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INTRODUCTION TO MICROSOFT WINDOWS

What is Windows?

Windows is an operating system.  It and the MacOS are graphical user interfaces or GUIs (pronounced “gooey”), as distinguished from DOS or UNIX, which are keyboard-oriented command line interfaces (CLIs).  

Rather than typing commands as we did with DOS, Windows shows us pictures (icons) that symbolize files, folders, disk drives and other stuff.  By using a mouse we can move these pictures around the screen and click on them to open rectangular areas (windows) and start programs.

Windows history

In the beginning (1970’s) was the Xerox Star, designed by Xerox Parc in Palo Alto.  That project was the first to define a GUI using the desktop metaphor
.  This begat the Apple Lisa in the early 80’s, as well as a bunch of other evolutionary dead-ends – GEM, Amiga and others.  Visionaries Steve Wozniak and Steve Jobs created the Apple Mac to bring the desktop metaphor to the masses at about the same time Bill Gates was buying the rights to DOS and selling it to IBM to be the operating system of their entry in the exploding personal computer market.  In the early 80’s Gates realized that the Mac was going to grab more market share because it was easier to use and more friendly and appealing than DOS.  So in 1985, Microsoft came out with Windows 1.0 (after announcing it in 1983().  

Whereas the Mac OS was built from scratch to be a GUI, Windows was a huge, hastily developed and poorly debugged program sitting on top of good old DOS, and it was a real piece of crap to start with.  Each new version of Windows has gotten faster and (usually) more reliable and (usually) easier to use and always ever more huge – through versions 2.0, 3.0, 3.1, 95, 98, ME, NT, 2000, to the most recent incarnation, Windows XP.  Windows 2000 and XP are actually very nice, reasonably reliable operating system..

The other thing to note is that starting around the time of Windows 95, a parallel development stream was started with Windows NT, an operating system intended to be more network-ready and robust for serious computing, in particular for the corporate business environment where Microsoft hoped to rule.  The idea was that Windows 95 would be dumbed down enough so that the general consumer should be able to manage it more or less on their own (yeah, right!), but Windows NT was able to surface more powerful features and features related to the corporate environment -- network file sharing, printer sharing, much more robust security, administration from the network --  because organizations would be willing to dedicate people to be systems administrators (sysadmins) to manage the systems in order to have the greater power.  The lineage here is Windows NT, 2000 Professional, and XP Professional.  

In my opinion it wasn’t until the current version, Windows XP, that this vision was reflected in reality – XP Home Edition is still a little flaky, but it’s very easy to install and complex procedures such as configuring printers and hooking up to a network have become easy.  And the high-end product Windows XP Professional is just great for running web servers and for serious users.  I have XP Pro, and wouldn’t think of not having it.  Also, my Windows book says that XP Pro runs much better on laptops than does XP Home!

Windows hardware

· Processor (aka CPU) – Pentium III, Pentium 4, AMD Athlon, and most recently, the Centrino (made for laptops -- built-in wireless, less power consumption –>longer battery life).  Speed is measured in megahertz (MHz), minimum 500 MHz

· RAM – measured in kilobytes (Kb), you should get at least min 128 Kb (beware the Dell 64Kb machines!).  This is the single most critical factor in how fast your computer will seem to be.

· Hard drive – get a minimum of 10 gigabytes (GB), or more if you do a lot of music or video.

· Floppy – I don’t even have one on my laptop.  As a student you probably should have a floppy drive.  As you have seen, I get by just fine using the internet for data exchange.

· CDROM – a must have, the software storage medium of choice – you should get CDRW to write CDs, and even DVD (although if you have basic graphics like me you can’t really watch DVDs).  The important number here is speed – 4x, 24x, etc. -- which means that it records 4 or 24 times faster than the playback speed, great for duplicating CDs, at 24x you can duplicate a 60-minute CD in less than three minutes if you have two drives (double that if you have one drive).
· Mouse – laptops have a built-in touchpad and/or trackpoint as the default pointing device.  Most of us buy a mouse also.  Almost all new mice are Intellimouse style, which means the have a waterwheel for scrolling.  Mac mice have just one button, too bad for them!

