» 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)

* computer is off (cold boot) » Desktop -area that takes up the entire
F background of the screen.
. » Objects (wallpaper, mouse pointer,
desktop icons, taskbar)
— items on the desktop

* computer is on (warm boot) — have capabilities/functions
— have properties (settings and attributes)

computer power on button




* pictures on the desktop
* representing a program or file

* E.g.: My Computer, Recycle Bin, My Network
Places, Internet Explorer
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Standard Windows Keyboard Layout

» On top of the mouse: left button and right

button escription
i Place poinier on desired object
ress and release left buffon
QuicKly press and release Teff buffon fwice
SImilar 1o click except using e righi bution
old down Teft buffon, slide mouse fo a new Tocation then
release button
Similar fo drag except using fhe right buffon
CIick at object. Then Click again

Mouse pointer shape Picture Meaning
Block arrow Point
l-beam Insert text
Hour glass Busy/wait
Do not sign Area is not available
Block arrow with ? ? Display help on selected item
Horizontal arrow Horizontal resize
Vertical arrow Vertical resize
Diagonal arrow Diagonal resize
Cross arrow Move

Pointing hand Link select

| "#

Esc - cancel current job

Shift — type uppercase letters, type the top character on
a key that has two characters on it

Ctrl 7
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 | Toggle
Num Lock - type digits using the numeric keypad J keys
Start button - start menu

Similar to Shift key




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. Effects

© Sentence case.
 lowercase

@ UPPERCASE
 Title Case

" tOGGLE cASE

Wait % minutes

7] Strikethrough

The selected option is displayed with Double stikethrough
a check mark (). None or more than 7] sugerserot

one choice can be selected

Subscript

Shadow
7] Biitine]

Emboss
[l Engrave

Most menus can simply be opened by clicking on the menu name
or pressing (e.0.

MSWindows - Microsoft Weord
lnsert Format Teols Table Window Help
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to get File menu).

4 types of menu:
Pull-down menu / drop-down menu
Pulp-up menu
Shortcut menu / Pop-up menu
Cascading menu

e Pull-down menu /
drop-down menu

e Shortcut menu /
Pop-up menu

*Pulp-up menu «Cascading menu

View | Insert Format  Toof
Normal
Web Layout
Print Layout
Reading Layout
Qutline
TaskPane  CtrleFl
Toolbars
Ruler
Document Map
Thumbnails

Header and Footer

Markup

Full Screen

Zoom

e Mozilla Firefox

@ Microsoft Office Word 2003

2€| Microsoft Office Excel 2003

@) Microsoft Visual C++ 6.0

@ Winamp

7 Calculator
4/ Paint
| stow desktop

»  All Programs

> T Mhcrosoft Por

Grid.

Nudge

Align or Distribute
Retate or Flip
Iexdt Wrapping

Change AutoShape
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File Edit

View Favorites Tools Help

Open

Edit

New

Print

Save As..
¥ Shred File

M) Scan
Open With...

Share...
B Add to archive...

Address | s

Links [3E] 7

Taolbars 4

v Status Bar
Explorer Bar »

Thumbnails
Tiles

Icons

List

Details

Arrange Icons by ¥

Choose Details...
Go To
Refresh

v Standard Buttons
v Address Bar
v Links

v Lock the Toolbars
Customize...




* 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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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

Title bar

Menu bar

Control-menu
icon

(minimize,
maximize,

restore,

] close)
Window area

Scrollbar

Status bar
Toolbar










