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Lesson 1 Basic Elements of Windows

L3

t
. - Windows provides everything you need to manage your applications and files easily
and efficiently. The following illustration (Fig. 1-1) shows the graphical environment of
Windows. '
Pragram Man.
| Fite Mansger ConirolPanel Print Manager Clipbusrd  MSDOS
_'. | Viewer Prompt
) 5 '
: ResdMe REEDE BTEF
-
?
[ ]

Fig. 1-1 The graphical environment of Windows.
When working in Windows, your main work area is the desktop. You can move items
around on the desktop, add new ones to it, and remove those you do not need.
The first time you start Windows, the Program Manager window appears on your screen.

You can use Program Manager to organize your applications and start them.
After you start an application, it runs in an application window on the desktop. You can
— '1 J—



reduce any open application window to an application icon. An application icon is a small pic-
ture representing an application. By reducing application windows to icons, you can free space
on your desktop without guitting the applications.

Parts of a Window
Most windows have certain elements in common, such as a title bar and & menu bar. Not

all windows, however, have every element(Fig. 1-2).

Aisartion Posst Fache = ) 3 — Mirairire Eetion
= Controtimens Bax cions 7/ dd e Bar /. Mednire Button

Paintbrugsh  Terminal  Notepad [

DeskTop

Ve tica
Scrofd Bar

Scrodl Sutton

R
. ) N_ Horironial
Window Corner Aclive Window Mouse Poinl vl oa

Fig.1-2 Parts of a window.

The Control-menu box is in the upper-left corner of each window. The Control menn is
most useful if vou use your keyboard to move, size, and close a window.

The title bar shows the name of the application or documnent, 1f more than one window is
open, the title bar for the active window (the one in which you are working) is usually a differ-
ent color or intensity than other title bars,

The wi‘t‘lduw tithe shows the application name, the document name, or the name of a
group, directory. or file.

The menu bar lists the available menus from which you can choose commands.

The scroll bars enable you to move through a document or a list when the entire document
or list does not fit in the window or the allotted space. Click the seroll arrows with the mouse
to move through the document or list, one line at a time.

Clicking the Maximize button with the mouse enlarges the active window so that it fills
the entire desktop; clicking the Minimize button reduces the window to an icon. You can also

-9 —
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use the Maximize and Minimize commands on the Control menu.

The Restore button repiaces the Maximize button after you enlarge a window. Clicking
the Restore button returns the window to its previous size. You can also use the Restore com-
mand on the Control menu.

The window border is the outside edge of a window. You can change the window size by
lengthening or shortening the border on each side of a window.

Moving the window corner shortens or lengthens two adjoining sides of a window border
at the same time.

The insertion point shows where you are in a document. Tt marks the place where text
and graphies appear when you begin typing or drawing. {The shape of the insertion point may
vary among applications).

The mouse pointer appears if vou have a mouse installed. When you maove the mouse, the
position of the pointer changes on the screen. (The shape of the mouse pointer may vary

among applications and even among documents within the same application. »

manage ['menid3] vt. -

application [zepli'keifsn] n. i

efficiently [i'fifentli} adv. AR W
illustration [,ile'streifan] n. W MR
graphical ['graefikal] adj. EEw; EEAD
environment [in'vaiaranment ] n. Wi

desktop ['desk'top] n. -0

remove [ri'muv] vt. Brd &F
program ['prougrem ] n. B iR
organize ['oganaiz) vt tHR

icon [taikon] n. B ¥R
represent?repri"zent] vt. Wik 'R RE
quit [kwit] vt #ik 1k

bar [ba:] n. % #&; ZRY
menu ['menju:] n. £y

keyboard ['ki:bo:d] n. &

document ['dokjument] n. T A X
intensity [in'tensiti] n. ok B WiEEE
available [a'veilabl] adj. EE: Xl

