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Teacher Notes

Starting Windows XP

An operating system is software that helps the computer carry out basic tasks such as:

· Displaying information on the screen

· Printing information

· Keeping track of files on your disks

· Running application programs such as word processors or spreadsheets

Explain that Microsoft Windows XP is an example of an operating system and that other computers run different operating systems.  Explain that Windows XP makes it possible to work with a multitude of windows-based applications and also allows for access to the Internet.  
Students need to be aware that the operating system has to be installed.  However, the operating system is usually installed on new computers prior to their purchase.  When you turn on a computer, the operating system automatically starts.  Depending on the way the computer is set up, the user may be prompted for a username and password.  
Troubleshooting Tip

Be sure to check ahead of time as to how your lab computers will start.  In many school installations, the student will have to have their username and password before they can access the computer.  

The Windows XP Desktop

Point out that a desktop can be easily customized. Show examples of the default Windows XP desktop, and of different custom desktops. Point out the items that are always present on a desktop and those that are optional. 

Be sure to go over the Elements of the Windows XP desktop shown in Figure 2.  It would be helpful to show each of these elements on your own screen and to have students locate them on their screen as well.  Also explain that the students’ desktops on their home computers may look different depending on how the default settings have been altered.  Explain also that the icons on the desktop are usually different from computer to computer depending on the favorite programs of that computer’s user(s).
Interacting with the Desktop
Many students will be familiar with a simple two-button mouse.  Review the functions anyway, for the benefit of students who have limited experience. Encourage them to practice pointing and clicking, If you have a mouse with a thumbwheel, demonstrate how to use it to scroll through a document. Right-clicking will be new for many students, provide several examples on your screen showing the value of the right-click.
Use your mouse to show the tooltips that come up when you hover your mouse over different objects on the desktop.  Explain that this procedure is very helpful when a user is unsure of the purpose of an object.

Explain the difference between point-and-click and point-and-right-click.  Point and click is used to select an item, whereas, point-and-right-click is used to bring up a shortcut menu.  Also point out that double-clicking is used to start a program.

Explain the reasons for using a mousepad. If possible, let the students try out other kinds of pointing devices such as trackballs and touch pads. 

If you have time, talk about hand and wrist stress and the use of ergonometric devices such as gel pads for the wrist.

Talk about the use of menus and the use of the Start menu.  If possible, demonstrate the feature on your desktop.
Quick Quiz: 

1. All of the following are located on the taskbar EXCEPT:  (Answer: c)
a. Start button

b. Date/Time control

c. Recycle Bin

d. Notification area

2. The Windows XP desktop uses a(n) ____________ interface, which displays icons to represent items stored on your computer. (Answer: graphical user)
3. True/False: The default settings that come with Windows XP must never be changed. (Answer: False)
Running Multiple Programs
Spend some time discussing the concept of multitasking. Make sure that students understand that just because they can't see a program on the screen doesn't mean that it has stopped running. Be sure they understand how to tell which programs are running by looking at the taskbar, and have them practice switching among different programs.

Also make sure students understand that ONLY ONE program can be active at a time.  One will have focus, while the others that are open remain available on the task bar.  When they click a program on the task bar, that program becomes the ONE active program and the previous one then shrinks down to the taskbar.

Point out that you can close a program by making it the active program and then pressing the close button on the application’s interface. Alternately, they can right-click the program’s button on the task bar and then click Close in the shortcut menu.  Explain that there are usually multiple ways of doing a particular action, like closing a program.  This makes it possible for the user to choose the procedure that most fits they way they like to work.
Quick Quiz: 

1. The Show Desktop button, when clicked, makes all programs ___________. (Answer: d)
a. Open

b. Close

c. Active

d. Inactive

2. The ability to run many programs at the same time is known as ___________. (Answer: multitasking)
3. True/False: Programs that are open but not being used still take up memory.  (Answer: True)
Using Windows and Dialog Boxes
Use Figures 13 and 14 to discuss all the parts of a window. Encourage students to memorize the names of the parts of the window, stressing that they will sound more professional and avoid confusion if they call items by their correct names.  Explain that Figure 14 is using WordPad as an example.  However, they will find that when they use any Windows-based application, many of the controls will be exactly the same.  Explain that this design feature makes it possible for a user not to have to re-learn the interface every time they use a new program.  
Be sure to go over the three Window buttons shown in Figure 15.  It is important for students to be able to manipulate the windows.  If possible you should illustrate these procedures on your own desktop.  Include in your demonstration the processes of sizing and moving the windows around on the screen.  

