PERSONAL COMPUTERS
STARTING AND STOPPING WINDOWS XP



STARTING AND STOPPING WINDOWS XP

Start & Stop Windows

Point & Click With The Mouse
Enter Commands

Start & Stop Programs
Minimize & Maximize A Window
Use The Taskbar
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STARTING WINDOWS XP, VISTA OR WINDOWS 7

Press Power Button PC

Press Button Power Button On Monitor

After Few Minutes, Should See Sign-In Screen
W“iﬁdlovfs FE

L 0l

To begin, click you r name

[@) Turn off computer

Select Shrme PC Class #

Password Is Shrine2010
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DESKTOP SHOULD APPEAR

R LT guzpm
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USING THE MOUSE (OR TRACKBALL)

Operate Computer Entirely Using Mouse
Five Primary Functions

Point L &/‘m; |
Click .= 8
Double-Click |
Drag it
Right-Click

Rest Hand On Top Of Mouse
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POINTING WITH THE MOUSE

Find Mouse Pointer On Screen By Moving

Mouse %

Move Pointer To The Start Button
Hold Mouse Still

Click. here ko begin
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MOUSE BUTTONS

Left Button Most Important
Point To Start Button, Briefly Press Left Button

£i3) Internet

\ Internet Explorer
- ) E-mail PowerDonkey
6 !“LE"'E!-_ ..-J My Documents ul}i Windows Mail
Trbermiet I -
y _— Documents
E-mail (L) *Ty Recenk Doceenents |k “l Welcome Center
Marasoft Cutook " Pictures
= My Pictures ﬁ Windows Media Center
,‘w Fibes and Setbngs Transher » . - e
n ‘Wizard = My Music U‘_h' Windows Ultimate Extras
Games
‘;’I Cwlook Exprass 3! My Comnputer {B]l‘ Windows Media Player
. Search
::H ‘Windowes Movie Maker {:}' Cantrol Panel i-’?l Windows FhotaGaliery Recent items
* Printers and Faxes & Windows Live Messenger Download
Dme B
Gl Windows DVD Maker
ﬂ_} Hedp and Support ,_.'Jl SNork
zil Windows Meeting Space Connect To
- search x
7"_._." Bumn Control Panel

All Programs D

Default Programs

!| Log OFF @| Turn OFF Compubar

> Al Programs ‘ Help and Support

fig 1.1

[start Seorch
S
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MOUSE BUTTONS - CON'T

Point To All Programs - Don’t Click
Point To Accessories — Don’t Click
Click On Calculator

/) Accessories

) Accessibility
‘f;i' Ease of Access
1 Magnifier ‘
4’ Narrator 1 Documents

9\ Internet ) My Documents @ On-Screen Keyboard Bl Pictures
4 : -t

O Speech Recognition
W« E-mail
& Set Program Access and Defals

) Calculator Music
w Fies and Settngs Trd oo windows Catalog
. 4

__:) My Recent Documents  +

/) Communications

/) Entertainment Games

Wizard ) Accessbity » Command Prompt
D Wdows Update &) Contacts Library
\’ MM Expleesr ) Comerications ’ ontac .
) Intertarment 0 Help Computer
@ Wirndoers Mada Playd O Gartes ’ J Notepad
~ 7 - KEatiicel
z ) Rt » o Address Bock ¢ Paint Network
'_..k Windows Movie Mkl @8 Irternet Exporer R ©) Program Compatibility Wizard
- AR 73 Run Recent Items
; WM Explorer B Comemand Promet
a,‘ Tour Windows 3P %) Ouook Exgress : @ Sound Recorder
4 v . : ¥ Notepad s Control Panel
Remote Assetance i System Tooks
P Bron b ok Pairt
-n,n.au.yqn...,;: s W s "‘: Sync Center P Default
Wirdowrs Madia Flaper ) . - G o4 rogram Defaults
__ ) Program Compatbiity Wizard _] Windows Calendar
4$ Windows Messenger U Symchronice 2
Q) Adminitrative Tools © Tour Windows @ \
T e e (TR
!]Loqoﬂ @mmcncm( Ly Wndoves Explorey StartSean:h p o) a8 -
— B Windows Movie Maker P [ TS ——)
74 start 2 WordPad e rne /) mages - Wind - M INbox 8
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ENTERING COMMANDS

