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Windows 8 Level 1 - Introduction  

Welcome to PCM Courseware!  PCM Course is a distinctive, flexible system for an 
instructor-led environment that facilitates learning via auditory, visual and hands-on 
experiences by each student.  The manual is broken down into several lessons with 
each lesson subdivided into several sections.  Each section covers a particular skill or 
concept related to the main lesson topic.   In each section you will find: 

1. A brief introduction to the section concept 
2. Step-by-step òhow toó instructions 
3. A hands-on òLetõs Try Itó exercise which the students performs with the 

instructor 
4. An independent òOn Your Ownó activity at the end of each lesson to 

identify any problem areas and to ensure that learning has taken place. 
5. A chapter summary at the end of the lesson, reviewing major concepts and 

topics discussed in the chapter. 
6. Chapter quiz to ensure that learning has taken place. 

Rather than having to sift through blocks of paragraphs of written text, the 
introductions are brief and easy to understand, illustrated with diagrams, lists, tables 
and screen shots to aid in comprehension and retention.  The step-by-step format of 
the manual enables for quick scanning by the instructor during teaching time and the 
ability to pull out the main points quickly without having to filter the desired 
information from chunks of text.   

Course Requirements  

This course assumes no previous experienced with personal computers, using a 
mouse or the Windows operating system.  These concepts will be covered during 
this course. 

A full installation of Windows 8 should be available on each desktop, with a fresh 
installation strongly encouraged.  In order to complete some of the lessons in the 
òUsing Internet Toolsó chapter, an active Internet connection is required. 
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Components of the Manual  

The Windows 8 manual contains the following components: 

A Table of Contents To allow the students to quickly find desired concepts 

Introduction  Discussion of manual components, course requirements, 
courseware philosophy and training lab set. 

Lessons The lessons are the manual chapters, each of which is 
composed of several sections relating to the lesson topic or 
skill. 

Sections Each section begins with a brief introduction to the section 
topic and is followed by step-by-step instructions on how 
the student is to accomplish a particular task.  The students 
then perform the task with the instructor in a òLetõs Do It!ó 
exercise.  Each step in the Letõs Do It exercise provides the 
How (step-by-step) and Why (the reason for performing the 
step) of each phase necessary to accomplish the task. 

Lesson Summary The sections concepts are summarized in sequential order in 
the Lesson Summary section, allowing for quick review. 

Labs Each section concludes with an independent òOn Your 
Ownó exercise called a Lab.  The Lab gives the opportunity 
for the student to practice what he/she has learned and to 
discover any problem areas with the topic in the section.  
Each lab covers the skills taught in that particular lesson 
(chapter). 

Chapter Summary Each section concludes with a òChapter Summaryó which 
briefly reviews all of the topics discussed in the section. 

Chapter Quiz Each section concludes with an independent òChapter 
Quizó to test the level of learning that has taken place.  The 
quiz is in multiple choice and short answer format and can 
be done in class together or as an end of chapter test. 

Index Allows students to quickly find desired concepts. 

Training Files  

Each PCM Courseware course comes with a set of lesson files and lab files designed 
to employ real-world situations and examples.  The lesson files are designed to be 
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used in the Letõs Do It! exercises that the student performs with the instructor.  The 
lab files are to be used for the On Your Own exercises at the end of each Lesson.  The 
Windows 8 Level 1 folder (located in the Lesson Files folder) should be stored on 
each studentõs desktop. 
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Whatõs New in Windows 8? 

Whatõs New Description of Feature 
File Explorer Windows Explorer has now been renamed to òFile Exploreró 

Internet Explorer Windows 8 includes two versions of Internet Explorer 10 ð a 
Windows 8 User Interface version (full screen) and a Desktop 
version. 

Microsoft Account 
Integration 

User accounts can be now linked to Microsoft Live accounts. 

Ribbon The File Explorer menus have been replaced by the Ribbon, 
including contextual Ribbon tabs. 

Social Integration Many of the Windows 8 apps integrate with your favorite social 
services such as Facebook and Twitter. 

Start Button The Start Button is no longer part of windows desktop.  
Settings and applications are now accessed from the Start 
screen. 