scroll [skraul] n. /vt. Fi&; BW; B
allot {a'lot] vi. S0 TR

click [klik] vt. Aiy ERE



previous [ 'priivjes] adj. SEETHY

restore [ris'ta;] vt. wE

insertion [in'safan] n. A

install [in'stol] vi, A

mouse [maus] n. EWH.: BT

vary ['veari] vi. 4k,

directory [di‘rektari] n. B AR, 5%
manipulate {ma'nipjuleit] vt. FHah: B9

(O Windows HHRERSE
Windows #{ERHE R EEHH A 7 Microsof D F X BT AV BEBLFmBEAERE. B
HEWRERBRRKNDOEF, 8E. FIXL Windows 3. 1 AR B,

{2 the graphical environment Bk GEFT) IR

® the Program Maﬁager B EEG

an application window i Fi 78 i R &

& By reducing application windows to icons, you can free space on your desktop without
quitting the applications.  HZ N ARFREL RERNIE, ALY KEHRAE
= [y o A28 (R R RE R
by doing sth. L ILHHRK vomr
without doing sth. FERHEHEBEHIFE T %\{ﬁ’%)

@ If more than one window is open, the title bar for the active window (the one in which you

are working) is usually a different color or intensity than other title bars. R —FLi b
HMEFEITF, RFLAENROEIRFTFNRELEFARLETRENRIENEA
HEARERARL.

Ex.1 Comprehension

Tell each of the following statements is TRUE ( T ) or FALSE ( F ) according to the
text.
( 1. Program Manager is used to free space on your desktop.
{ ) 2. Windows has a graphical environment.
¢ ) 3. You cannot add new items on to the desktop.
{ '} 4. When vou reduce an open application window to an application icon, the application is
stapped.
{ ) 5. I you click the Minimize button of the active window, the window will be reduced to
4 —



an icon.

{ ) 6. The mouse pointer always has the same shapc and size.

Ex. 2 Vocabulary Building

For cach word in Column A, find a suitable Chinese meaning in Column B.

A
F 1. illustration
2. efficiently
. environment
. document

. scroll

. available

3
4
5
6. menu
7
8. install
9

. organize

10. previous

Ex.3 Translation Skill

B
HEH L
i 7
ag |
AR B 7
%}
o
EWH =
p'E =
[
BmE

Analyze the {ollowing sentences and then translate them into Chinese.

1. You can change the window size by lengthening or shortening the border on each side of a

window.

2. The insertion point marks the place where text and graphics appear when you begin typing

or drawing.

3. The scroll bars enable you to move through a document or a list when the entire document

or list does not fit in the window or the allotted space.

4. As the following illustration shows, document windows share the application window menu

bar but not the title bar.

(%3]
.

window.

If you use the keyboard, however, you use different keystrokes to manipulate each type ol



Lesson 2 Windows Accessories

Windows includes accessories that you can use to perform many everyday tasks. To start

[

an accessoty, choose an icon in the Accessories group. This text introduces the accessories
(presented in alphabetic order). Procedures for performing tasks are provided in online Help.
To view Help, choose the Contents command from the Help menu.

Calculator

Calculator includes both a standard and a scientific calculator. You can use the standard
calculator to do simple calculations and then store them in memory. You use the scientific .
calculator to do advanced scientific and statistical calculations(Fig. 1-3).

When you start Caleulator for the first time, the standard calculator appears. For more

information about Calculator. see Help for Caleulator.

Use these buttons to here Calculator
- edit the numbers in the ];;i:::yu: nmnb:r 3

display

L 078008000

These are the basic
mathematical operations.

Use these butfons to use
memory features.

- Fig. 1-3 The standard calculator.

o
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Cardfile

Cardfile is similar to a set of index cards. You can use it to keep track of narnes, address-
es, phone numbers, directions, or anything else you want quick access to. If you have a
modem, Cardfile can dial a telephone number that is typed on one of its cards.

You can also copy, link, or embed information into Cardfile. For example, on a card that
shows a client’s name, address, and telephone number, you could also add a picture (a bitmap
image ) of the client. Or you could add an icon that, when chosen, opens and shows you the
picture.

