U3A Computer Group Talk Basic Windows

The following instructions have been compiled using Windows XP. There may be differences in the
appearance of certain functions in Windows Vista.

You have just bought a new compuéed are wondering what on earth it all means and how you are going
to beable to remember everything!!

You are faced witla screen something like this

Ay Gateway

There are some things on the left hand side of the sarekaome bits at the bottdmt what do they
mean?

Desktop
Themainar ea of your scr eearditasyourddsk €&hihk di tbeepsoframs pnd . R
files that you are going to use as being stored in folders within a filing cabinet. When you want to use
something you take it out of the folderdaput it on to your desknd when you have finished with the
you put them away again. There might be things that you want to use frequently so you keep them on
your desk all the ti me.picturésthaty meirc dilvli ed ufall dome & ke
you will have a piece of text which descrilveisat the icon does.

To move about the desktop screen you move your malust.hold the mouse and wiggle it and you

will see the arrow move about. The left button of your mouse is for selecting items and the right hand
button is used for shortcuts, moretioat later.Often there is a wheel in the middle of the mouse. This is
used to Ascroll o up and down files and document :

If the words under the icarare not underlined you will have to click the left button of your mouse twice

to open the piece of sefta r e . This is called fidoubdermerallyl i c k 0.
referred to as fAclicko and when instructions req
clicko.

Someti mes you will come acr gtheleftnbuge battenrdownéndr a g o |

moving the mouse whilst the button is still held down. More of this later.
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The main problem with computers is that there are always several ways of doing the same thing and this
make for confusion. Just pick the methbdttyou are most comfortable with and stick with that way of
doing things.Although if someone tells you about another way to do something, make a note because it
might be easier than the method that you are currently using.

Taskbar

As well as thétemson the main part of your screen you will see a bar at the bottom. This is called the

ATask bar o. On the far |l eft is a button called
button tostop orclose down your computer as well as tatstanning yarr prograns. The icons on the
l eft hand side are in an area called Aquick | aul

justanother way to start a program.

The right hand side i s c¢al Whatdshé@ippenibgiof yiowr eomputermn ar e
For example clock, hardware devices, volume,-aintis programs, network connections etc.

The bit in the middle is used to show programs that are currently open.

When you move your mo u diakyot will getla screén3obking likedthisbhist t on
is call edentuhctee AStart M

,;J Molly & Richard

) My Documents
 £38 -
J My Pictures

__f, My Music

gﬂ My Computer

Bv‘ Control Panel

Set Program Access and
Defaults

e‘ Connect To 3

@ Help and Support
/-.) Search

7 Run...

All Programs D

!‘ Log OFF @| Turn Off Computer

The panel on the left will gradually be filled with details of programs that you have us#usaad

another way of starting a program. At the bottom ofthe lefthandeph you wi |l | see AAI

you hover your moushkere you will see a list of all the software that has been installed on your

computer. You can then select the one that you wantté rin. you dondét warmwndu t o ch
cangetridofthé i st by <c¢clicking your mouse in a blank al

On the right hand side tifie start menare options that Microsoft thiskhat you will use most
frequently. This is yet another way to start off your program.

Hovering the mouse over an opti will give a description of the option.

Start Menu

You can make changes to your ATask Bar o and
a spare area on the Ttaos kg eRa ra afnadd ohobisecthet fior i ngehnt
APropertiesodo option.
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Taskbar | Start Menu

Taskbar appearance

= P
| 7 2Internet...~ f B Folder

[ Auto-hide the taskbar

Keep the taskbar on top of other windows
Group similar taskbar buttons
Toalbars r [ Show Quick Launch

PTTIRATA INSTAN AN

Cascade Windows L Motification area
Tile Windows Horizontally
Tile Windows Vertically
Show the Desktop

Show the clock

*You can keep the notfication area uncluttered by hiding icons that you
have not clicked recenthy.
Task Manager

[+] Hide inactive icons
v Lock the Taskbar
Properties oKk [ Corcel |
You can fAticko or fiunticko the options in tl}

Il f you Aunticko the ALock Taskbaro option yc
sections wider or narrower 0. When you have
option.

You can move the taskbar to the side or top of the screen by clicking a blank area of the bar and
then Adrago it to the new position.

Il f you tick the fAAutohided opti-appeartwhemyou as k
hover your mouse @y the bottorfiop/sideof your screen.

Il f you click the ACustomised option in the f
and the number of frequently used programs that display.

You can also enable/disable the display of Internet Expéorer=mail.
| suggest you leave the fiAdvanced Optionso f

So what do the things on your screen mean?
They are shortcutsr ogr ams and are called fAlconso. One o
give you access to theinternebY need to find a fiprovidero first
eguipment necessary for to you connect up and then off you go!

