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objectives

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

· Describe Microsoft Windows XP
· Explain operating system, server, workstation, and user interface

· Log on to the computer

· Perform the basic mouse operations: point, click, right-click, double-click, drag, and right-drag

· Identify the objects on the Microsoft Windows XP desktop



· Display the Start menu

· Identify the My Computer and My Documents windows
· 
Add and remove a desktop icon
· Open, minimize, maximize, restore, and close a Windows XP window

· Move and size a window on the Windows XP desktop

· Scroll in a window

· Understand keyboard shortcut notation

· Launch an application program

· Use Windows XP Help and Support
· Log off from the computer and turn off the computer
project overview

This project illustrates the Microsoft Windows XP graphical user interface. Students launch Windows XP, log on to the computer, discover the parts of the desktop, and learn how to point, click, right-click, double-click, drag, and right-drag. They open, minimize, maximize, restore, and close a Windows XP window, as well as learn how to launch an application. Using the table of contents, Index, Search, and Favorites, students obtain Help about Microsoft Windows XP and bookmark important Help topics. Finally, students log off from the computer using the Log Off Command on the Start menu and then shut down Windows XP using the Turn off computer link on the Welcome screen.

lesson plan

	Project Outline
	Page
	Teacher Notes and Activities

	
(
Windows XPress:
Fast at any speed
	WIN 1.4
	Tom Brokaw, television news anchorman, describes walking through the huge Comdex computer show with Bill Gates as being like “walking through the Vatican with the Pope.” The story of Bill Gates’s rise to the top of the computer world is a remarkable combination of technical expertise, business acumen, and a little luck. Students interested in the Bill Gates story can find more information in a number of books, including: Hard Drive: Bill Gates and the Making of the Microsoft Empire (James Wallace), Gates (Stephen Manes), Bill Gates Speaks: Insight from the World’s Richest Entrepreneur (Janet C. Lowe), Barbarians Led by Bill Gates: Microsoft from the Inside (Jennifer Edstrom, Marlin Eller), Bill Gates (Jeanne M. Lesinski), Bill Gates: Billionaire Computer Genius (Joan D. Dickinson), Business Masterminds: Bill Gates (Robert Heller), Gates: How Microsoft’s Mogul Reinvented an Industry – And Made Himself the Richest Man in America (Stephen Manes, Paul Andrews), How the Web Was Won: Microsoft from Windows to the Web: The Inside Story of How Bill Gates and His Band of Internet Idealists Transformed a Software Empire (Paul Andrews), Microman: What Life Might Be Like If You Were Bill Gates (I.B. McIntosh), Overdrive: Bill Gates and the Race to Control Cyberspace (James Wallace), and Accidental Empires: How the Boys of Silicon Valley Make Their Millions, Battle Foreign Competition, and Still Can’t Get a Date (Robert X. Cringely). In The Road Ahead, an autobiographical account, Bill Gates recalls his past and explores his vision of the future.

	
I.
Introduction
	WIN 1.06
	Define operating system. Point out that Microsoft Windows is the most popular operating system for personal computers. Interestingly, when Microsoft Windows was first introduced in 1985, acceptance was slow. Analysts wondered if graphical user interfaces, like Windows, were as inevitable as Microsoft supposed. A new version, Windows 3.0, was released in 1990. Aided by more powerful microprocessors, a greater variety of compatible software, and a $10 million promotion, four million copies in twelve languages were shipped in just one year. By 1993, Windows was the most popular graphical operating system in the world with more than 25 million users. “We bet the company on Windows,” Gates later said, “and we deserve the benefit.” Briefly describe Microsoft Windows XP. Windows XP is a complete operating system. Earlier versions of Windows, such as Windows 3.1, had to be used in conjunction with the DOS operating system. Because of this, these versions of Windows were not operating systems, but operating environments that gave DOS a graphical interface. Define Internet. Review the Case Perspective. Ask students how learning the basics of Windows XP can make their computer more useful.

	
II.
Microsoft Windows XP operating systems
	WIN 1.06
	Differentiate between Microsoft Windows XP Professional and Microsoft Windows XP Home Edition. Mention that Microsoft Windows XP Professional is designed for business use or advanced home computing. Define workstation and server. Discuss Figure 1-1. Explain how you can setup a network of computers in your home with Microsoft Windows XP Home Edition. Discuss More About Microsoft Windows XP on page WIN 1.07.

