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From the Publisher

At Course Technology, Inc., we believe that technology will transform the way that people
teach and learn. We are very excited about bringing you, instructors and students, the most
practical and affordable technology-related products available.

The Course Techhology Development Process

Our development process is unparalleled in the educational publishing industry. Every prod-
uct we create goes through an exacting process of design, development, review, and testing,

Reviewers give us direction and insight that shape our manuscripts and bring them up

to the latest standards. Every manuscript is quality tested. Students whose backgrounds
match the intended audience work through every keystroke, carefully checking for clarity
and pointing out errors in logic and sequence. Together with our own technical reviewers,
these testers help us ensure that everything that carries our name is as error-free and easy to
use as possible.

Course Technology Products

We show both how and why technology is critical to solving problems in the classroom and in
whatever field you choose to teach or pursue. Our time-tested, step-by-step instructions provide
unparalleled clarity. Examples and applications are chosen and crafted to motivate students.

The Course Technology Team

This book will suit your needs because it was delivered quickly, efficiently, and affordably. In
every aspect of business, we rely on a commitment to quality and the use of technology.
Every employee contributes to this process. The names of all our employees are listed below.
Diana Armington, Tim Ashe, Charles Baker, Sara Ballestero, Debora Barrow, Karen Bartlett,
Stephen M. Bayle, Ann Marie Buconjc, Jody Buttafoco, Kerry Cannell, Jei Lee Chong, Jim
Chrysikos, Barbara Clemens, Susan Collins, John M. Connolly, Myrna D'Addario, Jodi Davis,
Howard S. Diamond, Kathryn Dinovo, Jennifer Dolan, Joseph B. Dougherty, Patti Dowley,
Laurie Duncan, Karen Dwyer, MaryJane Dwyer, Chris Elkhill, Don Fabricant, Ronan Fagan,
Dean Fossella, Jane Fraser, Viktor Frengut, Jeff Goding, Eileen Gorham, Chris Greacen,
Catherine Griffin, Kathy Griffin, Jamie Harper, Roslyn Hooley, Marjorie Hunt, Matt Kenslea,
Marybeth LaFauci, Susannah Lean, Kim Mai, Margaret Makowski, Tammy Marciano,
Elizabeth Martinez, Debbie Masi, Don Maynard, Kathleen McCann, Sarah McLean, Jay
McNamara, Mac Mendelsohn, Karla Mitchell, Kim Munsell, Julie Neitlich, Michael Ormsby,
Debbie Parlee, Kristin Patrick, Darren Perl, Nicole Jones Pinard, Nancy Ray, Carla Sharpe,
Roger Skilling, Christine Spillett, Kristen Taggart, Audrey Tortolani, Michelle Tucker, David
Upton, Jim Valente, Mark Valentine, Renee Walkup, Tracy Wells, Donna Whiting, Rob
Williams, Janet Wilson, Lisa Yameen



Welcome to Microsoft Windows 95 — Illustrated. This highly visual book offers new users
a hands-on introduction to Microsoft Windows 95 and also serves as an excellent reference
for future use.

Organization and Coverage

Microsoft Windows 95 —. lllustrated contains six units that cover basic Windows skills. In
these units students learn basic Windows skills along with how to work with programs, man-
age files using both My Computer and Windows Explorer, customize the Windows environ-
ment, and get online with The Microsoft Network.

Approach

Microsoft Windows 95—illustrated provides new users of Windows with a highly visual
and interactive learning experience. This hands-on approach makes it ideal for both self-
paced or instructor-led classes.

Lessons: Information Displays

The basic lesson format of this text is the “information display,” a two-page lesson that is
sharply focused on a specific task. This sharp focus and the precise beginning and end of a
lesson make it easy for students to study specific material. Modular lessons are less over-
whelming for students, and they provide instructors with more flexibility in planning classes
and assigning specific work. The units are modular as well and can be presented in any order.

