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Microsoft Windows Vista Chapter 2:
Working on the Windows Vista Desktop

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:

· Create and save a document in the Documents folder

· Create, name, and save a text document directly in the Documents folder

· Change the view and arrange objects in groups in the Documents folder

· Create and name a folder in the Documents folder

· Move documents into a folder

· Add and remove a shortcut on the Start menu

· Open a document using a shortcut on the Start menu

· Create a shortcut on the desktop

· Open a folder using a desktop shortcut

· Open, modify, and print multiple documents in a folder

· Store files on a USB drive

· Delete multiple files and folders

· Work with the Recycle Bin

· Work with gadgets

· Close and show the Sidebar

WIN 74, Introduction
LECTURE NOTES

· Use the Overview on page WIN 74 to discuss how students will use WordPad and the Windows Vista operating system features
FIGURE: 2-1

TEACHER TIP

Students who are having trouble clicking and dragging with the mouse pointer may benefit from playing a simple computer game, such as Solitaire. Solitaire and other simple games may be installed in the Games subfolder in the Accessories folder when Windows Vista is installed.

CLASSROOM ACTIVITIES

Class Discussion: Ask students to describe the other word processing programs they have used or are currently using.

Quick Quiz:

1. Mastering the desktop will help you to take advantage of Windows Vista user interface enhancements. True or False? (Answer: True)

2. It is difficult to create folders and files working from the Windows Vista desktop. True or False? (Answer: False)
WIN 74, Plan Ahead: Working on the Windows Vista Desktop
LECTURE NOTES

· Review the basic guidelines students should follow to successfully create and save documents

CLASSROOM ACTIVITIES

Class Discussion: Today, Internet access is an important part of working successfully with a personal computer and the Windows Vista operating system. Why?

WIN 75, Creating a Document in WordPad
LECTURE NOTES

· Define the terms program, application program, word processing program, spreadsheet program, presentation graphics program, WordPad, Documents folder, application-centric approach, file, file name
· Demonstrate how to launch the WordPad application using the Search box on the Start menu

· Tell students about the mouse pointer as an I-beam pointer in a text area, such as a WordPad document

· Point out the insertion point in the WordPad document

· Explain the use of the Save As command on the File menu vs. the Save command on the File menu or the Save button on the Toolbar

· Discuss the importance of meaningful file names

· Demonstrate how to save a WordPad document to the Documents folder

· Discuss how to print a WordPad document

· Describe how to edit, resave, and close a WordPad document

· Discuss the default .rtf file extension for WordPad documents
FIGURES: 2-2, 2-3, 2-4, 2-5, 2-6, 2-7, 2-8, 2-9, 2-10, 2-11, 2-12, 2-13

TEACHER TIP

Some students may have used a more complex word processing program, such as Microsoft Word. You may choose to compare the features of WordPad to similar features in Microsoft Word.

TEACHER TIP

Explain the concept of “word wrap” and how the ENTER key is used to create new blank lines in a word processing document.

BOXES

WIN 77, Other Ways: You can open the Start menu, type WordPad in the Start Search box, and click the WordPad icon in the search results. You can open the Start menu, click All Programs, the Accessories list, and then click the WordPad icon.

WIN 77, BTW: A file name can contain up to 255 characters. Most lowercase or uppercase characters are permitted except those characters or names reserved for system use: \, /, :, *, ?, “, <, >, |, CON, AUX, COM1, COM2, COM3, COM4, LPT1, LPT2, LPT3, PRN, or NUL.

WIN 81, Other Ways: You can press the ALT + F, P keys to open the Print dialog box.

WIN 81, BTW: In the Print dialog box, the Print Range options allow you to specify what you want to print: all the pages, some of the pages, the current page, or selected parts of the document.

WIN 82, Other Ways: In the Print dialog box, you can select a specific printer and press the ENTER key to print the document. In this instance, pressing the ENTER key is the same action as clicking the dialog box Print button.

WIN 84, Other Ways: You can save the current document as you close WordPad by double-clicking the WordPad icon on the title bar and clicking the Save button in the WordPad dialog box. You can also click the WordPad icon on the title bar, click the Close command, and then click the Save button in the WordPad dialog box. You can click the Exit command on the File menu then click the Save button in the WordPad dialog box. Or you can press the ALT + F, X or ALT + F4 keys to close WordPad and press the ENTER key (in lieu of clicking the Save button) when the WordPad dialog box opens.