Start Screen The start screen is the main starting place for Windows 8 and 
contains tiles to access all of the applications on your PC. 

Task Manager Revisions to the interface the Task Manager make it more 
intuitive to use.  

Windows 8 Apps A new suite of full-screen apps is included with Windows 8, 
which launch only in the Windows 8 UI.   

Windows Defender Windows anti-virus program is now part of the operating 
system. 

Windows Store The Windows Store can be accessed from the Start screen.  
From the store, you can purchase music, apps and videos. 

Xbox Integration Several Windows 8 apps include Xbox integration, such as 
Xbox Music and Xbox video. 
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Lesson 1  - Basics  

Lesson Topics: 

1.1 Operating System Basics 

1.2 A Look at the Start Screen 

1.3 A Look at the Desktop 

1.4 Using the Mouse 

1.5 Using the Keyboard 

1.6 Opening and Closing Windows 

1.7 Minimizing and Maximizing Windows 

1.8 Moving a Window 

1.9 Resizing a Window 

1.10 Switching Between Windows 

1.11 Using the Ribbon 

1.12 Using Shortcut Menus 

1.13 Navigating the Start Screen 

1.14 Getting Help 

1.15 Shutting Down Your Computer 

 

Lesson  

1 
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1.1  Operating System Basics  

In this lesson, you will learn the basics of  an Operating System. 

s 

elcome to Windows 8!  Windows 8 is the latest and most stable 
Operating System by the Microsoft Corporation and is widely used on 
computers all over the world.  Before we begin working with Windows 8, 
it helps to understand what exactly Windows is and what it does.   

First of all, Windows 8 is an Operating System.  An Operating System is a software 
program that controls just about everything your computer does.  For example, it: 

¶ Controls the applications that run on your computer 

¶ Controls the computerõs hardware and manages communication between the 
computerõs hardware and the user 

¶ Implements User Management utilities and features 

¶ Organizes the files and folders on your computer 

Windows is a Graphical User Interface or GUI (pronounced ògooeyó) which 
allows the user to direct the computerõs operating system by clicking icons (or 
graphics) rather than typing in commands manually, such as is the case when 
working with the UNIX operating system.  The GUI makeup of the Operating 
System allows you to customize the appearance of your computer screen to fit your 
own individual taste. 

If you have worked with previous versions of Windows, you will notice many 
changes ð  new windows management features, easier searching and improved file 
and folder management, not to mention a newer and slicker interface. 

W 
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If you are new to computers or to the Windows Operating System, you are about to 
embark on an exciting new journey ð the discovery of Windows 8. 

So letõs get started! 
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1.2  A Look at the Start Sc reen  

In this lesson, we will take a look at the main windows screen, the Start Screen. 

hen you first boot up windows, you are presented with the new Windows 
8 Start screen.  This is what is referred to as the Modern interface (called 
òMetroó during the pre-release stage).  If you have used previous versions 
of Windows, you will notice that this interface is completely different 

than its predecessors.  The new interface is situated in an application-like format and 
is especially suited for mobile users.  Many of the navigation techniques of Windows 
8 can be used whether you are using a PC, a tablet or a touchscreen phone.  

 

The tiles you see on the Start page represent the new Windows 8 apps that come 
bundled with Windows (you can also purchase additional apps from Microsoftõs 
application Store).  These apps are different than the programs that you might be 
used to.  The first thing that you may notice is they donõt have a menu bar, a title bar, 
and no minimize or maximize buttons and typically, fill up the entire screen.  We will 
work with some of the Windows 8 apps in later chapters. 

Another new feature in the Windows 8 user interface is hot corners.  What this does 
is allows you to access various features by moving your mouse to one of the four 
corners of the screen.  For example, moving your mouse to the upper right-hand 
corner or lower right-hand corner displays the Charms Bar, from where you can 
search your computers, share with others, access the Start page from anywhere, view 
and modify devices and adjust your settings.  We will work with the Charms Bar in 
more detail later on.  

W 
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If you move your mouse pointer over the upper left-hand or lower left-hand corner 
of the screen, a small thumbnail of any applications that you have running appears.  
Click on the thumbnail to quickly jump to that application. 