	
III.
Microsoft Windows XP 
	WIN 1.07
	Define 32-bit operating system. DOS was developed for microprocessors that could manipulate 16 bits (binary digits) at a time, such as Intel’s 8088. Although DOS evolved as the power of microprocessors grew, DOS and Windows 3.1 were unable to fully exploit the capabilities of 32-bit processors. Point out that there is Windows XP 64-Bit Edition for advanced applications. Discuss the software applications included with Windows XP: Microsoft Internet Explorer 6, Windows Media Player 8.0, Windows Movie Maker, Windows Messenger 4.0, and Outlook Express 6. Describe Microsoft Internet Explorer (IE). The integration of Internet Explorer in Windows was the subject of some contention and resulted in a lawsuit against Microsoft. Critics accused Microsoft of monopolistic practices, claiming that including IE in Windows undercut the marketability of other Internet browsers. Microsoft argued that incorporating IE is an improvement that benefits users. As an extra-credit project, students could prepare a presentation on the case for, and against, Microsoft. Explain application programs, which tell a computer how to produce information. Ask students for examples of application software (word processing, desktop publishing, electronic spreadsheet, presentation graphics, database, communications, electronic mail, and so on). Application programs are designed to work with specific operating systems. DOS once was the most widely used operating system because of the large number of application programs designed to work with it. Windows XP can efficiently run application programs written for DOS, earlier versions of Windows, and Windows XP, so businesses can upgrade their operating system without having to immediately replace all of their existing application software. Explain why it is important to know about the Windows XP user interface. Discuss More About Microsoft Windows XP on page WIN 1.08.

	
A.
What is a user interface?
	WIN 1.08
	Define user interface. Use Figure 1-2 to show the hardware and software that form the user interface. Identify the monitor, keyboard, and mouse. Define user-friendly and graphical user interface (GUI). Command-line interfaces (like DOS and UNIX) require users to type established commands. Graphical user interfaces, which use graphics, menus, and text to communicate with users, are considered more user-friendly because they are intuitive (simple to learn), consistent (the same for various applications), and forgiving (mistakes are easily corrected). Apple’s Macintosh operating system was the first operating system with a GUI. Soon after the first version of Windows was introduced, Apple Corporation sued, unsuccessfully, for copyright infringement. Discuss More About The Windows XP Interface.

	
B.
Launching Microsoft Windows XP
	WIN 1.09
	Describe turning on the computer. Discuss Figure 1-3 on page 1.10. Identify the features of the Welcome screen. Define user icons and user names. Describe how to use the Control Panel to create a new user or change user information. Discuss More About Microsoft Windows XP and More About User Names and Passwords on page WIN 1.10. If necessary, tell students their user names and passwords. 

	
C.
The Windows XP user interface
	WIN 1.10
	Point out that information can be requested or messages answered using either a keyboard or a mouse. The keyboard, once the only input device used with small computers, is based on a standard typewriter keyboard. Define mouse. The mouse was invented by Xerox’s Palo Alto Research Center. The first mouse, supplied with the Apple Macintosh computer, looked something like a cigarette pack and had only one button. Today the computer mouse comes in a wide range of shapes with a variety of capabilities. There are cordless mice, whimsically designed mice, ring mice (worn on the finger like a ring), and even tough mice that can be dropped from a five-story building, plunged under water, or run over by a truck without damage. Students can find information about different types of mice on the World Wide Web (at sites such as www.computer-mouse.net, www.adomax.com, www.gyropoint.com, www.mousedriver.com, www.touchtime.com, and www.genius-kye.com) or in computer catalogs. The mouse is called a pointing device because it controls the movement of the mouse pointer on the screen. The pointing stick, trackball, and touchpad are pointing devices often used with portable computers because they require less desk space. Use Figure 1-4 to describe the Microsoft IntelliMouse. Differentiate among the primary mouse button, secondary mouse button, and wheel button. The mouse usually is designed to fit the human hand (as shown in Figure 1-4) and has at least two, and sometimes more, buttons. Mention that Windows XP allows users to switch these buttons to accommodate left-handed people. Describe the wheel button (note that if students do not have an IntelliMouse, they will not have this button). List the six operations that can be performed with a mouse. Discuss More About Microsoft Mice, and More About Buttons. The main advantage of the mouse is that it is easy to use. Define point. Discuss Figure 1-5. The mouse pictured here is called an optical mouse. An optical mouse does not contain a ball but instead uses devices that emit and sense light to detect the mouse’s movement. Define click. Discuss More About The Mouse on page WIN 1.11.