CLASSROOM ACTIVITIES

Class Discussion: Ask students to share their experiences, if any, using Microsoft Word or another complex word processing program.

Quick Quiz:

1. The ____ folder is the central location for storing user folders and files. (Answer: Documents)

2. ____ is the simple word processing program installed with Windows Vista. (Answer: WordPad)

3. Opening a word processing program and then creating a new document is called the ____ approach. (Answer: application-centric)

LAB ACTIVITIES

WIN 76–77, Complete the steps To Launch a Program and Create a Document.

WIN 78–80, Complete the steps To Save a Document to the Documents Folder.

WIN 81, Complete the steps To Open the Print Dialog Box from an Application Program.

WIN 82, Complete the steps To Print a Document.

WIN 83, Complete the steps To Edit a Document.

WIN 83–84, Complete the steps To Close and Save a Document.

WIN 85, Creating a Document in the Documents Folder
LECTURE NOTES

· Define the term document-centric approach 
· Remind students how to open the Documents folder from the Start menu

· Demonstrate how to create a blank text document inside the Documents folder using a shortcut menu command

· Demonstrate how to rename a new blank text document inside the Documents folder

· Demonstrate how to open a blank text document in WordPad using the shortcut menu

· Discuss the default .txt file extension for new text documents and demonstrate how to save the WordPad document as an .rtf document in the Save As dialog box

FIGURES: 2-14, 2-15, 2-16, 2-17, 2-18, 2-19, 2-20, 2-21, 2-22

BOXES

WIN 87, Other Ways: You can rename a document in the Documents folder by right-clicking the document icon, clicking the Rename command, typing a new name, and pressing the ENTER key. You can also select an icon and press the F2 key, type the new name, and press the ENTER key.

CLASSROOM ACTIVITIES
Class Discussion: What are the advantages of the document-centric approach to creating and editing documents?

LAB ACTIVITIES

WIN 85, Complete the steps To Open the Documents Folder.

WIN 86, Complete the steps To Create a Blank Document in the Documents Folder.

WIN 87, Complete the steps To Name a Document in the Documents Folder.

WIN 88–89, Complete the steps To Open a Document with WordPad.

WIN 89, Complete the steps To Enter Data into a Blank Document.

WIN 90–91, Complete the steps To Save a Text Document in Rich Text Format (RTF).

WIN 91, Complete the steps To Close the Document.

WIN 91, Working with the Documents Folder
LECTURE NOTES

· Define the terms Address bar, Preview Pane, shortcut, and multitasking
· Demonstrate how to change the icon view in the Documents folder

· Demonstrate how to group folders and files in the Documents folder by type using the shortcut menu

· Demonstrate how to create a new folder inside the Documents folder

· Demonstrate how to move a document into a folder using right-drag

· Explain how to use the Address bar links and arrows to navigate to different folders

· Describe the Preview Pane and demonstrate how to open and close it

· Discuss the importance of creating folder shortcuts on the Start menu and desktop

· Demonstrate how to add and remove both a Start menu folder shortcut and a desktop folder shortcut

· Describe how to use the SHIFT key to select multiple adjacent items and the CTRL key to select multiple nonadjacent items

· Discuss how to open, edit, print, and close multiple documents

FIGURES: 2-23, 2-24, 2-25, 2-26, 2-27, 2-28, 2-29, 2-30, 2-31, 2-32, 2-33, 2-34, 2-35, 2-36, 2-37, 2-38, 2-39, 2-40, 2-41, 2-42, 2-43, 2-44, 2-45, 2-46, 2-47, 2-48, 2-49, 2-50, 2-51, 2-52, 2-53

TEACHER TIP

Most students are familiar with organizing paper documents and files in a physical file cabinet or drawer. A great way to describe organizing electronic files within electronic subfolders within the Documents folder is to use the “sheet of paper, manila folder, file cabinet drawer” analogy.

BOXES

WIN 91, BTW: Windows Vista creates a unique Documents folder for each user on the same computer to provide each user with a central, unique storage area for his or her files.

WIN 92, Other Ways: You can right-click the open space in the Documents folder, point to the View command, and click Small Icons to change the icon view.

WIN 94, Other Ways: You can press the ALT + V, P keys to display the Group by submenu, then press the T key to select Type, and press the ENTER key to group files and folders by type in the Documents folder.

WIN 96, Other Ways: You can create a new folder in the Documents window by right-clicking an open space, pointing to the New command on the shortcut menu, clicking the Folder command on the submenu, typing the folder name, and pressing the ENTER key. You can also press the ALT + F, W and F keys to create a new folder and then type the folder name and press the ENTER key. 

