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eTutorial to Windows Basics 

 

Windows Inside Windows  

Be careful not to confuse the name 
of the Windows OS with the 
common term “window.” The 
lowercased term “window” is a 
display of information on your 
monitor that pops up when you 
open an application, document, or 
folder. All open files, folders and 
programs are viewed through their 
own window. The uppercase 
Windows refers to the operating 
system.  

Before you get started in Windows, relax!  

Windows is a computer operating system 
created for its ease of use. You have more 
than one way to communicate with your 
computer: with your mouse, with your 
keyboard, or with any combination of the 
two. Voice recognition technology is 
improving and there may soon come a 
time when you can easily communicate 
with your computer just by speaking out 
loud. So remember: There is always more 
than one way to perform a particular 
function or find a particular file.  

This tutorial covers the basic ways you maneuver about your computer using 
the Windows Operating System. An operating system (OS) is the software 
that controls your computer’s functions.  

With some experience, you will discover the various shortcuts that exist for 
your convenience. Over time, you will organize your own computer and 
create the shortcuts that best suit your particular wants and needs.  

You can skip over this tutorial if you already feel comfortable with the 
following:  

• Starting and shutting down your computer  

• Finding items on your Windows desktop  

• Using the Start Menu to launch programs  

• Finding Help in Windows  

• Opening and closing a program in Windows  

• Adjusting the size of your windows  

• Minimizing and maximizing your windows  

What do I see when I start my computer?  
The process of starting your computer is called booting up. This process 
begins when you press the power button, and it includes a series of 
automated functions that prepare the computer to follow your instructions. 
You will see four different objects, in sequence, while your computer boots 
up:  

• First you will see the Windows logo with a scrolling progress bar across 
the bottom.  
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• Once that clears, you may be prompted to press three buttons on your 
keyboard at the same time—CTRL+ALT+Delete. This is a security 
measure sometimes added to computers to thwart automated hacking 
mechanisms. If prompted to press CTRL+ALT+Delete, please do so.  

• Next you will see a dialog box. Displaying a dialog box is the 
computer’s way of asking you for important information. In this case, 
the dialog box prompts you to type in your login name, a password, 
and any network domain names (if you are logging into a network). 
Please oblige.  

Finally, you will be presented with your desktop.  Now you are ready to 
begin.  

What is the desktop?  
The Desktop is the place from where you begin all of your computer work 
(once you’ve booted up and logged in), and the place you end up before 
shutting down your computer. It’s the jumping off point to a world of 
computer activity. Think of your computer desktop as your primary 
workspace, much like your desk and file cabinets might be at home or in the 
office. Like most other critical areas of your computer, the desktop can be 
customized for your particular needs and preferences. In time, you will learn 
how to rearrange items for ease of use and to create your own set of 
shortcuts to regularly-used programs and files.  

 

The Desktop has two main components:  

• The taskbar   
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Icons  

An icon is any picture that 
represents something. On your 
computer, an icon is any picture 
that represents a file, program, or 
function. 

• Desktop icons  

Though the Desktop icons will be of 
importance to you later as you learn to 
organize and manage your computer, the 
taskbar is the portion of the desktop most 
critical for basic navigation.  

The taskbar has four major components:  

• The tray status area  

• The Quick Launch toolbar  

• The taskbar button area  

• The Start button  

The tray status area always contains a minimum of two items—a loudspeaker 
icon that can be used to quickly adjust your computer’s volume level, and the 
current time. Because your computer is completely customizable, it is 
possible that your tray status area may contain additional icons—in time you 
may want to tailor this portion of the taskbar to your personal needs.  

 

The Quick Launch toolbar is another customizable area of your computer. It 
contains icons that allow you to open a chosen program simply by clicking on 
them—including one icon (the one that looks like a desk pad) that allows you 
to view your clean desktop at any given time.  

 

The taskbar button area contains buttons that indicate which windows are 
open on the desktop. All buttons in Windows appear recessed when in use, 
and raised when not in use.  

And finally, the Start button is also on the taskbar. For 
purposes of this lesson, the Start button is the most important 
part of the taskbar. Clicking on the Start button causes the 
button to appear recessed (as though you’ve pushed an actual button) and 
the Start Menu to appear.    

What is the start menu?  
Press the Start Button and view your Start Menu.  

