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Windows 8 Levell - Introduction

Welcome to PCM Courseware! PCddirse is a distinctive, flexible system for an
instructorled environment that facilitates learning via auditory, visual andmands
experiences by each student. The manual is broken down into several lessons with
each lesson subdivided into severabesc 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. Stepbyst ep Ohow t o0 instructions

3 Ahandson oOLet 6s Tr y elstudentsgparfermgwitlstee whi ch t h
instructor

4. An independent 00On Your Owndé activity a
identify any problem areas and to ensure that learning has taken place.

5. A chapter summary at the end of the lesson, reviewing major corttepts an

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, é$ists, table
and screen shots to aid in comprehension and retention. Fingstgpformat 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 Windowss®ioud be available on each desktop, with a fresh
installation strongly encouraged. In order to complete some of the lessons in the
oUsing I nternet Toolsd6 chapter, an active

©2012 PCM Courseware, LLC 7



Components of the Manual

The Windows &anual contas the following components:

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

Introduction

Lessons

Sections

Lesson Summary

Labs

Chapter Summary

Chapter Quiz

Index

Training Hles

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

The lessons are the manual cligpéach of which is
composed of several sections relating to the lesson topic or
skill.

Each section begins with a brief introduction to the section
topic and is followed by stbg-step instructions on how
the student is to accomplish a pasdictdsk. The students

then perform the tdek 0wi tDlo tthe oOi

exercise. Each stepinthe t 6 s ex&ase prdvides the
How (stepby-step) and Why (the reason for performing the
step) of each phase necessary to accomplistkthe tas

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

Each section concl OdYow wi th an
O w n éxercise called a Lab. The Lab gives the opportunity

for thestudent 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).

Each secti on ChapterSlmmargwhiclwi t h a o
briefly reviews all of the topics discussed in the section.

Each section concl Chges wi t h an
Quiz6 to test the | evel of | earni
quiz is in multiple choice and short answer format and can

be done in alss together or as an end of chapter test.

Allows students to quickly find desired concepts.

Each PCM Courseware course comes with a set of lesson files and lab files designed
to employ realvorld situations and examples. The lesiesmafe designed to be

Windows 8 Level 1
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used inthe e t & s=xel@ises thdt the student performs with the instructor. The
lab files are to be used for Me Your Owexercises at the end of each Lesson. The
Windows 8Level 1folder (located in the Lesson Filesdoléhould be stored on
each studentds desktop.

©2012 PCM Courseware, LLC 9



What 6s New 1 n?Wi ndows
What 6 s N Description of Feature
File Explorer Wi ndows Explorer has now [

Internet Explorer

Windows 8 includes two versions of Internet ExploréralO
Windows 8 User Interface version (full screen) and a Desl
version.

Microsoft Account
Integration

User accounts can be now linked to Microsoft Live accour

Ribbon

The File Explorer menus have been replaced by the Ribb
including contextual Ribbaabs.

Social Integration

Many of the Windows 8 apps integrate with your favorite ¢
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 Stai
screen.

Start Screen

The start screen is the main starting place for Windows 8
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 fulscreen apps is included with Windows 8,
which launch only in the Windows 8 UI.

Windows Defender

Windows antvirus program is now part of the operating
system.

Windows Store

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

Xbox Integration

Several Windows 8 apps include Xbox integration, such a

Xbox Music and Xbox video.

Windows 8 Level 1
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LESSON 1 & WINDOWS BASICS

Lessonl - Basics

Lesson Topics

1.1 Operating System Basics

1.2 A Look at theStart 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

©2012 PCM Courseware, LLC 11



LESSON 1 & WINDOWS BASICS

1.1 Operating System Basics

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

S

elcome to Windows 8! Wingle 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 @perating System An Operating System is a software
program that controls just about everything your computer does. For example, it:

1 Controls the applications that run on your computer

1 Controlsthe computers har dware and manages commun
computerds hardware and the wuser

1 Implements User Management utilities and features

1 Organizes the files and folders on your computer

Windows is &raphical User InterfaceorGU( pr onounced oO0gooeyod) wh
al ows the user to direct the computerds ope
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 custogrntize appearance of your computer screen to fit your

own individual taste.

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

Windows 8 Level 1 12



LESSON 1 & WINDOWS BASICS

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

So | etds get started!