 

One of the first things that many previous Windows users ask is: òWhere are all my 
Windows applications such as Notepad and Calculator?ó  To access a page listing all 
of your installed programs (legacy programs as well as the new Windows 8 apps), 
right-click on any bare area of the Start screen.  The App bar then appears on the 
bottom of the screen.  Then, click on the All apps button.  The standard legacy 
Windows applications are listed under Windows Accessories.  You can also hold 
down the Windows key and then press the z key on your keyboard. 

 

We will look at the Start screen in more detail as the course progresses. 
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1.3  A Look at the Desktop  

In this lesson, we will take a look at the Desktop. 

ne of the tiles listed on the Windows 8 Start screen is the Desktop.  If you 
are coming from a previous version of Windows, you are no doubt 
familiar with the Desktop.  The Desktop is the background area of your 
computer and contains icons that represent applications, folders or 

individual files.   

Any programs that are not part of the new Windows 8 user interface will launch in 
the Desktop environment.  For example, if you executed the Notepad application, it 
would launch in the familiar Desktop environment. 

 

You may notice that the Start button is no longer available on the Desktop.  The 
Start screen that we worked with in the last chapter replaces the Start button.  To 
return to the Start page at any time, press the Windows key on your keyboard.  
Pressing this key allows you to toggle between the Start page and the last application 
you accessed.  You can also move your mouse pointer to the lower left-hand corner 
of your screen.  A thumbnail representing the Start screen appears.  Click the 
thumbnail to display the Start screen. 

 

One of icons you will find on your desktop by default is the Recycle Bin.  The 
Recycle Bin allows you to recover deleted files or folders.  On the bottom of the 
screen is the familiar Taskbar, which provides immediate access to your favorite 

O 
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Desktop applications, files, folders or Web Sites.  You can add additional items to 
the Task Bar by dragging them to the Taskbar or by right-clicking the item and 
choosing òPin to Taskbaró.  The Taskbar also displays any currently open windows 
or running legacy programs.  We will look at the Taskbar in greater detail later on. 

 

Donõt worry if the components of the Desktop appears confusing at first.  Each of 
these elements will be discussed in subsequent lessons.  This lesson is just to 
introduce you to the major parts of the Desktop. 

Letõs Try It! 

What Why 

1. If necessary, log onto Windows 8 
per the directions of your instructor.   

Launches Windows 8 and displays the 
Start screen. 

2. Move your mouse pointer over the 
tile labeled Desktop as shown 
below. 

Positions your mouse cursor over the 
Desktop tile. 

 

3. Click your left mouse button.   Displays the Desktop. 

4. Press the Windows key on your 
keyboard. 

Returns you to the Start screen. 



L E S S O N  1  ð W I N D O W S  B A S I C S  

Windows 8 Level 1 18 

What Why 

5. Press the Windows key on your 
keyboard again. 

Returns you to the Desktop.  The 
Windows key toggles between the Start 
screen and the last application that you 
accessed.  The Desktop is considered 
an application. 
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1.4  Using the Mouse  

In this lesson, we will work with the Mouse pointer. 

 

he Mouse is a small device connected to your computer that lets you select 
and move objects on the screen.  The mouse is associated with the Mouse 
Pointer.  The mouse pointer is used to point to objects on your screen.  
When you move the mouse on your desk, the pointer moves on your 

screen.  To move the pointer left, move your mouse to the left on your desk.  
Likewise, to move your pointer up, down or to the right, move your mouse upwards, 
downwards or to the right, respectively. 

This mouse pointer normally takes one of three forms:  Standard Pointer, 
Insertion Point and Loading Indicator. 

The Standard Pointer is the most common appearance of the pointer. 
When the Pointer appears, it looks like an arrow pointing to the upper left, at about a 
30-degree angle. In Standard Pointer mode, you can move the mouse and single click 
to highlight an icon, double click (click twice in rapid succession) to open an item, 
and click and drag to do a number of different actions, such as highlight more than 
one item at the same time or to move an item. 
 

The next common pointer is the Insertion Point. This pointer appears 
when you move the mouse and place the cursor over an area in a text-based 
program, such as a word processing program. When the pointer is in this 

mode, you can usually perform text-based actions, such as clicking once to place the 
cursor (commonly called òsetting the insertion pointó) or clicking and dragging to 
highlight a section of text. 
 

