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Rights, Copyrights, Trade & Service Marks
Copyright © 2006 Adult Life Training, Inc. All rights reserved worldwide.
The “We Recycle Lives” slogan, “Heart in Chasing Arrows” symbol, and “Basic Training in Computer Science” are
trademarks of Adult Life Training, Inc. Other trademarks are the property of their respective owners. For use
information please contact customer service, Adult Life Training, Incorporated, at: info@alt-fw.org.
Copyrights, trademarks, and service marks may be claimed by various entities. By way of example, but not by way
of limitation, the word “Windows” when used in reference to a computer program is claimed by Microsoft
Corporation. Sun Microsystems and other entities might also claim rights in one way or the other. We are not in a
legal position to know with certainty who really owns what, with the exception of our own marks and copy, and
representations made in materials shipped with programs referenced herein. It is our best and sincere intention to
give proper credit to all to whom credit is due.
OpenOffice is a copyrighted work owned by Sun Microsystems, Inc. OpenOffice was built with contributions from
the OpenOffice.org community, of which Sun Microsystems is the founding member. OpenOffice is a free work
distributed under the Open Source license agreement and is similar to the for-profit office suite “Microsoft Office.”
Microsoft Office is a copyrighted work owned by Microsoft Corporation.
Linux is a copyrighted work owned by Linus Torvalds. Its source code is freely available to everyone under the
GNU General Public License. Free BSD is a copyrighted work owned by the Regents of the University of California
and distributed under the GNU General Public License. Both are available for free within terms which the general
public usually meets. They also contain a standard “XWindows” graphical user interface (GUI) that is very similar
to the for-profit “IBM OS/2,” “Apple Macintosh,” and “Microsoft Windows” GUIs. When we mean Microsoft
Windows we will expressly say so. When we say “windows” we mean the graphical user interface in general, across
all platforms. The GNU General Public License is available as a separate document from
http://www.gnu.org/copyleft/gpl.html.
“Microsoft Windows” in its various forms (XP, 2000, ME, 98, 95 and so on) is a copyrighted work owned by
Microsoft Corporation.
“Apple Macintosh” in its various forms (OS/7, OS/9, OS/x, and so on) is a copyrighted work owned by Apple
Computer Corp.
Other trademarks, copyrights, and service marks are the property of their respective owners.

Notice of racially non-discriminatory policy
The Adult Life Training, Inc. school admits students of any race, color, and national origin and
ethnic origin to all the rights, privileges, programs, and activities generally accorded or made
available to students at the school. It does not discriminate on the basis of race, color, national
origin, and ethnic origin in administration of its educational policies, admission policies,
scholarship and loan programs, and athletic or other school-administered programs."
It is our sincere hope that any organization benefiting from the free use of our materials will
follow the same social philosophy of non-discrimination and open access to all.
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Foreword
This book is written to help you, the beginning computer user, build your first computer
job skills. This book is designed to be used as a step-by-step guide during your practice time
outside of class. In class we use Linux, and you will notice most things work the same, with a
very few differences. This text is written specifically to fit the Microsoft-type systems because at
this point in time they are still the kind you are most likely to encounter at home or in the library.
We have come a long way from where we started some years ago. We have helped several
hundred people and in this revision we have applied that experience to update this text
accordingly. This revision is the first to have an instructor's version available.
You can use this book as a beginning for your computer self-help collection. I hope this
helps!
John Nash, President
Adult Life Training, Inc.
Disclaimer
By using this manual you indicate that you understand and agree that this manual is not to be
construed as professional advice. Seek the appropriate professional practitioner for professional
advice.
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Goals for this module
This module is intended to practice window manipulation skills learned in beginner
class and add multiple window manipulation skills. When you have successfully
completed this module, you should be able to:
1. Easily use all window controls – move, resize, max & min
2. Easily work with several windows open at the same time
3. Cut, Copy, and paste between windows

Prerequisites
You must have successfully completed the beginner class before taking this
class.