Click On Help, Click On About Calculator

Calculator About Calculator

Edit  View Help

| Backspace CE C - Microsaoft & Calculator
F s Version 5.1 (Build 2600, xpsp.080413-2111 : Service Pack 3)

Copyright @ 2007 Microsoft Corporation

MC 7 a | A =t

This product is licensed under the terms of the End-User

b E il F [ # 4 License daqreement ko
Mike Maseley
b5 1 2 3 : 14

Physical memory available to Windows; 2,095,596 KB

Click On OK



CALCULATING BY CLICKING

Click On 8
Click On + =
Click On 5 SinDnEb
Click On = =

Difficulty Clicking? Try To Hold Mouse Steady



MINIMIZING A WINDOW

Temporarily Make Window Small
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Program (Calculator) Still Running

Click On Minimize Button §iil
Gone From Screen

Next To Start Button
— Calculator

*"]"' start ﬁ' E C & =" f E calculator

(=S

Edit  Yiew Help
| 13|
’_ Eackspace| | CE | | C
bAC 7 g 9 / zqrt
MR 4 5 E 4
b5 1 2 a3 144
b+ 0 4 =

11



START ANOTHER PROGRAM

Click On

Internet My Documents
8. |
Control Panel ;,
:’ Recent Documents #
Sticky Motes E mall-- Y Mr
P Devices and Printers o :J My Pickures
. Snipping Tool
% ripping fee Default Programs 9 gtk LU b i

- ‘Wizard = My Music

X ) W5_FTP Home ) )
N/ Help and Support (‘l uthock Exprass :’j My Computer

't“(‘. Remote Desktop Connection
K =
= '.'..'ﬁ ‘Wirsdows Movie Maker G’ Control Paned

g z-, Printers and Faxes
@ Tour Windows XP :

Or

'E Microsoft Office Word 2007

|
Q“ Microsoft Digital Image Pro 10

= . ‘!‘; Help and Support
B | Belarc Advisor
/_J' Search
P AllPrograms _
=7 Run..

all Programs |

Shut down | * |

—_— — !l Log OFf @ Turn OFf Compubar
D H J . ﬂ .ﬁ fig 1.1

CI i C k O n Sl O r ‘!-" Help and Support
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HELP AND SUPPORT CENTER - USER’S MANUAL
» All Windows Information You Need Is In Here

p and Support ter E]
Q {_h U Index upport ﬂ
search (NG @ Help and Support center

Set search options Wind ss XP Professional

Pick a Help topic Ask for assistance

* What's new in Windows Xp Inwite a friend ta connect ta your computer with Remote Assistance
Music, video, games, and photos
Windows basics Get support, or find information in Windows XP newsgroups

Protecting your PC: security basics

Pick a task

Networking and the Web
Keep your computer up-ta-date with Windows Update

Working remotely
System administration
& Find compatible hardware and software for Windows XP

Undo changes to your computer with System Restore
Customizing your computer

Use Tools to view your computer information and disgnose problems

Printing and faxing Did you know?

Performance and maintenance
When vou are connected ta the Internet, this area will display links to timely help and suppart infarmation, IF you want ta conneck b .he Internst now, start the New Connection Wizard and see how to
Hardware

establish a Web connection through an Internet service provider.
Fixing a problem

Send your feedback to Microsoft




o] Help and Support Center

<

search [N &)

Pick a Help topic

w-

Wiy,

EIBX

> j g_j Index \(?’.:S’ngur\tes @Hlsturz Swpurt ﬂ Options

@ Help and Suppotrt Center
fr 1al

Ask for assistance

What's new in Windows XP
Music, video, games, and photos
Windows basics

with Remote Assistance

tion in Windows XP newsgroups
Protecting your PC: security basics

Pick a task
Networking and the Web

working remotely ) keepy Lter up
System administration

h Windows Update

[®)] Find compatible hardware and softwar

Customizing your computer
Accessibility

Printing and faxing

Performance and maintenance
ill di

Hardware e New Connection Wizard and

Fixing a problem
Send your feedback to Microsoft

E Calculakor
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Click On
Minimize Button

