PERSONAL COMPUTERS
MORE OF THE MOUSE



MORE OF THE MOUSE

Drag With The Mouse

Use A Scroll Bar

Use The Help And Support Center
Double-Click With The Mouse
Change The Size Of A Window
Right-Click With The Mouse
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GETTING READY

Make Sure Computer And Monitor Are On
Start The Calculator (Lesson 1)

Next Three Mouse Actions

Point (Lesson 1)
Click (Lesson 1)

Drag |

: 5z ---@m-~-.
Double-Click = [DinaEam
Right-Click




DRAGGING

Point To The Calculator Title Bar With The Mouse
\ Pointer
'y,

Press The Left Mouse Button And Keep It Pressed

\]'\'\

Move The Mouse

s N\

Let Go Of The Mouse Button When You're Done

Lets You Manage A Messy Desk
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DRAGGING WITH A SCROLLBAR

Start Help And Support Center

Click On

# [Customizing your computer

0] Help and Support Center

d \/-h U Index \;“\'( Favaorites {9 History @ Support il Cptions
r
al

Pick a Help topic Ask for assistance

. What's new in Windows XP E| 1 iend ko connect k. computel h Remote Assistance
.r.,_‘_ Music, video, games, and photos .
‘ v windows basics E| Get support, o find i tion in Windows XP newsgroups
Protecting your PL: security basics

Pick a task
Networking and the Web

Working remotely El puker U th Windows Update

System administration r
! E| Find compatible hardware and software f

puter with System Restore

Customizing your computer
Accessibilit:

omputer information and diagi

Printing and faxing
Performance and maintenance
Hardware

ixing a problem
Send your Feedback to Microsoft
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DRAG SCROLLBAR

SC r0| I Ba r ® Help and Support Center
@ Back - u \:h ﬁ Index ‘*E':l'\?‘ Favarites {9 History @ Support ﬂ Options

search GG @ Help and Support Center
Place Mouse -. o

Pointer On
Scrollbar

“ﬁ.) Add ko Eavarites @ Change View . Print... 5 Locate in Contents
4 -
Customizing your Compw=r

El e s Customizing your computer
[ Your desktop icans

[ *our Start menu

[ Background and themes

Kee p P reSSi n g [ screen savers and screen sektings

[ Files, Falders, and programs

T h e Left IVI O u Se [ keyboard and mouse
[ Multiple menitors

B utto n A n d D ra g [ Fonts and text
Pointer Down,
T h e n U p [ Windows Glassary

Windows keyboard shortouts overview
Toals

orparation.
G0 ko & Windows newsgroup

&l righ
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ENLARGING AND REDUCING A WINDOW

Place Mouse Precisely

On Left Edge Of
Window Frame

Mouse Pointer
Changes To ¢ump
Double Arrow

Keep Pressing And
Drag Mouse Left
And Right

Repeat With Pointer
On Top Of Window

Drag Up And Down

o] Help and Support Center
G Back = J \'_h U Index \3‘;'\}‘/ Favarites @H\stum Suppart :JJ Options
search [N ) @ Help and Support Center

sl f
e L T T Ry ,/'E add to Favorites @ Change Yiew . Print ﬁ Locate in Contents

Customizing your computer

sl Customizing your computer
[ our deskkop icons

[ *four Start menu

[ Background and themes

[ Sereen savers and screen settings

[ Files, Folders, and programs

[ Keyboard and mause

[ Multiple manitors

L] Fonts and text

See Also

& windows Glossary

[ Windows keyhoard shorkcuts averview
[3 Tools

[ Go to & Windows newsaroup

[

& LY Gazpm
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ENLARGE AND RESTORE A WINDOW

Make Help And
Support Center
Window This Size

Click On E

Maximize Button

Click On
Restore Button

(0] Help and Support Center |Z||E|D__<|

@Back - _)' \_h g_j Index \L;:'\'( Favorites {_‘)Historg Support J. Options
search [NNEG > @ Help and Support Center

Set search options Windows ¥ fessional

Search anly Cuskomizing your computer ‘EJ’? Add to Favorites ‘g Change Yiew o Brint... 5 Locate in Contents

Customizing your computer

0 viour desktop Customizing your computer

[ *our desktop icons

[ vour Skart menu

[ Background and themes
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GO TO PREVIOUS WINDOWS

