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Manipulating Windows 

 When the window is maximized, it cannot be moved or resized.  

 If it is maximized, click on the Restore button. 

Moving Open Windows 

 Place the mouse pointer on the Title Bar. 

 Click and drag the window to the new location. 

Resizing Open Windows 

 Place the mouse pointer on an edge of the window (the cursor becomes a double-headed arrow). 

 Click and drag the window to the desired size. 

 

Keyboard Shortcuts 

Operation Key Sequence Operation Key Sequence 

Pop up the Start Menu Windows key Start Windows Find/Search Windows + F 

Minimize/Restore All Windows Windows + D Help & Support Center F1 

Start Windows Explorer Windows + E Display the Properties of the selected item Alt + Enter 

Novell Application Launcher 

 Click on Start Č  Runé 

 In the box type nalwin32 and click on OK. 

Seeing Windows Side by Side 

 Bring up the desired programs and/or windows. 

 Note ï Only have open the programs and/or windows to be seen side by side. 

 Right click on a blank area of the Taskbar. 

 Choose Cascade, Tile Horizontally, or Tile Vertically. 

Copying from Window to Window 

 Tile the windows vertically or horizontally. 

 Click in the desired window to make it the active window. 

 Click and drag to select what is to be copied.   

 On the Menu Bar, click on Edit ğ Copy or use Control C. (Control A selects all of the text.) 

 Click in the window to make it active. 

 Click on the Paste button in the toolbar  

o OR press Control V. 
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Customizing the Taskbar 

Locking/Unlocking the Taskbar 

 Locking the Taskbar keeps it from being changed. 

 To unlock the Taskbar 
o Right click on the Taskbar. 
o Click to remove the checkmark in front of Lock the Taskbar. 

 To lock the Taskbar. 
o Right click on the Taskbar. 
o Click to place a checkmark in front of Lock the Taskbar. 

Moving the Toolbars 

 Place the cursor in the middle of the toolbar on the Taskbar. 

 Click and drag the toolbar to a new location on the Desktop. 

Resizing the Toolbars 

 Place the cursor on the bar at the left end of the toolbar. (The speed bump) (Notice the two-headed arrow) 

 Click and drag to resize the toolbar. 

More Toolbars 

 Right click on an empty space on the Taskbar. 

 Choose Toolbars and then choose the desired Toolbar. 

 Seeing More Options 
o A double right arrow will show there are more options on the toolbar than can be displayed. 

o To access the additional buttons, click on the double right arrow. 

Address Toolbar 

 Adding an Address to the List 
o Click in the Address box and enter an Internet address (URL) 

o Click on the green Go button.  (The Internet browser will launch and go to the specified Address) 

 Selecting an Address in the List 
o Click on the down arrow and select the desired address from the list. 

Windows Media Player Toolbar 

 Only available when the Windows Media Player is open. 

Links Toolbar 

 Adding Links 
o Open the desired web page in the browser. 

o Click and drag the address from the address line to the Links toolbar  

 OR click on a link on a web page and drag it to the Links toolbar. 

 Removing Links 
o Right click on the link and choose Delete. 
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Desktop Toolbar 

 Note - This places a list of the shortcuts and files that are on the Desktop on the toolbar. 

 Caution - Removing a button from the Desktop toolbar removes the choice from the Desktop also! 

Quick Launch Toolbar 

 This gives single click access to programs. 

 Adding a Program to the Quick Launch Toolbar 
o Click on the Start button and find the desired program in the Menu. 

o Right click and choose Send To Č  Desktop (create shortcut). 

o Drag the shortcut to the Quick Launch Toolbar. 

 Removing a Program from the Quick Launch Toolbar 
o Right click and choose Delete. 

New Toolbar 

 A New Toolbar gives immediate access to the contents of folders or drives on the computer. 

 Right click on an empty space on the Taskbar. 

 Click on Toolbars Č  New Toolbar. 

 Navigate to the desired folder to be accessed. 

 Note - All of the files and folders in the chosen folder will be displayed in the New Toolbar. 

 Click on OK. 

 To remove a toolbar, right-click on an empty space on the Taskbar, click on Toolbars and then click on 

the toolbar that you want to remove. 

The Control Panel 

 Click on the Start ğ Control Panel.  

