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Microsoft Windows Vista Chapter 1:
Fundamentals of Using Microsoft Windows Vista

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary.  

This document is organized chronologically, using the same headings in red that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared toward quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 
In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains PowerPoint Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news.  Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Chapter Objectives

Students will have mastered the material in this chapter when they can:

· Describe Microsoft Windows Vista

· Explain operating system, server, workstation, and user interface
· Log on to the computer

· Identify the objects on the Microsoft Windows Vista desktop

· Display the Start menu

· Add gadgets to Windows Sidebar

· Identify the Computer and Documents Windows

· Add and remove a desktop icon

· Open, minimize, maximize, restore, and close a Windows Vista window

· Move and size a window on the Windows Vista desktop

· Scroll in a window

· Launch an application program

· Switch between running application programs

· Use Windows Vista Help and Support

· Log off from the computer and turn off the computer

TEACHER TIP

Most, if not all, students will have some experience using an older version of the Windows operating system, such as Windows 2000 or Windows XP. You may choose to invite a guest speaker to describe the similarities and differences between Windows Vista and earlier Windows versions. 

WIN 2, What is Microsoft Windows Vista?
LECTURE NOTES

· Define the terms operating system, Microsoft Windows, Microsoft Windows Vista, workstation, server, and Internet
· Discuss the benefits of using the Windows Vista operating system

· Use the Overview on page WIN 2 to discuss how students will use the Windows Vista operating system
FIGURE: 1-1

CLASSROOM ACTIVITIES

Class Discussion: Ask students to describe the other Windows operating systems they have used or are currently using.

Quick Quiz:

1. A(n) _____ is the set of computer instructions that controls the allocation of computer hardware, such as memory, and other computer resources. (Answer: operating system)

2. The _____ is a worldwide public network. (Answer: Internet)
WIN 3, Plan Ahead: Working with Microsoft Windows Vista
LECTURE NOTES

· Review the basic guidelines students should follow to work successfully with the Windows Vista operating system

CLASSROOM ACTIVITIES

Class Discussion: It is important that each student understand the rights and permissions he or she has on the computer he or she will be using. Why?

WIN 4, Multiple Editions of Windows Vista
LECTURE NOTES

· Define the terms Microsoft Windows Vista Ultimate Edition and Microsoft Windows Vista Home Premium Edition
· Use Table 1-1 on page WIN 4 to describe the different Windows Vista editions and the market for which each edition is most suitable

TABLE: Table 1-1 Windows Vista Editions

CLASSROOM ACTIVITIES

Class Discussion: Ask students to share their experiences, if any, using Windows Vista editions other than Windows Vista Ultimate.

Quick Quiz:

1. Which is the best edition of Windows Vista for a small business network? (Answer: Windows Vista Business Edition)

2. Which is the best edition of Windows Vista for both home office tasks and entertainment? (Answer: Windows Vista Home Premium Edition)

WIN 5, Microsoft Windows Vista
LECTURE NOTES

· Define the terms Windows Vista, application programs, Windows Internet Explorer, Internet Explorer, Windows Media Player, Windows Movie Maker, Windows Mail, user interface, user-friendly, graphical user interface (GUI), Aero, Aero Glass, Windows Flip, Windows Flip 3D, automatic logon, Welcome screen, Ease of Access, Shut Down button, Shut Down options arrow, Restart command, Sleep command, Shut Down command, user icons, user names, Sleep mode, Recycle Bin, taskbar, Start button, Quick Launch toolbar, taskbar button area, notification area, Show hidden icons button, notification icons, Windows Sidebar, gadget, and Welcome Center
· Describe popular application programs and how they are used

· Discuss the application programs installed with Windows Vista

· Describe the importance of a graphical user interface 

· Compare the Windows Vista Basic experience to the Aero experience

· Demonstrate how to start a computer and launch Windows Vista and then logon
FIGURES: 1-2(a), 1-2(b), 1-3, 1-4, 1-5, 1-6

BOXES

WIN 5, BTW: You can access the Windows Upgrade Advisor at www.microsoft.com/windows to see which version of Windows Vista your computer will support.