 

The Start Menu contains an important list of commands, the use of which 
direct Windows to perform all critical actions, including running various 
programs, customizing your desktop, and shutting down your computer. 
Some commands on the Start Menu are followed by a right arrow—pointing 
to these commands will open a submenu. (When you point to a command in 
any given menu or submenu, that command appears highlighted). Other 
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commands (like Run and Shut Down) are 
followed by an ellipsis (…), indicating that more 
information will be given or required before 
executing the given command.  

In the beginning, you will return to the Start 
Menu to perform most computer functions and 
to open programs and files.  In time, you will 
learn alternative routes for performing these 
tasks, and will create your own time-saving 
shortcuts.  

As with all menus in Windows, if you wish to 
close a menu, point to an open area of the 
desktop and then click on that open area.    

How do I adjust my windows?  
Like everything else on your computer, the 
appearance of any window can be changed to 
suit your needs. You can minimize a window, 

maximize it, resize it, move it, or close it.  

A Title bar sits atop every active window. The top, left-hand corner of the 
Title bar consists of an icon and the name of the particular window.   

 

The top, right-hand corner of the title bar always contains three buttons. The 
left-most button is the Minimize button. The center button is the 
Maximize/Restore button. The right-most button is the Close button, 
which we will discuss in a separate section below.  

How do I minimize a window?  
 The biggest reason to minimize a window is to avoid clutter on your 

desktop.  Avoiding clutter helps you 
remain organized, by preventing you 
from getting confused about what 
you are working on, and by removing 
from sight all items that are not 
immediately relevant.  Minimizing a 
window also prevents prying eyes 
from reading private documents over 
your shoulder.  

To minimize a window, click the 
Minimize button. The window that 
you minimized will no longer appear 
on the desktop, but the window’s corresponding button located in the taskbar 
button area will remain where it is, appearing raised instead of recessed. It is 
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important to remember that a minimized window is not a closed window. 
Your minimized window is still open, it’s just hidden from view. When you 
click the requisite button on the taskbar, the window will be restored to the 
exact size and position it was before you minimized it.  

How do I maximize a window?  
 All of the information you want to view may not fit on the screen. 

Maximizing your window to occupy the largest possible amount of screen 
space ensures that you see as much of the data as possible without having to 
scroll horizontally or vertically through a window. Many websites and 
applications will still require that you scroll vertically, but most objects fit 
horizontally in a maximized screen. Seeing as much of the object as possible 
can save time and prevent frustration.  

To maximize a window, click the Maximize button. The window that you 
maximized now fills the entire desktop screen. When a window is maximized, 
the Restore button   replaces the Maximize button on the title bar.  Clicking 
the Restore button returns the window to the size it was before maximizing.  

An alternative way to maximize an active window is to double-click the title 
bar. Once the window has been maximized, double-clicking the title bar can 
take the place of clicking the Restore Down button.  

How do I resize a window?  
Resizing is a very handy skill and has multiple uses. You might 
resize so that you can see multiple windows at once—this is 
helpful if you’re copying data from one document to another. If 
you want to show several windows or documents on your screen 
at the same time, you can resize them to whatever proportions 
you want.  

Point to the lower, right-hand corner of any active window that is not 
maximized. Your cursor will change to a two-headed arrow. Click on the 
corner and drag the cursor left or right and up or down until the window 
looks the way you want it to. The border of the window will expand or 
contract according to your movements. When you release the mouse button, 
the window will grow or shrink to fill your new border.  

You can also resize a window just vertically or just horizontally by clicking 
any one of the window’s four borders. Again, your cursor will change to a 
two-headed arrow that can then be clicked and dragged in one of two 
directions to change the size of your window.  

How do I move a window?  
Moving a window allows you to see, and ultimately use, whatever may lay 
behind it on your desktop. In conjunction with resizing, moving a window 
allows you to view multiple windows at once and position them next to each 
other in the most useful manner.  
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To move any active window, click on the title bar and drag your mouse in the 
direction you want the window to move. The border of the window will move 
with your cursor. When you’ve found a position you like, release the mouse 
button and the entire window will move to your designated location on the 
screen.  

How do I open a window or program?  
Starting and launching are alternative ways to talk about opening a program 
in Windows. The most basic method for opening any given window or 
program is to use the Start Menu. Click the Start button. On the Start Menu, 
point to the Programs command, and a submenu will open. Click on the 
name of the program you want to run. A new window will open and a 
recessed button will appear in the task bar button area.  

 

Another way to open any given program is to use the icons on your desktop. 
(If a program or document that you use often does not have a desktop icon, 
you may eventually want to create one. This can serve as a useful shortcut, 
saving you the time of scrolling through menus to find objects that you need 
regularly). Simply double-click the appropriate desktop icon and the program 
window and recessed button will appear.  