	
D.
Logging on to the computer
	WIN 1.11
	Explain how logging on to the computer opens the user’s account and makes the computer available for use. Use Figures 1-6 through 1-8 to show how to log on to the computer. Point out the text box in Figure 1-7.Discuss More About Logging on to the Computer. Use Figure 1-8 to define desktop. Point out the Recycle Bin icon on the desktop. In a GUI, icons are small images that display on the screen to represent programs, instructions, or some other object. Note the taskbar and describe the Start button. Describe the taskbar button area. Point out the notification area and discuss the notification icons. Discuss More About the Notification Area on page WIN 1.14. Explain the purpose of the Show hidden icons button. Identify the mouse pointer. Discuss More About The Contents of the Desktop on page WIN 1.13. Encourage students to compare the desktops on their computers to the desktop shown in Figure 1-8 and to note any differences.

	
IV.
The Windows XP desktop
	WIN 1.14
	Emphasize that almost every item on the desktop is an object with specific properties. Explain the relationship between an object and its properties. An object’s properties can be displayed by right-clicking it and then clicking Properties on the shortcut menu shown. Although several features have changed since the introduction of Windows in 1985, the desktop metaphor has remained consistent in each version of the operating system. To reinforce the desktop concept, prepare two large charts, the first titled the Home or Office Desktop and the second titled Windows XP Desktop. On the first chart, have students list things that can be done on the home or office desktop (move objects, stack papers, rearrange items, and so on). On the second chart, students should list things that can be done with the Windows XP desktop as they work through the project. When the project is complete, ask students to compare the charts, pointing out similarities and differences. This activity provides a good review of this project and can foster an interesting discussion on how successfully Microsoft has imitated a traditional desktop.

	
A.
Displaying the Start menu
	WIN 1.14
	Use Figures 1-9 through 1-14 to show how to display the Start menu. Note the ToolTip shown in Figure 1-9. Define menu and use Figure 1-10 to identify the Start menu. Define submenu. Identify the All Programs submenu in Figure 1-11. Note that when a command is pointed to it is highlighted. Describe the three sections on the Start menu. Point out the pinned items list and the most frequently used programs list. Define command and explain the meaning of the right arrow (() and ellipsis (…) that follow some commands. Discuss More About The Start Menu on page WIN 1.17. Consider Other Ways to display the Start menu.

	
B.
Adding an icon to the desktop
	WIN 1.18
	Point out the advantages of adding icons to the desktop. Discuss More About Desktop Icons. Define right-click. Discuss More About The Right Mouse Button on page WIN 1.20. Use Figures 1-15 through 1-19 to describe adding an icon to the desktop. Identify the shortcut menu shown in Figure 1-16. Point out the newly added My Computer icon in Figure 1-18. Consider Other Ways to add an icon to the desktop.

	
C.
Opening a window using a desktop icon
	WIN 1.20
	Define double-click. Discuss More About Double-Clicking on page WIN 1.21. Use Figure 1-20 to describe opening a window using a desktop icon. Define active window. Note what happens when an object is clicked and how an open window is identified. Mention that contents of the My Computer window may be different on students’ computers. Consider Other Ways to open a window using a desktop icon.

	
D.
Double-clicking errors
	WIN 1.21
	For some people, double-clicking is a difficult skill to master. Point out common double-clicking errors:

· Clicking only once instead of twice

· Moving the mouse after the first click but before the second click

· Moving the mouse while pressing the mouse button

Mention that generally these mistakes can be remedied by simply double-clicking again. The Mouse Properties dialog box allows users to adjust double-click speed to accommodate individual differences.

