Chapter-5
Microsoft Windows
5.1 Windows

Nowadays, windows operating system is being used on most of the computers,
whether it is Laptop or Desktop. Most common windows operating systems are Win-
dows XP, Windows 7, Windows 8 and Windows 8.1. These operating systems are
developed by American company Microsoft Corporation. Operating system is a sys-
tem software which works between the user and computer hardware and run hardware
devices properlyby understanding user's instructions.

Characteristics of Windows
(i) GUI Based

All windows operating systems are based on Graphical User Interface (GUI).
It means, no need to remember commands for users. To get the work done by the
computer, the user simply has to place the cursor on the related icon and click it. In this
way, it has become very simple to work on computers.

(ii) Plug and Play

Most of the peripheral devices to be connected with computers are based on
Plug-and-Play concept. It means the device comes in immediate working as it gets
connected in the concerning computer port. The device driver programs of most of
devices are in-built in windows operating system.

@iii)  Hardware Support

Most of devices available in market like Printers, Pen Drives, Scanners, Digital
Cameras, Card Reader, etc. are directly supported by windows operating systems. No
need to install driver programs separately.
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Working method. We can use it in two ways: either by using start menu or using icon on
desktop.

1. First, open the My Computer icon using any one method.
2. Now select the disk drive, folder or file and get the desired information by
double clicking it.
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Diagram 5.3: My Computer Window

With the help of a new feature in Windows XP, the complete information of an object
can be obtained by clicking the drive or program icon in the left task pane. The com-
plete information would be displayed in the right task pane. This process is context-
sensitive, that is complete information would display about the selected object only.
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Diagram 5.4 : Task Pane
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Recycle bin

It is a place in computer where deleted files get stored. These files are no longer
useful. Recycle bin icon is displayed as dustbin shape on the desktop.

If, by mistake useful files are deleted, we can get back them from Recycle bin.
Getting back the deleted files from Recycle bin is known as Restore. But if we delete
files from the Recycle bin also, then we cannot get them back.As the time passes,
Windows remove deleted files from Recycle bin.

Restoring deleted file from Recycle bin:
1. Open Recycle bin by double-clicking its icon on desktop.

2. Select file(s) to be restored. Use Ctrl or Shift keys from keyboard to select

more than one file.
3. Now, right-click on the final selection and select Restore option from the pop-
up menu.
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Diagram 5.5: Restore option in Recycle bin
Emptying Recycle bin
1. Open the Recycle bin by double clicking its icon.
2. Now, select Empty Recycle bin option from shortcut menu or button in window
panel.
3. Or simply right click at Recycle binicon and then select Empty Recycle bin.
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Diagram 5.6: Emptying Recycle bin
Start Menu & Menu Selection

Start Button: With the help of this, we can load any program installed in the
computer. This button appears in left most corner of Taskbar. When this button is clicked,
a menu comes into action which is known as start menu. Many program name options
and sub options are available in start menu. Any program can be started by clicking at its
option. Some other options like Search, Run, My Recent Documents and Turn-off
Computer etc. They work as their names suggest.
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Diagram 5.7: Start button
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In Windows XP environment, control panel customization, getting Help and
using various Internet related options can be done in addition to above said functions.

Running an Application
To run a desired application, simply click its icon from the start menu.
Steps:
1. Click at Start button.
2. Click at All Programs option.
3. Click at the appropriate program icon from the program list to start it.

We can also run a program from Run window by specifying the path of'its
executable file.

Setting System Date and Time

If we want to change date or time of our computer system, we simply click at
Date/Time property icon available on the task bar or Date and Time icon in the control
panel. The Date and Time properties icon would appear. Now, we can set date or time
in this dialogue box.

Windows Explorer

When we click at any folder or drive name in Windows explorer, then the win-
dow appears in two parts. Drive names, folders and files appear in one part and other
information about the selected drive name, folder or file is displayed in the other part.