· Ports for external devices – old-school ports are serial (for mouse) and parallel (for printer) ports, but nowadays everything is done via USB or even better Firewire (a faster Mac standard) ports.  I have two USB ports; my mouse is always plugged into one and the other takes my printer or digital camera or whatever else might come along.  

· Phone jack for modem

· RJ-45 jack (like a big phone jack) for network connection.

· Speaker jack.

· Microphone jack.

· PC Card slot – most commonly used for a wireless adaptor card for a laptop without built-in wireless -- also becoming obsolete in favor of USB.

· There are lots of cute accessories such as the USB flash drive which is a little keychain or memory stick with a storage capacity ranging from 8Mb to 2 Gb that plugs into a USB port and looks just like another hard drive.  Much cooler than a floppy disk!
I’ll throw one more buzzword at you, plug and play.  In the old days, buying a new printer would mean an afternoon of figuring out how to make it print.  Nowadays you just plug in your device and go!

1.1 Using the desktop

First we’ll take a tour of the Windows desktop.  Our classroom computers are running Windows 2000 Professional, so if you are running Windows 98, XP, or some other version at home, your desktop will look slightly different. 

Controlling Windows - Using the mouse:

I will assume that you all are familiar with the mouse.  Windows machines typically offer a two-button mouse; Macs have a one-button mouse.  Windows makes good use of the second button for so-called context menus or right-click menus.  In the last 3-4 years, Windows mice have added a thumb wheel between the buttons for scrolling (the Intellimouse).

The mouse controls a screen symbol called the mouse arrow, by relative positioning.  (demonstrate).  If you do any precision drawing, such as Computer Aided Design (CAD) or high-end graphics, you might use a tablet, which is a high-precision absolute positioning pointing tool.  The mouse arrow gives you hints about what you can do with the mouse by changing shape according to what part of the screen you are pointing at.  The most common actions done with the mouse are:

· Click
a single press of the left button

· Double-click
two presses of the left button in rapid succession

· Right click
a single press of the right button

· Drag and Drop
click on an item, keep the (left) button down while you move the mouse, effectively dragging the item to a new location.
Double-click and drag and drop can be a little tricky, we’ll practice soon.  

Productivity tip:  remember the right mouse button -- it never hurts to try it, and a shortcut to what you want to do may be there!

Controlling Windows - Using the keyboard:

With each new version of Windows, Microsoft publishes an update to its user-interface bible, specifying the standard conventions to which a well-behaved, “plays well with others” Windows program should conform.  Along with the standardization of most common tasks, there is the important notion that you should be able to do everything possible without a mouse.  That is, every action should be doable from the keyboard as well as with the pointing device.  You should be able to:

· navigate with the Tab key,  

· OK or Cancel out of dialog boxes with the Enter and Esc keys, 
· execute menu commands with shortcut keys.  
This is a much underappreciated feature of Windows, and you can advance your productivity greatly by knowing the standard keystrokes and using them where appropriate.  I will try to remember to give you the keyboard shortcuts for actions as we discuss them.

For Windows, every one of the character keys (letters, numbers, symbols) and the function keys has potentially many different meanings as a shortcut key, by combining it with the Shift, Ctrl, Alt, or Windows keys.  The standard way to express this is as Ctrl+C or Shift+F4 (hold down the Ctrl key while you press the C key, or hold down the Shift key while you press the F4 key).

Here are some standard key combinations that should be honored by any application:

· Ctrl+X, Ctrl+C, Ctrl+V – cut, copy, paste – introduce clipboard 
Important Concept – part of the desktop metaphor going back to the Lisa
· Ctrl+A – select all

· Ctrl+Z, Ctrl+Y – undo, redo

· Windows key – open Start menu

· Tab – move to the next item, Shift+Tab – move to previous item

· Alt+Tab – move to the next application, 
Shift+Alt+Tab – move to previous application

· Ctrl+Tab – move to the next pane in a tabbed dialog box, 
Shift+Ctrl+Tab – move to previous pane

· Ctrl+F4 – close this application

· F1 – help for wherever you’re at, Windows+F1 – Windows help

· Shift+F1 – screen tip (context help)

· Alt+underlined letter then underlined letter – open that menu, then do that command (I'll demonstrate soon).

