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NEW COMPUTER JARGON
OPEN A WINDOW

Windows are opened when software is accessed.  For example: when a web browser is accessed a new window appears on screen.

CLOSE A WINDOW
Close a window with the X symbol in the top-right corner of the window. 

COMPUTER

A machine for storing and processing information.

CLICK

Pressing the mouse button is called “clicking”.  Move the on-screen pointer using the mouse.  You can click on things to select or move objects on the screen.
DESKTOP

The work space on a computer screen – you can think of it like a real desk

GOOGLE

Google is a website.  Google is a website that helps people find other websites.

HARDWARE

The physical parts of a computer system.  Includes the system box, cables, keyboard, mouse, screen, printer.

ICON

An symbol on the desktop.  Used to access things quickly.

KEY

A keyboard is made up of keys.

KEYBOARD

Type things using the keyboard. A way to enter information into the computer.

LINKS

Links are used to move from one webpage to another.

LOG IN

To access a computer system you must login using a username and password.

LOG OUT

When you have finished using a computer you must log out to keep information secure.  The opposite of login.

MOUSE

Use the mouse to move and select things with the on-screen pointer. 

MOUSE BUTTON

There are 2 mouse buttons .Use the left mouse button to select things with the on-screen pointer.

OPERATING SYSTEM

The operating system is the central software on the computer that provides a way for people to use computer hardware.
ON-SCREEN BUTTON

Used to confirm choices. Use the mouse and the on-screen pointer to Click on a button.

PASSWORD

A secret code that is used along with a username to login to a computer system

PRINTABLE VERSION

A simpler version of a webpage suitable for printing on to paper using a printer.

PRINTER

A piece of hardware connected to a computer or computer system.  Enables people to transfer things from the screen on to paper.
PRINT

To use a printer to transfer on screen information on to paper.

SCREEN

A piece of display hardware that allows people to use visual computer interface.
SOFTWARE

Software allows people to do useful things with computers.  Computers with no software are useless.  Examples of software are Web browsers, Word processors, Games, Accounting software.

START BUTTON / START MENU
The start button is in the bottom left corner of the screen.  Clicking on the start button opens up the Start Menu.
USERNAME

A name given to a computer user.  A username is used with a password to login to a computer system.

WEB BROWSER

Software that allows people to access websites.

WEBPAGE

Websites are made up of web pages. A web page is a single page of information within a website.

WEBSITE

A website is a set of web pages that are joined together.  Web pages are joined to other pages with links.

Websites are a type of media. They have many uses including spreading information, providing information services or promoting products.
Every website has a web address.  You will have seen them in lots of places.  For example: www.bbc.co.uk or www.toyota.co.uk or www.jobcentre.co.uk 

WINDOW

An on-screen rectangle shaped area that is used for a particular purpose. Windows can be opened and closed.  For example when you start web browser software a window is opened. A web browser can be shut down when the window is closed
WORD PROCESSOR

Software that is used to create documents such as letters, notices, CVs.
Mouse Terms and Techniques 
	Point
	By moving the mouse; you can guide the on-screen pointer to any where on the screen. 

You move the pointer so that you can “Point” to an on screen item that you want to use. 

	Click
	Click always means a single left-button mouse click.  You can “click” on lots of different things on the screen. 

When you click on an item on the screen; you are telling the computer that you want to use or change that item in some way.

First you must use the screen pointer to point to the item. Press and release the left button quickly but gently. The mouse button makes a click sound. 

	Double Click
	Most times, a single click is all that you need to use, but double clicks are used to “open” items. A double click is almost the same as a click, except you quickly click the left button twice. Be careful not to move the mouse as you do it. If you find it difficult you can click the left button once and then press the Enter key.

	Right click
	This is used to gain access to shortcut menus. A shortcut menu can be used to carry out an action quicker. When you right-click on an item, a shortcut menu appears containing the most used commands related to that item.

	Scroll
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Sometimes the screen isn’t big enough to contain all the information. Look for the scroll bar on the right side edge of a window.  Click on the arrows or drag the elevator to reveal things that can’t fit on the screen.  

	Drag
	Place the mouse pointer “above” the item you want to drag.  Then hold down the left button and move the mouse until you have dragged the item to its new location.  (See drop.) 

	Drop
	Release the left button and the dragged item will drop at the new location. 

	Highlight
	Move the mouse pointer to the screen area you wish to highlight.  Hold down the left button and drag the mouse over the area you want highlighted.  The screen area will become highlighted, and then release the left button after the selected area is highlighted.  You can then modify, cut, copy, paste, or delete this area. 