Choosing Between Category View and Classic View 

  
Category View Classic View 

options are grouped all options listed on the screen 

 In the Task Pane, click in the Control Panel section to switch between the views. 
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§Add/Remove Programs 

 Double click on the Add/Remove Programs icon.  

 §Changing or Removing Programs 

o Click on the Change or Remove Programs button 

on the left side. 

o Select the program to be changed or removed. 

o If there are two buttons, click on the Change 

button to make changes to the installed program, or 

click on the Remove button to remove the program 

from the computer. 

o In the process of uninstalling a program, the 

computer may indicate that there are parts that may 

be used by other programs. Be careful to not 

remove files that may be needed by another program. 

 §Adding New Programs 

o Note - New programs can only be installed by a user with administrator rights. 

o Click on the Add New Programs button on the left side. 

o (optional) Insert the floppy or CD. 

o Click on the CD or floppy button and follow the steps as indicated in the program. 

o Notice the Windows Update Button ï Clicking on this button opens the Windows Update 

Internet site.  

 §Adding or Removing Windows Components 

o Click on the Add/Remove Windows Components button on the left side. 

o A check mark with a white background indicates all components in 

that category are installed. 

o A check mark with a gray background indicates only some of the 

components are installed. 

o No check mark in the box indicates it is not installed. 

o Click on the desired category and then click on the Details button. 

o Select components to be added or removed. 

o Click on OK. 

o Click on the Next button. 

o Wait for the components to be installed or removed. 

o Click on the Finish button. 

 §Set Program Access and Defaults 
o Click on the Set Program Access and Defaults button on the left side. 
o This window allows the user to enable or disable access to programs on the computer. 
o This window also allows the user to set the defaults for Internet browser, e-mail, etc. 

Date/Time 

 Double click on the Date and Time icon. 

 Date and Time tab - Adjust the time or date as necessary. 

 Time Zone tab ï Adjust the time zone as necessary. 

 Internet Time tab ï Set the computer to synchronize its time with an 

Internet time server such as time.nist.gov. 

 Click on OK. 
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Display 

 Double click on the Display icon. 

 This can also be accessed by right clicking on the desktop and choosing Properties. 

 Choose a tab (i.e. Background, Screen Saver, Appearance, etc.) 

 Make changes to the Display Properties and then click OK. 

Folder Options 

 Double click on the Folder Options icon. 

 General tab ï Choose the options that will be used when files and 

folders are displayed in a window. 

 View tab ï Choose how files and folders will be displayed. 

 File Types tab ï This is the registry. If a file is being opened by the 

wrong program, it can be changed here. 

 Find the file extension to be changed and click on it. 

 Click on the Change button. 

 Select a program to open the file type with and click on OK. 

 Offline Files tab ï This sets up file synchronization for laptops so 

that files can be worked on when the laptop is not connected to the 

network.  

Fonts 

 Double click on the Fonts icon. 

 Seeing a Font 
o Double click on the desired font. 

 Printing a sample of the font 

o Click on one of the fonts you want to see. 

o On the Menu Bar, click on File ğ Print, and then click on the Print button. 

 Downloading Fonts 
o Go to a Web site such as http://www.scrapvillage.com/fonts.htm or www.fontgarden.com . 

o Additional fonts can be found at http://www.davis.k12.ut.us/district/etc/cathy/fonts.html  

o Select a font. 

o Click on the name of the font or a download button for the font. 

o Choose a location to save the downloaded font to. 

Á Click on My Documents on the left. 

Á Click on the create a new folder button on the toolbar and create a folder for the fonts if 

none exists. Name the new folder My Fonts. 

Á Double-click the new folder to open it.  

o Click on the Save button. 

o Wait until the download is complete and click on the Close button. 

http://www.scrapvillage.com/fonts.htm
http://www.fontgarden.com/
http://www.davis.k12.ut.us/district/etc/cathy/fonts.html
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 Unzipping and Installing Zipped Font Files 
o Click on Start Č  My Documents and open the Fonts folder. 

o Double click on the zipped font folder. 

o In the Task Pane on the left, click on Extract all files. 

o The Extraction Wizard will start up. 

o Click on the Next button. 

o Notice the location the files will be extracted to. The default location is the same folder where the 

zipped font is located. To install the font directly on the computer, change the location by: 

Á Clicking on the Browse button.  