Click On
Back Button @ Back =

Click O = | __
FoIerarchI] Button @ Search _ |‘+|

5P search options

If Either Button
Is Grayed Out, _J
You're At The End

Piclki a Help topic

Clicking On Either . What's new in Windows XP
Arrow’s [_)OWH Button w ﬁ'_ Music, ¥ideo, games, and photos
Shows History Of - - wWindows basics

Where You've Been . . .
Protecting your PC: security basic
If You Click On ’ h

Home Button, Takes
Back To Opening Window
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USING THE HELP AND SUPPORT CENTER

0] Help and Support Center

@Back - Q - \—h g_j Index ‘;::(Fa_vc-rites {:)Hist
search | EEEEEEEENEN

earch options

Click On

# What's new in Windows XP

Yick a Help topic
. & Yhat's new in Windows XP
ﬁi_;' * Music, video, games, and photos

- Vv * Windows basics
& Protecting your PC: security basics

@ Help and Support Center,

@Back - &9 \-h E_j Index < ¢ Faverites

Set search options

Search only What's new in Windows XP

What's new in Windows XP

L ]
1 [ Taking a tour or butorial
IC N L what's new | _
[ Windows %P articles: Walk through ways ta use

wour PC

[ Activation, license, and regiskration

Wwindows components
[ what's new

[] What's new in Windows P security

10



WHAT'S NEW

(@) Help and Support Center

What’s New Information
Displayed In Frame
On Right

@ Help and Support Center

 Praf

search NN 5)

5 ch options Window ssional

Search only What's neM

Yhat's new in Windows XP

What's new

[ Taking a kour ar bukorial

[ windows %P articles: Walk through ways to use Overviews, Articles, and Tutorials:
wour PC
wihat's new in Wwindows <P
[ Activation, license, and registration

what's new for user accounts and skarkup

2 wrhat's new with digital photos and video

what's new For home networking

Windows cormponents

[ what's new

[ what's new in YWindows %P securit
wehat's new in other areas of Windows %P

Click on

What's new with digital photos and video

wrhat's new For browvesing the Inkternst
Personalizing ywour warkspace

wrhat's new for security

See Also What's new in Windoss 2P Frequently Asked Questions

what's new on your deskkop

[F1 windows Glossary

what" for Hel d 5 t
[ windaws keyboard sharbcuts averview =S nEw Tor e and suppor

@ Tools wWhat's new with files and Folders

[ Go ko a wWindows nesssgroup




WHAT'S NEW WITH DI

@ Help and Support Center,

Read About
New Digital
Media

Close Help And
Support Window

@Back T <l
search NN 5]

= h

Search only What's new in Windao

What's new in Windows XP

[] Taking a taur or tutorial

[ windows =P articles: Walk through ways to use
waur PC

[] Activation, license, and registration

Windows compaonents

LY = i
_l-\J E__j Index ‘g_i’Fa_vorites {f)Historz

FI\F

[ windows Glossary

[E] windows keyvboard shortouks overvies
[E1 Tools

[E Go ko a Windows newsgroup

_'E'J Add ko Favorites @ Change Wiew

Ul Support /| Options

What's new witpligital media

with Windows
copy informg

Bnto 5 CD. vou can even make mowvies,
Wi

Pigital cameras

fws Media Player

Personal screen saver

[ Wihat's new Create your own Web site
Send your photos in e-mail
[ What's new in Windows ¥P security .
CD burning
Windows Movie Maker

Related Topics

I,
54

ou can play music, view and print pictures, and
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DOUBLE-CLICKING

Point To My Computer Icon /7

Files Stored on This Computer

Press Left Mouse Button Ty el R B
2 Times In Rapid Succession

- [ J‘ Local Disk (C:)
W My Hetwork Places

(5} My Dacumen s

I Shared Documents Devices with Removable Storage

- o I o L £, sormmone
Do Not Move Mouse 5 — 6'% | ;: |
While Double-Clicking >

DVD Drive (G:) @ Removahle Disk (H:)