How do I close a window/program?  
 Closing a window is the equivalent of quitting that particular program or 

document.  Be sure that you are done using whatever is in a window before 
deciding to close it.    

In any active window, click the Close button located in the top right corner of 
the title bar in order to quit whatever is being viewed/used. The window will 
disappear and the corresponding window button in the taskbar button area 
will disappear. If you want to close a minimized window, right-click on the 
appropriate button in the taskbar button area. A submenu will appear, 
prompting you to Restore, Maximize, or Close. Clicking Restore will make the 
window reappear on the desktop at whatever size it was before you 
minimized it. Clicking Maximize will maximize the window, despite whatever 
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size it was before you minimized it. And finally, clicking Close will quit the 
window, causing it and its corresponding button to disappear.  

A third way to close an active window is to double-click the window icon in 
the title bar.  

What are the standard menus?  
Whenever you open a new Windows 
folder or program, the top row under 
the title bar will be a menu bar. 

Clicking any one of the items on the menu bar will produce a drop-down 
menu that enables you to perform different functions. Though different 
programs and folders will offer different options on the menu bar, there are a 
few standard options that appear throughout Windows:  

File:  
• New creates a new document within a given program   

• Open opens an existing document within a given program  

• Close closes any open document within a given program  

• Save saves an existing document to the drive of your choice, or create 
a file name and save a new document within a given program  

Edit:  
• Cut deletes a selected word, group of words, or graphic from a 

document  

• Copy saves a selected word, group of words, or graphic to a clipboard 
so that it can later be placed into other documents   

• Paste places a selected word, group of words, or graphic into a 
selected space in a document after it has been copied to the clipboard  

• Undo backtracks and cancels the previous command or action taken  

View: contains commands that allow you to alter how objects appear in any 
given program. This includes allowing you to show or hide particular 
toolbars and adjust page layout.  

Help: depending on what version of Windows you’re using, Help will, at a 
minimum, contain the following three options:  

• Help provides you with a window in which you can search an index of 
topics for any question you may have about the program you are 
running  

• Tip of the Day displays a randomly selected tip or pointer for the 
program that you are using. It also allows you to enable or disable the 
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function that automatically displays a tip of the day when you open 
that program  

• About… tells you what program you’re using and what version of that 
program you’re using    

How do I find more information?  
When in doubt, from the Start Menu, select Help.  

Depending on what version of the Windows OS your computer is running, 
this Help section can have one of several different looks. Beginning with 
Windows 2000, your OS software no longer comes with a huge book filled 
with reference materials. Now this huge book is always at your fingertips just 
by going to the Start Menu and selecting Help. This is an easy to use, easy to 
search portion of your computer that can guide you through everything from 
the basic methods for using Windows (much like those you’ve learned in this 
tutorial) to tougher questions about hardware, configuring printers, and 
getting support to troubleshoot problems you can’t resolve on your own.   

If you’re logged in to the Internet, Help becomes even more useful. When 
online, the Help menu will give you access to a host of Internet resources 
that cover topics at greater length and more depth than those already found 
on your personal computer. Take time to navigate within Help and learn how 
to make this a quick, efficient and useful tool for answering your computer 
questions.  

Mouse clicks  

Here are some of the common mouse commands you will find in Windows.  

Point: Slide your mouse across your mouse pad until the pointer on your screen stops on 
the chosen item on your desktop. This function may also be called mouseover.  

Click: Press and release the left mouse button (usually with the index finger of your right 
hand). Mouse Over/Point and Click go hand-in-hand—you must point to an object before 
you can click it, hence the phrase “point and click.” 

Right click: Mouse over an object and then click it using the right mouse button. Usually, 
when you right click, most Windows programs will open a small pop-up menu called a 
context menu.  

Double click: Click the left mouse button twice in quick succession. It is important not to 
move the mouse while performing this action. Usually, you will double click something when 
you want to select and open it.  

Click twice: Click twice means to click something twice slowly (unlike double-clicking 
which requires rapid succession). One quick way to rename a file, folder, or document is to 
click its icon twice. This will highlight the file or folder name, which you can then retype.  

Drag: Click the left mouse button but do not release it. While still depressing the left 
mouse button, slide your mouse across the mouse pad, dragging the clicked object across 
the screen. Releasing the left mouse button will end the drag action. (You will sometimes 
see this called click and drag.)  
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