WIN 6, BTW: Older computers labeled Vista Capable can run the Vista Basic experience; those labeled Vista Premium Ready can run the Aero experience, but some features still may require additional hardware or memory or processing speed.

WIN 7, BTW: You can select an icon to represent a user account and then change the icon settings using the Control Panel (if you have permission to access and change the computer’s settings).

WIN 7, BTW: Each user on a computer should be identified by a unique user name, such as his or her first and last names. Additionally, each user may also have a confidential password for security purposes.

WIN 8, BTW: Placing the mouse pointer on a button in Windows Vista displays a ToolTip with the name and descriptive information about the button. Clicking a button makes the button appear recessed on the screen to simulate what would happen if you pushed an actual button.

WIN 10, BTW: You can click the Show hidden icons button on the left edge of the notification area to view inactive icons.

CLASSROOM ACTIVITIES
Class Discussion: Why is it important that each user on the same computer have his or her own account, user name, and, if necessary, password?

Quick Quiz:

1. What are three examples of application programs installed with Windows Vista? (Answer: Windows Media Player, Windows Movie Maker, Windows Mail, Internet Explorer)

2. What is Aero? (Answer: a 3D graphical user interface)

LAB ACTIVITIES

WIN 8–9, Complete the steps To Log On to the Computer.

WIN 10, Complete the steps To Close the Welcome Center.

WIN 11, The Windows Vista Desktop
LECTURE NOTES

· Define the terms Start menu, menu, commands, scroll bar, up scroll arrow, down scroll arrow, scroll box, drag, drop, Computer folder, folder window, Address bar, Previous Locations button, Refresh button, Search box, Command Bar, Navigation pane, Favorite Links list, column headers, Maximize button, Restore Down button, Close button, Documents folder window, and Gadget Gallery
· Demonstrate how to open the Start menu and discuss its contents

· Demonstrate how to use a scroll bar

· Demonstrate how to open the Computer folder and discuss how it is used

· Demonstrate how to minimize, maximize, restore, and close a window

· Demonstrate how to add the Documents folder icon to the Start menu

· Explore the features in the Documents folder window

· Demonstrate how to move a window on the desktop and how to close a window

· Demonstrate how to delete a desktop icon and then empty the Recycle Bin

FIGURES: 1-7, 1-8, 1-9, 1-10, 1-11, 1-12, 1-13, 1-14, 1-15, 1-16, 1-17, 1-18, 1-19, 1-20, 1-21, 1-22, 1-23, 1-24, 1-25, 1-26, 1-27, 1-28, 1-29, 1-30, 1-31, 1-32, 1-33, 1-34

TEACHER TIP

The Microsoft Windows Web site is a great source of additional information about using Windows Vista. Direct students to the Microsoft site at www.microsoft.com and have them locate the Windows Vista pages using tools on the Microsoft Home page.

BOXES

WIN 15, Other Ways: You can press the CTRL + ESC or WINDOWS keys to open or close the Start menu.

WIN 16, Other Ways: You can click the Start button, right-click Computer, and click the Open command to open the Computer folder. You can also press the WINDOWS + E keys to open the Computer folder.

WIN 18, Other Ways: You can right-click the title bar and click the Minimize command or click the taskbar button to minimize a window. You can press the Windows + M keys to minimize a window and the Windows + SHIFT + M keys to restore a window to its previous size and position.

WIN 19, Other Ways: You can right-click the title bar and click the Maximize or Restore commands to maximize a window or restore it to a smaller size. You can also double-click the title bar on a maximized window to restore it to its previous size or double-click the title bar of a restored window to maximize it.

WIN 20, Other Ways: You can right-click the title bar and click the Close command to close a window. You can also press the ALT + F4 keys to close a window.

WIN 22, Other Ways: You can right-click the desktop, point to the New command on the shortcut menu, and click Shortcut to start the Create Shortcut Wizard; then follow the wizard steps to create a desktop shortcut.

WIN 23, Other Ways: You can right-click a desktop icon and click the Open command to open the associated window.