Á Clicking on My Computer. 

Á Clicking on the C drive. 

Á Clicking on the Windows folder. 

Á Clicking on the Fonts folder. 

OR  

Á in the box type C:\Windows\Fonts 

o Click on the Next button. 

o Click on the Finish button. 

 

 Installing Fonts that have already been ñunzippedò or are TTF files 
o Click on the Start button and click on Control Panel. 

o Double click on the Fonts button. 

o On the Menu Bar, click on File ğ Install New Font. 

o Navigate to where the font is located. 

o Click on the font to select it. 

o Click on OK. 

 

 Embedding a Font in a Word Processing Program 

o Special fonts that are used in a document will not show when the document is moved to another 

computer. Embedding the font in the document will make it so they will see the document as it 

was first created. 

o Microsoft Word or PowerPoint 

Á On the Menu Bar, click on Tools Č  Options. 

Á Click on the Save tab. 

Á Click in front of Embed True Type fonts to place the check mark. 

o Corel WordPerfect 
Á Files are embedded in WordPerfect as the document is saved. 

Á On the Menu Bar, click on File Č  Save Asé 

Á Click to place a check mark in front of Embed fonts using TrueDoc. 

 

 Deleting Fonts 
o Caution ï Only delete fonts you have installed. 

o Click on Start Č  My Computer. 

o Double click on the C drive. 

o Double click on the Windows folder. 

o Double click on the Fonts folder. 

o Select the fonts to be deleted. 

o On the Menu Bar, click on File ğ Delete. 
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Internet Options 

 Double click on the Internet Options icon. 

 General tab ï Set the home page, control temporary Internet files, and the history. 

 Content ï Control certificates and personal information.  

o Autocomplete ï Controls how much the computer helps.  

o In the Use Autocomplete for section, click on Web addresses, 

Forms, and/or User Names and Passwords on forms, as desired. 

o In the Clear Autocomplete History section, click on the Clear 

Forms button and/or the Clear Passwords button as desired. 

o Click on OK. 

 Click on OK. 

Keyboard 

 Double click on the Keyboard icon. 

 Change the Repeat and the Blink rates as needed. 

 Click on OK. 

Mouse 

 Double click on the Mouse icon. 

 Buttons tab 

o Button configuration ï Change the function of the left button to the right. 

o Double-click Speed ï Change the time between clicks that will be recognized by the computer as 

a double click. 

o ClickLock ï Change the mouse so that it is not necessary to hold down the left mouse button to 

click and drag. 

 Pointers tab 

o Choose a pointer scheme. 

 Pointer Options tab 

o Change the motion, snap to, and visibility options. 

 Wheel tab 

o Change the aspects of the wheel on the wheel mouse. 

Printers 

 Double click on the Printers and Faxes icon. 

 Adding a Printer 

o §Adding a local printer requires administrator rights. 

o Click on the Add a printer in the task pane on the left. 

o Work through the Wizard to install a new printer. 

o Print a test page to make sure it works. 

 Setting a Printer as the Default 

o Click on the printer icon. 

o On the Menu Bar, click on File ğ Set as Default Printer. 

 Purging Print Jobs 

o Double click on the printer. 

o On the Menu Bar, click on Printer Č  Cancel All Documents. 

o Or click on the print job and press the Delete key.  (You can only cancel your own print jobs.) 
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Sounds and Audio Devices 

 Double click on the Sounds and Audio Devices icon. 

 Volume tab 

o Adjust the volume, mute the speakers, or place the volume icon on the Taskbar. 

o Advanced button in the Device area gives similar controls for the individual devices. 

o Speaker Volume button allows adjustment of the left and right speakers. 

o Advanced button in the Speaker area allows for special setups. 

 Sounds tab 

o Allows the user to set the sounds that will be played for program events 

such as Windows startup. 

o Choose a program event from the list. 

o Click on the down arrow and choose a sound from the computerôs list 

 OR click on the Browse button. 

o Navigate to the location of the desired wave files. (Various Web sites for 

wave files can be found at www.davis.k12.ut.us/district/etc/cathy/) 

o Choose the desired wave file. 

o Click on OK. 

o Click on the Arrow button next to the Browse button to hear the sound. 

o Click on the Apply button or on OK. 

