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Using a PC Windows 10
Working with Windows

Celine

In the previous lesson Celine learned how to find and open files on a computer. In this
lesson, Celine will learn how to use an application window including how to make a
window larger or smaller, move a window, and more.
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Dear Parents,

1¥'s been asother exciting school yoar, Before sursmer begis, we woubd like to celebrate all that
oz chaldren have sccomplisbed this scbool year. | have volunteered to help Ms. Johmson plan
thsis year's celebeution

The sty will be held Tharsdiay. June 10 from 9-11 am in Ms, Jobasoa's classroon. Sascks and
bevernges wall be provided thanks 10 the generous support of the Parest Teacher Assocution. We
Bope to see you there.
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In today’s example Celine is using Microsoft Word on the Windows 10 operating
system. Every time you open and use applications, files and folders, they are viewed
inside a window. The window is your working area.
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1¥'s been asother exciting school yoar, Before sursmer begis, we woubd like to celebrate all that
oz chaldren have sccomplisbed this scbool year. | have volunteered to help Ms. Johmson plan
thsis year's celebeution

The sty will be held Tharsdiay. June 10 from 9-11 am in Ms, Jobasoa's classroon. Sascks and
bevernges wall be provided thanks 10 the generous support of the Parest Teacher Assocution. We
Bope to see you there.
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Sometimes, the window may be too big or too small. Celine can change the size of the

window by using her mouse or touchpad to place the cursor on the edge of the
window.

When she does this, her cursor will change into a double-headed arrow.
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Deat Pareits,

s boen snolher exciting school year. Bofose sumsner begins, we would lke to celebeate all that
onr chikdren have aceomplished this school year, | have vohmicered to help Ms. Jobmson plan
this yenr's calebratia,

The party will be beld Thursday, June 10% from 9-11 am in Ms. Johmson's ¢lassroom. Seacks ad
beverages will be provided tsaaks to the generous suppnt of the Parent Teacher Assocation. We
bape b see you theve.
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She can then click and hold the left mouse button to “grab” the edges of the window.
Celine drags her mouse to the left to change the size of the window. She releases the
mouse button when the window is the desired size.
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Dear Parents,

Iy bowt wtoer i chook Y, Baforemsmer e, would Lo 1o b o
o chibins have scopihed i b yea. 1 avs velunteered 10 bl s Fohnaoe pan
thes year's celebratron.

The party will be beld Thursday, Juse 10% from 9-11 am in Ms. Johmson's classreom. Suacks and
beverages will be provided thasks te the generous support of the Parent ll her Assocation. We
e b see you these.
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At the top of the window, Celine sees the title bar.
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Deat Pareits,

s boen snolher exciting school year. Bofose sumsner begins, we would lke to celebeate all that
onr chikdren have aceomplished this school year, | have vohmicered to help Ms. Jobmson plan
this yenr's calebratia,

The party will be beld Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Stacks and
beverages will be provided thanks te the generous support of the Parent Teacher Assocation. We
bape to see you f
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The right corner of the title bar includes buttons that help manage the window.
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Dear Parents,

1 been another exciting school yesr. Bofoss sumamer begins. we would Like 1o celebeate al that
car chibdren have aceormplished this schoel year, | have velunieered to help Ms. Jobason plan
thes yeur's celebration,

The party will be beld Thursday, Juse 10% from 9-11 am in Ms. Johmson's classreom. Suacks and
beverages will be provided thaaks te the generous support of the Parent Teacher Assocamtion. We
e b see you theve.

Thanks,
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Clicking the maximize button, that looks like a square, will expand the window to fill
the desktop.
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s boen snolher exciting school year. Bofose sumsner begins, we would lke to celebeate all that
onr chikdren have aceomplished this school year, | have vohmicered to help Ms. Jobmson plan
this yenr's calebratia,

The party will be beld Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Stacks and
beverages will be provided thanks te the generous support of the Parent Teacher Assocation. We
bape to see you f
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Will you help Celine and click the maximize button?
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Deat Parests,

It's been anotlser exciting school year. Before sumaver begins. we would like to celebrate all that
cur chikdewn bave accomplished thas scbool yese. | have volunteered to help Ms. Jobnson plan
this year's celebration.