· Shift, Ctrl, and Alt can even by used with the mouse, to modify how you select things (see Explorer section below).

I will show you how to open Windows Help and find the complete list of standard combinations (look up keyboard shortcuts).  A feature that I didn’t even know about until I prepared for this course is the Application key, which shows the context menu for an item, equivalent to right-clicking it.

Tour the Desktop

Before we start opening windows and cluttering it up, let’s look at our desktop:  

· All the stuff at the bottom of the screen is called the Taskbar.  Within the Taskbar we have:

· At the left corner is the Start button, which we will look at in more detail below.

· To the right of the Start Button is the Icon Area, where you can choose to store commonly used icons, for us including the Show Desktop icon and Internet Explorer.

· To the right of the Icon Area will be icons for all active programs, the Active Task area (I made this term up!)

· In the right corner is the Notification Area where Windows sticks icons for various background processes, such as the system clock and the volume control.

· The rest of the screen is the Desktop.  Your standard lab machine has icons for some frequently used programs and many folder icons which take you directly to particular directories.

As you move the mouse around, the mouse arrow usually looks like an arrow.  This should mean that clicking will have no purpose, but I have found that this is often not so (.  Move the mouse arrow over one of the icons on the desktop and leave it there for a moment.  Notice that a little box of descriptive text pops up.  (Note:  On my XP Pro th icon also changes shape, but not so here on Windows 2000).

· Move the mouse over the time in the lower right corner – what do you see?

· Move the mouse over the Start Button and what do you see? Now click the Start button.

· Right-click on various desktop items (the empty desktop, Start Button, various icons) – see any patterns?

You might think this desktop metaphor thing is kind of silly, but I have noticed that people who keep a neat physical desk tend to also keep a neat computer desktop, and people (such as myself) that have trouble keeping their clutter under control tend to have desktops with icons all over the place and often work with 10 or 15 windows open at once!

Open a program, tour a window:

As a first example of a simple Windows program, we should all open Notepad (I will tell you how).   Notice that a new button appears in the Taskbar for Notepad.  Before we look at what Notepad does, let’s look at the standard parts of its window:

· Title bar – shows file name – application name at left, minimize, maximize, close buttons at right.  Note that the Title bar and menus and borders are grayed (or disabled) unless this window has focus.

· Notice the Insertion Point – same as the cursor in DOS.  What happens to it if you take focus away?

· Practice minimize and maximize.  Notice button change on maximize.  Use the Taskbar to restore the Notepad window after it has been minimized.

· Resize by pulling edges or corners – notice change of cursor shape at the edges.

· Scrollbars – these are displayed only if the content won’t fit in the window, independently for the horizontal and vertical fit.  The variably sized bar in the middle of the scrollbar is called the elevator!

· Menu bar – every Windows program will have different menus according to what it does, but the menus in Notepad are a good place to start because many are standard in most programs.

· File menu – New, Open, Save, Save As, Print, Exit

· Edit menu – Cut, Copy, Replace, Delete, Undo/Redo, Find

· Help menu – Help topics, About

· Note that some menu items show you their keyboard shortcuts.

· Note that most menu items perform some action directly, but a menu item ending in an ellipsis (…) opens a dialog box – as in Save versus Save As…
· If a menu item can't be used right now, it is disabled.

· And finally of course, the so-called client area, where you actually do your work.

Note that even in a simple application such as Notepad there are at least three ways to do most common actions – to get to the dialog box that opens a file for example:

1. Select the File menu them Open…

2. Ctrl+O

3. Alt+F then O

Let's open our file from last week, dos_example.txt in Notepad (I'll show you how):

· looks pretty funny, let's turn on word wrap (Alt+O, W)

· now let's practice editing it, dragging and dropping, cutting and pasting.

Managing multiple windows:

OK, that’s a simple application.  For comparison, let’s open some more applications and clutter our desktop up a bit – I will show you how to open Explorer, Word and Excel (and Internet Explorer, if you feel like it).  

1. With just two windows open, Tile the application windows by right-clicking an empty area of the taskbar and select Tile Windows Horizontally (then Vertically).  Add a third window and do this again.  Fourth window?

2. Adjust the application windows so you can see the menus of all at the same time –right-click an empty area of the taskbar and select Cascade Windows, then adjust.