Selecting Options from a Menu
Point out the common "look and feel" of popular Windows programs. Explain that the reason these programs look and feel similar to one another is because they use the same conventions for menus, toolbars, dialog boxes and other controls. Point out that once they know how to use a few Windows programs, it's easy to learn new ones.

While students may be familiar with using the menus, review for those who are unfamiliar. Be sure to point out how to use the Windows XP ScreenTips to learn the function of a toolbar button or other window component.   It is good to have the student hover their pointer over each icon on the toolbar and to read the screentip.  This will help them later when they need to use one of those tools.
When you cover toolbars, it is a good idea to warn students that some toolbars are not where they might think they should be; for example, the previous user of the computer may have moved the toolbar to the side of the screen or even closed the toolbar altogether.  Illustrate how the toolbars can be moved around on the screen and how they can be closed.  Also, be sure to show students how to redisplay a closed toolbar.  This is useful information and helps the students not to become anxious when a toolbar is not where they expect it to be.
Classroom Activity:

Make sure that students understand that a program is still running even if it is minimized. Use your screen to illustrate a configuration that shows several windows open, sized differently, and placed in various locations on the screen.  Have students then open the same windows, size them just as you have, and place them in the same location as you have.
Quick Quiz: 

1. Common menu headings include all of the following, EXCEPT _____________. (Answer: a)
a. Home

b. File

c. Edit

d. Help

2. Option buttons, also called ____________ buttons, let you pick a single option out of a group of options.  (Answer: radio)
3. True/False: An ellipsis after a menu option indicates that the option is not currently available. (Answer: False)
Classroom Activity:

Guide students in opening the Print Dialog box in WordPad or some other application.  This dialog box is a useful illustration of dialog box controls as it contains a wide variety of controls.  In this dialog box have students identify the different types of controls that are available on this dialog box.  Have them minimize, restore and then close the window.  Where there are lists, have students click the down arrow and observe the options available.  If you have time have students open a second application (Excel, notepad, etc) and again have them open the Print Dialog box.  Point out that this is the very same dialog box that they saw in the first application.  Explain that this is why using Windows applications helps you to become familiar with common dialog boxes and their elements.
Exploring Your Computer
The skills in this section are essential to the efficient use of the window interface.  Make sure students learn to navigate the computer and feel comfortable about where things are located on their computer.  When you cover the letters that are usually assigned to devices, explain that this is the usual assignment.  However, sometimes there are other letters assigned to particular devices.  Explain, for example that the CD drive is USUALLY D but sometimes will have been given a different letter.  Also, there may be more than one CD drive where one might be given the letter D and the second one the letter E.  

Use Figure 23 to help you illustrate the different elements that appear on the My Computer window.  Also go over the techniques used to change the view of My Computer.  Explain that they can look at the files as Thumbnails, Tiles, Icons, Lists, and Details.  It is up to the user to view the files in the manner that best suits their needs.  One user might prefer to display the details of a file (the Details view) where another user prefers to view thumbnails of the files.  

Navigating with Windows Explorer

Explain that Windows Explorer provides a second approach to exploring the devices on the computer.  Windows Explorer is very useful in understanding the hierarchy of the folders and the files within them.  A good analogy of the device storage scheme is that of a file cabinet.  Explain that the folders are like the drawers in the file cabinet.  Folders within a folder (or subfolders) would be like dividing the drawer into sections.  Finally the files in the folders are like the files in the file cabinet.  The files can be arranged in several different orders (alphabetically, by date, by size, etc.).  Finally explain that just in naming folders in a file cabinet, it is very important to choose file names that are meaningful and help the user find the file that contain the information they want to use.
Getting Help
Stress to students that they should get in the habit of using the extensive Windows XP help system. Be sure to point out the parts of the Window XP Help and Support Center shown in Figure 29.  As students go through the steps of finding help, illustrate different topics for which they might want to receive help information.  Spend ample time going over the Index feature of the Help window.  Explain that they can find help on nearly any topic related to windows.  Additional help is available on the Microsoft Web site.  
Be sure that students understand that some help files are included with Windows XP and are stored on their computer, and that other help is only available from the Microsoft Web site. If you have time, talk about what kind of help is in each location (for example, Microsoft uses the Web site to offer help about upgrades.) Explain that they must be connected to the Internet to access the files that are stored on Microsoft's Web site. 

