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CHAPTER 3

Windows Programs

6@ 90 - Famous Americans - Word =
Home Insert Design Layout References Mailings Review View Q Tell me

= X, |Cambria ~[16 ~
Ve BT U-sex X B
Paste

MiIIV!IIey
o

Famous Americans

George Washington
Abraham Lincoln
Pocahontas

Martin Luther King
Susan B. Anthony
Thomas Jefferson
Rosa Parks

Cesar Chavez
Thomas Edison
Crazy Horse

Calculator - g = Untitled - Paint
= Standard F =Py @ A
MC MR M+ M
%o v G5
CE © <
7 8 9
4 5 6
1 2 3
+ 0
Computer Objectives Language Objectives
m Use computer hardware and software m Use vocabulary words to describe parts

m Use a program Ribbon of different programs

m Use computer verbs to describe actions you

B Open a dialog box and work with a drop-
can do with different programs

down list
®m Talk with a partner about drawing a picture in

m Draw a picture in the Paint program
the Paint program

®m Use the Calculator program
m Talk with a partner about the different kinds

® Play a computer game of tasks you can do with programs

Student Resources: labyrinthelab.com/es|5
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Picture Dictionary — Nouns

A noun is the name of a person, place, or thing. The following nouns are introduced in this chapter.

1. Dialog box — A window with boxes you
can click to select what you want

© 2018 Labyrinth Learning — Not for Sale or Classroom Use

Font

Font Advanced

Font
+Body

- Bodh
+Headings
Agency FB
Algerian
Arial

Font style:
Regular

Bold Italic

Size:

1

8

9

10
R

12

Font color:
Automatic v | | (none)
Effects
[ strikethrough
[] Double strikethrough

[ superscript

Underline style:

Underline color:

~
v

h |
[] Small caps

[] All caps
[] Hidden

Automatic

[ subscript

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

- -
Set As Default Text Effects...

Cancel

2. Checkbox — A box you can click to select
an option you want

Rulers
Gridlines
| Status bar

Show ar hide

Letter

Erwelope #10
Envelope &2
Erwelope CR
Ervelope DL
Executive
Japanesze Posteard
Leqal

Letter

Drop-down list arrow — An arrow you
can click to make the drop-down list
menu appear

/4

Drop-down list menu — A list with
options you can choose from

Letter

Ervelope #10
Ervelope AZ
rvelope Ch
Ervelope DL
Executive
Japanesze Postcard
Legal
Letter
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5. Hardware — The physical parts of the
computer system, such as the monitor or

the keyboard
6. Software — Programs added to the B0 - Spring Sale - Word m - 0 x
Computer SyStem that are nOt hardware, Home Insert Design Layout Reie:enc:Mailijgs ijii View  Q Tell me
X [Combriaody) -0 | == E32 Ay p ()
such as Word e B BT Udexx % A
TS AW A AN DT8GN

Clipboard 1 Font ) Paragraph 5 Styles & Pickit ~

SPRING SALE

Come visit us to see
our beautiful plants!

e Many beautiful fresh
plants

e Friendly staff

e Great prices

e Sale runs until May 21st.

Your favorite flowers

Page1of1 60f50words [[%

7. Appearance — The way an object looks,

such as on the computer screen
7% A

% NOTE! The word appearance is a noun. The word appear is a verb.

8. Settings — Information about how a Paper
program is set up Size: [Letter 7
Source: ’ Automatically Select v]
Orientation Margins (inches)
@ Portrait Left: L.25 Right: 125
(@ Landscape Top: 1 Bottormn: 1
Print Page Mumbers

9. Menu button — The button you click to T
open a menu. There are different ways E (2]
that a menu button can look.

Vocabulary 41
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Computer Verbs

A verb tells an action or what a subject is or does. The following verbs are introduced in this chapter.

© 2018 Labyrinth Learning — Not for Sale or Classroom Use

VERB MEANING EXAMPLE
1. Appear When an object shows and you When you click the box, a checkmark
cansee it will appear inside the box.
2. Check To click a box so that a When you have a few choices, you must
checkmark appears check the one that you want.
3. Clear To click a button or box to I changed my mind, so | have to clear
(a box) remove what you checked the box that | checked before.
before; to uncheck a box
4. Release To take your finger off the After you finish your mouse action, you
(a button) mouse button should release the mouse button.
5. Letup To release or let go of the button Another way to say “release the mouse

button” is to say “let up on the mouse
button.”