WIN 99, Other Ways: You can move a document into a folder by dragging the document onto the folder icon or by right-clicking the document, clicking the Cut command, right-clicking the folder, and clicking the Paste command.

WIN 106, Other Ways: You can create a folder shortcut on the Start menu by right-dragging the folder icon to the Start button.

WIN 107, BTW: When you delete a shortcut, you are removing only the shortcut and not the underlying folder or file.

WIN 110, BTW: You can click any open area of a window to make it the active window.

WIN 115, Other Ways: You can save and close a WordPad document by clicking the taskbar button, clicking the Save command on the File menu (or the Save button on the Toolbar), and clicking the Close button. You can also click the Close button on the title bar; a dialog box opens allowing you to save the document by clicking the dialog box Save button. Finally, you can close WordPad and save and close the document by first clicking the Exit command on the File menu to close WordPad and then clicking the Save button in the dialog box that opens.

WIN 116, Other Ways: You can print a document from inside the Documents folder window by right-clicking the document icon and clicking the Print command on the shortcut menu. You can also press the ALT + F, P keys.

CLASSROOM ACTIVITIES

Class Discussion: Ask students to describe different icon views and discuss which view they prefer. Why?

Quick Quiz:

1. When you select a document in the Documents folder, the ____ presents a live view of the document. (Answer: Preview Pane)

2. Adding a folder shortcut to the Start menu or desktop makes it faster to access the folder’s contents. True or False? (Answer: True)

LAB ACTIVITIES

WIN 92, Complete the steps To Change the View to Small Icons.

WIN 93–94, Complete the steps To Arrange the Items in a Folder in Groups by Type.

WIN 94, Complete the steps To Change to Medium Icons Format.

WIN 94–96, Complete the steps To Create and Name a Folder in the Documents Folder.

WIN 97–99, Complete the steps To Move a Document into a Folder.

WIN 99–100, Complete the steps To Change Location Using the Address Bar.

WIN 100–101, Complete the steps To Display and Use the Preview Pane.

WIN 102, Complete the steps To Close the Preview Pane.

WIN 103, Complete the steps To Change Location Using the Back Button on the Address Bar.

WIN 104–106, Complete the steps To Add a Shortcut on the Start Menu.

WIN 107, Complete the steps To Open a Folder Using a Shortcut on the Start Menu.

WIN 107, Complete the steps To Close the Daily Reminders Folder Window.

WIN 108–109, Complete the steps To Remove a Shortcut from the Start Menu.

WIN 109–110, Complete the steps To Create a Shortcut on the Desktop.

WIN 110, Complete the steps To Open a Folder Using a Shortcut on the Desktop.

WIN 110, Complete the steps To Delete the Pearson Daily Reminders (Thursday) Text File.

WIN 111, Complete the steps To Open and Modify a Document in a Folder.

WIN 111–112, Complete the steps To Open and Modify Multiple Documents.

WIN 113, Complete the steps To Open an Inactive Window.

WIN 114–115, Complete the steps To Close Multiple Open Windows and Save Changes from the Taskbar.

WIN 115–116, Complete the steps To Print Multiple Documents from within a Folder.
WIN 116, Copying a Folder onto a USB Drive
LECTURE NOTES

· Define the term backup
· Discuss the importance of creating a backup of important folders and files

· Describe different types of backup devices

· Discuss the advantages of using a USB drive

FIGURES: 2-54, 2-55, 2-56, 2-57, 2-58, 2-59, 2-60, 2-61

TEACHER TIP

Many people are now using inexpensive online backup services to backup their important personal files. You can ask students to search the Web using a search tool, such as Google or Ask.com, to locate e-businesses that offer online file storage services.

TEACHER TIP

You may choose to invite a guest speaker to discuss the importance of backups of electronic media for individuals and businesses.

BOXES

WIN 116, BTW: Most backup systems use tape or portable hard disks that contain hundreds of megabytes and even gigabytes.

WIN 118, Other Ways: You can press the ALT + F keys, point to the Send To command, and click the name of your USB drive to save a document to the drive.

CLASSROOM ACTIVITIES

Class Discussion: Ask students to share their experiences, if any, with computer problems that resulted in the loss of data because important files were not backed up.