For more information about using the Cardfile, see online Help for Cardfile.
Clock

To help you keep track of the time, you can use Clock. You can display an analog or digi-
tal clock. You might find it useful to add Clock to your StartUp group, so that every time you

start Windows, clock is running on your desktop.
Media Player

Using Media Player, you can play multimedia files and control hardware devices. For
example, you can use Media Player to play sound files through a sound card. If you have an
audio compact-disc player or videodisc player connected to your computer, you can use Media

Player to start and stop them{Fig. 1-4).

3 Carbrake - Media Player

se the scroll bar
to start playing at
another part of the
file.

End Selection

Start Selection
Next Mark
Fastforward

Rewind
.Last Mark
L— Eject
—— Pause
—Play

Fig.1-4 Windows Media Player,
Media Player can play digitized sounds created by Sound Recorder or Musical Instrument
Digital Interface (MIDI) devices.
Before Media Player can play a file, you must have the sound hardware and its driver con-
figured. For more information about installing hardwarc drivers, choose the Drivers icon from

-_F —



Control Panel, and than choose the Help bution.

To play a multimedia file (sound or animation} or device (such as a videodise player), you
must first choose the type of device you want to use. If the device requires a file te play, you
must also open the file. Some devices, such as audio compact-disc players, do not require a

file.

For more information about Media Player, sec Help for Media Player.

Notepad

Notepad is a text editor. You can use Notepad to jot down notes, write short memos, and

create and edit batch files. Notepad creates files by using the ASCII format and has none of the

features used for formatting a document.
For information about the following tasks. see Help for Notepad ;
» Setting word wrap
+ Searching for text in Notepad
+ Managing Notepad files

* Printing a Notepad document
Paintbrush

Using Paintbrush, you can creste simple or elaborate s black-and-white or color drawings.
After you have created a drawing, you can print it or use the drawing in another docurnent.
For more information about using paintbrush drawings in other documents, see Help for
“Object Linking and Embedding” (Fig. 1-5>.

2 Color Palette contains colors or
atterns you can use in a drawing.

Fig. 1-5 - Windows Paintbrush.



You use the tools in the Paintbrush Toclbox 1o create and change drawings, The follow-

ing list provides a brief description of each tool's function.

This tool Does this

Scissors Defines an area to cut, copy', or change,

Pick tool Defines a rectangular area 1o cut, copy, or change.
Airbrash Creates a circular spray of dots,

Text o0l Adds text to your drawing.

Eraser Changes foreground colors to the selected background color,

Paint Roller
Brush

Fills any closed shape or area with color.

Draws freehand shapes and lines.

Curve Draws curved lines.

Line Draws straight lines.

Box Draws hollow/filled squares and rectangles,

Rounded box Draws hollow/filled round-cornered squares and rectangles.
Circle/Ellipse Draws hollow/filled circles and ellipses,

Polygon Draws hollow/filled polygons,

Unlike the other accessories, Paintbrush makes use of both mouse buttons. When yvou

need to use the right mouse butten, the instructions in Help specify that buttor. If no button
is specified, use the left mouse button.

For information about performing tasks with Paintbrush, see Help for Paintbrush.
Recorder

Using Recorder, you can record a scquence of Keystrokes and mouse actions —called a
macro—to play back at a later time. You can use macros to automalically type a special phrase
or code that you use frequently or to automate the steps of any Windows task you routinely
perform. For example, you could record the steps you go through to go to the Main group in
Program Manager, select M5-DOS Prompt, change to the MS-IXOS directory and start a text
editor.

For more information about the foliowing tasks, see Help for Recorder.
Write

Write is a word-processing application that you can use tc create and print documents for
business and personal use. When you create Write documents, you can type, edit, and format
texl in the Write window, insert graphics, save the text and graphics as a file, and print your

documents on printer{Fig. 1-§).