©2012 PCM Courseware, LLC 13



LESSON 1 & WINDOWS BASICS

1.2 ALookatthe 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 airesenteavith the new Windows
8 Start screen. This is what is referred to &éatlerninterface (called
OMetr od dearalease sftage).hlifeyouave used prexeéosions
of Windows, you will notice that this interface is completely different
than its predecessors. The new interface is situated in an aplitedtionat and

is especially suited for mobile userany\f the navigation techniques of Windows
8 can be used whether you are using a PC, a tablet or a touchscreen phone.

New Windows 8

The tiles you see on the Start page represent the new Windows 8 epme tha

bundled with Windows (you can also purchas
application Store). These apps are different than the programs that you might be

used to. The first thing that you may not
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 interfaceé é®rners. What this does

is allows you to access vasifeatures by moving your mouse to one of the four
corners of the screen. For example, moving your mouse to the upandght
corner or lower rigktand corner displays tGaarms Bar from where you can
search your computers, share with otherssabeeStart page from anywhere, view
and modify devices and adjust your settingsvillWeork withthe Charms Bar in
more detail laten.

Windows 8 Level 1 14



LESSON 1 0 WINDOWS BASICS

Charms Bar appears

on right side of
screen

If you move your mouse pointer over the uppehé&etft or lower lefhand corner
of the screen, a small thumboéany applications that you have running appears.
Click on the thumbnail to quickly jump to that application.

Thumbnails of
any open apps

R

One of the first things that many previ

Windows applicationssuchaet epad and Cal cul ator ?6
of your installed programs (legacy programs as well as the new Windows 8 apps),
right-click on any bare area of the Start screen Appédarthen appears on the
bottom of the screen. Then, clicktbeAll appsbutton. The standard legacy
Windows applications are listed unlerdows Accessories You can also hold

down theWindows keyand then press tlzekey on your keyboard.

Right-click on the Start
Screen to display the
App Bar

All apps

We will look at the Start screen in motaildas the course progresses.

©2012 PCM Courseware, LLC 15
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1.3 ALook atthe Desktop

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

are coming from a previous version of Windows, you are no doubt

familiar with the DesktopThe Desktop is the background area of your

computer and contains icons that represent applications, folders or
individual files.

O ne of the tiles listed on the Windows 8 Start screerDsskop. If you

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

NotePad opened
in the Desktop
environment

e m 0B H = R

You may notice that tf&tart buttonis no longer available on the Desktop. The

Sart screen that weorked with in the last chapteplaces the Start button. To

return to the Start page at any time, preitndows keyon your keyboard.

Pressing this key allows you to toggle between the Start page and the last application
you acessed. You can also move your mouse pointer to the lodwantettorner

of your screen. A thumbnail representing the Start screen appears. Click the
thumbnail to display the Start screen.

Click thumbnail to
return to Start
screen

One of icons you will find on yodesktop by default is tReecycle Bin The
Recycle Bin allows you to recover deleted files or folders. On the bottom of the
screen is the famili@askbar, which povides immediate access to your favorite

Windows 8 Level 1 16
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Desktop applications, files, folders or Wels.S¥teu can add additional items to
the Task Bar by dragging them to the Taskbar or bgligkmg the item and

choosing o0Pin to Taskbaro. The Taskbar al

or running legacy programs. We will look at the Taskipaater detail later on.

The Taskbar

Dondt worry if the components of the

these elements will be discussed in subsequent lessons. This lesson is just to
introduce you to the major parts of Besktop.

Letds Try | t!
What Why

1. If necessary, log onto Windows 8 Launches Windows 8 and displays-
per the directions of your instructor. Start screen.

2. Move your mouse pointer over the Positions your mousersor over the
tile labeledesktop as shown Desktop tile.
below.

Move your mouse
pointer over the tile

| labeled “Desktop e

3. Click yourleft mouse button Displays the Desktop.
4. Press th&Vindows keyon your Returns you to the Start screen.
keyboard.

©2012 PCM Courseware, LLC 17
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14  Usingthe Mouse

In this lesson, we will work ivitusieemter

and move objects on the screen. The mouse is associatedMailstne
Pointer. The mouse pointer is used to point to objects on your screen.
When you move the mouse on your desk, the pointer moyegron
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.

T heMouseis a small dése connected to your computer that lets you select

This mouse pointer normally takes one of three fdBtasidard Pointer
Insertion Point andLoading Indicator.

s TheStandard Pointeris the most common appearance of the pointer.
When the Pointer appears, it looks likaresw pointing to the upper left, at about a
30degree 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 okd#ifit actions, such as highlight more than
one item at the same time or to move an item.