My Computer Window Appears

Q/;'I Y 643 pM

If Double-Clicking Doesn’t
Work For You, Click Once =
On Icon And Press Enter

13



MANY FACES OF A WINDOW

WED Favorites  Tools  Help
Toolbars
Skaktus Bar
Explorer Bar

4 v Stagdard Buttons

Click On iew / <)
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Thumbnails
Tiles

ocuments

Some Menu ltems
Have Check Marks,

Others Have Dots g s Dsk (e

Devices with Remowable Storage

I\a% 314 Floppy (A)
@ DVD-RAM Drive (E:
| ‘ E tive (E:)

|:.- WD Drive (G:)

Click On Toalbars

Syskem Folder

Note Checkmark On
Standard Buktons

O
'!‘r
55 Bar ‘ @ Folder Sync
v| B o
his Computer ~

" —
(’j Mike: & Mel's Documents

° )
| Q DYD-RAM Drive (D:)

@ Rernovable Disk (F1)
@ Removable Disk (H:)

Locks the sizes and positions of the koolbars.,

Click On standard Buttons

14




RESTORE BUTTONS

Note Window Has
No Buttons

No Check Mark On
Standard Buktons

Click On Vjew
Click On  Toolbars
Click On s5tandard Buttons

Menu Buttons
Return
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.'1:

E

File  Edit Fawvorikes  Tools  Help
Address {’l Toolbars Skandard Buttons
v 3tatus Bar v Address Bar s
- his Computer
Explorer Bar 3 Lirks 1
System|
] Google
: Thumbnails haol b
View Thes ‘Yahoo! Toolbar T ——
;.l) Add Icons v Lock the Toolbars
[ cha st Custarnize. ..

Details

Other p|  Arrangs Icons by

ol
5y
[y Shat

E- Caonkral Panel

@ Local Disk (i2:)

Devices with Removable Storage

L._\-—% 314 Floppy (A0
.- _ DVD-RAM Drive (E:)
[~

=

E@ Removable Disk (11

Choose Details, .
GoTo »
Refresh

Details

My Computer
System Folder

DVD Drrive (33)

i —
D Mike & Mel's Documents

.. _ DYD-RAM Drive (D)
=

@ Removable Disk (F:)
@ Remaovable Disk (H:)

o

Locks the sizes and positions of the toolbars,

15
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SELECTING FROM A LIST

Click On  Wigw == ¥ My Computer

W= Favaribes

Tools  Help

M enu S h OwWS O ne Files Stored on This Computer
Command With Fat Dot —

",

) _x Shared Documents

Hard Disk Drives

Thumbnails
" . Tiles

Icons

=) Lisk

Details

These Five GO Together,
Only One Can Be Selected

Arrange lcons by #

Other P

F i

@ Local Disk, (T

Devices _I!._uith Removyable Storage

f:;% 314 Floppey (8

ba My | iChoose Details, ..

EI - GoTo 3
i Refresh

) Sharcereweanms

@- Conkral Panel

Tiles Is Active

Click On Each Of The
Five Commands And
View What Happens To Window

»

Details

16
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RIGHT-CLICKING

omp g L]
. File Edit Wiew Favorites Tools Help |1.'
W Ith Left B Utto n <) _/I lﬁ /.._\J Search i Folders - @ Folder Sync
C I!?k O n Ce O n Address | g My Computer L | Go
E;_;\_'\ﬂ Local Disk (C:) Files Stored on This Computer -

Right-Click
Once On

E@ Local Disk (C:)  ——

] Shared Documents D Mike & Mel's Documents

g My Mekwiork Places Move or Rename Audio Files

Note Commands

(=) My Documents Search...
- o Open L
Re | eva nt TO sl Diocurnents Devices with Remova Eol
xplore

B- Caontral Panel

B LOCal DlSk (C:)" 95 ; Sharing and Security,.. ] .
= - 14 Floppey (A Backup ive (D) 4—)
Details 8 Anti-Yirus
4.\

eSS 0 ey Srnichironization 3
Local Disk (E:) DYD-FLaM Driv

Left-Click Lacal Disk . \-/i > — Disk (F:)

1le Syskem: NTFS

ElSGWh ere F Free Space: 435 GE o Copy .
Total Size: 465 GB VD B W&l Creste Shorkout isk (H:
Where Blank ~

Rename

Free Space: 438 GE Total Size: 465 GE

Properties ‘:1] My Computer

Close My Computer Window

17
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RIGHT-CLICK ON DESKTOP

Ela h X
‘ \ Arrange Icons By
Refresh

Right-Click
Anywhere On
Desktop

MYIDIA Control Panel

(& Groove Faolder Synchronization  *
-

e 3

Display Properties |E|E|

Menu Appears

Properties Themes |Desktop Screen Saver | Appearance | Settings

A theme iz a background plus a set of sounds, iconz, and other elements
ta help you personalize your computer with one click.

