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TEST 1
Wordcount: 516
Using the Mouse
One of the most powerful aspects of the Windows environment is the broad range of activities supported by the mouse. A mouse is a small, hand-held device that sits on your physical desktop (not to be confused with the “desktop” on your computer screen).
When you move the mouse across your desk, the ball movement causes a small pointer or cursor to move similarly across your screen. The movement is proportional, so that moving the mouse an inch or so from side to side causes the pointer on the screen to travel the full width of the screen.

If you are new to using a mouse, take a few minutes and go through the mouse portion of the Windows on-line tutorial, located under the Help menu in the Program Manager. (See the next section for instructions on starting the tutorial.)

The most common mouse procedures are described below:

	Point-and-click
	When you move the mouse so that you position the pointer over an icon, button, or a list item and then press the left mouse button to select the desired application, file or action. Also called select.

	Double-click
	When you position the mouse pointer over a desired selection and then press the left mouse button two times in rapid succession.

	Click-and-drag
	When you point-and-click and then continue to hold down the left mouse button while you move the mouse (and hence the pointer, icon or cursor) from one place to another across the screen.


You can enter Windows commands either from the keyboard or with the mouse, and you'll soon develop a preference depending on the command. That is, some commands—such as Alt+F4, the universal window Close command—are more easily carried out from the keyboard and some—such as sizing a window—with the mouse. This book lists command instructions for the mouse and also includes some keyboard equivalents and shortcuts.

Tip   If you click on a command or an icon and then change your mind, just move the mouse pointer off the command or icon without releasing the mouse button. Click anywhere off of the command or icon.

Starting the On-line Tutorial

From the desktop you can easily start (or launch) the Windows on-line tutorial by selecting Windows Tutorial from the Program Manager Help menu.
The tutorial is excellent. It demonstrates all of the basic functions of Windows, and you can actually see the mouse movements that are required to perform certain activities. You are also given a chance to practice using the mouse. Do as much or as little of the tutorial as you want—press the Esc key to exit the tutorial at any time.

The basic tutorial takes about 10 minutes, and the mouse section adds a few additional minutes. Unless you are already experienced with Windows (or another graphical user interface), you will find the time well-spent.

To start the on-line tutorial:

1 Point to the Help menu with your mouse and click once.

2 Click again on Windows Tutorial.

With the keyboard, press the Alt key and then the H key, the press the W key.
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