WIN 24, Other Ways: You can right-click the title bar and click the Move command; then drag the window to a new location.

WIN 29, Other Ways: You can right-click a desktop icon and click the Delete command to send the icon to the Recycle Bin. You can also drag or right-drag an icon to the Recycle Bin.

WIN 29, Other Ways: You can empty the Recycle Bin by right-clicking the Recycle Bin and clicking the Open command or double-clicking the Recycle Bin to open the window; then click the Empty Recycle Bin command and the Close, and Yes buttons. 

CLASSROOM ACTIVITIES

Class Discussion: What types of errors might happen when attempting to click, double-click, and right-click desktop icons?

Quick Quiz:

1. What is a menu? (Answer: a list of related commands)

2. What is the Start menu? (Answer: a menu with commands to access the most useful items on the computer)

LAB ACTIVITIES

WIN 11–12, Complete the steps To Display the Start menu.

WIN 13–15, Complete the steps To Scroll Using Scroll Arrows, the Scroll Bar, and the Scroll Box.

WIN 15–16, Complete the steps To Open the Computer Folder Window.

WIN 17–18, Complete the steps To Minimize and Redisplay a Window.

WIN 18–19, Complete the steps To Maximize and Restore a Window.

WIN 20, Complete the steps To Close a Window.

WIN 21–22, Complete the steps To Add an Icon to the Desktop.

WIN 23, Complete the steps To Open a Window Using a Desktop Icon.

WIN 24, Complete the steps To Move a Window by Dragging.

WIN 25, Complete the steps To Expand the Folders List.

WIN 26, Complete the steps To Size a Window by Dragging.

WIN 27, Complete the steps To Collapse the Folders List.

WIN 27, Complete the steps To Resize a Window.

WIN 28, Complete the steps To Close a Window.

WIN 28–29, Complete the steps To Delete a Desktop Icon by Dragging.

WIN 29, Complete the steps To Empty the Recycle Bin.

WIN 30–31, Complete the steps To Add a Gadget to the Windows Sidebar.

WIN 31, Complete the steps To Remove a Gadget from the Windows Sidebar.
WIN 32, Launching an Application Program
LECTURE NOTES

· Define the terms program, word processing program, presentation graphics program, Web browser program, default Web Browser program, Mozilla Firefox, and WordPad
· Demonstrate how to start an application using the Start menu, Search box, or Quick Launch toolbar

· Describe how to switch between open application windows using Windows Flip 3D or the taskbar buttons

· Demonstrate how to show and hide the desktop

· Demonstrate how to close an application using its Close button or taskbar button

FIGURES: 1-35, 1-36, 1-37, 1-38, 1-39, 1-40, 1-41, 1-42, 1-43, 1-44, 1-45, 1-46

BOXES

WIN 32, BTW: Remind students that many application programs are installed with Windows Vista; however, applications such as Microsoft Office 2007 or Adobe® Photoshop® must be purchased separately. Some applications, such as Mozilla Firefox or OpenOffice, are available for free.

WIN 34, Other Ways: You can open the Start menu, type WordPad in the Search box, and press the ENTER key to launch the application. You can also open the Start menu, click All Programs, open the Accessories folder, and click WordPad.

WIN 35, Other Ways: You can launch Internet Explorer by opening the Start menu and clicking Internet Explorer. To use the keyboard, press the CTRL + ESC keys to open the Start menu. Then press the DOWN ARROW to select Internet Explorer and press the ENTER key.

WIN 37, Other Ways: You can press the CTRL + WINDOWS +TAB keys to scroll open windows. You can also use the mouse wheel to scroll open windows. 

CLASSROOM ACTIVITIES

Quick Quiz:

1. What is the default Web browser for Windows Vista? (Answer: Internet Explorer)

2. What is Mozilla Firefox? (Answer: a free, frequently used Web browser)

3. What is WordPad? (Answer: a word processing application that installs with Windows Vista)

LAB ACTIVITIES

WIN 32–33, Complete the steps To Start an Application Using the Start Menu.

WIN 33–34, Complete the steps To Start an Application Using the Search Box.

WIN 35, Complete the steps To Start an Application Using the Quick Launch Toolbar.