	
E.
The My Computer window
	WIN 1.22
	Identify the window border, title bar, and window title in Figure 1-20. Explain how to open the System menu. Point out the menu bar. Clicking the menu name on the menu bar opens a menu. Use Table 1-1 on page WIN 1-22 to describe the Standard Buttons toolbar. Note the text label that accompanies three of the buttons. Explain what happens pointing to a button without a text label. Describe the Address bar. Characterize the two-paned area below the Address bar. Identify the double up arrow and double down arrow and describe expanding and collapsing an area. Discuss the three areas of the left pane (System Tasks area, Other Places area, and Details area). Define hyperlink, or link. Identify the three groups of icons in the right pane in Figure 1-20. Describe the Shared Documents folder, which contains documents and folders that are available to other computer users on the network. Define drive icons. Explain what happens when a folder icon is clicked and double-clicked. Discuss More About the Contents of the My Computer Window. Discuss More About My Computer on page WIN 1.23.

	
F.
Minimizing a window
	WIN 1.23
	Identify the Minimize button in Figure 1-20 on page 1.21. Explain what happens when the Minimize button is clicked. Emphasize that although it does not display, a minimized window still is open, as evidenced by the button with the window’s title on the taskbar. Use Figures 1-21 through 1-23 to illustrate minimizing and redisplaying a window. Discuss More About Minimizing Windows. Define ToolTip. Consider Other Ways to minimize and redisplay a window.

	
G.
Maximizing and restoring a window
	WIN 1.25
	Define Maximize button and Restore Down button. Use Figures 1-24 through 1-27 to illustrate maximizing and restoring a window. Note how a maximized window (Figure 1-25) can be minimized and then redisplayed. Consider Other Ways to maximize and restore a window. Discuss More About Maximizing Windows.

	
H.
Closing a window
	WIN 1.28
	Describe the Close button. Emphasize that the Close button is not the same as the Minimize button – when a window is closed, a button with the window’s title no longer is displayed on the taskbar. Use Figures 1-28 and 1-29 to explain closing a window. Consider Other Ways to close a window.

	
I.
Opening a window using the Start menu
	WIN 1.29
	Use Figures 1-30 and 1-31 to describe opening a window using the Start menu. Point out the My Documents command in Figure 1-30. Discuss More About Opening a Window. Consider Other Ways to open a window using the Start menu.

	
J.
The My Documents window
	WIN 1.30
	Use Figure 1-31 to describe the My Documents window. Identify the three different areas of the left pane (File and Folder Tasks area, Other Places area, and Details area) and the functions of each. Point out the folder icons in the right pane. Discuss what happens when you click and double-click a folder icon.

	
K.
Moving a window by dragging
	WIN 1.30
	Ask students to think of times when they might like to change the position of a window (perhaps when the window covers another object on the desktop). Define drag. Explain how to move a window by dragging. The title bar must be dragged to reposition a window; dragging another element will have no, or an entirely different, effect. Use Figures 1-32 and 1-33 to illustrate moving a window by dragging. Discuss More About Dragging. Consider Other Ways to move a window by dragging.

	
L.
Expanding an area
	WIN 1.32
	Identify the double down arrow button in the Details area of the My Documents window in Figure 1-34. Explain the purpose of expanding an area. Use Figures 1-34 and 1-35 to describe expanding an area. Point out that the double down arrow has now changed to the double up arrow. Consider Other Ways of expanding an area. Define scroll bar, up scroll arrow, down scroll arrow, and scroll box. A horizontal scroll bar can display across the bottom of a window and includes a right scroll arrow and left scroll arrow in addition to the scroll box. Compare Figure 1-33 to Figure 1-35 and ask students why, in Figure 1-35, the up scroll arrow, down scroll arrow, and scroll box display (in Figure 1-35 the window’s entire content no longer is visible). The size of the scroll box reflects the amount of window visible – the larger the scroll box, the greater the amount of window visible. Discuss More About Window Sizing on page WIN 1.33.

	
M.
Scrolling in a window
	WIN 1.33
	Remind students of two methods that can be used to display information not visible in a window. Discuss More About Scrolling. List the three ways it is possible to scroll (move the displayed portion) in a window. The three methods allow users to scroll through a window at varying speeds. This is particularly valuable when scrolling through a large window. Scroll arrows usually are used to scroll gradually through a window. Use Figures 1-36 through 1-38 to describe scrolling using scroll arrows. Tell how to use the scroll arrows to scroll continuously through a window.

	
N.
Scrolling by clicking the scroll bar
	WIN 1.35
	Discuss More About The Scroll Bar. Use Figures 1-39 and 1-40 to illustrate scrolling using the scroll bar. This method of scrolling moves through the window more rapidly. Note that the distance scrolled depends on the size of the window and the size of the scroll box.