 Downloading Sounds 

o Right click on the sound to be downloaded from the Web. 

o Choose Save Target Asé. 

o Navigate to the location the file is to be saved to. 

o Click on the Save button. 

 Audio tab 

o Make adjustments to control sound playback, sound recording, and MIDI music playback. 

 Voice tab 

o Make adjustments to control voice playback and voice recording. 

System 

 Double click on the System icon. 

 This can also be brought up by right clicking on My Computer on the Desktop, and choosing Properties. 

 General tab  

o Describes the operating system, who it is registered to, registration number, type of processor, and 

the amount of RAM (memory). 

 Computer Name tab 

o Sets the name of the computer for identification on the network. 

 Hardware tab 

o Device Manager - Provides help troubleshooting hardware problems. 

o Hardware Profiles ï Allows several hardware configurations for special situations. 

 Advanced tab 

o Performance ï Detailed information on the functioning of the computer. 

o User Profiles ï Closely connected to User Accounts. 

o Startup and Recovery ï Helps the user handle problems with the system. 

 System Restore tab 

o Where settings are changed for Restore Points. Uncheck the checkmark to turn System Restore 

on. 

 Automatic Updates tab 

o Choices relative to the updating of the Windows Operating System. Turn on for home use. 

 §Remote tab 

o Controls who may come in to use the computer remotely (from another computer). 
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Taskbar and Start Menu 

 Double click on Taskbar and Startup Menu. 

 This is the same as right clicking on the Start button and choosing Properties. 

 Taskbar tab ï Make changes to customize the Taskbar 

 Start Menu ï Customize the Start Menu. 

§User Accounts 

 Double click on User Accounts. 

 In the Task Pane on the left there is information to learn about user accounts, user account types, and 

switching users. 

 Pick a task 
o Change an account ï Allows the administrator to change accounts. 

o Create a new account ï Allows the administrator to create a new account. 

o Change the way users log on or off ï This feature is disabled on District computers. 

 Create a new account 
o Name the account ï This is the screen name of the account. 

o Choose the account type ï Assign the user as a Computer administrator or as Limited. 

o Click on the Create Account button. 

 Changing an account 
o This is only done by an administrator. 

o Click on the user from the list. 

o Make the desired changes: Change the name, Change or Create a password, Change the picture, 

Change the account type, or Delete the account. 

o When deleting an account, the files created by the user can be saved, or they can be discarded. 

 Note ï A user can change their own password and picture. 

Recording Sounds 

 Click on Start ğ All Programs ğ Accessories ğ Entertainment ğ Sound Recorder 

 Hold the microphone to your mouth and click on the Record button (red dot). 

 Click on the Stop button (black rectangle) immediately when you are finished. 

 Caution - Each sound must be saved and then click on File ğ New, or the new sound will be added to the 

end of the previous one. 

Accessibility Options 

Setting Accessibility Options 

 Click on Start ğ Control Panel. 

 Change to the Classic View if necessary. 

 Click on Accessibility Options. 

o Keyboard tab ï Controls aspects of the keyboard such as StickyKeys. 

o Sound tab ï Set up visual clues on the screen when a system sound is 

played. 

o Display tab ï Set High Contrast and/or Cursor Options. 

o Mouse tab ï Use Mousekeys to control the pointer.  

 Click on OK. 
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Microsoft Magnifier 

 The Microsoft Magnifier helps with slight visual impairments. 

 Click on Start ğ All Programs ğ Accessories ğ Accessibility ğ Magnifier. 

 Set the magnification level with the down arrow (1-9). 

 Follow Mouse Cursor and Follow Keyboard Focus are recommended choices. 

 Click on the Minimize button. 

 To turn off the Magnifier, click on the Exit button. 

Getting Windows to Run Better 

 Windows XP will both run better if it is regularly scanned for errors and 

defragmented. 

Error Checking 

 Hold down the Windows key and press the letter E. 

 Right click on the drive to be checked and choose Properties. 

 Click on the Tools tab. 

 In the Error-checking section, click on Check Now. 

 Click to place a checkmark on Automatically fix file system errors. 

 Click on the Start button. 

 The Error check cannot be performed on the hard drive that is running the operating system. A window 

will pop up asking if the error check should be done the next time the computer is started.  

 Click Yes. 