Both Programs Are
Minimized But Still Running

G_) Help and Support

Click On Calculator

This Is The Taskbar

14
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STOPPING A PROGRAM
Click Stop Button , | — ]
T [ [Baskepce|| = ||
Click o] (IO

Click Its Stop Button 3

Both Programs Are Closed And Not Running

15



STOPPING WINDOWS

Click On

EETE O
C I i C k O n @Turn'ﬁf':mcutar

Click On [@

ﬁl L, LA D33

’:..'H Wwirdows Movie Maker
@ Tow Windows 5P

All Programs D

- "
E}' Corkrol Panel

2‘., Printers and Faxes

“!) Help and Support

/J Search
§—J Run..

E; —— 1) | Turn OFf Computar

fig 1.1

L Remote Desktop Connection

Microsoft Office Word 2007

g Microsoft Digital Image Pro 10

Belarc Advisor

Turn off computer

Help and Support

Switch user
Log off
Lock

Restart

e [



EXERCISES

Turn The Computer And The Display Back On

Start The Calculator

Minimize The Calculator Window

Start The Help And Support Center

Change The Help And Support Window To A Different Size
Minimize The Help And Support Center Window

On The Taskbar, Open The Calculator Window Again

Close The Calculator

On The Taskbar, Open The Help And Support Center Window
Close The Help And Support Center

Close Windows And Turn Off The Computer And Monitor




BACKGROUND & TIPS

When Should You Turn Off PC? - Frequent On & Off Not Good

Consider Standby - Low Power, “Instant” Start Turn off computer

If PC Appears To Go Off By ltself

Wiggle Mouse Or Press Any Key

Wakes Up From Standby Or Power Saving Modes
Another Image Suddenly Appears

Screen Saver - Prevents “Burn-In” (CRT Monitors Only)
Mouse Pointer Changes k

Hourglass - Computer Busy, Wait For Pointer To Return

Combination - Computer Working In Background k ,

Hand Pointer - Select Link -\[b
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PARTS OF WINDOWS

Window - Frame Containing Program Or Information

lcon - My Computer
View Everything On PC

f Edt  Yiew Favorites Tools  Help

T e s (-

Ilcon - Recycle Bin . — :
Saves Deleted Files B ) e srston omaion
And Folders

Files Stored on Ths Computer

‘_—J Shiared Documents -_—J My Documents
|

Hard Disk Drives

Yy Add o O programs

(L Change a sething

Tore: Explorer fd LTI ik, Placas = HARD DK (1) o BACELP (D<)
Sta rt M enu - Used Emol | L) My Recent Documents b [57F5 w L"ﬂﬂ
To Start Programs —— [ o Devices with Removable Stoeage

» ;
% Wizard = My Music
%n’ Express Sl My Computer
QZ'R Wirdows Movie Maker E}' Conkrol Panel L
¥ : 2'3 Printers and Faxes
@ Tour Windows 5P ~

0}1 Help and Support

’-J Search

=7 Run...

g| Log Off @| Turn Cff Comgubar
:r,' start (_ Z & =2 . [ calculat v . (?) Help and Support Ce... ’< jr.: 6143 PM

g 3 Floppy [A:) % D Drive (E:)

Start Button - Access
To Files & Programs

All Programs D

Taskbar - Shows Programs Running, Click To Select 19



MORE PARTS OF WINDOWS

Title Bar - Contains
Name Of Program

Commands - Often B calculator : K E Minimize

Have Menu With ——~—— | Edit ¥iew Help A\
More Commands =] Maximize

Restore

Window Buttons

I_ Eackspace| | CE | ‘ C
‘:I Close
|L-1m: 2 | T IR | e
| MA s |l s || g |l « || =
Buttons I |

memennil | N | N 1 O R LK If You Click On An
| y | 0 , - Gray Button,

- L M Nothing Happens