The next common pointer is thesertion Point. This pointer appears
I when you move the mouse and place the cursor over an areabasetext
program, such as a wigrocessing program. When the pointer is in this
mode, you can usually perform4sasted actions, such as clicking once to place the
cursor (commonly called oO0setting the inser
highlight a section of text.

[

The thrd type of pointer that will be mentioned isltbading 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 currentdinyou usually cannot do anything with that
application while the Loading Indicator is displayed except wait.

©2012 PCM Courseware, LLC 19
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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 applicatiooee a file from one location to
another. There are five badicuse Actions that you will work with to select

objects:

1
T

Single-Click 8 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 d 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-Clickd Press and release the right mbusin once. This action

usually produces a contextual-pppmenu.

Click and Drag & 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 sequerigat iat a time.

Drag and Drop d 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, malragyour

mouse until the mouse poinigin the location where you want to place the
item. Release the mouse buttodrtp the item.

Letds Try | t!

What Why
1. Rest your hand on top of the Positilns the mouse pointer over the

mouse, and then move the mouse Windows 8 Level 1 folder.
until the pointer is over the
Windows 8 Level icon, as shown.

.
}
!
Windowsis Levelll
2. Quicklypress and releas¢he Selects the Windowd 8vel folder.
mouse button.
3. Move your mouse pointer over the Enters drag mode. We can now mc

Windows 8 Level icon, and then the icon to a new location on the
press and hold @wn the left Desktop.
mouse button.

Windows 8 Level 1 20
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15 Using the Keyboard

In this lessgouy will learn how theigeyboard.

Function
(F) Keys

eypad

il

wal -
Jw
b

|

7\
)rﬂ
| 4] 5 1

e

- o
‘u 1

N Lk R 3

Arrow
Keys

Ctrl key
Alt Key

Shift key

he Keyboardis another device that is connected to your computer that
allows you to communicate with your application or software program. In
addition to the standard keyZA1-9), there are sevesalecial keyson
the PC (personal eputer) keyboard. We will work with some of them in
this lesson. For example, pressin@tHer F4 keystroke combination will close
the active document in programs that allow you to open multiple documents and
pressing th&Vindows Logo keywill displaythe 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.
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Letds Try I t!
What Why
1. Press and hold ti#dt key and then ~ Closes the open window.

press thé&4 key

2. Press and hold ti&trl key and Displays the Start screen.
then press thEsc key.
3. Press th&sc key. Closes the Start screen.
4. Move your mouse pointer over the Selects the Recycle Bin folder.
Recycle Binfolder and themlick
oncewith your mouse bian.
5. Press th®own Arrow key. Moves to the next icon on your
Desktop.
Common Keyboard Shortcuts
Cut Ctrl+ X Displays Start Screen Ctrl +
Copy Ctrl+ C Esc
Paste Ctrl+V Displays Start Screen
Select All Ctrl+ A Windows key
Undo Ctrl+ Z Save Ctrl+ S
Redo Ctrl+Y Swtch Window  Alt + Tab
Print Ctrl+ P
Screen Shot Ctrl + Prt Scr
Delete Item Delete
Previous Pagaaph Ctrl + Up Arrow Font Panel Ctrl+ D
Next Paragraph Ctrl + Down Switch Between
Arrow Open Items Alt + Tab
Previous Word Ctrl + Left Arrow
Next Word Ctrl + Right Arrow Close Window  Ctrl+ F4 (or
Ctrl + W)
Move to beginning Quit Program Alt + F4
of Document Ctrl+ Home
New Window Ctrl+ N
Move to End
of Document Ctrl+ End

Delde Item without

moving it to the Recycle bin Shift

Activate the Menu Baidt (or F10)

+ Delete

©2012 PCM Courseware, LLC

23



LESSON 1 & WINDOWS BASICS

SomeKeyboard $ortcuts using the WindowsLogo key:

Windows + D& shows the Desktop

Windows + G3 shows the Charms bar

Windows + Rd displays the Run dialog box on the Desktop

Windows + Ed displays the File Explorer

Windows + 19 displays settings, from where you can shut down the PC
Windows + Xd brings up a quick settings menu

Windows + Qd search for apps

Windows + FO search file

Windows + Ld locks your computer

Windows + P shows projections options

Windows 8 Level 1 24
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1.6  Opening and Closing Windows

In this lessgoy will learn how to open and close a window.

hen working with the Windows in Desktop mode, you will discover that

each fi¢, folder or application resides in its @wrdow. 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 youusanto manage them. Doublieking an
application icon, folder or document will open that item in its own window.