Microsoft Windowstm  Terms and Techniques
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Icons

	An item most often seen on the desktop.
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Used to as a shortcut to open a program or document with a double click.

	Buttons
	Some buttons issue an instruction to submit, cancel or confirm things.  For example, Yes, No, Cancel, Save, Open.

Also found arranged in rows or grouped together in “toolbars”. 

Clicking on a button issues a command to the computer.

	Desktop
	After starting up the computer and logging on to Windows you will be presented with the desktop. It covers the whole screen. 

It will have some icons on it. 

Along the bottom of the desktop is the taskbar. 

	Program

Application

Software
	Software is what you use to actually do something useful with computer.

An application or program is a particular software tool designed for a specific purpose. 

Examples of applications:

Microsoft Word – used to produce written work such as letters

Internet Explorer – used to access the web and internet

Windows Media Player – used to listen to music or watch video

Sage Line 50 – used to record bookkeeping and accounts

	Menu


	A menu is a vertical list of commands. Standard menus can be accessed by clicking on one of the menu titles in the Menu Bar. 

If you right-click on any screen item you can gain access to a shortcut menu. 

A shortcut menu will provide a list of commands that are related to that item. 


	Window
	On modern computers, you can do many things or tasks at the same time. 

Each task might make use a different software application.  

To help you with this, the screen can be divided in to parts - called windows. Each window can be used to carry out a different task. (i.e. a window for an email program, a window for designing a notice in a word processor application) 

Each window is rectangular and has some standard parts.(see below)

	Title Bar
	Along the top of each window is the title bar. (usually coloured blue)

It will tell you the window’s title. The title can be the name of the program or application and often the name of the piece of work you are currently working on.   
You can move the window to a new position on the screen by dragging the title bar to a new position.

If you have several windows open. Clicking the title bar makes the window active. 

	Windows Buttons
	Every application window has a group of 3 buttons in its top-right corner (in the title bar).  The 3 buttons are used to change the window. (Explained below)

	1. Minimize
Button
	The minimize button is the left most of the Windows Buttons.

It looks like a minus sign or underscore.  Click this button and the window will be minimized. 
When a window is minimized it is temporarily removed from the screen and placed in a button in the Taskbar at the foot of the screen. To restore the window you must click on the taskbar button.

	2. Maximize
	A window can occupy a part or the whole screen. If you click on this button the window switches between those two states.

	3. Close
	It looks like an X. Click this button to close the window. 

When you close an application window you will usually be shown a reminder to save your work.  Unless you save it, once the window has closed, your work will be lost.
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Menu Bar
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Just under the title bar is the menu bar.  It looks like a row of words beginning with File, Edit, and View.  Each word is a called a menu title. Clicking on a menu title will display a menu of commands.



	Toolbar
	A toolbar is a group or “bar” of clickable buttons that all relate to a similar set of functions. They provide a quicker way to perform the most commonly used menu commands. They usually appear near the top of a window, below the menubar.

For example; a word processor will include a “formatting” toolbar, for quickly changing the appearance of text.  

	Status Bar
	A status bar, usually at the bottom of the screen, displays information and details about the window or program. 

	Start Menu
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Always located at the bottom left of the screen. 

Click the start button and a series of menus will appear.  Used for launching programs that don’t have an icon on the desktop and also to gain access to things such as the control panel and document folders.

	Task Bar
	Located along the bottom of the screen. This is the bar that the start menu is on.  
A new button will appear on here every time that you open a new application or program window.

The buttons are where windows are minimized too when you click a window’s minimize button (see above)

If you click on a button on the taskbar, the corresponding window on the screen will be hidden or revealed.


Introduction to Windows

The Mouse

You use the mouse as a pointing device to give instructions to the computer. This is done using 4 basic actions:
	1
	Pointing
	Using the screen pointer to move to an item.

	2
	Clicking
	Press & release left mouse button once.

	3
	Double clicking
	CLICK left mouse button TWICE quickly.

	4
	Dragging
	1. Place the  pointer over the object to be moved,

2. Press & hold down the left mouse button

3. Keep holding the button as you move the object with the mouse

4. move the object to the new place on screen

5. Release the left mouse button to drop the object


Windows Desktop
The desktop is what you see a few seconds after you successfully log on to a computer. Some things you will see on the desktop screen are:

Desktop Icons

	[image: image1.png]£
]

Mirasoft Office
word 2003




	A quick and easy way to open programs or documents. 

To open a program, move the mouse pointer over an icon then double click the left mouse button.


Taskbar

The long rectangle along the bottom of the desktop screen. 