WIN 35–37, Complete the steps To Switch Applications Using Windows Flip 3-D.

WIN 37–39, Complete the steps To Switch Applications using the Taskbar.

WIN 40, Complete the steps To Show the Desktop Using the Show Desktop Button.

WIN 40, Complete the steps for Closing Open Windows.

WIN 41, Using Windows Help and Support
LECTURE NOTES

· Define the term Windows Help and Support
· Demonstrate how to start Windows Help and Support from the Start menu

· Show how to browse for Help topics in the Windows Help and Support Window

· Describe how to print a Help topic

· Discuss how to search for Help topics

· Explain the value of finding additional Help topics online

· Demonstrate how to add and delete a Favorites link in Internet Explorer
FIGURES AND TABLES: 1-47, 1-48, 1-49, 1-50, 1-51, 1-52, 1-53, 1-54, 1-55, 1-56, 1-57, 1-58, 1-59, 1-60, 1-61, 1-62, 1-63, 1-64, 1-65, 1-66, 1-67, 1-68, 1-69, 1-70, 1-71, 1-72, 1-73, Table 1-2 Windows Help and Support Center Content Areas

TEACHER TIP

The Web is a great source for third-party Web sites and blogs that provide Windows Vista tips and user discussions. Direct students to search the Web using Ask.com or Google or Live Search to locate other online Windows Vista resources and then report back to the class on what they find.

BOXES

WIN 42, Other Ways: You can press the CTRL + ESC keys to open the Start menu. Then press the RIGHT ARROW, the UP ARROW, and the ENTER keys to launch Windows Help and Support. You can also press the WINDOWS + F1 keys to launch Windows Help and Support.

WIN 47, Other Ways: You can press the TAB key to move between topics or categories in the Windows Help and Support window, then press the ENTER key to select a specific category or topic.

WIN 51, Other Ways: You can press the ALT + S keys, type the keyword, and press the ENTER key to search Windows Help and Support for a specific Help topic.

CLASSROOM ACTIVITIES

Group Activity: Assign students to different groups and ask each group to use Windows Help and Support to locate Help topics on a specific area. Suggested Help topics include computer and network security issues, accessibility issues, and issues about organizing folders and files.

LAB ACTIVITIES

WIN 41–42, Complete the steps To Start Windows Help and Support.

WIN 43–45, Complete the steps To Browse for Help Topics in Windows Basics.

WIN 46–47, Complete the steps To Search for Help Topics Using the Table of Contents.

WIN 48–49, Complete the steps To Print a Help Topic.

WIN 50, Complete the steps To Return to the Help Home Page.

WIN 50–51, Complete the steps To Search Windows Help and Support.

WIN 52–53, Complete the steps To View a Windows Help and Support Demo.

WIN 53, Complete the steps To Get More Help.

WIN 54–55, Complete the steps To Search Windows Help Online.

WIN 55–57, Complete the steps To Add a Page to Favorites.

WIN 57–58, Complete the steps To Delete a Link from Favorites.

WIN 59, Complete the steps To Close Windows Internet Explorer and Windows Help and Support.

WIN 59, Logging Off and Turning Off the Computer
LECTURE NOTES

· Use Table 1-3 on page WIN 59 to discuss ways to end a Windows Vista session

· Demonstrate how to log off the computer using the Start menu

· Demonstrate how to turn off the computer

FIGURES AND TABLES: 1-74, 1-75, 1-76, 1-77, Table 1-3 Options and Methods for Ending a Windows Vista Session

BOXES

WIN 61, Other Ways: You can press the CTRL + ESC keys to open the Start menu. Then press the RIGHT ARROW key three times and press the L key to log off the computer.

WIN 62, Other Ways: To shut down the computer, you can press the ALT + F4 keys, press the DOWN ARROW, and press OK.

