= NOTE

Interface refers to the
layout of the software on
the screen i.e. where &
how are the on screen
objectslocated.

= NOTE

Operating Systemsarethe
most important system
software, which interact
with the application
software and the
computer  hardware.
Operating Systems
handles details such as
executing programs,
storing dataand programs
and processing data.
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21 INTRODUCTION

In the previous unit you learnt about basic concepts of a computer. We will now
discuss windows operating system (operating systems are system softwares necessary
for starting and running a computer system) in alittle more detail so that you become
familiar with some terms of the operating system in order to be able to operate a system
independently.

Objectives

After going through this unit, you will be able to:

e useWindows operating system in managing filesand folders,
e list variousfeatures of Windows operating system, and

e  explain how multiple Windowswork.

2.2 TEXT INTERFACE

Text Interface basically refers to a screen where everything is text. During early
1980s and earlier computerswere primarily text oriented, it wasonly inthelate eighties
and early ninetiesthat graphics evolved. Till then, the user was required to remember all
the commands and type them every time he wanted to do atask. Undoubtedly typing got
very tiring and inconvenient after a while. Then the computer screen looked like the
screen asillustrated in Figure 2.1.
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® TIPS

In such environments
various menus are
usually available by
using the Alt key in
combination with a
letter or number key.

Figure 2.1: Primitive text interface

Improvements arrived with the addition of menus and the use of the arrow keysto move
around the screen. This was much better than having to type in all the commands.

There were lists of commands in the popup menus. You would use the arrow keys to
move up and down the list and then press the Enter key to execute the command.

2.3 GRAPHICAL USER INTERFACE

A graphical user interface (GUI - sometimes pronounced as GOO-eg) uses pictures to
makeit easier for theuser. It ismoreuser friendly. WindowsisaGraphical User Interface,
whichin simpleterms meansthat whatever you see on the screen, ismade of geometrical
shapes like sguares and rectangles and is quite colorful. Figure 2.2 shows thisimproved
text interface.

= NOTE

User Friendlinessrefers
to the extent of ease of
use that software or its

e ln interface can provide to
sphine Fuln EEE- 1 the user.

IH'I B B LLEL ]

Figure 2.2: Improved text interface

Thefollowing terms should be of help before reading further:

M ouse

Mouse is not a part of the actual interface but mouse is at the heart of the usage of GUI
environment. Without learning how amouse works, one can not be comfortable with the
graphical user interface. A mouse generally hastwo buttons, (some have more for added
functionality but mostly two buttons are used) - right click and left click as shown in

Figure2.3. ¢ i

= Hight Clicl

e
III
Left Chek
(Bar nghi handed wsers)
Figure 2.3: How a Mouse is used 15
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= NOTE

Selecting any item on the
GUI refersto clicking on
that particular item once
with theleft mouse button
once, it generally turns
blue after that and is said
to be selected.
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Click — Mostly means pressing the left mouse button over a specific area once.

Double click— Almost always means pressing the left mouse button twicein quick
succession.

3. Drag— Select the required On screen object, press the left mouse button and drag
it to another area by holding the left mouse button. It moves the selected contents
fromthe original place and drops them at the place the mouse button was rel eased.
You must remember that after all amousetoo isan input devicejust like keyboard.
Therefore, itisperfectly alright tolist it as one of the input devices.

Window

A window isthebasic component of aGUI environment. Window isbasicaly arectangular
areathat actsasthe container for other objectslike menus, buttons, text etc., asillustrated
inFigure2.4.
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Figure 2.4: Window

Buttons

Look at Figure 2.5. It shows the buttons. A button is square or a rectangle, which is
clicked. It looksalittle elevated from the surrounding area. It may havetext or animage
onitsface. When abutton isclicked it actually meansthat user is asking the computer to
perform a particular task.
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Figure 2.5: Buttons




Menus Windows| nterface

A menuislist of items each of which performs a specific task when clicked upon. Figure
2.6 illustrates the menus. Menus contain a group of items which when clicked upon
perform aparticular task just like buttons.
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Figure 2.6: Menu
Popup Menus