Disk Defragmenter 

 Note: It is best to turn off the screen saver before starting the 

Disk Defragmentor.  

 Click on the Start ğ All Programs ğ Accessories ğ System 

Tools ğDisk Defragmenter. 

 Select the drive to defragment. 

 Click on the Defragment button.. 

 The computer will analyze and defragment the selected drive. 

 Note - Be sure to let the Disk Defragmenter finish instead of 

interrupting it part of the way through. 

Backup Status 

 A large capacity removable drive to back up files is needed to use this option. 

Disk Cleanup 

 The computer stores many different files from the Internet and from the normal operation of the computer. 

 Hold down the Windows key and press E to bring up Windows Explorer. 

 Right click on the C drive and choose Properties. 

 Click on the General tab. 

 Click on the Disk Cleanup button. 

 Remove a check mark from any item that is not to be 

cleaned up (removed). Temporary Internet files are 

usually safe to remove. 

 To see the list of files in a section, click on the particular 

section and then click on the View Files button. 

 Click on OK. 
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Installing Windows Updates 

 Plan on regularly updating the Windows Operating System on the computer. 

 The Critical Updates are the most important! 

 Open Internet Explorer and go the www.microsoft.com. 

 On the left side, click on Windows Update. 

 Click on Scan for updates. 

 Choose critical updates and install them. 

Restore Point 

 A Restore Point is a marker placed in the computer system.  

 It remembers what was in the computer at the time.  

 It can be used to bring the computer back to the condition it was in at the time the Restore Point was made. 

Creating a Restore Point 

 Click on Start Č  All Programs Č  Accessories Č  System Tools Č  

System Restore. 

 Click on Create a restore point and then click on the Next button. 

 Enter a Restore point description. 

 Click on the Next button and then click on the Create button. 

 Wait for the computer to create the Restore Point and then click on the 

Finish button. 

Using a Restore Point 

 Click on Start Č  All Programs Č  Accessories Č  System Tools Č  System Restore. 

 Click on Restore my computer to an earlier time and then click on the Next button. 

 Click on the calendar on a date that is in bold type or select a restore point by name. 

 Note the red lettering that indicates the computer will shut down Windows in the process of restoring the 

computer. Save all work and close down all programs. 

 Click on the Next button. 

 Continue with the process and wait for the computer to complete the restore. 

Find 

 Click on Start ğ Search or press Windows F.  

 Click on All files and folders in the speech balloon above the dog. 

 To search for a file or folder based on part of the name of the file, click in the box under 

All or part of the file name: and enter the word or phrase. 

 To search for a file or folder based on a word pr phrase in the document, click in the box 

under A word or phrase in the file: and enter the word or phrase. 

 Click on the down arrow after Look in: and choose the location to be searched. 

 Click on the Search button. 

 Wait until the search is finished. 

 Expand the window displaying the files by clicking and dragging the bottom right corner. 

 Note - Programs, files, and documents can be opened or started by double clicking on the program. 

Finding Pictures, Music, or Video 

 Click on Start ğ Search or press Windows F.  

 Click on Pictures, music, or video in the speech balloon above the dog. 

 Choose the type of file to be found: pictures, music, or video. 

 Enter all or part of the file name. 

 Click on the Search button. 

http://www.microsoft.com/
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Finding a Document 

 Click on Start ğ Search or press Windows F.  

 Click on Documents in the speech balloon above the dog. 

 Choose when the file was last modified. 

 Enter all or part of the document name. 

 Click on the Search button. 

Windows Explorer 

 Hold down the Windows key and press the E key. 

The Right Pane (the File side) 

 The Right Pane shows the contents of the folder selected in the Left Pane. 

Changing the Size of the Pane 

 Place the mouse on the bar between the panes.  It changes to a double-headed arrow. 

 Click and drag to change the size of the pane. 

Changing the View in the Pane 

 On the Menu Bar, click on View, OR click on the down arrow after the Views button on the toolbar. 

 Filmstrip ï Shows one file large in the upper portion with smaller versions of other 

files in the folder in a line below. 

 Thumbnails ï Shows small pictures of the files. 

 Tiles ï Shows a large icon for the file type with the name and file type beside it. Graphics also 

display the pixel size. 

 Icons - Small icons indicate the file type with the name at the side. 

 List ï Compact list of file names. 