	
O.
Scrolling by dragging the scroll box
	WIN 1.36
	Discuss More About The Scroll Box. Use Figure 1-41 to describe scrolling by dragging the scroll box. This is the fastest way of scrolling a window. Emphasize the importance of scrolling. Discuss More About Scrolling Guidelines on page WIN 1.37.

	
P.
Sizing a window by dragging
	WIN 1.37
	Ask students when they might like to change the size of a window on the desktop (perhaps when some objects in the window are not visible). Note that dragging can be used to change the size of an open window. Use Figures 1-42 and 1-43 to illustrate sizing a window by dragging. Students can be encouraged to experiment with sizing a window, taking note of the relative size of the scroll box. Describe dragging a vertical or horizontal window border or dragging the window’s corner. 

	
Q.
Collapsing an area
	WIN 1.39
	Explain what is meant by collapsing an area. Use Figures 1-44 and 1-45 to illustrate collapsing an area. Point out that the mouse pointer changes from an arrow to a hand when it is pointed at the double up or double down arrow button. Consider Other Ways to collapse an area.

	
R.
Resizing a window
	WIN 1.40
	Review Steps 1 and 2 to resize a window. Use Figure 1-31 on WIN 1.30 to illustrate the resized window.

	
S.
Closing a window
	WIN 1.40
	Review Steps 1 and 2 to close a window. The keyboard shortcut alt+f4 also can be used. Discuss Figure 1-46.

	
T.
Deleting a desktop icon by right-dragging
	WIN 1.41
	Explain that right-dragging is only one of many ways to delete desktop icons. Define right-drag. Compare right-dragging to dragging. Discuss More About Right-Dragging. Explain the purpose of the Recycle Bin. Use Figures 1-47 through 1-51 to illustrate deleting a desktop icon by right-dragging. Describe the Move Here command and the Cancel command on the shortcut menu shown in Figure 1-48. Explain why the Move Here command is in bold type. Point out the dialog box in Figure 1-50. Consider Other Ways to delete a desktop icon by dragging. Explain why right-dragging is preferred over dragging.

	
U.
Summary of mouse and Windows operations
	WIN 1.44
	Summarize the six mouse operations. Encourage students familiar with portable computers to explain how each operation is performed with other pointing devices, such as a trackball, touchpad, or pointing stick.

	
V.
The keyboard and keyboard shortcuts
	WIN 1.45
	Define keyboard. Use Figure 1-52 to show the Microsoft Office keyboard designed for use with Microsoft Office and the Internet. Discuss More About The Microsoft Office Keyboard and More About Microsoft Keyboards. Emphasize that many tasks performed with a mouse also can be accomplished using the keyboard. A keyboard shortcut is one or more keys pressed on the keyboard to complete a task. Describe keyboard shortcuts and the notation used to identify which keys to press. Keyboard shortcuts often can be found in the Other Ways interspersed throughout each project. Consider circumstances in which keyboard shortcuts might be preferred to using a mouse. Although keyboard shortcuts often are faster, using the mouse usually is easier to remember and less likely to produce an unintended result.

	
VI.
Launching an application program
	WIN 1.45
	Define program and application program. Mention some application programs – such as a word processing program, presentation graphics program, and Web browser program – and the tasks for which they are designed. Point out that the default Web browser program for Windows XP is Internet Explorer; however, a different Web browser may be selected during the installation of Windows XP. Define MSN Explorer. Ask students to suggest other application programs, or consider a contest in which students (or groups of students) list as many application programs as they can. Reviewing the lists should clarify the definition of application programs. Other application programs with which students might be familiar include: spreadsheet, database, desktop publishing, electronic mail, personal information management, personal finance, project management, computer-aided design, and multimedia authoring. Discuss More About Application Programs on page WIN 1.46. Note that application programs can be launched in a variety of ways. Windows XP is a multitasking operating system capable of running several programs concurrently. Therefore, it is not necessary to close one program before starting work with another. When work with a program is completed, however, the program usually is closed.

	
A.
Launching an application using the Start menu
	WIN 1.46
	For literalists, the Start menu may be the most easily remembered way to start an application. Use Figures 1-53 and 1-54 to describe launching a program using the Start menu. Point out that the Internet command in the pinned items list on the Start menu launches the application. The contents of the Start menu may vary. Consider Other Ways to launch a program. Define Web site. Describe the MSN.com Web site. Define Web page and home page, or start page.