% NOTE! Release and let up are synonyms. Synonyms are words that have the same or a
similar meaning.

6. Play To use a computer game I like to play Solitaire and other card
games on my computer.
7. Preview To see how information will look I want to preview how the document will
when itis printed so you can look before | print it.
decide what you want to do
8. Hold To keep your finger pressed on Sometimes you have to hold down your
(a button) the mouse button mouse button for a few seconds, and
sometimes you only have to tap it.
9. View To look at an object It is important to view the tools on the

toolbar so you can see the choices.

42 Chapter3 | Windows Programs
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. Concepts and Exercises
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Common Features in Programs

A program is a set of directions that tells the computer exactly what to do to get a certain kind of job

done. Not all programs look the same.

Here are examples of kinds of programs that do different jobs.

= Famous Americans - Word ) — O X
Home Insert Design Llayout References Mailings Review View Q Tellme [FONEGEES
Cambria +[16 -] ¢ (=S As » P)
B I U-akex, X° A =1=- e — (5
Paste aty L. A Styles Editing  Free
- N A-W-A-Ma- KA DA A G - Images
Clipboard Font B Paragraph 5 Styles & Pickit ~

Famous Americans

e George Washington
Abraham Lincoln

e Pocahontas

e Martin Luther King
e Susan B. Anthony

e Thomas Jefferson

e Rosa Parks

e (Cesar Chavez

e Thomas Edison

e Crazy Horse

o

Sunset - Paint

=0 ¢

Home

View

= i 2 = m 9
o

Clipboard Image Tools |Brushes| Shapes  Size Colors . Open

- - - - - - - Paint 3D

100% (=)

A graphics program is used to make and change
pictures.

My Budget - Excel

] = O X

[m] - N
Home Insert Page Layout Formulas Data Review  View QTeH me

&% Century Goth~ |11

Be- BI U- AN
Paste

S e H-A-

Font

Clipboard &
A B

‘ My Budget

2 Percentage of Income Spent
3

4

| @ 85%

%

Alignment Number

[
C

[E Conditional Formatting ~ ‘L?_‘I
[% Format as Table ~
[Z7 Cell styles ~

Styles
D

Fel
Cells Editing

£ 3 S H -

Summary

TOTAL MONTHLY INCOME $2300
$2,200

$2.200
TOTAL MONTHLY EXPENSE

$2,100
$1,875

$2.000
TOTAL MONTHLY SAVINGS

$1.500
$250

$1.800
CASH BALANCE

$75

$1700

Eincome ™ Expenses

A spreadsheet program is used mostly for

G Google x
C' | @ Secure | https://www.google.com/?gws_rd=ss! O N @ :
i Apps G Google Other Bookmarks Other bookmarks
About  Store Gmail Images £
S
Google Search I'm Feeling Lucky
Take a tour aboard the Intemnational Space Station
Advertising  Business Privacy  Ter
P le.comyintl/en_t =ww-ww-et-g-awa-a-g_hpafoot1_1l028&utm_source=google.com&utm_medium=referral&utm_campaign=

A web browser is used to find things on the
Internet.

Concepts and Exercises
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= ES; ondike andom P9 score 2 . e = 3
Sl d = Using Tools on a Ribbon in Paint

B The Paint program has various tools on its Ribbon

A Use the tools by clicking on them

Zar~on) (Fazarsen) A Each tool has its own symbol
;m ;Q ” # The mouse pointer changes shape to match the symbol
“ 6‘
-8 2‘~ you choose
LOQ [ = 9 ¢ Untitled - Paint -
: 'Y o R B 7 o
DO 0 oad 20 = MONSEES SAed Y
Pencil BRintbrieh Shapes menu for drawing Colors
Eraser lines, circles, squares,
triangles, etc.
A tutorial is used to show and teach ideas.
A computer game is used to relax and have fun.
Different programs have many parts that are the same. Most program windows have these parts.
H ©-0 -~ Document1 - Word/ i — O X 19 Title bar: Tells you the

Home Insert Design Layout References Mailings Review View QTeII me programyou are using

S X | Calibri (Body) 11 -] = -® Ribbon: A bar with
puee 2 B Ur-sbex, X' A different buttons; each
- ¥ A2 button does a different

Cliphoard & +— jobwhenyou click it
—(® Button: Icons that do
- different jobs when you

"

Dace 1 of =y click them with the mouse
age 1of 1 0 words

B B B B ———b——+ 100%

Work area: The place
where vour work shows

Word program window

A second example of a program is Paint.