Share

» Windows 8 Level 1

A | Name

rein P. My Stuff Search Box
V12 Advice
8 Downloads [az] 1BOOK

~ | Show/Hide
) Ribbon

<., Recent places -!_]] Jimmy

[2] Mouse

i e
A Libraries [a2] STARYNTE Vertical Scroll
<] Documents #) TetDocument
Navigation | Music TextOpen L
Pane =) Pictures € | Video
5 Videos Q video_cassette
[a] Video_shoot
v

«& Homegroup L T,

v <

12items  1item selected 864 bytes

Horizontal
Scroll Bar

You will most likely find yourself working with several windows at oncActiliee

Window is the window that appears on top of any other of the windows that are

open. To close the ac€loseButon(theXtdab w, c1l i ck
appearsmthe top right corner of the window) or pressithe F4 keystroke

combination.

ToOpenan Window

1. Doubleclick the icon for the application, file or folder you wish to display.
Or
Rightclick a folder and choo&gen from the contextual menu.
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To Close aWindow

1. Click
Or

t h@oseuttord o wo s

Press thélt + F4 keystroke combination

Letds take

a | ook at the Window contr ol

Control

Description

Address Bar

Displays the address (folder locatiogaunr 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 ppkcation). The Clos
button is represented by’an

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 aj
time.

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

Menu Bar Displays menus which are used to execute comman

Windows. Clicking on a menu displays a list of
commands for that particular menu.

Minimize Button

Hides tle window from your screen and displays the
windowds icon on the Taj
represented by a minus gign

Restore Button

This buttons sizes the window to its previous size. T
Restore Button is represented by two miniature wid
one behind the otheg{&)

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 windew c
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
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.
Doubleclick the Title Bar to toggle between Maximizi
and Restore.

Views icon Allows you to display your folders in different ways.

Windows 8 Level 1
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In the rest of this lesson, we will be working with all of these window controls.

Letds Try | t!

What Why

1. Move your mouse pointer over the Displays theontents of the Windows
Windows 8 Level Tolder and then 8 Level 1folder.
click twice in rapid succession
(doubleclick) with your left mouse
button.

2. Move your mouse pointer over the Displays the contents of the My Stu
My Stuff folder and thexouble- folderd a subfolder within the
click your left mouse button. Windows 8 Level 1 folder.

3. Move your mousgointer over the Displays the File menu. We will no
word File on the menu bar and select the Close command on the F
then click with your mouse button  menu.
as shown below.

= | Picture Tools My Stuff - olEN|
ome Share View Manage (7]
€ Windows 8 Level 1 » My Stuff » v o
Favorites =
Louzed  Click on the word
Bl Desktop .
& Downloa “File”?
Recent pl.
;Dragcnf]y
J Libraries la]| Dragenfly_icen

4. Move your mouse pointer Selects the menu command we wai
downwards untiCloseis execute. In this case, clicking the
highlighted. 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 Positions the mouse pointer over th
pointer is over the&/indows 8 Windows 8 Level 1 icon.

Level licon on your Desktop.
7. Quickly press and release the mous Opens the Windows 8 Level 1windc

buttontwice in rapid succession
(doubleclick).

and displays its contents.
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1.7  Minimizing and Maximizing
Windows

In this lessgoy will learn how to minimize and maixidoze a

buttons is th&€lose button which, as we have already seen, is used to
close a window. The furthest button on the left i¥thenize button.
This button hides the winddvem your screen and places a miniature
copy of the window on the Taskbar. The center button can be eitiextheze
Button or theRestore Button(this button toggles between these two settings).
The Maximize button expands the active window si fillatthe 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 casitbe, beauty
of the Windows Operating System.

O n the top right of most windows, there are three buttons. One of these

Restore
button

Maximize
button

Close
button

You can also doubtgick on the Title Bar (the very top of the window above the

AddresdBar) 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 widow, click thélinimize 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 thleaximize 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

©2012 PCM Courseware, LLC 29



LESSON 1 4 WINDOWS BASICS

Or
Doubleclick the Title bar of the open window.
3.  After maximizing window, click thRestorebutton (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
Doubleclick the title barfadhe window.

Letds Try | t!
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