	
VII.
Using Windows Help and Support
	WIN 1.47
	Describe Windows Help and Support. Emphasize that Windows Help and Support is available for Windows XP and all applications running under it. Explain that Help and Support has combined the Help features of previous versions of Windows with the online Help features found on the Microsoft Web site. Point out that Help and Support also includes tools to view information about your computer and make changes to your system. Discuss More About Windows XP Help and Support on page WIN 1.48.

	
A.
Launching Help and Support
	WIN 1.48
	Use Figures 1-55 and 1-56 to illustrate launching Help and Support. Consider Other Ways to launch Help and Support. Point out the navigation toolbar, Help viewer, and table of contents shown in Figure 1-56. Use Table 1-2 on page WIN 1.50 to describe the navigation toolbar and its functions. Briefly describe the four areas of the table of contents (Pick a Help topic, Ask for assistance, Pick a task, and Did you know?). Identify the tasks in the Ask for assistance area (Remote Assistance  and Windows XP newsgroups) and Pick a task area (Windows Update, compatible hardware and software, System Restore,  and Tools) Discuss More About The Table of Contents on page WIN 1.49.

	
B.
Browsing for Help topics in the table of contents
	WIN 1.50
	Use Figures 1-57 through 1-60 to describe browsing for Help topics in the table of contents. Consider Other Ways to browse for Help topics in the table of contents. Explain the meaning of the Search only Windows basics check box (Figure 1-58), the plus sign, the bullet, and the question mark. Identify the Help and Support toolbar in Figure 1-58. Use Table 1-3 on page WIN 1.52 to describe the Help toolbar.

	
C.
Bookmarking a Help topic
	WIN 1.53
	Define bookmark. Use Figure 1-61 to illustrate bookmarking a Help topic. Consider Other Ways to bookmark a Help topic. Explain the use of the navigation toolbar to return to a favorite Help topic.

	
D.
Using the Help and Support Center Index
	WIN 1.53
	Describe the Help and Support Center Index. Using the Index is similar to searching the index of a book for a specific topic. Discuss More About The Index on page WIN 1.55. Use Figures 1-62 through 1-64 to illustrate searching for Help topics using the Index. Consider Other Ways to search for Help topics using the Index. Encourage students to use the Index to find information on a topic of their choice.

	
E
Bookmarking a Help topic
	WIN 1.55
	Ask students why new Windows users might be particularly interested in the Help topic screen shown in Figure 1-64. Review Steps 1 and 2 to bookmark a Help topic. Explain how to return to a bookmarked topic.

	
F.
Searching the Help and Support Center
	WIN 1.56
	Identify the Search text box in Figure 1-65. The Search text box is like using a search engine on the Web. Use Figures 1-65 through 1-67 to illustrate searching the Help and Support Center. Discuss the three headers in the Search Results area in Figure 1-66. Consider Other Ways to search the Help and Supper Center. Differentiate between a Suggested Topics search and a Full-text Search. Discuss the Microsoft Knowledge Base.

	
G.
Displaying a bookmarked topic
	WIN 1.58
	A traditional bookmark lets you return to a desired page, or topic, in a book. In a similar manner, a bookmarked Help topic lets you return to a topic of interest. Discuss More About The Favorites List. Use Figures 1-68 and 1-69 to illustrate displaying a bookmarked topic. Consider Other Ways to display a bookmarked topic.

	
H.
Removing a bookmark
	WIN 1.59
	Bookmarks increase efficiency, but too many bookmarks (either traditional or Windows based) can impede progress. Just as traditional bookmarks sometimes are eliminated, Windows Help and Support topic bookmarks can be removed. Use Figures 1-70 through 1-72 to illustrate removing a bookmark. Consider Other Ways to remove a bookmark. Review Step 1 on page WIN 1.61 to close the Help and Support Center.