‘The party will be beld Thursday, Juoe 10% from 911 am in Ms, Johason's classroom, Sascks sl
beverngos will be provided thaaks to the gencrous suppoet of the Parent Teacher Assocastion. We
bope to e you tbere.

Thanks|

LT ) o @ TN B [ o voom
M O Typeheretoseach o 2 @ W md [* 107 ponnny ~ @ 6w g 2y

Good job! The window now fills the desktop.

To make it smaller again, Celine will click the restore button. The restore button looks
like a double rectangle. When Celine maximized this window, the restore button
replaced the maximize button.
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Deat Pareits,

s boen snolher exciting school year. Bofose sumsner begins, we would lke to celebeate all that
onr chikdren have aceomplished this school year, | have vohmicered to help Ms. Jobmson plan
this yenr's calebratia,

The party will be beld Thursday, June 10% from 9-11 am in Ms. Johmson's ¢lassroom. Seacks ad
beverages will be provided tsaaks to the generous suppnt of the Parent Teacher Assocation. We
bape b see you theve.
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Celine can scroll inside the window to display more of the file contents by using the
scroll bar. To do this Celine moves the cursor to the scroll bar, left clicks the mouse
and holds the button which “grabs” the scroll bar.
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Dear Parents,
1’ been anotiser exciting school yesr. Befone sumaer begins. we would like o celebrate al thit

cur chikdren bave accomplished this school year. | have volunleered to help Ms. Jobason plan
this year's celobration.

The party will be beld Thursday, Juse 10 from 9-11 am in Ms. Johson's ¢lassreom. Snacks and
bevernges will be provided thaaks to the generous support of the Parent Teacher Assocition. We
baps o see you these.

Thanks,
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She then drags the mouse down to scroll down in the document.
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Deat Pareists,

It's been anotber exciting school year. Before summer begins, we would like 10 celebrate all that
cur chibdren bave accomplished thes school year | have volunteered to help Ms. Jobmson plan
this year's celobration,

The party will be beld Thursday, Juae 10 from 9-1 1 am i Ms. Johmson's classroom. Spacks and
bevernges will be provided thaaks to the gemerous support of the Parent Teacher Assocition. We
o 19 s you tsere.

Thanks,
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When Celine needs to see other files or folders on the desktop, she can use the
minimize button to move this window out of the way. This button looks like a dash
and will collapse the window into the taskbar at the bottom of the screen.
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The file is minimized and appears on the taskbar as an icon. Celine can get back to it
at any time by clicking on this icon.
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2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paid Funds
Cost Remaining
Food and Drik 317200 00 22000
Decorations 1 20,00 (3135.00) 31500

Bouk for Each Student 8522428 £000 0.7
G fer Cannroom $100
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It is not uncommon to have many windows open at the same time. People find it easy
to switch between tasks or work between multiple files.

Celine clicks on a file on her desktop to open it. With more than one window open,
moving them around or resizing them may be helpful. Celine can pick up a window by
moving the cursor to the title bar and,

2nd Grade - End of Year Party Budget

Anticipated  Encumbered Paid Funds
Cost Remaining
3400 (517200 000 32000
3150 000 ($135.00) 0500
828 (822428 00 075
3100 100
475 30025
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click and hold the mouse button to move it around.
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In Windows 10, the task view is another way to manage having more than one window
open.
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Clicking the task view button in the task bar displays all the windows that are
currently open. From the task view, Celine can close or select an application.
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windows to close
task view
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To exit this view, just click outside the windows...
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or click on the task view buttons again, like a toggle switch.
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In this lesson, Celine learned how to open and view applications using windows. In the
next lesson, she’ll learn how to save and close files she creates within an application.
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