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• Object-oriented operating system
• Uses a graphical user interface (GUI)
• All programs have a common user 

interface and features (window, dialog 
box, icon, button, mouse pointer, and 
menu)
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• computer is off (cold boot)

• computer is on (warm boot)

computer power on button
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• Desktop -area that takes up the entire 
background of the screen. 

• Objects (wallpaper, mouse pointer, 
desktop icons, taskbar)
– items on the desktop

– have capabilities/functions
– have properties (settings and attributes) 
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• pictures on the desktop
• representing a program or file
• E.g.: My Computer, Recycle Bin, My Network 

Places, Internet Explorer   
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• On top of the mouse: left button and right 
button
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Standard Windows Keyboard Layout 
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• Esc - cancel current job
• Shift – type uppercase letters, type the top character on 

a key that has two characters on it
• Ctrl
• Alt
• Arrow keys (� ��� ) - move the cursor position 
• Backspace/Delete - delete characters
• Enter - to end any typing, to choose a command button
• Tab - to go to the ‘next text box’/ ‘next button’
• Caps Lock - type uppercases
• Num Lock - type digits using the numeric keypad
• Start button - start menu 

Toggle 

keys

Similar to Shift key
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• Command button

– Performs a command. The button 
usually has a name or picture on it

• Option / radio button
– An option preceded by a circle. The 

selected option displays a black dot
– Only one option can be selected 

from a list of option buttons
• Spinner button

– Two buttons at the right end of a text 
box (up/down arrows)

• Check box
– An option preceded by a square. 

The selected option is displayed with 
a check mark (� ). None or more than 
one choice can be selected

Wait                  minutes10
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4 types of menu:

• Pull-down menu / drop-down menu
• Pulp-up menu
• Shortcut menu / Pop-up menu
• Cascading menu

Most menus can simply be opened by clicking on the menu name 
or pressing Alt + underlined key (e.g. Alt + F to get File menu).
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• Pull-down menu / 
drop-down menu

•Pulp-up menu
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• Shortcut menu / 
Pop-up menu

•Cascading menu
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• how Windows programs provide and request 
information from the user in order to complete a task

• include folder-like tabs across the top of the dialog box 
that open to display related options

tab dialog box
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• a rectangular box/section on the screen 
dedicated to a specific activity or 
application

• icons window - display icons in the 
window area

• application window - when you are using 
an application software
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Title bar

Control-menu
icon 

(minimize,
maximize, 

restore,
close)

Menu bar

Window area

Status bar 
Toolbar 

Scrollbar
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• My Computer 
icon on the 
desktop:

1. Double-click the 
icon. 

2. Right-click the 
icon. A shortcut 
menu will appear. 
Choose Open on 
the shortcut menu
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• Maximize button 
– To enlarge the window to its maximum size 

• Minimize button 
– To reduce the window to a button on the 

taskbar

• Restore button 
– To return the window to its size before it was 

maximized
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• Place pointer on the portion of the border (left, 
right, top, bottom, or corner) that you want to 
resize. Position the pointer until it changes 
shape to either a horizontal, vertical or 
diagonal resize shape (refer to Mouse pointer 
shape). 

• Drag the border in the direction you desire. 

• When the border is at the desired location, 
release the mouse button. The window is 
resized. 
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• Place the pointer at the title bar. 
• Drag the window to its new location.
• Release the mouse button. 



6

� %���%���������
���+�������%�
������#������������� ��
����������������%�
���������������(�

• Click any part of the window usually at the title 
bar or at the window area.

• Click the window's taskbar button. 
• Press Alt+ Tab. A dialog box appears, 

displaying the icons and application names of 
all open windows. Each time you press Tab, a 
new application is selected and a border 
appears around the selected icon. Release 
the Alt key when you want the icon selected 
to be active. 
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• Click the Close button at the title bar 
• Using the menu bar, click File menu 

then choose Close

• Click the Control-menu icon then 
choose Close . 

• Press Alt+F4. 
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• Get the Start menu by 
clicking the 
button. Choose Shut 
Down.

• Log off - let someone 
else to log on at the PC 
by using a different user 
name 

• Shut down - to turn off 
the PC

• Restart - saves any 
settings changed and 
restarts the computer by 
turning off and on itself

• Stand by - puts the PC 
in a stand by mode to 
save electricity while not 
in use 