Quick Quiz:

1. Backing up important files is useful but not necessary with today’s high-powered personal computers? True or False?(Answer: False)

2. A(n) ____ is an inexpensive storage device for temporarily backing up files and moving files from one computer to another. (Answer: USB drive)

LAB ACTIVITIES

WIN 117–118, Complete the steps To Copy a Folder onto a USB Drive.

WIN 119, Complete the steps To Open a Folder Stored on a USB Drive.

WIN 120–121, Complete the steps To Safely Remove a USB Drive.

WIN 121, The Recycle Bin
LECTURE NOTES

· Define the term Recycle Bin
· Remind students that the Recycle Bin is a temporary storage area for deleted items, that items in the Recycle Bin can be restored to their original location

· Remind students that emptying the Recycle Bin permanently removes deleted items from their computer

· Describe three ways to use the mouse pointer to delete an object by moving it to the Recycle Bin
FIGURES: 2-62, 2-63, 2-64, 2-65, 2-66

TEACHER TIP

A simple way to delete a file or folder by sending it to the Recycle Bin is to click the file or folder icon in the Documents folder to select it. Then press the DELETE key and click Yes in the confirmation dialog box.

CLASSROOM ACTIVITIES

Critical Thinking: “The Recycle Bin acts as a safety net.” How?

Quick Quiz:

1. You can restore items to the Recycle Bin after you have emptied it. True or False?(Answer: False)

2. You can open the ____ window to view deleted items. (Answer: Recycle Bin)

3. When you delete the icon for a file or folder (not a shortcut), the file or folder is moved to the Recycle Bin. True or False? (Answer: True)

LAB ACTIVITIES

WIN 122, Complete the steps To Delete a Shortcut from the Desktop.

WIN 122, Complete the steps To Restore an Item from the Recycle Bin.

WIN 123, Complete the steps To Delete a Shortcut from the Desktop.

WIN 123–124, Complete the steps To Delete Multiple Files from a Folder.

WIN 124, Complete the steps To Delete a Folder from the Documents Folder and Empty the Recycle Bin.

WIN 125, The Windows Sidebar
LECTURE NOTES

· Define the term trusted source
· Remind students how to show and hide the Windows Sidebar

· Remind students how to add or remove a gadget to and from the Windows Sidebar

· Describe how to customize a gadget using a shortcut menu to open the gadget’s Options dialog box

· Remind students that not all gadgets can be customized and those that can be customized have different options

· Demonstrate how to rearrange gadgets on the Windows Sidebar

· Demonstrate how to move gadgets from the Windows Sidebar to the desktop and from the desktop back to the Windows Sidebar

· Discuss how to find more gadgets online

· Warn students about downloading gadgets from unfamiliar third-party Web sites

FIGURES: 2-67, 2-68, 2-69, 2-70, 2-71, 2-72, 2-73, 2-74, 2-75, 2-76, 2-77, 2-78, 2-79, 2-80, 2-81, 2-82, 2-83, 2-84, 2-85, 2-86

CLASSROOM ACTIVITIES

Class Discussion: Why is it important to download gadgets and other software from a trusted source?

LAB ACTIVITIES

WIN 125–127, Complete the steps To Customize the Clock Gadget.

WIN 128, Complete the steps To Undo the Changes to the Clock Gadget.

WIN 129, Complete the steps To Rearrange Gadgets on the Sidebar.

WIN 130–131, Complete the steps To Search for Gadgets Online.

WIN 132, Complete the steps To Close the Internet Explorer and Gadget Gallery Windows.

WIN 132–133, Complete the steps To Place a Gadget on the Desktop.

WIN 133–134, Complete the steps To Remove a Gadget from the Desktop.

WIN 134, Complete the steps To Move the Slide Show Gadget.

WIN 135–136, Complete the steps To Close and Show the Sidebar.

WIN 136, Complete the steps To Log Off from the Computer.

WIN 137, Complete the steps To Turn Off the Computer.

WIN 137–147, 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 99)

· application program (WIN 75)

· application-centric approach (WIN 75)

· backup (WIN 116)

· document-centric approach (WIN 85)

· Documents folder (WIN 75)

· file (WIN 77)

· file name (WIN 77)

· multitasking (WIN 111)

· presentation graphics program (WIN 75)

· Preview Pane (WIN 100)

· program (WIN 75)

· Recycle Bin (WIN 121)

· shortcut (WIN 103)

· spreadsheet program (WIN 75)

· trusted source (WIN 130)
· word processing program (WIN 75)

· WordPad (WIN 75)
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