Windows Explorer provides the complete information about various windows
elements. We can also perform windows explorer work through Start menu.

Viewing files and folders
Following are the steps to view various elements of a file or folder:
Start Button - All Programs - Accessories - Windows Explorer
Or
If your keyboard has a "Windows Key", then +E brings up Windows Explorer.

Or
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Diagram 5.9: Steps to create a file using Notepad
What is a folder?

When you first start using Windows XP, you may only create a few files. Over
time, you'll create many files. To keep your files organized, create folders. Windows XP

uses various folders to store and manage files. Folder is a place where we store our
files.

Create a New Folder

New folders can be created anywhere in the computer, but three methods are
shown below.

New Folder On Desktop

Right click anywhere on an open area of the desktop. Select New and then
click Folder.

A new folder with the default name New Folder will be created on the desktop.
Type a name for the folder and then press enter on the keyboard.
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New Folder Using Windows Explorer in Hierarchical View

On the Menu bar select File?> New? Folder and the folder will be created in
the right hand pane. The new folder will always be created as a subfolder of whatever
location you have selected.

Creating New Folder Using Windows Explorer in Task View

Make sure that you are in the location where the new folder is to be created. In
the File and Folder Tasks section, click the Make a New Folder selection. The New
Folder is created in the right hand pane as shown in the second screen capture.

Opening and closing of Window

There are many ways to open a window. Different options are available in
different ways. For instance, a window can be open in following steps:

1. Place the mouse pointer on the File or Folder icon and right click it.
2. Select 'Open’, option from the pop-up menu.
3. If file was created in a particular application program, then it will open in that
application automatically.
J File Edit ‘iew [Go Favoites Help n
L B e N ) >
Back Fornward Up Cut Copy Paste Undo
J Addiess |@ My Documents j
J Links @ Shorteut to “WRDD000 2] Customize Links 8] Shorteut to Muzat |zs & J EIIE Ed“: EiEW EU FQVDTitES !
ENEENENES [
Aravali Corel User Dhesraj Goyal Kuldeep My Music -
Files Advocate — HEW
00O O oo e
by Pictures Sogani Suman Sunil Swara) Third Book] J @ Edd to A SEMINAR REFORT. Zip
Incometax —
N _ Send To }
D = E{@ @ wh W =
N ,
washington “wl0004 A MNEW 4 SEN Pint g
N
W o8 A;;V toZip or Create Shortcut
@ @ [] 84§ Addto & SEMINAR REPDRT 2p Delete
Annexsure Anshu A;F?\DJF%AJ*DAN Alli ooy o » R ename
. = Properties
Qo8 86 e
Bindata Book2 Bookd bUSIF  Create Shortcut W M_l'l Docurnents
Delete
—  FRename P
wl w1l T e r work Dffiine
Open Properties P ElOSE

Diagram 5.10: Option for opening a window
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To Minimize, Restore and Maximize Window

After you have opened a window, you can maximize it to display full-screen.
You can also minimize it so that it disappears from the desktop and resides as a button
on the Windows Taskbar, and you can close it completely.
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Diagram 5.11: Minimize, Maxmize & Restore Window
Restoring a Window

If a window is already maximized, the Maximize button changes to a Restore
Down button. When you click the Restore Down button, the window resumes its pre-
vious (premaximized) dimensions.

Basic Components of a Window

Desktop
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Dlagram 5 12 A Desktop
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Example of a Microsoft Windows window
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Diagram 5.12-B: Desktop
The Scroll Bar

At the right side of the window is the scroll bar, which appears only if there is
information to be displayed beyond the bottom range of the current window size. Click-
ing and dragging on the slider in the scroll bar moves the contents of the window up or
down so you can view all of the data available.
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The Menu Bar

Most programs will have a menu bar visible in the upper left-hand corner of the
window. The menu bar appears as text for most programs, and usually starts with "File"
at the far left. Accessing the menu allows you to view various commands available to
that program, including closing the program or the window.