Background
One of the strengths of the Graphical User Interface (GUI) is the ability to
use several programs at the same time and move information between them. The
computer represents such programs as boxes on the screen commonly referred
to as “windows.” The ability to function in this work environment is primary to
contemporary computer work. This is a fundamental skill which must be
mastered.
You have already experienced the basics for this module through the
Beginner computer course, Working Windows. You have already learned how to
open a window, move, resize, minimize, and close a window. In this module you
will revisit and amplify those skills until you can easily work with several windows
at the same time. The majority of the content of this module is practice, practice,
practice!
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One window: A review

Open – Double Click on Screen
Double click the My Documents (Microsoft) or your Home (Linux) Icon to open a window.
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Open – Main Menu / Start Menu
Open the Free Cell Solitaire game by using the main menu. In Microsoft this is START, then
PROGRAMS, then GAMES, then FREE CELL SOLITAIRE. In Linux this is APPLICATIONS, then
GAMES, then FREE CELL SOLITAIRE.

Open – Launchers on the Task Bar
Open the Internet Browser by clicking its launcher ONE time. Do not double click a launcher: only double
click desktop icons.
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Parts of a Typical Window
The blue bar at the top of the window that has the title of the window in it is called the Title Bar. To the
right of the title bar are three buttons for controlling the window: a dash, a square, and an X. At the
bottom of the window is the status bar. At the bottom of the desktop (usually) is the Task Bar, where you
see the program short cuts (Launchers) and a rectangular bottom for each open window. Task bar buttons
have the same words on them as the title bar in the window that they control.

Close
The top right button is an X. Clicking it closes the window.

Maximize
In the upper right corner of the window, to the right of the title bar, are three buttons for controlling the
window. When the window is not already maximized the second button will be a picture of a single
square. Click the square to maximize the window.

Un-Maximize
In the upper right corner of the window, to the right of the title bar, are three buttons for controlling the
window. When the window is maximized the second button will be a picture of two overlapping squares.
Click the squares to un maximize the window.

Minimize – Minimize Button
In the upper right corner of the window, to the right of the title bar, are three buttons for controlling the
window. When the window is visible on the desktop click the dash to remove the window from the
desktop (to Minimize it).
Copyright © 2006 Adult Life Training, Inc. All Rights Reserved.
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Un-Minimize/Minimize – Task bar
When the window is minimized, click its button on the task bar to un-minimize (restore) it. When the
window is visible on the desktop click its task bar button to remove the window from the desktop (to
Minimize it). Click the button again to restore it to the desktop.

Move
Be sure the window is un-maximized (not full screen) and resize it to about 1/4 th the size of the desktop.
Grip the title bar and drag to move the window.
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Resize - Side
Move the sharp tip of the cursor arrow that you stab things with until it is exactly on the thin black line that
outlines the border of the window. When the arrow changes to a double arrow, click and drag the side
border (left or right) to resize the window.

Resize – Top / Bottom
Move the sharp tip of the cursor arrow that you stab things with until it is exactly on the thin black line that
outlines the border of the window. When the arrow changes to a double arrow, click and drag the top or
bottom border (up or down) to resize the window.
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Resize – Corner Grip
The bottom corner of the window has diagonal lines to form a larger surface to grip than the thin line that
forms the outline of the window. Click and Drag the grip to resize the window both height and width
simultaneously. This action actually works on all four corners, but it is easiest to do with the grip in the
bottom right corner.

Practice – Caterpillar Game
The instructor will lead you through the caterpillar game to practice your window resizing skills. If you will
do this drill for about five minutes you will quickly learn how to effortlessly resize a window. It looks like a
caterpillar crawling around the screen if you can do it fast enough. This drill is to practice resizing the
window.
1. Start with a single window in the bottom right corner of your desktop, with about 1/4” space
between the edge of the window and the end of your screen. All of the window should be on the
screen, just in the bottom right corner.
2. Resize the top of the window up until it is 1/4” from the top edge of your desktop. This means the
window is now about as tall as the whole desktop, but the same width as when it started.
3. Resize the bottom of the window up until it is the same size it was before. However, now it is
situated in the top right corner of your desktop, not th ebottom right corner.
4. Proceed around the screen in this way. Next resize the left edge of the window to the left side of
the screen
5. Then resize the right edge of the window to catch up with the left edge.
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6. Next resize the bottom edge down to the bottom of the screen. Then resize the top edge down to
catch up with the bottom edge. Now your window is in the lower left corner of the desktop.
7. Finally resize the right edge of the window until it is back where it started, and resize the left edge
to match. Now your window is back where it began.
A picture example of this game is shown below.