Anot her icon is the ARecycle Bino. Regard this
your system will throwt into the recycle bin. It is cleverer than you home waste bin because it never

need to be emptied! The system makes it 10% of your disc size and when it gets full up old rubbish is
deleted automatically to make room for more rubbish. You can emptyoit iwish but it should not

really benecessaryf o empty the bin press the right hand m
B i nYou can also change the size but again it should not be nece¥sachiange the sizadhlight

the icon and then predsetright hand mouse button and cr®dsPr oper t i es 0.

If you delete a file by mistake you can recover it by openindré®ycle Binand finding the file that

you ant to restore and then taking the fArestor e
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Other icons will be programs that yownsputersupplierhas put on to your system.

Making shortcuts

If there are programs that you run frequently you might prefer to add a shortcut to your desktop rather

than clicking AStarto, AAIl programso and then
Click the AStarto and then AAIl programso and cl
|l eft click on ficreate shortcuto.
Recyde Bin da AoLo.0 () Windows Media Player
= B New Office Document 4 Windows Messenger
_ ‘3| Open Office Document @ Windows Movie Maker
_/: @ SetProgram Access and Defaults @ avGFrees.0
Internet. W Windows Catalog [ LRLS. Apgiications
e & Windows Update [ arcsoft Panorama Maker
i® Microsoft Update @ Hewlett-Packard
'ggﬁn::{t &) Acobat ,| @ sYsTRAN PROfessional Standard
: @ A0L N @9 1.R.IS. OCR Registration
._ @ sigFix r @ cove
i) 1J T ——— R &4 Micrografx Media Manager
e ) CobertikPoweroVD ,| MR Micografi Picture Publisher
A Games N @ Spybot - Search & Destray
g:lnt:r:e;”: er giatewavDucumEntauun N B Microsoft AutoRoute 2002
[_mj'_l‘ I @) Microsoft Office Tocls » @ Aceemr
R @) microsoft Works 3
Q FreeCel @ Quckrme 4
- i) Real Open »
95\,‘stem1m‘mmahnn @) startup P ——— N
) @ systemRecon oo N
Em.cmsnﬂ,mm @& mtemet et o
[B] vicrosoft e copy
Microsoft EXC raate Shorteut
(7 Micosoft Off  Delete
B Microsoft out Rename
Microsoft Pow,  Sortby Name
B Properties
A | & Microsoft Works Task Launcher
wh msn
[4) Outlook Express
‘l'i-' start oo Remote Assistance
This will make another version with (2) next to it. You can then drag this item to your desktop (press the
left mouse button and keep it held down and drag it to the required position), release your finger from
the mouse button. If you want tbange the name of theicédnr i ght cl i cko on it andc
option and type in the new name.
If you do not wanttop t icons on to your desktop you can ad
section of the taskbar instead.
I f you add several items to the fAquick | aunchodo
blank area on the taskbar and rightclidka k e sur e t hmaskhaer dLiogskumbntiec ke

then see a couple of dotted lines. You can drag themtieetright of the Quick Launch increase o
decrease the size of the ardayou hover over the top of the toolbar you will get a dewrrow sign
which will enable you to increase the height of the Task Bar.

Once you have made your changes you can lock the taskbar again if you wish.

Running programs/software
Wh e n
mor e

As

an

y O u
t han

open
one

any
pi ec

example | wi

the right hand side of the screen.

program you
e of

[ open

sof t war e

AContr ol

wi | én. gom tan opéna t
at a ti me

BN

Panel o
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B Control Panel

Elle Edit View Favorites Tools Help

\y) Back Q L’ /‘:) Search u. Folders jv

Address B’ Control Panel

‘ﬂ/. Control Panel Pick a category

B Switch to Classic View

@ Appearance and Themes Printers and Other Hardware
See Also @

& Windows Update /N
@) Help and Support Network and Internet Connections

Other Control Panel —

Options

Date, Time, Language, and Regional
? Add or Remove Programs Opti

> \r J Sounds, Speech, and Audio Devices Accessibility Options

d 3l
T‘ Performance and Maintenance / Security Center

ﬂ My Computer

The topof each window has a blue bar and if you click and hold down the mouse button you can move
(drag) the window anywhere on the screen.

Under this bar you wil!/ have bars that are call
various actions depéding on the software.

On the top right hand side you have three buttons. The first one looks like a minus sign and is used to
AMi ni mi sed the window. This means that the progil
your task bar. The middleutton shows as a rectangle or an overlapping rectangle. This is used to make
your window fill the whole screen or come back to being a smaller size. The final button looks like an
iXo and is used to close the window/ software.