3. Notice that each open application has a button on the taskbar.  Click on the title bar of each window and notice the effects of changing focus, on the windows themselves and on the Taskbar buttons.

4. Notice that you can also change focus with Alt+Tab, one of my favorite tricks!

5. Compare the menus of each application; notice the similarities and differences.

6. Word and Excel each have an intimidating set of toolbars – we will save a detailed look at these until later, but for now notice again, the similarities and differences.  Notice that again, if you pause your mouse over a toolbar button it will describe itself.

7. Check out the effect of the Show Desktop button, first icon on the taskbar.

8. Move some text from Notepad into Word just for practice.

9. Close Excel (and Internet Explorer).  

10. Close Word – but do NOT save the data that we brought over in the steps above.

11. The only window left open should be the Explorer.

Exploring Windows Explorer:

Windows Explorer is your primary tool for navigating your computer’s file system, and your network’s file system if you are on a network.  The first thing we’ll do is relate the file system concepts we learned in the DOS section last week to what you see before you in Explorer.

· Note that all the folder-like desktop icons open Explorer.

· Notice two panes in the client area:

· Put your mouse over the vertical bar separating the panes (the split bar).  What do you see?  What does it mean?
· Left pane is the directory structure view
· Right pane is the directory content view
· Actually the left-side can be other things as well, search, favorites, …

· Notice that there is a toolbar button for turning the left pane on and off.

· The annoying stuff on the right side of the structure view may be gotten rid of by choosing View/Customize and eventually selecting "Classic View".  I heavily customize my Explorer, I’ll show you some of the options.
· Tour the widgets:

· Menus

· Toolbars

· Status line

· Different views in the content area (as a techie geek I prefer the Details view).  Note how important file extensions are for icon display and so much more.

· Demonstrate double-click of files – the document-centric model – instead of Open Word, then open resume.doc, it’s easier to just double-click resume.doc to open the application that it’s meant for (as determined by the file extension)!
· Understand navigation in the directory area – expand, collapse, previous, up

· Insert your disk into A: drive so we can actually save our work.

· On your diskette create a folder (or directory as we said last week) called comp110.

· Use Explorer to drag a couple of files to that directory.

· Use Ctrl+drag to copy rather than move.  That is, leave the original in the source directory and put a copy in the destination directory.

· Notice that you can select any number of consecutive files by holding down the Shift key while selecting the first and last items. 

· Likewise you can select any number of non-consecutive files by holding down the Ctrl key while selecting each item. 

· Now use clipboard to copy or move files.

· Rename a file, notice multiple ways to do rename

· Deleting files, getting them back from the Recycle Bin
· Use Search feature.

· Use right click (context menu) to create a desktop shortcut:
· Shortcut for a file (document, spreadsheet, …)

· Shortcut for a directory

· Shortcut for an application (a program)

What you are missing on classroom computers

You are missing is the entire Control Panel, including any way to administrate your computer, add users or devices, or shut down.  This is to restrict your ability to mess things up or make changes that will make the sysadmin's job even harder.  I recommend going to your local library and checking out a "For Dummies" book or something similar to help you with the mysteries of the control panel, because frankly that is where you need to go to solve most problems you are likely to have.
What you need to know from this lesson

· What is the clipboard?  What are the keyboard shortcuts for using the clipboard? (Ctrl+X/C/V)

· What is Explorer?

· What is the difference between folders and directories?  (answer: none, in Windows they are two names for the same thing)

· What is the function of file extensions in the document-centric model?  (tells Windows what program to open for that file).

· What is the effect of Shift+Tab as compared to Tab on the desktop?  (go backwards)

· How can you use the Shift or Ctrl key to copy multiple files in Explorer?
using only the keyboard?
using these keys and the mouse?
· What does focus mean in Windows?  How can you tell which window has focus? (currently active window, only window not disabled, usually the window on top!)

� The desktop metaphor is a set of unifying concepts where the computer display screen represents a desktop, upon which documents and folders of documents can be placed. Files are represented by a folder icon, directories by a file cabinet icon.  The Mac uses a trash can icon for deleting files.  Windows would love to use that to, but Apple has copyrighted it, so we get a funny looking wastebasket.  
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