Each lesson, or “information display,” contains the following elements:

Introduction — Concise text that introduces the basic
principles discussed in the lesson and integrates the brief
case study scenario. Procedures are easier to learn when
concepts fit into a framework.
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Finding a file

As you continue to use Windows, you might find that it is difficult o remember
precisely where all your files are stored when you need them. Fortunately,
Windows offers an easy approach 10 locating files and folders: the Find com-

Numbered steps — Clear step-by-step directions explain
how to complete the specific task. When students follow
the numbered steps, they quickly learn how each proce-
dure is performed and what the results will be.

mand on the Start menu. lease Bob wants to access a fle named Suppliers, a list
of companies where he gets some of his bike parts. He cannot remember where

P

.

he stored it, 5o he needs to do a quick search,

TE | Click the Start button on the Taskbar, point to Find, then click Files or
Folders

‘The Find: All Files window opens, as shown in Figure 312 Table 3-5 lists the tabs within the:
Find Fil aund describes the searcl ch For

3 Forthis search, Bob
0 3
will use the default Name & Location tab, since he remernbers the ame of the file.

~

Type Suppliers in the Named: text box

You can supply the full name of the folder or il you want tofnd. or ol the part you're sure
ol If, for example, or ot he had saved the e s Supp
Supply st e could type Supp, sirce he'ssure of that much of the name:

Click the Look in: drop-down list arrow, then click the drive containing
your Student Disk

Click Find Now

Y

Reference tables — These are quickly accessible sum-
maries of key terms, toolbar buttons, or keyboard
alternatives connected with the lesson material. Students
can refer easily to this information when working on their
own projects at a later time.

The Find Fi your Student Disk and finds the file, as shown in
Figure 313, providing sl siame,location,size. type, und the date on which t s create or
Tast i A this point, Bob can either double-click the

and open the file, o he can note the file’s location and close the Find: All Files window He
i .v

5 Click the Close button in the Find: All Files window

TABLE 3-5: Find File options.
FIND: ALL FILES TAB  OPTIONS AVAILABLE

* Browse through directories for the file

_> Date Modified « Search for files created during the previous number of days or months, or between a cetain
period of time that you specfy

Advanced » Search for fils by type, text the file contains, or a file's size




Other Features

The two-page lesson format featured in this book provides the new user with a powerful
learning experience. Additionally, this book contains the following features:

e “Read This Before You Begin Microsoft Windows 95" Page — This page provides

essential information that both students and instructors need to know before they
begin working through the units.

Real-World Case — The case study used throughout the texthook is designed to be
“real-world” in nature and representative of the kinds of activities that students will
encounter when working with Windows. With a real-world case, the process of solv-
ing the problem will be more meaningful to students.

GityScape — CityScape is a simple program that offers students an engaging and
nonthreatening vehicle to learn basic Windows skills. Using CityScape in Unit 1, stu-
dents can focus on the basics of using scroll bars, resizing windows, and using
menus, toolbars, and dialog boxes in a safe and fun environment. The basic skills
learned using CityScape can be applied to all Windows 95 programs.

End of Unit Material — Each unit concludes with a Task Reference that sum-
marizes the various methods used to execute each of the skills covered in the unit.
The Task Reference is followed by a meaningful Concepts Review that tests students’
understanding of what they learned in the unit. The Concepts Review is followed by
a Skills Review, which provides students with additional hands-on practice of the
skills they learned in the unit. The Skills Review is followed by Independent
Challenges, which pose case problems for students to solve. The Independent
Challenges allow students to learn by exploring and develop critical thinking skills.

FIGURE 3-12: The Find: All Files window

er the file
Fatanat ? : Options for searching
il wsing different criceria

Screen shots — Large-size, full-color representations
of what the students’ screen should look like after
completing the numbered steps.

Click here to include
all subfolders (folders
‘within folders)

FIGURE 3.13: Finding a file using the Find option

Click here to begin
find operation

Possible location of file

Related topics — Concise information that either
expands on one component of the major lesson skill
or describes an independent task that is in some way
related to the major lesson skill. These often include
both text and screen shots.

FIGURE 3-14: Using Advanced Search features

QUICK TP

Insert the * wildcard
symbol in a file name
when you're unsure
of the entire name.
For example. typing
S*rs will not only
find the file named
Suppliers, but will
also find all other
files beginning with S
and ending with rs.=

WILNAWOD AW ONISN STTH ONIDVNYMW ELINN S6 SMOGNI 110SOUDIW

Quick Tips and Trouble? — Shortcuts and hints
for using Windows 95 more effectively as well as
troubleshooting advice to fix common problems
that might occur.
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The Student Disk and CityScape

To use this book students must have a Student Disk, which contains all the data files needed
to complete the step-by-step lessons. Additionally, this book features a program called
GityScape. This simple Windows 95 program, featured in Unit 1, is designed to teach stu-
dents basic Windows skills in 2 nonthreatening and engaging environment.