A popup menu issimilar to amenu but it appears when the right mouse button isclicked.
Thepopup menuisillustrated in Figure 2.7.
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Figure 2.7: Popup Menus
Icons

Icons are nothing but small images at times along with text that are there to make you
aware of them and allow to do many tasksfrom one place, for example, people generally
placeicons and shortcuts to many applicationsthat they have on their computers, so that
they can start them whenever they want by just double clicking theicons. Don’t panic if
your computer doesn’t ook likethe onesin thefigures, different versions of Windows has
dight differencesin its appearances but the basic idea remains the same. The icons are
illustrated in Figure 2.8.
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=+ NOTE

A File has the same
meaning in computersas
it haseverywhere except
that a file has data
meaningful to the user.

A Folder on the other
hand, hasfilesin it.
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24 SOME IMPORTANT WINDOWSCONCEPTS

Now that you understand some of the GUI concepts, you should learn things which are
specific to the operating system that you wish to learn. There are some very important
concepts, which are specific to Windows, which you should be very clear with before
moving further.

The Desktop

When you start Windows, the large area you see is called the desktop. Look at Figure
2.9, which shows main window interface. You can easily modify how the desktop looks,
according to your choice.

s | @ E S J R smmv
Figure 2.9: Desktop

Changing the background color

For example, the desktop depicted in the Figure 2.9 has blue as its background colour,
which can be changed by following these steps:

1. Click theright mouse button (anywhere on the desktop), agray box (called a popup
menu) appears.

2. Movethe mouse over where ‘ Properties’ word is written. It should turn blue.
3.  Click theleft mouse button.

4. A bigbox appears(called adialog box). Click on‘ Appearance’ click onsmall button
named colour, asmall box of colours appears |eft click on the desired colour, then
click OK (below).

The desired colour appears as the background. Similarly other settings can be explored.
Using Recycle Bin

Files and folders can become usel ess after awhile and so they can be deleted if the need
be after selecting thefile or folder. Therecyclebiniconisillustrated in Figure 2.10.
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Figure 2.10: Recycle Bin



‘Recycle Bin’ isactually aplace on your computer where all those files and folders go
which are deleted, and could be put back if wanted, thusit gives you a chance to have
those files and folders back if you want, even after you have deleted them.

But if they are deleted from the recycle bin itself, then they can never be had back. So
you should be careful while deleting anything from the recycle bin, as you will never be
ableto have it back.

My Document Icon

Figure 2.11 shows the My Documentsicon.

My Documents

Figure 2.11: My Documents

My Documents is a desktop folder that provides you with a convenient place to store
documents, graphics, or other files you want to access quickly. On your desktop, it is
represented by afolder with a sheet of paper init.

My Computer Icon
The My Computer iconisshown in Figure 2.12.

LA

My Computer

Figure 2.12: My Computer

You can use ‘My Computer’ to quickly and easily see everything on your computer.
Double-click (presstheleft mouse button twicein quick succession) the* My Computer’
icon on the desktop to browse through your files and folders.

My Network Places

My Network
Places

Figure 2.13: My Network Places

At times, your computer might be connected to other computers on the network, thenthe
‘My Network Places' icon allows you to browse through al the other computers on the
network. Figure 2.13 illustrates the My Network Places icon. When properly set up,
Windowsallowsyou to use the network to your advantage and convenience, for example,
if only one computer one the entire network has a printer attached to it (which is quite
common), you can easily usethe printer to print whatever you want. Also, if allowed, you
can accessthe datain filesand folders on other computers on the network. Thus networks
are of great use and importance.

Windows Interface

® TIPS

Once selected a file or a
folder could be deleted by
either pressing the delete
key on the keyboard or
pressing the right mouse
button & then clicking on
delete.

A box appears asking for
permissionto send thefile
to recycle bin, press yes
or no.