g = Untitled - F’aint

~

@
o] o« icd e ]  NEERSE EEEEgy ¢

Clipli[)ard Imfge TDE)'S Erufhes Shavpes Sivze CD1|DF Cozlur |9!— \\\ —!9% Cs:i:’t’s P;Ji'fte;D

Colors

Title bar: Tells you the
program you are using

File Home View

-® Ribbon: A bar with
different buttons; each

A button does a different

— jobwhenyou click it

W
5@ Button: Icons that do

different jobs when you
click them with the mouse

Paint program window

Work area: The place
where your work shows

44 cChapter3 | Windows Programs _ ) _
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P EXERCISE 3.1

In this exercise, you will use the Start button to start the Word program. There are
different versions of Word. Your computer may show a number after the program
name. The recent versions of Word look and function very similar.

Weather

Windows 10 Update Assistant

Windows Accessories

Windows Administrative Tools

Windows Defender Security Center

Windows Ease of Access

Windows Media Player 2. Click Word 2016.
If your computer

Windows PowerShell has a different

Windows System version of Word,
such as Word
2013 or Word

Word 2016
2010, choose

that. Click Blank
Document.

.

':Q:TIP! You may have to use the scroll bar to move down to the “W” section to see it.
Word opens on the screen.

3. If the Word window does not fill the screen, click the Maximize @ button.

4. Find the title bar on the screen and point at it with the mouse.

5. Find the Ribbon and the work area. Move your mouse pointer over each part.

Leave Word open for the next exercise.

Concepts and Exercises 45
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Dialog Boxes

Most programs have some type of dialog box. You can change settings by changing the information
in a dialog box. Many dialog boxes have these features.

Font ? XK
Font Advanced
Font: Font style: Size:
Regular 10
8 A
Italic 9
Bold
Bold Italic 11
12 v
Font color: Underline style: Underline color:
‘ Automatic E‘ | (none) | ‘ Automatic ‘
0 Effe . Automatic
[ Theme Colors [ ] Small caps
C i HEEN EN (] All caps 0
C I I ] Hidden
o “IIIII
Standard Colors
_HN EEEEN| :Body
% More Colors...
This is the body theme font. The curre

Set As Default

Text Effects...

it document theme defines which font will be used.

oK

Cancel

The Word Font dialog box

@ Checkboxes: Click in the boxes to check or uncheck them.

menu.

(B Drop-down list arrow: An arrow that points down that you can click to open a drop-down list

@ Drop-down list menu: A list of choices that opens when you click a drop-down arrow.

46 Chapter3 | Windows Programs
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P EXERCISE 3.2

In this exercise, you will use a dialog box in Word. The program should be open from
the last exercise.

1. Click the Home tab.

Home | Insert Design layout Rei

ITC Stone Ser~

12 <A A Aa- A

B/ U-aex,x A-¥-A-| ——2. Clickthedialogbox
/ .
] launcher in the Font
section.

Font

B

This dialog box will appear on your screen.

Font ? X
Font Advanced
Font: Font style: Size:
+Body Regular 10
A ~l |8 A
+Headings Italic 9
Agency 18 Boid | )
Algerian Bold Italic 11
Arial Y M2 N
Font color: Underline style: Underline color:

Automatic (none) Automatic

Effe . Automatic

[| Theme Colors ] Small caps
] H EEEET"EN [ ] Al caps

[ ~
[
pmllllllllii

[ Standard Colors

[ ] Hidden

[ ] | FEEEEE sody
%’ More Colors...

This is the body theme font. The current document theme defines which font will be used.

‘ Set As Default ‘ ‘ Text Effects... ‘ ‘ oK ‘ ‘ Cancel ‘

3. Find a drop-down arrow, a drop-down list menu, and a checkbox.

4. Click the Font Color drop-down arrow to open the drop-down
] Font color: P
listmenu.

Automatic ‘

5. Close the dialog box with the Close| x |button. Then, close Word.

Concepts and Exercises 47
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Using Tools on a Ribbon in Paint

Paint gives you many tools to work with to make pictures. Some are easy to use and some take a
while to learn. We will look at the easy ones now.

m You can use tools on a Ribbon by clicking on them.

m When you click on a tool, a symbol appears in place of the mouse pointer. Each tool has its own
symbol.

We will not use all the tools, only a few to see how they work. Here are some of the tools. To use a
tool, click it.