CLASSROOM ACTIVITIES

Quick Quiz:

1. How do you lock a computer so that no one but the current user can access the computer? (Answer: click the Start button and click the Lock button on the Start menu)

2. How do you shut down Windows Vista? (Answer: click the Start button, point to the arrow to the right of the Lock button, and click the Shut Down command)

3. How do you power down your computer after you shut down Windows Vista? (Answer: click the Shut Down button in the Windows Vista Welcome screen)

LAB ACTIVITIES

WIN 59–61, Complete the steps To Log Off from the Computer.

WIN 62, Complete the steps To Turn Off the Computer.

WIN 63–72, End of Chapter Material
· Chapter Summary provides a brief review of key topics in the chapter and a list of key skills referenced by page number.

· Learn It Online is a series of online student exercises that test your knowledge of chapter content and key terms.

· Apply Your Knowledge is a student assignment that helps you to reinforce the skills and apply the concepts you learned in this chapter.

· Extend Your Knowledge is a student assignment that challenges you to extend the skills you learned in this chapter and to experiment with new skills. You may need to use Help to complete the assignment.

· In the Lab is a series of student assignments that ask you to design and/or create a presentation using the guidelines, concepts, and skills presented in this chapter. The assignments are listed in order of increasing difficulty.

· Cases and Places is a series of student assignments where you apply your creative thinking and problem-solving skills to design and implement a solution.

Glossary of Key Terms

· Address bar (WIN 16)

· Aero (WIN 6)

· Aero Glass (WIN 6)

· application programs (WIN 5, WIN 32)

· automatic logon (WIN 7)

· Close button (WIN 20)

· column headers (WIN 17)

· Command Bar (WIN 16)

· commands (WIN 11)

· Computer folder (WIN 15)

· default Web browser program (WIN 32)

· Documents folder window (WIN 21)

· down scroll arrow (WIN 13)

· drag (WIN 13)

· drop (WIN 13)

· Ease of Access button (WIN (7)

· Favorite Links list (WIN 16)
· folder window (WIN 15, WIN 16)

· gadget (WIN 10, WIN 30)

· Gadget Gallery (WIN 30)

· graphical user interface (GUI) (WIN 5)

· Internet (WIN 2)
· Internet Explorer (WIN 5)
· Maximize button (WIN 18)

· menu (WIN 11)

· Microsoft Windows (WIN 2)
· Microsoft Windows Vista (WIN 2)
· Microsoft Windows Vista Home Premium Edition (WIN 4)

· Microsoft Windows Vista Ultimate Edition (WIN 4)

· Mozilla Firefox (WIN 32)

· Navigation pane (WIN 16)

· notification area (WIN 9)

· notification icons (WIN 9)

· operating system (WIN 2)

· presentation graphics program (WIN 32)

· Previous Locations button (WIN 16)

· program (WIN 32)

· Quick Launch toolbar (WIN 9)

· Recycle Bin (WIN 9)

· Refresh button (WIN 16)

· Restart command (WIN 7)

· Restore Down button (WIN 18)

· scroll bar (WIN 13)

· scroll box (WIN 13)

· Search box (WIN 16)

· server (WIN 2)
· Show hidden icons button (WIN 9)

· Shut Down button (WIN 7, WIN 62)

· Shut Down command (WIN 7)

· Shut Down options arrow (WIN 7)

· Sleep command (WIN 7)

· Sleep mode (WIN 8)

· Start button (WIN 9)

· Start menu (WIN 11)

· taskbar (WIN 9)

· taskbar button area (WIN 9)

· up scroll arrow (WIN 13)

· user icons (WIN 8)

· user interface (WIN 5)

· user names (WIN 8)

· user-friendly (WIN 5)

· Web browser (WIN 32)

· Web browser program (WIN 32)

· Welcome Center (WIN 10)

· Welcome screen (WIN 7)

· Windows Flip (WIN 6)

· Windows Flip 3D (WIN 6)

· Windows Help and Support (WIN 41)

· Windows Internet Explorer (WIN 5)

· Windows Mail (WIN 5)

· Windows Media Player (WIN 5)

· Windows Movie Maker (WIN 5)

· Windows Sidebar (WIN 10, WIN 30)

· Windows Vista (WIN 5)

· word processing program (WIN 32)

· WordPad (WIN 33)

· workstation (WIN 2)
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