and mouse clicks it is easy to place an icon on the Desktop.  
These icons act as Shortcuts to folders and files.  A Shortcut is a convenient way to open a 
file without navigating through the Start Menu. 
 
Shortcut icons are special icons that act as pointers to a desired location.  Think of a shortcut 
as a doorway to a desired folder or file.  If, for example, you visualize a desired file as an 
object in a room, you can create many doorways to gain access to the file. 
 
Shortcut Icons are easy to recognize (See Figure 1).  They always contain a curved arrow in 
the lower left portion of the icon. Users often fear deleting a shortcut from the Desktop.  It is 
natural to think that deleting a shortcut will also destroy the file.  This is not the case.  
Remember that a shortcut is a pointer or doorway to the desired object.  It is NOT the actual 
file or folder.  Therefore, deleting a shortcut WILL NOT remove any of your important files 
or applications.   
 
 
Figure 1 
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Quick Start Steps – Creating Desktop 
Shortcuts  
 

1. Open Windows Explorer or My Computer.   
 

 

2. Navigate through the Folder Tree until the desired file or folder is reached. 
 

 

3. Arrange windows so a portion of the Desktop is in view. 
 

 

4. Right Mouse Drag the desired object to the Desktop. 
 

 

5. Release the Right Mouse button to activate the Shortcut menu.  Choose Create 
Shortcut(s) Here. 
 

 

6. Close all open windows.  
 
 

 Quick Start Task – Creating Shortcuts  
 

1. Verify that the class disk is inserted 
into Drive A.  
 

2. Verify that you are viewing the 
Desktop.  All application windows 
should be closed.   
 

3. Visualize the class folder tree.  
Recall that the file, Cat Prints is 
contained in the Cats folder.  We will 
create a Desktop shortcut to Cat 
Prints. 
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4. Open My Computer then select the 
3½ Floppy (A).  Two child folders 
are displayed. 

 
 

5. Open Pictures.  The Cats and Dogs 
folders are displayed. 

 
 

6. Open Cats.  Verify that Cat Prints is 
located in the Cats folder.  
 

7. Close all Windows other than the 
window that contains Cat Prints.  
Make sure you can see the Desktop. 
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8. Place the mouse pointer over the Cat 
Prints icon.  Hold down the Right 
Mouse and drag Cat Prints to the 
Desktop.  A silhouette of the icon 
will be activated when the file is 
moved. 
 

 
 

9. Release the Right Mouse button to 
activate the Shortcut menu.  Choose 
Create Shortcut(s) Here.   
 

10. Close all open windows.  
 

11. Open Cat Prints from the Desktop 

 
 

 
 

 Quick Start Practice – Creating Shortcuts  
 
 

1. Create the following shortcuts to the files listed below.  
 
  a.  Hiding Dog 
  b.  Candy Poem 
  c.  Truth Essay 
 

2. Delete all shortcuts created in the previous exercises.   
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QUICK START QUIZ – MY COMPUTER 
 
 

1. Describe the primary difference between My Computer and Windows Explorer. 
 

2. True or False?  You locate the My Computer icon by using the Start menu. 
 

3. True or False?  A Shortcut can be created with either the left or right mouse button. 
 

4. After dragging an icon to the Desktop what item is activated? 
 a. The Start Menu. 
 b. The File heading located on the My Computer Toolbar. 
 c. The Shortcut Menu. 
 d. All the above. 
 

5. True or False?  Deleting a Shortcut will permanently remove a file or folder. 
 

6. Where can you locate a file or folder to be placed on the Desktop as a Shortcut?  
Select the best answer. 
 
 a. B and C 
 b. Windows Explorer. 
 c. My Computer. 

d. The Start Menu 
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Appendix 
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Quick Start Quiz Answers 

LESSON TWO 
QUICK START QUIZ - MANAGING WINDOWS  

 
 

1. Name two software families.  (System and Application Software) 
 

2. True or False?  System Software allows users to work and play on the computer. 
 

3. Which of the follow are operating systems? 
a.  Windows 95 
b.  AS400 
c.  Microsoft Office 2000 
d.  A & B 
 

4. True or False?  Only one window can be open at a time. 
 

5. True or False?  The mouse pointer does not change shape when resizing or moving 
a window. 
 

6. Name the parts of the window below. 
 
 

 

Minimize 
Maximize 

Close

Title Bar 

Menu Bar 

Tool Bar 

Icon 
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LESSON THREE 
QUICK START QUIZ 

 
 

1. Where are the Function Keys located on the keyboard?  (The top of the keyboard.)  
How do they differ from the other alphanumeric keys?  (They activate special 
computer application features.) 
 

2. True or False?  The Navigation Keys will move the cursor through a document 
without altering the text. 
 

3. Which of the follow statement best describes the function of the Delete Key? 
 a. Moves the cursor forward or backward removing all text in its path. 
 b. Used in combination with the Function Keys to provide keyboard shortcuts. 
 c. Pulls and deletes all text to the left of the cursor when pressed. 
 d. Pulls and deletes all text to the right of the cursor when pressed. 
 

4. True or False?  Striking the Enter key two times at the end of a line will create a 
blank line. 
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LESSON FOUR 
QUICK START QUIZ – COMMON WINDOWS FEATURES 

 
 

1. Match the following terms with the correct answers. 
 
 

Terms Answers 
Check Mark 
 

An alternate to using the mouse 

Bullet 
 

Turns feature on or off. 