Pencil

(8 e [@7 = CMEEES mumw
Paste Select 1 |Brushes| |Shapes Size Color | Color Edit
7 = L o7 x y L = 1 2 H—H ”—”—‘ color:
Clipboard Image Tools o/ (@ A -~ Colors
NOCOOD M
U rexBo0
A \ -

‘\_5) Eraser é Paintbrushes b Shapes, including the Line tool

Tools only work in the white area of the Paint window. If you want to pick a color, click on one of the
colors on the right side of the Home tab of the Ribbon.

Paint colors

]

Edit
colors

B E T s kd BT
= il &S~
Paste Select A~ & / C'\ Brushes| Shapes

- - - -

Clipboard Image Tools Shapes Colors

48 Chapter3 | Windows Programs _ ) _
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Dragging

To use a tool, you need to drag with the mouse. (For a definition of drag, see Chapter 1, “About
Computer Basics.”) Here is how:

1. Point where you want to start and then hold down your left mouse button.
2. Move the mouse to make your design.
3. Let go of the left mouse button when you are finished making the design.

You will use drag in the next exercise.

P EXERCISE 3.3

In this exercise, you will use some of the drawing tools in Paint.

L:J‘ Voice Recorder

W

. Weather
Click Windows

2.
Windows 10 Update Assista .
. b e Accessories. Use
the scroll bar to

Windows Accessories

help you find it.
3D Builder

Character Map

Internet Explorer

1)
o
BZd Math input Panel
Y
/]

Not 3. Click Paint.

1. Click the Start button. Paint

O

If necessary, drag the scroll box down until you see Paint.

Concepts and Exercises 49
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Draw a Line
4. Maximize| 0]the Paint window if it does not fill the screen.

5. Click the Shapes button on the Ribbon and choose the Line tool from the menu.

=
ShapesL\/v Si Color
~NJFoooma-~
AO@OH»Ed
U e xIO0

Ox o

6. Point to a place on the left side of the white area. Hold down your left mouse button
and keep it held down until step 8.

Untitled - Paint

File Home View
8 7 =
0015 s¢s @ @% < 0 ERRs EEE
Pafte ' Sel:ect o\ 6)/0(\ Bruihes Shavpes Sif.e Cn1lnr Ccuzlcur I:“:”:“:H:“:”:“:“:I[
Clipboard Image Tools Shapes el
_(#)_
v

7. Move the mouse to the right. This draws a line.

You should see a line.

8. Let go of the mouse button where you want to stop the line.

50 Chapter3 | Windows Programs _ ) _
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Draw a Box

9. Click the Shapes button and choose the Rectangle tool from the menu.

P .=

r\/ s
Shapes Size Color

NVOOOMEA -
NP G0
LU+ N xOE
(VA 2/

Untitled - Paint

View

X = Pt — EREEN EeEE
| 7O A w
= Select - /f ) Bs S?;s &- ; Color (I%" EII:IE”:”:”:”:”:IEI[
= SRt i ¥y Ao NEEEEEEEE
Clipboard Image Tools Shapes Colars
N ~ -
S ~
~ ~
~ ~
= ~
A
4
/ \
10. Point to a place anywhere on the white 11. Let go of the mouse button.

area. Hold down the mouse button and
move it in the direction shown.

Concepts and Exercises 51
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Draw a Colored Line

12. Click the Pencil tool. 13. Click the color Red from the Colors box.

Unt tled - Paint

| . T
05 Dl @ea G @Y B mAET

Pavste Selfct A gf(,l\ Bruihes Shilpes S|fe ! Color DDDDDDDDD[

Clipboard Image Tools Shapes Colors

\/\/W\

\

14. Point anywhere on the white area. 15. Let go of the mouse button.
Hold down the mouse button
and then move the mouse up and
down and to the right to paint a
curving line.

16. If you make a mistake, you can erase it with the Eraser .

17. You can keep drawing to add anything else you like to your picture.
18. When you are finished, closePaint.

19. If Paint asks you to save your file, choose No.

Ifyou already know how to save a file, click Yes and give the file a name.

% NOTE! You will learn how to save your files in Chapter 5, "More with Word.”

52 Chapter3 | Windows Programs _ ) _
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ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

The Windows Calculator

The Calculator is another program on the computer. You can use it to do many calculations. The
program looks just like a handheld calculator and works the same way. You can type numbers or you
can click the number buttons.