From left to right it shows:

[image: image2.png]start




Start button (bottom left of screen)
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Shortcut icons for quick launching of programs (near start button)
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Buttons for open & minimised programs (along bottom of screen)
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 The clock 

(both bottom right)
Working with Windows
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   A  WINDOW
· Windows
These appear when you start Software programs (like a web browser or word processor).  Windows can be moved and resized.  

More than one window can be opened at once. Each window can contain different work.
· Title bar
You find these along the top edge of windows. 
A title bar tells you the name of the software program, or the name of the work within that window.
You can drag (move) a window.  Put the mouse pointer on a window’s title bar, hold the mouse button down, then move the mouse.  
If you have several windows open, you can click on a window’s title bar to activate that window.
At the right end of the title bar you will find up to 3 button controls. (see page 5)
· Menu bar  
These are located below title bars.
A menu bar is a horizontal list of menu titles. Usually the first menu at the left of the menu bar is called FILE. 
When you click on a menu title a list of instructions or commands will be shown to you. You can choose a command to give to the computer by clicking on one.  

For example: PRINT or SAVE 
· Tool bars  
(You may no have used these yet)

You will find these just below the menu bar.  They contain lots of shortcut icon buttons. 
You can use them to quickly do the most common things in a program such as printing or saving in a word processor or going back to a previous page in a web browser.
· Scroll bars
You will find these along the right and bottom edges of windows and work areas.

Often when you are viewing or creating something it will not fit completely on screen.  

Scroll bars allow you to deal with this problem. 

They are used to move up and down or left and right to see all the parts of a document or piece of work.
Window Buttons
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	1
	Minimize button 
	Right of title bar, line icon.  To reduce size of window.  Minimised into Taskbar.


	2
	Restore / Maximise button  

	Right of title bar, square icon.  To decrease/increase size of window.

	3
	Close button 

	Right of title bar, X icon.  To close window.


Help
· Use help to find answers to questions about software

· Can be opened from:

· Start Menu
· Use a ? icon

· Help menu in Menubar

· Press F1

The Web

In your life you will have experienced various media such as:

· Books

· Newspapers

· Magazines

· Radio

· TV 
The web as just another form of media.

The Web or World Wide Web (www) is the name we use to describe all of the websites across the whole world.
You can look at or browse websites based in the UK such as the BBC, Wolverhampton City Council website or The British Museum.
Just as easily you can browse websites that based anywhere in the world

for example:

· the NASA or White House websites in the USA 

· or The Times of India Newspaper in India

· 2010 Football World Cup Website in South Africa 

When you use the web you will be looking at webpages on websites.

You can think of a website as like a book and the webpages are like pages of a book.

The main difference between using a book and using a website is the way that you get to the information you want.

FINDING SOMETHING IN A BOOK

Using a book is very natural because you have been using books since you were a child.
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When you want to find something in a book you:
1.  Find  the contents page at the front of the book or index page at the back

2. On the contents or index page; look for the subject or word that matches what you are looking for. 

3. make a note of page number listed next to the item

4. Flick through the pages until you get to the page number that was listed.

Webpages are just like pages in a book. Pages of a book have information to look at. The big difference between pages in a book and webpages is the way that you get to pages.

When you want to find something on a website:
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Start from the homepage – this is the start page – the page you will usually arrive at when you visit a website. 

2. On the homepage, look for links…
You can locate links by looking for these things:
LISTS – these usually help you access different sections of the website.
· Vertical lists of words (Often at the left or right side 

· Horizontal lists of words (usually at the top or bottom of a webpage)
· Underlined words in the middle of sentences

· Words in the middle of a sentence that are in a different colour to the rest of the sentence. (often blue but can be any colour)
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If you are not sure if something is a link, you can move your mouse pointer to rest above the item.
If the pointer changes to a hand shape with a pointing finger then you know for sure that it is a link.

3. Find a link that looks or sounds related to the information you are looking for. Links often have names that describe categories, sections, subjects or themes.

4. Click on the link and you will be taken to a webpage containing further information related to the name of the link.

Using more links

On the new webpage you may find the information you want.

You may also see more links to access more specific information. 
You may need to click on several links before you find the exact thing you are looking for.

Stepping back

Sometimes you will realise that the webpage that you are reading does not have the information you want and you can’t see any links that would be useful to your search.

You may need to go back to the page you were on before.

To step back to the webpage you were previously on you can use the browser’s “go back” button. The “go back” button is usually a left pointing arrow in the top left corner of the browser window. 
An icon





An example of a standard menubar
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