	NC Computer and Internet Basics for ESL – Lesson 3
	



	Lesson #3: Introduction to the Windows Environment

	Activity
	Materials/Notes

	Homework Check
1. Check for any questions about lesson 2 and the Computer Introduction vocabulary handout.
2. Review: Ask review questions for the vocabulary, for example:
· What do you use to make the screen go up and down or side to side?
· When you close all the windows you opened, what do you see?
· What is an “icon”?
3. (Optional) If you saw common errors on the students’ papers from lesson 1, write some example sentences with similar errors (on a paper for projection or directly on the board.) Have students work in pairs to figure out the corrections. Once all the pairs have finished, go through and correct the displayed sentences as a class.
Return the students’ corrected homework papers.

[bookmark: _GoBack]Lesson 3 Main Points: 
· What is on the screen - the desktop & taskbar
· Working with windows

Introduction to the Windows Environment
In the last class we turned on the computer and saw the desktop, and then we opened a browser window so we could do some activities online. Today we are going to learn more about the desktop. 
Show and describe:  
· Desktop and icons
· Shortcut (The programs and files are in different places in the computer so we use shortcuts to get to them quickly. There are lots of different ways we can get to things in the computer.)
· When we remove something, it goes to the Recycle Bin (Trash Can). 
· The operating system is the software that runs the computer, and the programs or applications (same thing, different words) are software added to the computer that do different things. The Recycle Bin is part of the operating system because we use it to clean files off the computer. When we make something on the computer, we will use different applications to make different things. For example, if we want to write a letter, we will use a different application than if we want to make a picture.
· Note: On the computer you usually:  
Left-click to select something 
Double-click to open something 
Right-click to do something to that thing
Show a right click on the open desktop, and the options that come up.
Show a right click on the Recycle Bin or other icons, and the options that come up for them.
Practice Together
Walk the students through:  Creating, Moving, and Sizing
1. Right click on the desktop (not on an icon).
2. Left click New Folder - AKA “Select” New Folder. Note that if we say “click” or “select” that means “left click” on that thing.
3. See that the name is selected; it is highlighted, so we could change it if we wanted, but we will leave it for now. Click off the folder to deselect it. “Click off” or “deselect” means click in an empty space outside of the item. That is how you stop something from being selected.
4. Click on the folder. The folder is highlighted, but not the name. 
5. Click the name of the folder. Note that now the name is highlighted.
6. Type a new name, and then click off the folder (deselect it).
7. Double-click the folder to open it. Note: One click to select, two to open. There isn’t anything in this folder. It is empty. 
8. Click down and hold on the top title bar and move the window around the desktop. AKA “click and drag.”
9. Move the cursor/mouse pointer over the side, bottom, and corner, so that the pointer changes to arrows. Then click down and drag to change the size of the window.
10. Click the Maximize button. 
11. Click the Restore Down (not Minimize) button. Note that the Restore Down button is in the same place the Maximize button was.

Quickly show and describe:  The Taskbar 
(Note: Sometimes the Taskbar hides at the bottom of the screen.)
· Cortana “digital assistant” search box to search by text or voice
· Task View – to see everything that is open at once, or to open an additional, clean, desktop
· Icons (which are shortcuts) – Click once on the icon to open; click again to hide (vs. close from app’s close button) 
Note: Some icons are already here, but you can add more if you want. Note: Taskbar icons open with one click rather than the normal double-click.
· Active program Icons: anything you have open will have an icon showing in the Taskbar.
Do we have anything open? Yes, the folder. Note the blue line under the File Explorer icon.
· The systray (system tray, or notification area) and the clock/calendar. Note: If you open these, you have to click away to close rather than clicking on a close button.

Show and describe:  The Windows Start Button pop-up menu and its icons and tiles. Tiles are a quick way to get to some apps. (Another example of how computers often give you different ways to do the same thing.) (Single-click to open items here too.)
· File Explorer – note that this opens the same thing as the File Explorer icon on the Taskbar. We’ll go into its use next lesson.
· Settings to control the computer and some connected devices
· Power button options
· All apps - all the software on the computer in alphabetical order  

Practice
Walk the students through: Taskbar and Start Button 
1. Bring the cursor down to the bottom of the screen so that the Taskbar appears, and click on the Microsoft Edge icon.
2. Bring the cursor down to the bottom of the screen so that the Taskbar appears, move the pointer to the bottom left corner, click on the Start button, and then click on the Microsoft Edge tile.
3. Move the top window and make it smaller so that the first window can be seen. Note that they are the same program, we just opened them from different places.
4. Go to the Start menu again, and select one of the icons at the top left to open. 
5. Make the Taskbar appear. Note that when you open a program or window, it shows up in the Taskbar. Point out that because we have an Edge window open the Edge icon on the Taskbar is highlighted (there is a blue line under the icon) and a new icon has appeared for the other program we just opened. Also, there is an icon for the folder we minimized.
6. Roll over the highlighted icons. Point out that previews of the windows are shown.
7. Roll over the previews to see the larger screens, then roll off.
8. Roll over the edge icon and the previews again and click one. 
When you click on an icon in the Taskbar, that window will show up in front of other open windows. 
9. Move your cursor to an empty area on the back window and click. If there are overlapping windows open, clicking somewhere on a back window will bring it to the front.
10. Click the Minimize button on one of the browsers. 
11. Click the Close button on the other browser.
12. Roll over the Edge icon. Note that now the preview shows only one screen. Why?
13. Right click on the icon and select “Close window.” Now the icon is no-longer highlighted because both windows are closed. The File Explorer and the icon from the open program still show up highlighted on the Taskbar.
14. Close the program. The icon disappears from the Taskbar.
12. Click the Minimize button on the folder. Is the folder closed/gone? 
No, there is still a highlight under the File Explorer icon.
13. Click once on the File Explorer icon to reopen the folder.
14. Click the Close button. Is the folder closed? Yes, the highlight is gone.
15. Click down and drag the folder on the desktop to the Recycle Bin.




· Hand out the Windows vocabulary handout. If there is time, do pronunciation of the vocabulary. 
· Introduce the practice. 

Practice Assignments
1. Assignment 1 – Read the Lesson 3 Windows handout. Practice and learn the vocabulary. 

Optional – Watch the Computer Training Part 4 video for review 
https://youtu.be/wUSrco2eYgU

2. Assignment 2 – Practice the things you learned in class.
1. Create and name a folder.  (Right-click on the desktop…)
2. Create and name a second folder.  
3. Open the folders.  (Double-click)
4. Practice moving the windows and changing their sizes.
5. Practice clicking on each folder to make them the front folder.
6. Practice clicking on the Maximize, Restore Down, and Minimize buttons (and restoring from the taskbar.)
7. Close the folders. (close X button)
8. Delete one folder by dragging it into the Recycle Bin. 
9. Click once on the second folder (select it), and press the Delete key on your keyboard.


	5 - 10 min.
C-I_L02-vCompIntro for review





· Make practice examples of common errors in either content or grammar noted in the students’ sentences.
· Students’ papers (corrected lesson 1 homework)





5 min.
FYI
https://www.youtube.com/watch?v=FZqKyhfD7-E 




FYI
https://www.youtube.com/watch?v=TVcMQjEsvZ8 











10 min.











Click (down and up) 
vs. click down (and hold)






5 min.
Remind students that these features vary depending on the operating system.





















15 min.





































5 – 10 min.
Lesson 3 Windows vocabulary handout C-I_L03-vWidows

C-I_L03-xAssignment handout
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