Frame

The part that displays the outermost part of a window is called the frame of this
window. All the parts of any window can make it smaller or bigger according to our
requirement. When we want to make it smaller or bigger it will bring the mouse on the
corresponding edge line, so that the position of the mouse pointer will look like this
(«=). From this we know that we can increase the edge of the window right or left,
small. Similarly, the column at the bottom of the window can also be changed.

The task above can be moved in vertical or horizontal direction by pressing the
button by bringing the mouse to the respective position.

The Title Bar

At the top of every window is the title bar. The center of the title bar displays the
name of the program you are currently working in. When the window is not maximized,
this is where you can click and drag to move the window to a new location on the screen.
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Diagram : 5.14 Title Bar

The Work Space

The work space is all of the area inside the window where data for the current
program is displayed. Usually the work space will have a white background, but it is
possible to customize this in all versions of Windows, and it may vary by program.
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Use of various Paint Tools in Tool Box

The tool box is very useful because it contains the tools you will use in order to

come up with your drawing. It contains the following tools:

I

10.

11.

12.

13.

14.

15.

Free-form select and select tool - for selecting a specific object which then you
can copy and paste in another location, or you can opt to delete that selection.

Eraser/color eraser - this is for erasing your drawing or the colour you have
applied.

Pick color - this picks a specific color you want and makes it the active color,
meaning that whatever you do next will have that color.

Pencil - you will use it for drawing.
Airbrush - for spraying your object with color.

Line tool - for drawing a line. To make your line straight, hold down the shift key
and then drag your mouse holding the left button. Select the thickness of the line
below the toolbox.

Rectangle tool - for making rectangles. You can also draw a square by holding the
shift key.

Ellipse - for drawing an ellipse, you can also draw a perfect circle by holding the
shift key before you start dragging your mouse.

Fill with color - as the name suggests, you use this tool to fill an object with color
at once.

Magnifier - this is a zoom tool, you can use to magnify a part of your drawing.
Brush - use this for painting, just like you would paint your house.

Text - you will use this for entering text.

Curve tool - for drawing a curve.

Polygon tool - for drawing a polygon but still you can draw a lot of other objects.

Rounded rectangle - this tool helps you to draw a rectangle with rounded cor-
ners.
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Clipboard

The clipboard is a special location in your computer's memory that temporarily
stores data that has been cut or copied from a document. This data can then be pasted
to anew location. The clipboard will typically hold its information until you cut or copy
something else, or log out of the computer. For example, a user may copy information
from MS-Word and paste that information into an e-mail message.

5.2.2 Notepad

Notepad is a basic text editor included with all versions of Microsoft Windows
that allows you to create, open, and read plaintext files. If the file contains special for-
matting or is not a plaintext file, it will not be able to be read in Microsoft Notepad.

Step to open Notepad in Windows
Click at Start button - All Programs - Accessories - Notepad
Or

Click at Start button - Run - type Notepad in box and press enter to execute
this.
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Diagram 5.16: Notepad Window
5.2.3 Wordpad

Microsoft WordPad is a free rich text editor first included with Microsoft Win-
dows 95 and all versions since. Although capable of doing more than Notepad, WordPad
is not as advanced as Microsoft Word. However, it does give you additional features,
such as the capability of inserting pictures and text formatting. The picture below shows
an example of Microsoft WordPad.
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Diagram 5.17: WordPad Window

Microsoft WordPad is capable of editing and saving plain-text file (.txt), Rich

Text Format (.rtf), Microsoft Word for Windows (.doc or .docx), and OpenDocument

Text (.odt) format files.

Note: Not all versions of WordPad support all above formats. Windows 95, Windows
98, Windows ME, and Windows XP does not support the .docx format. Windows 7
introduced the support of .odt files, so early versions of Windows do not support this

format as well.

