Lecture No.4
Exploring Accessories
Accessories are free programs that come with
Windows XP. They are good to know about because you can find them on
any computer running Windows and they can do some pretty handy
things.
To get to Accessories:
1. Click on the Start Button .
2. Move the mouse pointer to the All Programs.
3. Move the mouse pointer to the Accessories.

1. Accessibility (Ease of access) – These programs will adjust Windows
XP for special hearing, vision and mobility needs. For example, the
Magnifier works like a magnifying glass to enlarge portions of your
screen to make them easier to read.
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2. Remote desktop connection - These programs are used to, connect
one computer to another.
3. System Tools - These built-in programs are here to help you maintain
your computer. You should not try to use them unless you are certain
about their function. The two I use regularly are Disk Cleanup and Disk
Defragmenter. We’ll learn more about them in a future lesson.

5. Calculator - This program works just like a regular calculator. You
can enter numbers and operators either with your keyboard or with your
mouse. Note--to divide, use the / key and to multiply use the * key.

6. Notepad - This is a quick little word processing program. You can
type in text, save what you have written, and print out what you have
typed. That's about the extent of what it can do--it's a fairly limited word
processing program.

7. Paint - An excellent drawing program. You can use it to practice your
mouse skills and create your own artwork.

8. WordPad – The other word-processing Program that comes with
Windows XP. This Is one more complex than Notepad – you can change
text formatting, save documents and print out what you have typed. This
program is less complicated than many fuller programs (like Microsoft
Word), so it’s a great place to start if you are new to computers. It’s an
easy-to-use program for writing letters, reports, or term papers. It’s
major shortcoming: it has no spell checker!
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What is a Window?
A Window is a rectangle on your screen that organizes how you view and
work in specific programs or view files on your computer.

1. Title Bar - horizontal bar at the top of a window that holds the
window's title or the name of the program you're using
2. Menu Bar - bar located under the title bar that lists available menus
3. Status Bar - bar at the bottom of a window that displays how many
objects or icons are in the window
4. Minimize Button - shrinks your window to a button on your taskbar
5. Maximize Button - enlarges your window to completely cover your
screen
6. Close Button - closes an open window
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7. Scroll Bar – the rectangle at the side or bottom of the window that
allows you to guide through the contents of a window (it will appear
when there are a many files to display.

To maximize a window:
1. Click on the window's Maximize Button.

2. Your Window will expand to its largest possible size.
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To minimize a window:
1. Click on the Minimize Button in the top right hand corner of your
window.

2. Your window will shrink to a button on the Task Bar. In this

picture, I have two documents minimized: My Documents and
Using Windows TGH…
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3. To recall or activate a minimized window, click on its button on the

Task Bar.
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