COMPUTER CORNER

Microsoft Windows: The Basics

= Part 3
Jeffrey L. Ingertson, CPD

= restart Windows or shut down the

PC.

Clicking the Start button displays
the Start menu, which allows you to
do the following:
= access all programs installed on

your PC
= access the utilities in Control Panel

for customizing your system
= access Windows Help files

This is the third part of our three-
part article on the Windows operating
system. When you understand the ba-
sics of Windows, you can move
around easily in most Windows-based
programs and documents.

The Windows Desktop

The Windows operating system
enables your computer to communi-
cate and process
information. It

= search for files and folders available
to you

= install and configure printers and
fax machines.

Tip: Easy ways to open the Start
menu are to press the Windows key
on your keyboard or press Ctrl + Esc.

The Quick Launch toolbar is usually
to the right of the Start button. It also
allows easy access to commonly used
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Figure 3. Command to Tile Two Windows
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programs. To add a program to the
Quick Launch toolbar, open the Quick
Launch folder by right clicking an
empty area of the Quick Launch tool-
bar and choosing Open Folder from
the shortcut menu. From the File
menu, choose New, and from the
submenu, choose Shortcut. Follow the
prompts of the Create Shortcut wizard
(as shown in Figure 2). You can also

click and drag an icon from the desk-
top to the Quick Launch toolbar.

In newer versions of Windows, you
may need to unlock the taskbar be-
fore you can add to the Quick Launch
toolbar. To unlock the taskbar, right
click on an empty area of the taskbar
and clear the check next to Lock the
Taskbar.

Tip: If the Quick Launch toolbar is

not displayed, right click an empty
area on the taskbar, point to Toolbars,
then click Quick Launch. In newer
versions of Windows, you might need
to unlock the taskbar before you see
the Toolbars option.

The System tray is located in the
Windows taskbar, usually at the bot-
tom right corner next to the clock. It

continued on page 34
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continued from page 33

contains miniature icons for easy ac-
cess to system functions such as an-
tivirus settings, network settings, print-
er, modem, sound volume, battery sta-
tus, and more. Double click or right
click an icon to view and access the
details and controls.

The taskbar is useful for seeing
what programs are currently running
on your computer, accessing any of
the programs at any time, and manag-
ing the appearance of each program’s
window on your desktop. You can
click any of the buttons on the task-
bar to make that program the active
window on your desktop. You can
also right click any of the buttons to
minimize, maximize, move, resize, or
close that program’s window.

Tip: An easy way to switch pro-
grams is to press and hold the Alt key,
then press the tab key until you get to
the desired program (Alt + Tab).

You can move the taskbar from a
horizontal edge to a vertical edge or
vice versa by clicking an empty part
of the taskbar and holding down the
left mouse button while dragging the
taskbar to the edge of the screen you
prefer. In newer versions of Windows,
you might need to unlock the taskbar
before you can move it.

To change the size of the taskbar,
move the cursor over the edge of the
taskbar until you see a double-headed
arrow. Hold the left mouse button
down and drag the edge until the
taskbar is the size you want it to be,
then release the mouse button.

To customize other features of the
taskbar, right click on an empty part
of the taskbar and, from the Shortcut
menu, select Properties.

Adding a Shortcut to the Desktop
You may want to place a shortcut
on your desktop for the most com-
monly used programs. There are sev-
eral ways to do that. If you are run-
ning Windows 98 or above, from the
Start menu, choose Programs, then
right click on the program for which
you would like a desktop shortcut.
From the shortcut menu, choose Send

Table 1. Keyboard Techniques

To extend a selection
One character to the right
One character to the left
To the end of a word

To the beginning of a word

To the beginning of a paragraph
One screen down

One screen up

To the end of a window

To the beginning of a document

To select the entire document

Press

Shift + Right arrow

Shift + Left arrow

Ctrl + Shift + Right arrow
Ctrl + Shift + Left arrow

To the end of a line Shift + End

To the beginning of a line Shift + Home

One line down Shift + Down arrow

One line up Shift + Up arrow

To the end of a paragraph Ctrl + Shift + Down arrow

Ctrl + Shift + Up arrow
Shift + Page Down
Shift + Page Up

Ctrl + Alt + Page Down
Ctrl + Shift + Home

Ctrl + A

Table 2. How to Select Using the Mouse

To select Do this
Any amount of text
A word

Aline

Multiple lines

A sentence

A paragraph

Double click the word.