Small Triangle 
 

More information needed. 

Dimmed Menu Item 
 

Mutually exclusive choice. 

Short Cut Key 
 

Result of clicking an ellipse. 

Ellipse 
 

Contains a sub-menu. 

Dialog Box 
 

Unavailable feature. 

 
2. What part of a List Box should be clicked to view the menu items. 

 a. The List Box Label. 
 b. The Triangle Button. 
 c. The Middle of the Box. 
 

3. True or False?  List Boxes are commonly found in the Menu Bar. 
 

4. What shape does the mouse pointer change to when it is placed over a Text Box? (I 
Beam) 
 

5. What must appear inside a Text Box before text can be entered?  (The Cursor) 
 

6. How can a Dialog Box be closed without activating Dialog Box features? 
 a. Strike the Escape Key. 
 b. Click the Cancel Button. 
 c. Click the Close Button. 
 d. a, b and c. 
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LESSON FIVE 
QUICK START QUIZ – PERMANENT STORAGE 

 
 

1. True or False?  The hard drive is located inside the computer. 
 

2. Name one advantage a floppy drive has over a hard drive.  (It is portable.) 
 

3. Name two advantages a hard drive has over a floppy drive.  (It is faster and stores 
more information.) 
 

4. True or False?  Windows uses a numbering system to label permanent storage 
devices. 
 

5. What is the name of the diagram that describes the relationship of folders to each 
other.  Select the best answer. 
 a. Windows Explorer 
 b. My Computer. 
 c. Folder Tree. 
 d. All the above. 
 

6. True or False?  Files and Folders refer to the same object. 
 

7. What List Box displays the available permanent storage devices in the Save As… 
List Box? 
 a. Save In… 
 b. Save As… 
 c. Save Here… 
 d. File Name… 
 

8. What Menu Bar Heading must be selected to open a file? 
 a. View 
 b. Insert 
 c. Edit 
 d. File 
 

9. Explain the difference between Save and Save As.  (Save overwrites an existing file.  
Save As saves a new file or renames an existing file.) 
 

10. True or False?  Entering “and” in the Named Text Box of the Find Dialog Box will 
locate the following files. 
 
 Sand Art of the Southwest 
 My and Me Baby 
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 American Band Stand 
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LESSON SIX 
QUICK START QUIZ – MANAGING FILES AND FOLDERS 

 
 

1. True or False?  Windows provides users with a “fixed” Folder Tree.  Users do not 
have the ability to change or customize Folder Tree relationships. 
 

2. Explain how to view the contents of a specific folder.  (Click the desired folder in the 
Folder Tree section of Windows Explorer.) 
 

3. Plus signs often appear next to folders in Windows Explorer.  What statement best 
describes what the plus sign represents? 
 a. Signifies that there are files contained inside the folder. 
 b. Signifies that there are files and folders inside the folder. 
 c. Signifies that there are several layers of folders inside the folder. 
 d. Signifies that there are child folders within the folder. 
 

4. True or False?  To create a new folder you must first select the parent of that new 
folder. 
 

5. How many ways can you view the contents of a folder?  Hint: Experiment with the 
Views button on the Tool Bar.  (Four:  Large Icons, Small Icons, List and Details.) 
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LESSON SEVEN 
QUICK START QUIZ – COPYING AND MOVING FILES 

 
 

1. Place the following steps in appropriate chronological order. 
 
 6  Close Windows Explorer. 
 
 2  Highlight the folder that contains the files to be moved/copies. 
 
 1  Open Windows Explorer. 
 
 5  Release the Right Mouse to activated the Shortcut menu.  Choose Move 
   Here Copy Here. 
 
 3  Locate the destination folder. 
 
 4  Right Mouse Drag the files to the destination folder. 
 

2. What key would you depress in combination with the mouse to move several 
consecutive files at one time?  (The Shift Key.) 
 

3. What key would you depress in combination with the mouse to move several non-
consecutive files at one time?  (The Ctrl Key.) 
 

4. True of False?  Files can be moved or copied within the Folder Tree section of 
Windows Explorer. 
 

5. List the steps necessary to delete files or folders in Windows Explorer. 
 

1. Select the desired file or folder. 
2. Select File from the Menu Bar. 
3. Select Delete. 
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LESSON EIGHT 
QUICK START QUIZ – MY COMPUTER 

 
 

1. Describe the primary difference between My Computer and Windows 
Explorer.  (Windows Explorer allows users to view Folder Tree relationships.  
My Computer does not.) 
 

2. True or False?  You locate the My Computer icon by using the Start menu. 
 

3. True or False?  A Shortcut can be created with either the left or right mouse 
button. 
 

4. After dragging an icon to the Desktop what item is activated? 
 a. The Start Menu. 
 b. The File heading located on the My Computer Toolbar. 
 c. The Shortcut Menu. 
 d. All the above. 
 

5. True or False?  Deleting a Shortcut will permanently remove a file or folder. 
 

6. Where can you locate a file or folder to be placed on the Desktop as a 
Shortcut?  Select the best answer. 
 
 a. B and C 
 b. Windows Explorer. 
 c. My Computer. 

  d.  The Start Menu 
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