The third type of pointer that will be mentioned is the Loading Indicator 
(which replaces the Hourglass in previous versions of Windows).  This pointer 
appears when the application concerned is busy processing a task and cannot do 
anything else at the current time. You usually cannot do anything with that 
application while the Loading Indicator is displayed except wait. 

T 
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Mouse Actions  

Selecting is the process of choosing an object in order to perform some action.  For 
instance, you may wish to open an application or move a file from one location to 
another. There are five basic Mouse Actions that you will work with to select 
objects:  

¶ Single-Click ð Press and release the mouse button once.  This action is used 
to select an icon or to click a button in a dialog box. 

¶ Double-Click ð Quickly press and release the mouse button twice in rapid 
succession.  This action is used to open an application, a document or a 
folder. 

¶ Right-Clickð Press and release the right mouse button once.  This action 
usually produces a contextual pop-up menu. 

¶ Click and Drag ð Press the mouse button and, with the mouse button still 
pressed, move the mouse.  This action is used to select text in a document or 
to select more than one sequential item at a time. 

¶ Drag and Drop ð Used to move items from one location to another.  Move 
your mouse pointer over the item you wish to move and then press the 
mouse button.  With the mouse button still held down, move or drag your 
mouse until the mouse pointer is in the location where you want to place the 
item.  Release the mouse button to drop the item. 

Letõs Try It! 

What Why 

1. Rest your hand on top of the 
mouse, and then move the mouse 
until the pointer is over the 
Windows 8 Level 1 icon, as shown. 

Positions the mouse pointer over the 
Windows 8 Level 1 folder. 

 

2. Quickly press and release the 
mouse button. 

Selects the Windows 8 Level 1folder. 

3. Move your mouse pointer over the 
Windows 8 Level 1 icon, and then 
press and hold down the left 
mouse button. 

Enters drag mode.  We can now move 
the icon to a new location on the 
Desktop. 
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What Why 

4. With the mouse button still held 
down, move your mouse to the 
right  about two inches, as shown 
below. 

Sets the location to where we want to 
move the Windows 8 Level 1folder. 

 

5. Release the mouse button. Moves the Windows 8 Level 1folder to 
the right about two inches. 

6. Move your mouse until the mouse 
pointer is over the Windows 8 
Level 1 icon. 

Positions the mouse pointer over the 
Windows 8 Level 1folder. 

7. Quickly press and release the 
mouse button twice in rapid 
succession (double-click). 

Opens the Windows 8 Level 1 folder 
and displays its contents. 
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1.5  Using the Keyboard  

In this lesson, you will learn how to use the keyboard. 

Numeric 

Keypad

Arrow 

Keys

Function 

(F) Keys

Alt Key

Spacebar

Ctrl key

Shift key

Esc key

Shift key

Alt Key

Ctrl key

Enter Key
Numeric 

Keypad

Arrow 

Keys

Function 

(F) Keys

Alt Key

Spacebar

Ctrl key

Shift key

Esc key

Shift key

Alt Key

Ctrl key

Enter Key

 

he Keyboard is another device that is connected to your computer that 
allows you to communicate with your application or software program.  In 
addition to the standard key (A-Z, 1-9), there are several special keys on 
the PC (personal computer) keyboard.  We will work with some of them in 

this lesson.  For example, pressing the Ctrl + F4 keystroke combination will close 
the active document in programs that allow you to open multiple documents and 
pressing the Windows Logo key will display the Start screen. 

At the end of this lesson is a list of common keyboard shortcuts.  Keep in mind that 
not all shortcuts will work in all applications. 

T 
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Letõs Try It! 

What Why 

1. Press and hold the Alt key and then 
press the F4 key. 

Closes the open window. 

2. Press and hold the Ctrl key and 
then press the Esc key. 

Displays the Start screen. 

3. Press the Esc key. Closes the Start screen. 

4. Move your mouse pointer over the 
Recycle Bin folder and then click 
once with your mouse button. 

Selects the Recycle Bin folder. 