Multiple paragraphs
A large block of text
An entire document

A graphic Click on the graphic.

To deselect

Hold the left mouse button while dragging over the text.

Click once in the left margin area (when you see the right-pointing arrow).

Click to the left of a line with a right-pointing pointer and drag up or down.

Hold down CTRL, and then click anywhere in the sentence.

Triple click in the paragraph. Or move the pointer to the left of the
paragraph until it changes to a right-pointing arrow, then double click.

Move the pointer to the left of the paragraph until it changes to a right-
pointing arrow, then double click and drag up or down.

Click at the start of the selection, scroll to the end of the selection, then
hold down SHIFT and click.

Move the pointer to the left of any document text until it changes to a right-
pointing arrow, then triple click.

Single click anywhere on the selection or press one of the arrow
keys on the keyboard.

To, Desktop. If the program is not on
the Start menu, right click on an emp-
ty area of the desktop. From the
Short-cut menu, choose New, and
from the submenu, choose Shortcut.
Follow the prompts of the Create
Shortcut wizard shown in Figure 2.

Once you have finished, the short-
cut will appear on the desktop.

Tiling Two Windows

Have you ever wanted to display two
programs side by side on the desktop so
you could copy and paste between
them? To do this, simply open both pro-
grams, then right click on the taskbar
and choose Tile Windows Vertically.

Figure 3 shows the result. With
both programs visible, it is easier to
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copy and paste between them. To de-
termine the active window, look for
the darker Title bar. In Figure 4,
Word is the active Window.

To tile multiple documents from the
same program, look in the program’s
Window menu for an Arrange or Tile
command.

Tip: To bring a tiled program or
document to full screen, click the
Maximize button.

Selecting Text or Objects in
Windows

Before performing an operation on
an object, the user must select it (usu-
ally by clicking), to distinguish it from
other objects. Selecting the object to
be operated on is a fundamental
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characteristic of the Windows inter-

face. For example, before you can

copy an object or text to the clip-

board, it must be selected.
To select consecutive objects in a

list

= click on the first object and hold
down the Shift key while you click
on the last object; or

= click on the first object, hold down
the Shift key, and press the down
arrow until all objects are selected.
To select nonconsecutive objects in

a list, click on the first object and hold

down the Ctrl key while you click on
additional objects.

The keyboard techniques shown in
Table 1 can be used in many text-
based programs such as Word,
WordPad, Notepad, WordPerfect, and
e-mail. To select text using the mouse,
use the techniques listed in Table 2.

Be careful: if you type while your
text is selected, the selection will be
replaced with whatever was typed. To
get the original text back, click Undo
(usually on the Edit menu).

As you use the programs on your

PC, be observant and don't be afraid
to experiment. That is how you can
learn! m

Jeff Ingertson, an ASPE
member for 20 years, is a
plumbing designer for
JBA Consulting Engineers
in Costa Mesa, CA. He is
chair of ASPE Region 4
and the ASPENet Committee. Jeff can be
contacted at aspe4chair@aspe.org.

A Duriron® High Silicon
Iron piping system is
installed once...for life.

PR What makes Duriron so long lasting?

* High silicon iron offers universal corrosion
resistance to acidic foods, chlorinated
solvents, bleach and most other chemicals.

* It is erosion resistant to food waste
and debris ejected from grinder or
cutter pumps.

* Its robust, thick wall construction means
it can be chemically, mechanically or
steam cleaned.

Duriron’s unequaled durability and ease

of maintenance provide a lifetime of  un-
surpassed performance and total life cycle
cost savings.

For more information contact Flowserve or
your Duriron pipe sales representative.
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Foundry Operations

Duriron pipe & fittings will likely last the life of your correctional facility.
That means: no disruption of routine operations; no service calls or
replacement parts; no unnecessary security risks. It also means

no unexpected expense.

635 North Irwin Street « Dayton, OH 45403
Phone: 1 937 226 4483 « Fax: 1 937 226 4068
E-Mail: durironpipe@flowserve.com
www.flowserve.com abbol
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