	
VIII.
Logging off and turning off the computer
	WIN 1.61
	Explain the purpose of logging off from the computer. Discuss More About Logging Off the Computer. Use Figures 1-73 through 1-76 to illustrate the process of logging off from the computer. Consider Other Ways to log off from the computer. To avoid damaging or losing files, it is important to shut down Windows XP before turning off the computer. Use Figures 1-77 through 1-79 to describe turning off the computer. Consider Other Ways to turn off the computer. Explain how to return to Windows XP if the Turn off button is clicked accidentally. Pressing the esc key also will close the Turn off computer dialog box and return to Windows XP. Discuss the Case Perspective Summary on page WIN 1.65.

	
IX.
Project summary
	WIN 1.66
	Briefly review the material presented in this project.

	
X.
What you should know
	WIN 1.66
	Encourage students to use this section in preparing for tests and quizzes.

	
XI.
Learn it online
	WIN 1.67
	Direct the students to the scsite.com/winxp/exs.htm Web site for exercises pertaining to the material presented in this project. These exercises review some of the major concepts presented in this project and give students the opportunity to explore computer use outside the classroom.

	
XII.
Use Help
	WIN 1.68
	These exercises ask students to use Windows Help to find out more about working with Windows XP. Exercises 1 and 2 can be reviewed and assigned at this time.

	
XIII.
In the lab
	WIN 1.73
	These exercises provide students with practice in using the skills developed in this project. Exercises 1 through 4 can be reviewed and assigned at this time.

	
XIV.
Cases and places
	WIN 1.79
	These seven exercises offer students the opportunity to learn more about Windows XP through open-ended activities with varying degrees of difficulty. Students can be assigned one or more exercises, or allowed to choose the exercises in which they are most interested.
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Project one

Fundamentals of Using
Microsoft Windows XP Professional

answer manual

Learn It Online
1 Project Reinforcement – True/False, Multiple Choice, and Short Answer

Answers to these exercises can be found on the Instructors Resource Kit.

2
Flash Cards–Multiple Choice
Answers to these exercises can be found on the Instructors Resource Kit.

3
Practice Test

Answers to this exercise are given with the exercise.

4
Who Wants to be a Computer Genius?
Answers to this exercise are given with the exercise.
5
Wheel of Terms

Answers to this exercise are given with the exercise.

6
Crossword Puzzle Challenge

Answers to this exercise are given with the exercise.

7
Tips and Tricks

Answers will vary.

8
Newsgroups

Answers will vary.

9
Expanding Your Horizons
Answers will vary.

10
Search Sleuth

Answers will vary.

Use Help

1
Using the Help and Support Center
Part 1: Using the Question Mark Button

6.
Lists the available background designs you can use to decorate the desktop.

8.
Allows you to customize the appearance of your desktop by adding or removing program icons. You also can customize your desktop to include Web content.

10.
Displays how a color or background will look on your screen.

12.
Closes the dialog box without saving any changes you have made.

Part 2: Finding What’s New in Windows XP
9. Change the Start menu style.
Display a program at the top of the Start menu.
Show your most recently used documents on the Start menu.
Part 3: Viewing Windows XP Articles
2.
Play your own CDs.

Tune in Web radio stations.

Download music from the Internet.

Create your own CDs and store music on a portable MP3 player.
3.
Connect to the Internet. 

Insert a CD into the CD-ROM drive. 

When Windows Media Player is displayed, click Copy from CD.
5.
Open Windows Media Player. 

Insert a blank, writable CD into your CD-RW drive. 

Click on the Copy to CD or Device tab. If necessary, click the drive to which you wish to copy music. 

Choose a playlist from the Music to Copy drop-down menu. 

Clear the check boxes beside any tracks you do not wish to copy. 

Click Copy Music.

2
Using Windows Help and Support to Obtain Help
1.
a.
ctrl+esc
b.
alt+spacebar
c.
alt+enter
d.
shift+tab
e.
F1
f.
windows key

g.
windows key+e
2.
a. Open Display in Control Panel. On the Settings tab, click Advanced. On the Monitor 
tab, in the Refresh Frequency list, click a new refresh rate.

b.
Mouse Properties dialog box

c.
Click the Show Desktop button on the taskbar.

d.
In general, a server is a computer that provides shared resources to network users.