 Detailed - Detailed information about each file, folder, or drive displayed in a column. Details 

include name, size, type of file, and date modified. 

 Note - In the Details view, change the order the files as shown by clicking on the title button.  

The Mystery of the Path Name 

 Path names are read from left to right with the name of the drive on the far left. 

 The Path Name (address) has markers (back slash \) to separate the names of the parts. 

 The markers ( \ ) separate the folders. 

 A folder is located in the folder or drive that precedes it. 

Navigating 

 Click on the Back button in the toolbar to go back to a previous folder. 

 Click on the Forward button in the toolbar to go deeper into a place you have already been. 

 Click on the Up button to move from a folder to its parent. 
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The Left Pane (the Folder side) 

 The Left Pane shows the hierarchical organization of the folders. 

Selecting the Folder to View 

 To select the folder contents to see in the Right Pane, click on the folder in the Left Pane. 

Expanding the View 

 To expand the view of a folder, click on the plus sign in front of the folder. 

 If there is no plus sign, or if the plus sign disappears when clicked on, there are no subfolders.  

Collapsing the View 

 To reduce the view of a folder, click on the minus sign in front of the folder. 

 If the Right Pane is showing the contents of the folder being collapsed, the Right Pane changes to display 

the contents of the folder containing the previous folder. 

Seeing a File or Folderôs Properties 

 Select the desired file or folder. 

 Right click on the file or folder and select Properties. 

 Notice that if this is a drive, either local or network, a pie chart is displayed. 

 Note - This window has valuable information like the location of the selected item, and the size. 

Organizing Documents 

Creating New Folders 

 Click in the Left Pane. 

 On the Menu Bar, click on File ğ New ğ Folder. 

 Type in the name of the folder. 

 Press the Enter key. 

Copying and Moving Files 

 Expand or collapse folders in the Left Pane until the folder where the files are stored is visible. 

 Click on the folder to display the contents in the Right Pane. 

 Expand, collapse, scroll up, or scroll down in the Left Pane as needed to see the destination folder. 

 Right click and drag the file to the destination folder. 

Selecting Multiple Files 

 Files in a line 

 Click on the first file in the list. 

 Hold down the Shift key while clicking on the last file in the list. 

 File not adjacent 

 Click on the first file you wish to select. 

 Hold down the Control key while clicking on each of the desired files. 

Creating Shortcuts to the Desktop 

 Find the desired file or program. 

 Right click, then choose Send to ğ Desktop (create shortcut) 

 Select Create shortcut here. 
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Sending a Copy of a Folder or File 

Å Click on Start Č  My Documents and open the desired location. 

Å Right click on the folder or file to be copied and choose Send To. 

o To copy to a 3 ½ floppy disk, choose 3 ½ floppy (A:) 

o To copy to a removable drive such as a thumb drive, jump drive, etc., choose the appropriate 

drive. 

o To put a shortcut to the Desktop, choose Desktop (Create shortcut) 

o To copy to a CD drive that can later be copied to CD, choose DirectCD Drive 

Recycle Bin 

Restoring 

 Open the Recycle Bin and select the file to be restored. 

 In the Task Pane on the left, click Restore this item. 

Emptying the Recycle Bin 

 Open the Recycle Bin. 

 In the Task Pane on the left, click Empty the Recycle Bin. 

Emptying Selected Items 

 Open the Recycle Bin and select the item(s) to be emptied. 

 Press the Delete key on the keyboard. 

Screen Captures 

Capturing the Whole Screen 

 Takes a snapshot of the screen. 

 Press the Print Screen button.  (This will place a picture of the screen on the Clipboard.) 

 Immediately open a word processor (spreadsheet, etc.) and Paste the picture. 

Capturing the Active Window 

 Hold down the Alt key and press the Print Screen button. 

 Immediately open a word processor (spreadsheet, etc.) and Paste the picture. 

Basic Troubleshooting 

It is ñFrozen!ò 

 Press Alt + Ctrl + Del. 

 Click on the Task List button. 

 Click on the Applications tab. 

 Select the program that is Not Running. 

 Click on the End Task button. 

When that doesnôt work 

 Many of the computers today will shut down if the power button on the front is held in for about 10 

seconds. This is a graceful shutdown that has been designed to bring the computer down gracefully. 

 