Calculator = X
= Standard
M+ M- Ms
%o v b X
CE C <& —
7 8 9 X
4 5 6 =
1 2 3 TP
aE 0 =
4 N

HOW TO USE THE CALCULATOR

Open Calculator: Start—Calculator

Examples of the four basic operations:

Add Two Numbers Subtract Two Numbers
A. Click the first number. A. Click the first number.
B. Click the plus (+) sign button. B. Click the minus (-) sign button.
C. Click the second number. C. Click the second number.
D. Click the equals (=) sign button. D. Click the equals (=) sign button.
Multiply Two Numbers Divide Two Numbers
Use the X (X) button: (3 X 2 =6). Use the division (+) button: (8 + 2 = 4).
. /

Concepts and Exercises 53
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» EXERCISE 3.4

In this exercise, you will use the Calculator to add and subtract. You do not have to type
in the numbers. Just click the number buttons with your mouse.

1. Open Calculator: Start—Calculator

Add Two Numbers
Calculator = (] X
= Standard
229
M+ M- MS

% v x° P
@E C < =
7 8 9 X
4 5 6 =
162 @3 + |0
+ 0 . - @l

. Click the 2 button two times for 22.

. See the number in the number box.

2
3
4. Click the plus sign (+) to add the next number.
5. Click the 3 button two times for 33.

6

. Click the equals sign (=) to finish.

You can see the answer (55) in the number box.

Caleulator = O X

= Standard

M+ M- M5

e v I's T
CE c 0 & -

7. Click the Cbutton to clear the Calculator.
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Do Other Calculations

f !IMPORTANT Press C to clear after you complete each of the calculations in
steps 8-11.

8. Click these buttons on the calculator: 12+ 6 =

9. Click these buttons: 100 +75 =

10. Click these buttons: 50 =10 =

11. Click these buttons: 389 —14 =

Leave the Calculator open for the next exercise.

© 2018 Labyrinth Learning — Not for Sale or Classroom Use
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Using a Menu

Once you have had some practice using menus, you will find that they are easy to use. The way they
work is the same in each program. What changes in each program is the list of choices in the menu.

m You can open a menu by clicking the menu E button or one of the words at the top. Not all

programs have menus. Some only have a Ribbon or other buttons.

m Sometimes when you click on one of the menu items, a dialog box will open.

m Sometimes a menu will show on the left side of the window.

Calculator

Calculator
Standard A
Scientific
Programmer
Date Calculation

Converter

Currency

Volume

Ms

€® Snipping Tool =
%New -Mcdf Delay ~ x Cancel l Options

Select the Free-form Snip utton or click the ®
New butl| ® Rectangular Snip

Window Snip

Full-screen Snip
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Portland ABOVE
NORMAL
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Saltiliake City
p -u-‘

.'_. I- #

Los Angeles Alht‘iqqerqﬁ
WINTER:EFORECAST
mild & dry south
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P EXERCISE 3.5

In this exercise, you will use a menu. Many settings can only be changed by using
menus.

Calculator = O X

0' = Calculator

Standard

9 Scientific 0

Ms
Programmer

Date Calculation

Converter
Currency
Volume

| ennth

(@  About -

1. Click the menu button.
2. Choose Scientific.

The Calculator now shows the Scientific view with more advanced buttons.

Calculator O X
= Scientific
0
DEG HYP F-E
M+ M- Ms
x° e sin cos tan
o/ 10* log Exp Mod
T CE € @ -
m 7 8 9 X
n! 4 5 6 —
e 1 2 3 4
( ) 0 =
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Calculator = O X

@/"E Calculator
E—
\Standard

Scientific
MS
Programmer
Date Calculation
Converter
Currency

Volume

I anath

(@  About =

3. Click the menu button, and then click Standard to return the Calculator to normal.

4. Close the Calculator.
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{Hp) Skill Builder Exercises

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

» skiLL BUILDER 3.1 Use Paint
In earlier exercises, you tried some Paint tools. In this exercise, you will create a real
drawing.
1. Open Paint: Start—>Windows Accessories—Paint
Use the Start menu scroll bar to go down to Window Accessories and, if necessary, to
Paint.
2. Maximize the Paint window.
3. Use some of the tools and colors to draw a picture of a sunset.

The sunset does not have to look perfect. This is just to practice using the mouse and
dragging to draw. Many programs let you do this.

o

4. When you are finished, close Paint.
5. If Paint asks if you want to save your work, click No.

If you already know how to save a file, click Yes and give the file a name.
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ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

» SKILL BUILDER 3.2 Use the Calculator

In this exercise, you will use the Calculator program to multiply, divide, and subtract
numbers.