1
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Multiple Windows
Open – Double Click on Screen
Double click the My Documents (Microsoft) or Home (Linux) Icon to open a window. Double click the
Recycle Bin (Microsoft) or Trash (Linux) Icon to open an other window. Notice there is one button for
each window on the task bar. Open the Free Cell Solitaire game again using the main menu (Start
button). With the windows NOT maximized, resize each one so they can all be seen, but with some
overlapping parts.

Switch To Window – Desktop
Notice the three windows above. Two windows are partially covered by the one on top. The title bar on
the top, or active, window is a more vibrant color than all the other windows. The active window will
appear to be on top of the other windows. Use the mouse to click any visible part of a window to make
that window active. I won this game.

Switch To Window – Task Bar
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Notice that on the task bar there is a button for each window. Click the task bar button to change to a
window. Remember, if the window is already active, clicking its task bar button will minimize it. Clicking
its task bar button again will restore (un-minimize) it. The task bar button for the active window will
appear to be pushed in, while the others will not. Solitaire is the active window in this illustration.

Switch To Window – ALT-Tab Shortcut
You can switch windows even more quickly using the ALT-TAB keys. Press and hold down the ALT key.
While still holding the ALT key, touch and release the TAB key. A small box will open in the middle of the
desktop with an icon for each window as soon as you touch and release the tab key. You are still holding
down the ALT key. Press and release the TAB key again, and again. I hold ALT with my left thumb and
press and release TAB with the second finger on my left hand.

Notice what happens in the little box as you press and release the TAB key. Holding down the TAB key
causes the tab to rapidly repeat and the little box looks like a roulette wheel. This is not productive – just
press the tab key until the window you want is marked in the little box, then stop. NOW you may release
the ALT key. The computer switches to which ever window the little box had highlighted when you release
the ALT key.

Practice - The Boss Game
The Boss Game is used to build expertise in switching windows. After playing this game for several
minutes, you should see a marked improvement in your ability to switch windows accurately and quickly.
There is something about the artificially induced panic in this game that aids learning remarkably.
The game scenario is that your boss is telling you what files s/he wants moved in your My Documents
window. Your boss must be there for you to know what s/he wants you to do, but distractions, such as
phone calls, keep pulling your boss away from you. You can't work without your boss.
Copyright © 2006 Adult Life Training, Inc. All Rights Reserved.
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Of course, you would not want your time to be wasted while you wait for your boss to return, so you also
have a solitaire game going. Equally obvious, your boss will not be happy if s/he finds that you have
been playing a card game on company time. If you get caught, once or twice, you get warned. If you get
caught three times it is game over.
The object of this game is to switch windows quickly and accurately. If you are not fast enough, you get
caught. If you are on the wrong window, the boss will see. One person is the boss. That person says “The
boss got a phone call.” and may even leave the room. You then switch to the card game. Unexpectedly
and suddenly the same person will say “You hear footsteps, Here comes the boss!!” and you must
immediately switch back to the My Documents window. If you take more than a second or two, you get
caught. The “Here comes the boss!!” should be as unexpected as possible and always at the least
opportune moment, such as when you are deeply concentrating on which card to move.
You can switch windows three ways. For this game, since it would be rather obvious you were playing
cards if the card game was visible, all windows should be maximized (full screen) so that only one
window can be seen at a time. Clicking on the desktop is therefor not a viable means to switch windows
in this game. You can click on the task bar buttons, or use Alt-Tab to switch. Alt-Tab will be much faster.

Review and take the test
Instructor – review the material now with the class by going through each test item and asking if
there are any questions. Then, have the students take the test.
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Certification Test for CS 11.0 Multiple Windows
Review these to test your abilities in these areas in preparation for the certification test.
[ ] Open a window
[ ] Resize the window height and width (individually and then simultaneously)
[ ] Minimize and Restore the window
[ ] Maximize and Un Maximize the window
[ ] Open two more windows
[ ] Upon command, switch to specified window using the task bar and mouse
[ ] Upon command, switch to specified window using the tab key
[ ] Upon command, switch to specified window using the desktop and mouse

Name : ______________________________________
Address: ____________________________________
City, State, Zip: _________________________________
Phone: ______________________
Today's Date: _____________________
Instructor: ________________________________
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