=+ NOTE

Browsing refersto seeing
& lookinginto thefiles&
folders residing on your
computer.

Itisagenera term, which
loosely means the above
but used in many places
with similar meaning.

= NOTE

As explained above, here
browsing used a little
differently means going
through the computers
and their files & folders
(provided it is allowed).

19
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25 THEWINDOWSSTART BUTTON

Look at Figure 2.14 which illustrates the Windows Start Button.
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Figure 2.14: Windows Sart Button

Start button is located at the bottom left-hand side of the screen when windows has
finished loading and the desktop appears. It isone of the most frequently used areas; itis
used to perform functionslike starting application programs, finding afile, help, shutting
down the computer etc. It can also be modified according to your needs and preferences
although some basic components cannot be removed.

Starting a Program

Programs hererefer to the * Application Software’ we did along with system softwarein
the last chapter. There are many popular application software like M S-Word, Winamp,
Winzip etc. All these (provided they are installed on your computer) could be started
using thefollowing steps (follow Figure 2.14):

1. Click the start button.

2. Click on the Programs menu, whatever software are available on your computer
would appear as amenu, as you can seein Figure 2.14.

3. Selecttheoneyouwant towork with, by pressing theleft mouse button onitsname.
The Documents Menu

The ‘Documents’ menu in the start menu actually provides short-cuts (quick ways to
reach) documents or files that were recently opened. Figure 2.15 shows the documents
menul.

To clear the contents of the Documents menu, follow the steps given below:
1. Click the Start button, and then point to Settings as shown in Figure 2.16.
2. Click Taskbar, and then click the Start Menu Programs tab.

Figure 2.15: Documents Menu
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Figure 2.16: Taskbar Properties

3. Inthe Documents Menu area, click Clear.
Using Windows 2000 Help

Windows provides extensive help on its usage and other related topics. It isagood habit
to use the help provided by the Windows itself whenever in doubt. It can be accessed by
thefollowing steps:

1. Press the start button.

2. Click onthe‘Help’ menu. The Window which appearsisillustrated in Figure 2.17.

=+ NOTE

Sometimes due to lack of
space windows overlap
each other, each window
can be accessed by
clicking on a rectangular
areawhich isactually the
part of the window. Once
that area is clicked the
appropriate window is
displayed. Such
rectangular areaas shown
in the adjoining figure is
called aTab. For instance
in the adjoining figure
clicking on ‘Search’ tab
will display the search tab
while right now the
‘Contents’ tab is

displayed.

@ 19E5 199 Metrrielt Comparatin.
Al mgbtn manrwnd.

Figure 2.17: Windows Help

3. Click on atopic of your choice on the right hand side. If you don’t find atopic of
your choice, then click on thetab * Search’, as shown in Figure 2.17, and then type
the topic of your choice, in the box asindicated in Figure 2.18, and press the enter
key. The help on the topic appears on the right hand side.

21
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Figure 2.18 : Searching for Files and Folders
Finding a File or Folder

These days with larger capacity auxiliary memory users have huge amounts of data on
G) NOTE their PCs, because of which at timesit isonly human to forget whereafileor folder is, in
such situations you can use Windows itself to look for filesand folders.

A shortcut to shut . . )
down the computer isto 1. Click the Start button, and then point to Find.

usethe 'ALTHFA" key | 5 (jjck Filesor Folders.
i.e. pressing both the

‘ALT’ key and the ‘' F4’ 3.
key simultaneously
brings the same dialog 4. Click Find Now.
box shown in the
Figure2.19. Shutting Down the Computer

In the Name box, type al or part of the file's name.

Windows 2000 and every other windows like Windows 95, Windows 98 etc. cannot be
shut down by simply switching off the computer system directly, it damagesthe operating
system. Therefore the proper way to shut down the operating system isthrough the start
button. Thisway the operating system exits properly and is not damaged. Thefollowing
steps could befollowed:

1. Pressthe start button.
2. Click on ‘shut down’.
3. Thebox, asillustrated in Figure 2.19, appears.

Shut Down Windows EI

Microsoft

@ Whit do you wank the compuber to do?
Shit down

Ends your session and shuts down Windows so that
wou can safehy burm off power,

T e T i

Figure 2.19: Windows Shut Down

22 4. Click OK.
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In this section we will discuss the purpose of title bar, menu bar, tool bar etc. Figure 2.20
illustrates these window properties.