5. Press the Down Arrow key. Moves to the next icon on your 
Desktop. 

Common Keyboard Shortcuts 
 

Cut Ctrl + X 
Copy Ctrl + C 
Paste Ctrl + V 
Select All Ctrl + A 
Undo Ctrl + Z 
Redo Ctrl + Y 
Print Ctrl + P 
 
 
Previous Paragraph Ctrl + Up Arrow 
Next Paragraph  Ctrl + Down 
Arrow 
Previous Word  Ctrl + Left Arrow 
Next Word  Ctrl + Right Arrow 
 
Move to beginning  
of Document   Ctrl + Home 

Displays Start Screen   Ctrl + 
Esc  
Displays Start Screen   
Windows key 
Save   Ctrl + S 
Switch Window Alt + Tab 
 
Screen Shot  Ctrl + Prt Scr 
Delete Item  Delete 
Font Panel  Ctrl + D 
Switch Between  
Open Items  Alt + Tab 
 
Close Window Ctrl + F4 (or 

Ctrl + W) 
Quit Program Alt + F4 
 
New Window Ctrl + N 

 
Move to End  
of Document   Ctrl + End 
 
Delete Item without 
moving it to the Recycle bin  Shift + Delete 
 
Activate the Menu Bar Alt (or F10) 
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Some Keyboard Shortcuts using the Windows Logo key: 
 
Windows + D ð shows the Desktop 
Windows + C ð shows the Charms bar 
Windows + R ð displays the Run dialog box on the Desktop 
Windows + E ð displays the File Explorer 
Windows + I ð displays settings, from where you can shut down the PC 
Windows + X ð brings up a quick settings menu 
Windows + Q ð search for apps 
Windows + F ð search files  
Windows + L ð locks your computer 
Windows + P ð shows projections options 
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1.6  Opening and Closing Windows  

In this lesson, you will learn how to open and close a window. 

hen working with the Windows in Desktop mode, you will discover that 
each file, folder or application resides in its own window.  A window is a 
box that allows you to view and interact with the contents of files, folders 
and applications.  Windows are either square or rectangular and contain 

buttons, menus and controls that you can use to manage them.  Double-clicking an 
application icon, folder or document will open that item in its own window.  

 

You will most likely find yourself working with several windows at once.  The Active 
Window is the window that appears on top of any other of the windows that are 
open.  To close the active window, click the windowõs Close Button (the X that 
appears on the top right corner of the window) or press the Alt + F4 keystroke 
combination. 

To Open an Window  

1. Double-click the icon for the application, file or folder you wish to display. 
 Or 
 Right-click a folder and choose Open from the contextual menu. 

W 
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To Close a Window  

1. Click the windowõs Close button. 
 Or 
 Press the Alt + F4 keystroke combination 

Letõs take a look at the Window controls in more detail: 

Control Description 

Address Bar Displays the address (folder location on your computer) 
of the current folder.  You can also type a Web site 
address, which will display that particular site in your 
default Web browser. 

Back Button Moves backward to the last folder you visited. 

Close Button Closes the window (file, folder or application).  The Close 
button is represented by an X. 

Forward Button Brings you back to the current folder after you have 
clicked the Back button. 

Help Click the blue question mark icon to obtain help at any 
time. 

Main Window Contains either the document area of the window (list of 
files and folders) or the working area of a document. 

Menu Bar Displays menus which are used to execute commands in 
Windows.  Clicking on a menu displays a list of 
commands for that particular menu. 

Minimize Button  Hides the window from your screen and displays the 
windowõs icon on the Taskbar.  The Minimize button is 
represented by a minus sign (-).  

Restore Button This buttons sizes the window to its previous size.  The 
Restore Button is represented by two miniature windows, 

one behind the other. ( ) 

Ribbon Collection of buttons that execute commands when 
clicked, such as saving, printing and opening files. 

Scroll Bar Click and drag the Scroll Bar to bring the contents of 
another part of the window into view.  A window can 
have a vertical Scroll Bar and a horizontal Scroll Bar. 

Scroll Button Click the Scroll Button (or Scroll Arrow) to move the 
contents of a window a little at a time.  A window has a 
vertical scroll button and a horizontal scroll button. 