1. Open Calculator: Start — Calculator
. To multiply, press these buttons: 3 x12 =
. To multiply, press these buttons: 25 x2 =

. Todivide, press these buttons: 80 - 4 =

2

3

4

5. Todivide, press these buttons: 36 - 12 =

6. To subtract, press these buttons: 99 — 43 =
7. To subtract, press these buttons: 52 -12 =
8

. When you are finished, close Calculator.

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

» SKILL BUILDER 3.3 Play a Game

In this exercise, you will play Solitaire. If you have never played Solitaire with cards,
ask a friend or your teacher to explain how to play the game. Playing this game will
give you good practice using the mouse.

1. Open Solitaire: Start — Microsoft Solitaire Collection — Classic Solitaire Klondike

2. Close any windows that may open before you see the game. Your teacher can help
you if you cannot get to the game.

3. Click Play as a Guest, if necessary.

4. Click Klondike.

';‘ Guest ‘ /

UL

Classic Solitaire
¥ Kiondike
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5. To move one of the cards, click on it. Hold down the mouse button and drag it to

anew place. If you put a card in the wrong place, it will not stay there. It will jump
back to where it was.

= B(:k Klondike Random W* time 1:46

85A
LICOE )

a

P +~1 900

®

=

K
*
Q
.
J
+

*35
P SN PW ¢

6. When you want to turn over a 7. Start putting the aces in the four shaded
new card, click on the pack at areas and build up from there. The suits
the top. (pictures on the cards) must match in each

top pile. You must put all the cards in the
top piles to win.

8. If youwant to starta new game, click New Game on the bottom-left side of the
window.

+
New Game

9. When you are finished playing, click the Close button.
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» PERSONAL PROJECT 3.4 Draw a Map

In this exercise, you will draw and print a simple map with the Paint program.

1. Open Paint: Start—Microsoft Accessories—Paint

2. Draw lines to create a simple street map of the area around your house.

vy

3. Usethe Text

A

tool to add street names. Click near where you want to type the words.

Q1 To draw straight lines, hold down the key asyou drag a new line.

Hold down the mouse button and drag a text box. Then you can type a street name

inside the box. Make a new box for each name. After you type each street name, click

outside of that text box before you make a new text box or draw another line.

Mam Street

First Street

Ponderoza Street

4. To print the map, choose File—Print and then click Print again.

5. Close Paint without saving the map. (Or, if you know how to save a file, use
File—>Save As to save it.)
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@ Paired Conversation
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With a partner, take turns reading the A and B parts of the conversation.

Student A Yesterday we learned how to minimize a window.

Student B Yes, | remember. The window disappeared but did not really close.
Student A Do you remember how to maximize a window?

Student B Yes. Now let’s talk about what we learned today.

Student A Today we learned about hardware.

Student B Is that like the computer and the monitor?

Student A Right. We also learned about software.

Student B That is like Word and Paint that are added into the computer.
Student A Thatis true.

Student B We also learned about the dialog boxes.

Student A Yes. Dialog boxes are important because they let you select the settings that you want.
Student B Did you play a computer game today?

Student A Not really. | just watched somebody else play.

Student B We practiced using the Paint program.
Student A | liked drawing a map and typing the names of the streets.

Student B Well, I am so glad we are learning so much!
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@ Chapter Review
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3.1 Verb Worksheet

Fill in the blanks. Select the best answer for each sentence using the computer verbs in

the Word Bank.
WORD BANK
appear check Clear
letup play preview
release view hold
1. Youcan a document to see how it will look when you print it.
2. To iswhen an object shows on the screen and you can see it.
3. Touncheckaboxis called to it.
4. To means to click the box so that a checkmark appears.
5. Tolook at something is to it.
6. To means to use a computer game.

7. To keep your finger pressed on the mouse button is to

the button.

8. To

means to take your finger off of the mouse button.

means to release or let go of a button.
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3.2 Fillin the Blanks
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Fill in the missing words in the sentences below. Look at the picture of the Windows

Calculator to help you.
Calculator O X
= Standard
M+ M- MsS
Yo v x5 Yx
CE C & -
7 8 9 X
4 5 6 =
1 2 3 +
£l 0 =

Exercise A: Add Two Numbers

1. Click the first

2. Clickthe sign.
3. Click the
4. Clickthe sign.

Exercise B: Multiply Two Numbers

1. Click the first

2. Clickthe sign.
3. Clickthe
4. Clickthe sign.
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