MIMNIMISE BUTTOM
TITLE BAR T MAXIMISE BUTTON

- CLOSE BUTTON

B2 Control Panel

| Flo Edt View Favories Tods Hel > MENU BAR
| 4=k - = - (2| @hSeach [ Folders @Hmay 5
| Address |5 Control Panel o
$ &
fccazsibibly  Add/FRemove AddFemove Administiatve Dated/Time
Optionz Handweare Programs Toolks
@ Lﬁ | % WERTICAL
-
Diizplay Folder Options Zame S ELE
Controllers
z ries
G &= D T (=
Inkmat K.eyboard E ] Mouze Matwork and
Dptionz Dialup Co..,
i, HORIZONTAL
,L%"ﬁi m ﬁﬁl m f i SCROLLBAR
| —»
126 abgect(z) | S My Computer ————1—p SIAIUS BAR

Figure 2.20: Windows Properties
Title Bar

Title Bar is generally the dark blue colored strip at the top most of every window that
displays the name of the program (e.g. notepad, word etc) running within the windows.

Title Bar a so contains some (mostly three) buttonslocated on the right hand corner. They
areminimize =] , maximize @] and close [%] buttons respectively. Minimize button
reduces awindow to the smallest size, maximize button expands and close button closes
the window.

Menu Bar

Displaysalist of menuseach withindividual pull down menus. Each pull down menu has
alist of itemsto do specific jobs.

Toolbar

Displays shortcuts in the form of buttons, which have icons on their faces for specific
tasks.

Status Bar

Displays messages, alerts and status messages regarding the Windows or other programs.
For example the above figure shows MS Word's status bar indicating the progress of a

particular operation that it isperforming. 23
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=+ NOTE

Activated refers to the
window that is currently
being worked on. While
there may be many
windows opened, active
window is only one at a
time.
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2./ WORKINGWITH MULTIPLE WINDOWS

Normally, when more experienced userswork on Windows, several application softwares
are opened simultaneously. For example, auser might be working on MSWord and along
withit other applicationslike M S Paint, Winamp, Internet Explorer etc. might berunning.
For example, in the Figure 2.21, the user is working on MS Word, MS Paint, Internet
Explorer etc. simultaneously while right now MSWord is activated.
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Figure 2.21: Multiple Windows
Following questions might come up:
e  How does one browse from one window to another?
e  How does one move windows to the desired area of the screen?
e  How doesonequickly minimizeall windows?
e  How does one view more than one window arranged in a systematic manner?

e What isthe most convenient way (keyboard shortcuts) to do above-mentioned and
other tasks? Etc.

The answers to above questions are presented below:
Moving windows

Inorder to moveawindow (only anon-maximized window), you should follow thefollowing
steps:

1. Click onthetitle bar of the window (don’t rel ease the mouse button);

2. Drag the entire window to the desired on-screen location, then release the mouse
button.



Resizing windows Windows | nterface

M ovethemouse pointer over the edge (pointed corner) of thewindow. The cursor becomes
a double-pointed arrow as can be see in Figure 2.22. Drag the window border to resize
the window.

@ NOTE

A shortcut to move anon-
maximized window is to
press ‘ALT+SPACE’ key
arch _ simultaneously, from the

E popup menu that appears

" select move, then movethe
window through arrow

keys.
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Figure 2.22: Resizing Windows

Automatically Arranging Windows Using Taskbar

Multiple windows could be arranged automatically vertically or horizontally, known as
tiling or could be cascaded.