Quick Quiz: 

1. In Windows XP Help, the __________ page lists common tasks under the heading “Pick a Help topic.”  (Answer: d)
a. History

b. Index

c. Support

d. Home

2. In Windows XP Help, the ___________ page displays an alphabetical list of Help topics. (Answer:  Index)
3. True/False: Sometimes an experienced Windows XP user will answer your question when using Windows XP Help.  (Answer: True)
Shutting Down Windows XP

Help your students decide how to exit from Windows. Discuss whether they should log off or shut down completely. Make sure they understand that they can lose their data if they simply turn off the computer without shutting down properly.
Tutorial Discussion Questions

1. When do you think you might use multitasking? Give some examples of a project for which you might need to run more than one program at a time.  Think up projects that might involve multitasking within the same programs. Once you've started up a program, can you start it up a second time without first closing it? If so, why might you want to do that?

2. Think about the Windows XP desktop analogy. List different Windows XP programs, and the traditional tools to which they might correspond (for example, Word Pad is like a typewriter; the Calculator is like a hand-held calculator, the mouse is like your hand picking up a tool or turning a page). Relate this analogy to the concept of multitasking. Why might an organization want to customize a desktop?

3. Consider the fact that different windows-based applications (Word, Excel, etc.) all have very similar elements on their interface.  How is that helpful?  Consider how it would affect the user if each interface was different and the user had to re-learn a new interface every time they open a new program.

4. Why do you think it is important to learn the correct names for the different elements of a window?  For example, instead of using the correct name for the menu bar, you use the term “Top row” or the “Menu Thingy”.   Do you think this kind of slang would affect your colleagues’ opinion of you?  Another example, what if you call the Standard Toolbar simply the Toolbar.  Would this cause some confusion if you were trying to show explain an item on the Standard Toolbar.  How so?

Key Terms

	Term
	Definition

	Operating System
	The software that helps the computer perform essential tasks.

	Programs (applications)
	Software used to perform tasks

	Windows XP Operating System
	The name of the operating system used on a personal computer

	Internet
	A worldwide collection of computers connected to one another to enable communication

	User Name
	A unique name that identifies you to Windows XP

	Password
	Text that you must enter before you can work with Windows XP

	Graphical User Interface (GUI – pronounced gooey)
	Displays icons that represent items stored on your computer.

	Icons
	Pictures of familiar objects , such as file folders and documents.

	Desktop
	A workspace for project and the tools that you need to manipulate your projects.

	Default setting
	Setting that are preset by the operating system.

	Pointing Device
	A device that allows you to point to and select items on your desktop

	Mouse
	The most common pointing device

	ScreenTips
	Small text boxes that tell you the purpose or function of the object to which you are pointing

	Clicking
	Pressing a mouse button and immediately releasing it

	Menu
	A group or list of commands

	Menu command 
	A word that you can click to complete tasks

	Double-clicking
	To click the left mouse button twice in quick succession

	Right-clicking
	Clicking an object with the right mouse button

	Shortcut Menu
	A list of commands directly related to the object that you right-clicked

	Pinned Items
	Items that appear on the left-top of the Start menu 

	Most Frequently Used Programs List
	Items that appear below the Pinned Items list and represent the programs you most recently opened

	My Documents
	Your personal folder that contains stored documents, graphics, and other work

	My Computer
	A tool that you use to view, organize, and access the programs, files, and drive on your computer.

	Control Panel
	A window that contains specialized tools that you can use to change the way Windows XP looks and behaves

	Help and Support Center
	Provides tutorial, demonstration, and steps for performing tasks in Window XP

	Program Button
	A button that appears on the task bar which, when pressed, will open the associated program

	Multitasking
	A feature that allows you to work on more than one task at a time and to switch quickly between projects.

	Active Program
	The program that you are currently using

	Dragging
	When you click an object and press and hold down the mouse button

	Dialog Box
	A special kind of window where you enter or choose settings for how you wan to perform a task

	Menu Conventions
	Visual hints about what you expect when you select an item

	List Box
	A box that displays a list of available choices form which you can select one item

	List Arrow
	An arrow on the right side of a list box that you can click to view options and then select one

	Panes
	Sections of a window

	Explorer Bar
	The left pane of the Windows Explorer window.  It shows different ways of locating specific file or folders on your computer.

	Help
	A window that provides on-screen information about the program you are using
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