3.
a.
Click the Show Desktop button on the taskbar.
b.
Click the Start button, click Run. In Open: text box, type the path to the item you want to open, or click Browse to locate it.

c.
Right-click an empty area on the taskbar, point to Toolbars, and then click the toolbar you want to add.
d.
The Desktop Cleanup Wizard.
4.
a.
Setup, Internet connections, sharing files and printers.
b.
Answers will vary (17 troubleshooters are listed).
5.
a.
Software piracy is the unauthorized copying, reproduction, use, or manufacture of software products.
b.
End user copying, Hard-Disk Loading, Counterfeiting, Online, License Misuse.
c.
Piracy results in higher prices, reduced levels of support, and delays in funding and development of new products.

d.
Almost all commercial computer software is licensed directly or indirectly from the copyright owner (the software publisher) for use by the customer through a type of contract called an "End User License Agreement" (also known as a EULA).
e.
No

f.
Microsoft developed Product Activation for Windows to help ensure that each Windows XP license is installed in compliance with the EULA and is not installed on more than the limited number (usually one) of computers allowed by the product EULA.
6.
a.
maximize - to enlarge a window to its largest size by clicking the Maximize button (at the right of the title bar), or by pressing ALT+SPACEBAR and then pressing X.
b.
My Documents is a desktop folder that provides a convenient place to store documents, graphics, and files.

c.
A screen saver is a moving pattern or picture that appears on your screen.

d.
theme - a set of visual elements that provide a unified look for your computer desktop. A theme determines the look of the various graphic elements of your desktop, such as the windows, icons, fonts, colors, and the background and screen saver pictures. It can also define sounds associated with events such as opening or closing a program.
e.
A virus is a program that attempts to spread from computer to computer that annoys or causes damage.

In the Lab

1
Improving Your Mouse Skills

No written answers are required for this exercise.

2
Taking the Windows XP Tour

Part 1: Launching the Windows XP Tour

No written answers are required for this exercise.

Part 2: Taking the Windows XP Tour With Sound and Animation
3.
a.
Taskbar

b.
A small arrow in the lower left corner of the icon


c.
Recycle Bin


d.
Clock


e.
Windows consolidates buttons of the same applications


f.
Additional choices are available on a secondary menu

g.
My Documents, My Pictures, and My Music


h.
Restores the window to its original size


i.
Dialog box


j.
Control Panel


k.
Start menu
Part 3: Taking the Windows XP Tour Without Sound and Animation
4.
a.
Recycle Bin

b.
No

5.
a.
on the right side of the taskbar

6.
a.
additional choices are available on a secondary menu
7.
a.
My Documents, My Pictures, and My Music
8.
a.
Dialog box
9.
a.
Control Panel


b.
Start menu

10.
a.
Click Log off on the Start menu and then click Switch User
3
Launching and Using the Internet Explorer Application

Part 1: Launching the Internet Explorer Application

No written answers are required for this exercise.

Part 2: Entering a URL in the Address Bar

3.
a.
http://www.microsoft.com/ms.htm
b.
Welcome to the Microsoft Corporate Web Site
4.
Answers will vary – students should list five hyperlinks on the Web page.
5.
Answers will vary.
6.
Answers will vary.

7.
Answers will vary – students should submit a printout of a Web page.
Part 3: Entering a URL in the Address Bar

3.
Disney.com – Where the Magic Lives Online! (Answer may vary).

4.
Yes
Answers will vary.
5.
Yes
Answers will vary.
6.
Answers will vary.
7.
Answers will vary – students should submit a printout of a Web page.
Part 4: Displaying Previously Displayed Web Pages

1.
Answers will vary.
2.
Answers will vary.
3.
Answers will vary.
Part 5: Entering a URL in the Address Bar

7.
Answers will vary – students should submit a printout of a Web page.
4
Launching an Application

Part 1: Launching the Notepad Application

No written answers are required for this exercise.

Part 2: Creating a Document Using Notepad

No written answers are required for this exercise.

Part 3: Printing the Today’s Homework Document

1. Double-click the In the Lab 4-1 icon to display the list. Students should submit a printout of the Today’s Homework list.
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Part 4: Closing the Notepad Window

No written answers are required for this exercise.
Cases and Places

For sample answers to selected Cases and Places exercises, see the Instructor's Lab Solutions folder on the Teaching Tools CD-ROM.
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Today's Homework Assignments - Thursday



1. Algebra - Complete even problems on page 98 and check answers

2. English - Develop research paper outline

3. Science - Read chapter 9 and do end of chapter questions

4. History - Bring two Internet articles about Henry David Thoreau to class