Cascading:

1. Right click onthe taskbar.

Figure 2.23: Cascading Windows
2. Fromthe popup menu that appearsselect  Cascade Windows asshownin Figure 2.23.
Tiling Horizontally:
1. Rightclick on the taskbar. 25
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=+ NOTE

v' Make sure all the
windows you want to
display are open. Closed
or minimized windows
will not be displayed.

v To restore your
windows to their
original state (as they
were), right-click ablank
areaon the taskbar, and
thenclick Undo Cascade
or Undo Title. To Open
a minimized window,
click its button on the
taskbar.-

=+ NOTE

Alt+ Tabrefersto pressing
alt key & without
releasing it pressing the
tab key. A small box
appears, by pressing the
tab key you can select
between the running
programs.

Onwhichever programthe
tab key is released that
window is activated.
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2. From the popup menu that appears, select ‘ Tile Windows Horizontally’. Look at
Figure2.24.
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Figure 2.25: Tiling Windows Vertically
Right click on the taskbar:

1. From the popup menu that appears, select ‘ Tile Windows Vertically, Figure 2.25
shows vertical windows.

Minimizing all open windows:
1. Right-click ablank area on the taskbar.
2. Click MinimizeAll Windows.

Switching between running programs:

Pressthe at + tab button to switch between applications.
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2.8 CONTROL PANEL

Control Panel is a very important place. As the name suggests, through the facilities
availablethere, you can change almost anything and everything. Control Panel isaplace
where al the settings of both the hardware and the software could be changed. Figure
2.26illustratesthe control panel.

Figure 2.26: Control Panel
Changing system date and time
For changing date and time, follow the following steps:
1. Pressthe start button.
2. Click on‘Settings menu.
3. Inthe menu that appears click on ‘ Control Panel’.
4. Doubleclick ontheicon named‘Date/Time'.
The box as shown in Figuer 2.27, appears. Click on the Date/Time tab.
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Figure 2.27: Changing date and time 27
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You can easily change the month by clicking on the down arrow next to the currently
displayed list box and then selecting the month of your choice.

Similarly, the year and time could be changed as shown in the Figure 2.27.

Changing Display Properties

Windows 2000 offers a huge variety of options that allows you to change the way the

desktop lookslike. For example, the background image (al so known as Wall paper) could

be changed, the background color could be changed (already explained above) etc.

Changing The Background I mage

1. Right click onthe desktop, click ‘ Properties’ in the appearing popup menu.

2. Thediaog box as shown in Figure 2.28 appears. Click on the background tab.
2
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Figure 2.28: Changing Background

3. Select the desired image from the list and press OK.
Changing the ‘Screen Saver’

1. Right click on the desktop, click ‘ Properties’ in the appearing popup menu.



2. Inthe dialog box that appears, click on the ‘ Screen Saver’ tab as you can seein Windows|nterface
Figure 2.29.

3. Select the desired screen saver and press OK.
= NOTE

Screen Saver isagraphical
image(s) or an animation,
that is automatically
displayed on the entire
screen (nothing else is
visible), if thecomputer is
not interrupted in any
way by the user for a
particular time limit
(which could be set).

Figure 2.29 : Changing ScreenSaver

Changing Windows Appearance Style

There are certain settingslike the color combinations used by windowswhen it is started
for thefirst time, for example, the color of the title bar when the window is activated is
blueand whenitisnot activated isgray, thisand other settings could be changed according
to your choice. The steps are enumerated herewith:

1. Right click onthe desktop, click ‘ Properties’ in the appearing popup menu.

2. Inthedialog box that appears, click on the‘Appearance’ tab asshownin Figure 2.30.

Figure 2.30: Changing Appearance 29
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=+ NOTE

Cursor refers to the
continuously blinking bar
appearing at the latest
typed character in
applicationswheretext is
typed e.g. Notepad, MS
Word etc.
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3. Click onthesmall down arrow just below theword * Scheme’ and sel ect the scheme
of your choice and then press OK.

Changing the Desktop Effects

Effect tab ismeant to set theiconsfor system objects on your desktop and other effects.
Following are the steps, which show how to vary the icons for system objects on the
desktop.