5.2.4 Calculator
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Diagram 5.18: Calculator inWindows



Windows Calculator is a calculating application included in all the versions of
Windows. It can be used to perform simple calculation, scientific calculation and Pro-
gramming calculation.

¢ Choose Start - Programs - Accessories - Calculator to start Calculator appli-
cation, or

* Click Start button - Run - type Calc in the box and press enter to execute this.

* From View menu choose the required type of calculator - Standard or Scien-
tific.

Shutdown Menu

In Windows XP, there are several ways to shutdown a computer:
¢ click on Start and Turn Off Computer, or

* press CTRL + ALT + DEL and choose Shut Down, or

Important Points

1 Windows: Microsoft re-designed the completer windows interface and launched
Windows XP. Windows XP is more colorful and user-friendly.

2 Mouse: A computer mouse is a handheld pointing device and input device used
with all Desktop computers that moves the mouse pointer on the screen.

3 Shortcut:Shortcut is a process by which we can use programs frequently and
easily. By using shortcut, we can make use of folders, Disk drives, Printers,
Modems and Faxes etc.

4 My Computer: Using this icon, we can get information about the hardware
devices and installed software programs on the computer.

5 Taskbar: Taskbar allows us to locate and launch programs through the Start
button or view any program that is currently open.

6 Start Button: The Start button allows users to access their computer programs
or configure Microsoft Windows easily.

7 Running an Application: To run a desired application,
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11

12

13

Click at Start button - All Programs - Click appropriate program icon.

Windows Explorer: It is a file browser found in every version of Microsoft
Windows since Windows 95. It is used to navigate and manage the drives,
folders, and files on your computer.

Minimize, Maximize and Restore a Windows: Minimize, Maximize, Restore,
and Close buttons can be found on the right side of the Title Bar. The Minimize
button is on the left and looks like a minus sign.

Desktop: The first screen which appears on the computer monitor after booting
is known as Desktop.

Notepad: Notepad is a simple text editor for Microsoft Windows and a basic
text-editing program which enables computer users to create simple text files.

Wordpad: WordPad is a basic word processor that is included with almost all
versions of Microsoft Windows operating systems.

Exercises

Multiple choice questions

1.

Where the file will go when it is deleted?

(a) InRecycle bin (b) On Desktop (c) My Computer (d) All of these
The extension of MS-Paint file is:

(a) BMP (b) .DOC (c).XLS (d) .JPG

Which of the following is a pointing device?

(a) Keyboard (b) Mouse (c) C.P.U. (d) Monitor

Windows Explorer provides information about:

(a) Structure of computer (b) Files and Folders

(c) Deleted files and Folders (d) Computer Memory.

In which windows bar has File option?

(a) Menubar (b) Titlebar (c) Taskbar (d) All of these

132



6. How many buttons are there in the right of top most bar?
@2 ®3 (5 (d)9

7. The process of closing a computer is known as:
(a) Shutdown (b) Restart (c) Booting (d) Standby

8. Which of the following is a GU.I. based operating system?

(a) DOS (b) UNIX (c) Windows XP (d) None of these

Very Short type questions

1. How a new icon is created on desktop?

2. How to change the size of a Window?

3. Write differences between DOS and Windows.
4. What do you mean shortcut menu?

5. What do you mean by Task pan?

6. How a file and folder are searched?

7. How aprogram is run?

8. How a window can be Maximized, Minimized or Closed?

Short type questions

1. Explain Cut, Copy and Paste operations.

2. What do you mean by rename operation?

3. Which one is start up menu?

4. Where Notepad, Wordpad and Paint applications are found in Windows?
5. How can we copy multiple files at the same time?

6. Explain GU.L

7. What is the use of Windows scrollbar?
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8.

Write features of Windows XP.

Essay type questions

1.

2.

Explain about windows operating systems and their uses.
Explain the various views of windows calculator along with their uses.
Explain in detail the process of printing a file.

Explain various tools available in the Toolbox of MS-Paint.
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