Left-Click [

O n P rO pe rtl eS -~ — o Active Window |T||E|r5_(

E.3

PropertiesS =
Window Appears

Cancel

Left-Click
On Cancel

R )L ciapm



EXERCISES

Dragging A Window
Start The Calculator
Drag The Calculator Window To The Top Left
Drag The Calculator Window To The Bottom Right

Drag The Calculator Window To The Middle

Double Clicking And Dragging

Open The Window My Computer

Drag The Window To The Top Left

Drag The Window To The Bottom Right
Close My Computer Window

Start Help And Support Center

Change The Window To A Different Size
Shorten The Length Of The Window

Scroll Through Text Using Scrollbar




EXERCISES - CON'T

Click On Help And Support Index Button g_j Inde:x
Select (Double-Click) Wildcard Characters

Read About Wildcard Characters

Go Back To The Home Page _;j
Read The Information About Networking
Close Help And Support Center
Right-Click Somewhere On Desktop

Left-Click On Properties

Left-Click On Cancel
Right-Click On My Computer Icon

Left-Click On Open
Left-Click On Local Disk (C:)

Close My Computer Window

(0] Help and Support Center,

3 a _ln'_ .
QBack ML= | _;.] g_j Inde:x . Favorites 1

search [N 5)

Set search options

Type in the keyward ta find:

*

* charac
? characters
click 7 to get Help
foreign language characters
searching with wildcard characters
12 or 24 hours, how vour computer displays time
256 colors
3-dimensional
abbreviations in days ar months
acceleration of mouse pointers
access permissions
special access permissions, defined
arcessibility resources (for people with disahilities
averview
administrators, managing Accessibility programs
Assistive Technology Program, defined
blind persons
blind persons -- High Contrast
blind persons -- Magnifier
blind persons -- Marrator
blind persons -- TogglekKeys
customizing Windows For accessibility
deaf persons
deaf persons -- Showsounds
deaf persons -- SoundSentry
displaving extra keyboard Help in programs
docurnentation formats For people with disabiliti

Dizplay




BACKGROUND INFORMATION

This Box Is
Known As A
Dialog Box

Checked Command:

Option Is Active If Checked

Option Buttons:

Only One Can Be Selected \ o

List Box: Scroll By Clicking On | 4

Zeneral I

|1ror..i.

~Select F‘rinter,

=
Auyll Adobe Auto HP
onC... Deskleta?...

N\
& X | -
2 - ' J
Fax HP Cesklet HRO
670Con... 5600 sel _|j

Status:  Feady %r Prnttofle  Preferences |
Location:
T e Find Printer... |

— Page Range

€ Selection € Cument Page

Mumber of copies: |1 Eﬁ

£ Pages: é

Entry Box: =
Can Type A Number
In This Box

I~ ol
ollate IIE

/
Prirt I A‘u:el | Lpply |
y 4

Increase/Decrease Buttons: /
ClickOn « Or + , To Change Value



LEFT HANDED MOUSE?

Select Switch Primary
And Secondary Buttons

Click On Apply

Click On OK

Reset To Right Hand,
If Desired

Mouse Properties @E|

Buttonz | Painters | Pointer Options | Wheel | Hardware

Button configuration

[+]iSwitch primary and secondany buttons

Select thiz check, box to make the button on the
right the one you uge for primary functions such
az zelecting and dragaing.

Double-click zpeed

Double-click the folder o test your zetting. IF the
folder does not open or close, tp uzing a slower
zetting.

Speed:  Slow J Fast D

ClickLock:
[ ] Turm on ClickLd

Enables you to highlight or
uttan. To set, briefly press the m
button again.

ithout holding down the mouse
button. Ta releaze, click the

ak. l [ Cancel Apply