Search Box Allows you to find files and folders on your computer. 

Title Bar Click and drag the Title Bar to move the window.  
Double-click the Title Bar to toggle between Maximize 
and Restore. 

Views icon Allows you to display your folders in different ways. 
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In the rest of this lesson, we will be working with all of these window controls. 

Letõs Try It! 

What Why 

1. Move your mouse pointer over the 
Windows 8 Level 1 folder and then 
click twice in rapid succession 
(double-click) with your left mouse 
button. 

Displays the contents of the Windows 
8 Level 1folder. 

2. Move your mouse pointer over the 
My Stuff folder and then double-
click your left mouse button. 

Displays the contents of the My Stuff 
folder ð a subfolder within the 
Windows 8 Level 1 folder. 

3. Move your mouse pointer over the 
word File on the menu bar and 
then click with your mouse button 
as shown below. 

Displays the File menu.  We will now 
select the Close command on the File 
menu. 

 

4. Move your mouse pointer 
downwards until Close is 
highlighted. 

Selects the menu command we want to 
execute.  In this case, clicking the 
Close command will close the active 
window. 

5. Click with your left mouse button. Closes the My Stuff folder. 

6. Move your mouse until the mouse 
pointer is over the Windows 8 
Level 1 icon on your Desktop. 

Positions the mouse pointer over the 
Windows 8 Level 1 icon. 

7. Quickly press and release the mouse 
button twice in rapid succession 
(double-click). 

Opens the Windows 8 Level 1window 
and displays its contents. 
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What Why 

8. Click the Close button on the top 
right edge of the Windows 8 Level 
1 window as shown. 

Closes the Windows 8 Level 1 
window. 
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1.7  Minimizing and Maximizing 

Windows  

In this lesson, you will learn how to minimize and maximize a window. 

n the top right of most windows, there are three buttons.  One of these 
buttons is the Close button, which, as we have already seen, is used to 
close a window.  The furthest button on the left is the Minimize button .  
This button hides the window from your screen and places a miniature 

copy of the window on the Taskbar.  The center button can be either the Maximize 
Button or the Restore Button (this button toggles between these two settings).  
The Maximize button expands the active window so that it fills the entire screen.  
The Restore button, which is displayed when the window is maximized, changes a 
maximized window to its previous size.  The Minimize and Maximize buttons help 
you to work more efficiently with multiple windows, which of course, is the beauty 
of the Windows Operating System. 

 

You can also double-click on the Title Bar (the very top of the window above the 
Address Bar) to toggle between Maximize and Restore.  Another way to quickly 
maximize an open window is to drag it to the top edge of your screen.  Drag it 
downwards to restore it to its previous state. 

To Minimize, Maximize and Close a Window  

1. To minimize a window, click the Minimize button (the leftmost button) on 
the top right side of the window.  This will place a miniature replica copy of 
the window on the Taskbar.  Click the replica copy to restore the window. 

2. To maximize a window, click the Maximize button (the center button) on the 
top right side of the window.  This will expand the window so that it fills the 
entire screen. 

 Or 
 Drag the open window to the top edge of the Desktop 

O 
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 Or 
 Double-click the Title bar of the open window. 
3. After maximizing a window, click the Restore button (the center button) on 

the top right side of the window to restore a window to its original size.  The 
Maximize button changes to the Restore button when a window is in a 
maximized state. 

 Or 
 Double-click the title bar of the window. 

Letõs Try It! 

What Why 

1. Move your mouse pointer over the 
Windows 8 Level 1 folder and then 
click twice in rapid succession 
(double-click) with your left mouse 
button. 

Displays the contents of the Windows 
8 Level 1 folder. 

2. Move your mouse pointer over the 
My Stuff folder and then click 
twice in rapid succession (double-
click) with your left mouse button. 

Displays the contents of the My Stuff 
folder. 

3. Click the Minimize button on the 
My Stuff window as shown below. 

Hides the My Stuff screen from view. 

 

4. Move your mouse pointer over the 
File Explorer icon on Taskbar as 
shown below. 

Displays a thumbnail of any open File 
Explorer windows.  By default, open 
documents are grouped on the 
Taskbar by their application type. 