1. Inthe effects tab, select the particular desktop icon you want to change. Look at
Figure2.31.

2.  Click the change icon button. The change icon dialog box appears. The file name
text box displays the particular file containing the icons. Select an icon and then
choose OK.

3. If you want to use an icon from elsewhere, click on the Browse button and search
for other files containing thoseicons.
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Figure 2.31: Changing Effects
Changing Mouse and Keyboard Properties

The mouse and keyboard could also be modified according to your choice. The mouse
pointer (mouse arrow) could be chosen from a variety of different pointers. Similarly,
keyboard settingswould include speed of printing acharacter when it is pressed without
releasing and the speed of blinking of the cursor.

Mouse Properties

The steps for changing the settings for mouse and keyboard are as follows:



Pressthe‘ Start’ button, point to settings, and then click on ‘ Control Panel’.

Double click on ‘Mouse' to change its properties. The Mouse Properties window
which appearsisillustrated in Figure 2.32.

3. Press OK to exit.

Button tab: In the mouse icon window, select the buttons tab. In thistab, you can swap
the mouse buttons and adjust the double click speed.

Figure 2.32: Changing Mouse Button

Pointer tab: Pointer tab is used to change the mouse pointers. Select the pointer shape
asyou seein Figure 2.33 and you want to change and then click on browse button. It will
display you a list of pointer shapes. Select a particular shape and then click on open
button to open the file. In the default dialog box, click on apply button followed by OK.

Figure 2.33: Changing Mouse Pointer

Windows| nterface
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Understanding Motion tab: In the motion tab of the Mouse Properties dialog box, one can change the
Computer Applications pointer speed and add a pointer trail to the pointer. Figure 2.34 illustrates the motion tab.

Figure 2.34: Changing Mouse Motion
Keyboard Properties

Similarly the settingsfor keyboards could be changed by doubleclicking on‘Keyboard' in
the ‘Control Panel’. The Keyboard Properties window is shown in Figure 2.35.

Eevulsome Fiogilyes

32 Figure 2.35: Changing Mouse Speed



Changing Regional Settings
Changes how numbers, currencies, date and time are displayed.

1. Goto'Control Panel’ and open the Regional Settings Propertiesdia og box asshown
inFigure 2.36.

2. OntheRegional Settingstab, click the name of the region whose date, time number,
and currency format you want to use.

Figure 2.36: Changing Regional Settings
Changing Printer Settings
The settingsfor the printerstoo could be easily changed through the control panel. Apart

from adding or removing aprinter from the computer or the network, other settings could
be changed.

Adding a new Printer
1. Goto‘Control Panel’; doubleclick on ‘Printers'. The printers window is shownin
Figure2.37.

2. Doubleclick on‘Add Printer’ to add a new printer.

Figure 2.37: Adding Printer

Windows| nterface
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Changing other settings
1. Right-click theicon for the printer you are using.

2. Click ‘Properties’. The settings you can change depend on the type of printer you
have.

3. Click the different tabs to see all of the options you can set.

29 LET USSUM UP

In this unit we introduced various components of windows like Desktop, Start button,
Start menu, Tool bar, Windows online help, My Documents, My computer, Recycle Bin
and their functionalities. We al so explained how to work with multiple windows. Thisunit
al so talks about control panel, which helps the user to customize his computer setting.

210 CHECK YOUR PROGRESSEXERCISE

1. How aprinter is setup?

2. What isthe use of acontrol panel?
3. What do you understand by the term recycle bin?

2.11 ANSWERSTO CHECK YOUR PROGRESS
EXERCISE

1. A printer is set up by double clicking on Add printer option and following the
instructions on the screen.

2. A control panel holdsagroup of toolsthat help to change the S'W and H/W settings.

3. Recycle bin is an area which usually holds deleted files until it reaches a user
configurable percentage of adisk’s capacity. At that point it discardsthem. It can be
opened up to restore something which had been thrown away earlier.