Adopters of this text are granted the right to post the Student Disk and the GityScape pro-
gram on any stand-alone computer or network used by students who have purchased a copy
of Microsoft Windows 95 — llustrated.

For more information on the Student Disk and the CityScape program, see the page in this
book called “Read This Before You Begin Microsoft Windows 95.”

The Supplements
Instructor’s Resource Kit — The Instructor’s Resource Kit is quality assurance tested. It includes:

e Solutions to all lessons, Concepts Reviews, Skills Reviews, and Indepéndent
Challenges

e Unit notes, which contain tips from the author about the instructional
progression of each lesson

e Extra problems
e Transparency masters of key concepts

Additional instructor’s materials are available online. Please see your Instructor’s Resource
Kit for more information. Additional materials designed for students are also available and
can be found on the World Wide Web at http://www.vmedia.com/cti/.

Course Test Manager— The Course Test Manager and Test Bank offer a comprehensive test
management system that provides testing and assessment of the material contained in
Microsoft Windows 95— Hlustrated. The Course Test Manager, which runs in a standard
Windows environment, lets instructors create both online tests that students take at comput-
ers in a lab setting, or printed tests that students take in the classroom. It also lets instructors
create practice tests. The test bank contains a large variety of multiple choice, true/false,
short answer, essay, and graphics-based questions. Instructors can customize the existing
questions, or write additional questions.
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Read This Before You Begin
Microsoft Windows 95

To the Student

To complete the step-by-step lessons, Skills Reviews, and Independent Challenges in this book,
you must have a Student Disk. Additionally, this book features a program called CityScape.
This simple Windows 95 program, featured in Unit 1, is designed to teach basic Windows
skills. Your instructor will do one of the following: 1) provide you with your own copy of the
disk(s); 2) have you copy them from the network onto your own floppy disks; or 3) have you
copy the files from a network into your own folder on the network. See your instructor or
technical support person for further information.

Additional materials, designed especially for you are available on the World Wide Web. Go to
http://www.vmedia.com/cti/.

Using Your Own Computer

If you are going to work through this book using your own computer, you need a computer
system running Microsoft Windows 95, the CityScape program installed on your machine, and
a Student Disk. You will not be able to complete the step-by-step lessons in this book using
your own computer until you have your own Student Disk and have CityScape installed.

To the Instructor

To complete the step-by-step lessons, Skills Reviews, and Independent Challenges in this book,
your students must have a Student Disk. Additionally, this book features a program called
CityScape. This simple Windows 95 program, featured in Unit 1, is designed to teach basic
Windows skills. As an adopter of this text, you are granted the right to distribute the files on
the Student Disk and on the CityScape disk to any student who has purchased a copy of the
text. You are free to post all these files to a network or stand-alone workstations, or simply to
provide copies of the disks to your students. For information on providing the Student Disk
files over a network see the README.WRI file on the Student Disk. For more information on
installing CityScape on a network see the README.WRI file on your CityScape disk.

The instructions in this book assume a standard installation of Microsoft Windows 95 and
that CityScape is installed and appears in the Programs submenu. It is also assumed that the
students know which drive and directory contain the Student Disk. It's important that you
provide disk location information before the students start working through the units.



UNIT |

OBJECTIVES

P Start Windows and
view the desktop

P Use the mouse
B Start a program

P Move and resize
windows

> Use scroll bars

P> Use menus and
dialog boxes

P Use toolbars
» Use Windows Help

P> Exit a program and
shut down Windows

Gelting Started

WITH WINDOWS 95

icrosoft Windows 95 is an operating system that makes it easy to work pro-
ductively on your computer. An operating system controls the
basic operation of your computer and the programs you run on it.
Windows offers an on-screen environment of icons and windows. lcons
are graphical representations of files and other Windows elements, and

‘windows are on-screen frames that might contain several icons, the

contents of a single file, or other usable data.  This unit introduces you
to basic Windows skills. First, you'll learn how to use the mouse to navi-
gate through the Windows environment. Then, to gain familiarity with
common Windows graphical elements, you'll launch GityScape, a pro-
gram that's specially designed for use with this book. »
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