If you place your cursdn the corner or on the side of the window you can drag and change the shape of
the window.

Control Panel
Here you will find some more options that might be useful. We are only going to cover the most
commonly used parts of the system. There are latptidns that you can use and/or change but
these are usually used by professionals and would be of little use to us.

Appearance & Themes
This is where you can change the look of your screen and can set up a screen saver.

Background
Your new computer vliusually come with a background chosen by the manufacturer. You can
change the background quite easily, but again there is more than one way to get there!

You can Aright c¢clicko on a blank are of your
chooséi Pr operti eso or you can click on AStarto
& themeso and then fADisplayo.

To choose a background click the fiDesktopo t
You can set your picture to stretch acrosswhele screen, to sit in the centre of your screen or

you can tile the picture so that you get several copies across the screen. If you set your
background to be centred you can change the colour that surrounds it by clickiogatheo u r 0
box. Yavedoondtchbose a set col our. I f you c
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and save it as a custom colodihe font colour of the icon names will change from white to
black depending on the colour of your background.

RX

Display Properties

‘Themas Desktop VScreen Saver || Appearance | Settings

Background:

E'] Stonehenge Al
Posttion:
Stretch w0
- | Color:
[ OK ][ Cancel ]

Screensaver
When computer scems were first invented the details that were displayed would burn into the
screen if they were left on too long. To alleviate this moving software was designed, these were
quite simple in the early days but people have enjoyed screensavers so muchytditferent
types are available nowadays. They are not necessary now but most people have got used to
them and some are very pleasant to have running. There are many more that are available via the

Internet.
Click the fAScreen Smensaved tab to choose your
Display Properties
Themes | Desktop | Screen Saver | Appearance | Settings
Screen saver
Windows XP ~
Eg‘éﬁlmlgleo:}\'erEu:«r. me, password protect
30 Flying Objects
20 Pipes
ower settings and save energy,
Margues
II:VE:ﬁPrif-c‘tum Slideshow
Siarficld
You can click the APreviewo button to see wh

can set the time limit before the screen saver kicks in and, if you feel the need for security, you
can set a password which has to be enteremtdgbu can get back to your main screen. This

does not prevent an unauthorised person from switching your machine oftgtadirg it so if

you want to be absolutely sure no unauthorised person uses your computer you should set up a
Al ogi no @eaesallywhe scoken saver wilbptas soon as you press a keyagle the

mouse. Some of the options can be customised to display faster or slower
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Display Properties

Themes || Desktop | Screen Saver | Appearance | Settings

3D Pipes Settings X
Pipes Pipe Style
Screen saver
e ; ©srot ety |
i Elbow v
: Muttipl
Wait: minutes [ ] On resume, password protect O Mtple
Manitor power Surface Style Speed

To adjust monitor power settings and save energy, ® Sald Slow Fast
click Power. =

O | i
—— ] ™

Cancel

I f you choose the Atexto option

you can type
acioss the screen.

3D Text Settings rz ‘
Text
Resalution
QO Time Low High
(3 Custom Text: | Microscft Windows -‘\ m
-
ol =
e
Motion
Rotation Speed
Slow Fast
Fotation Type: Spin v A
-
Surface Style
 Solid Color
QO Texture
(® Reflection [ Custom Reflection

Show Specular Highlights

Folder Options

You can also set your desktop icons to open
tab you can set the system to allow files to be opened with a single click.

General

View | File Types

classic folders

Browss folders

E (®) Open each folder in the same window
() Open each folder in its own window

Click items as follows

ﬁ (®) Single-click to open an item (point to select)
'h (® Undedine icon titles consistant with my browser
(O Underline icon titles only when | poirt at them
(O Double-click to open an item (single-click to select)

Restore Defaults
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There are other options on this screen batight be best if you leave them until you are more
familiar with your computer.

Add or Remove Programs

This is where you can Auninstallo software t
buy or acquire new software it generally comes with doraatic installation procedure.

Dondédt wuninstall software unless you are abso
yourself problems.

Date, Time, Language & Regional Options

Date & time
This can also be accesseddouble clickng on the tine or loveling over thetime on the
taskbarright click and ®lect adjust date/timélere you can change the date & time, set
your local time zone and set the system to synchronize the time every time you log on to the
internet.

I f you cl Zokeobhe adTiyme shoul d seeadiustat youl
the time for Summer and Greenwich Mean time on the appropriate day.

If you have access to the Internet you can make sure that your clock is always accurate by
ticking the fSynchronised box

Regional & Language Options

If you are frustrated by the fact that every time you press the hash (#) or the pound sign (£) you
get the wrong symbol it means that your keyboard language is set incorrectly.
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