Name__________________________________________________
Chapter 9 Guided Reading
Desktop Elements
1. An ________ is a shortcut to start a program, open a window, access a Web site, and perform various other applications.
2. The __________________  ________ is a standard element and generally is installed and displayed when you start your computer for the first time.  You use this ________ to _______________ unnecessary items. 
3. The desktop contains five main sections:  What are they?
a. _______________________________________________________________________
b. _______________________________________________________________________
c. _______________________________________________________________________
d. _______________________________________________________________________
e. _______________________________________________________________________
4. The ___________________________ button minimizes (makes smaller) your window.
5. The __________________  ___________ button displays the window in less than a full screen.  After clicking it, the button in this position becomes the ______________________ button.  The __________________ button (makes full again) makes the window fill the full screen.  The ____________ button closes the window.
6. To minimize all open windows at one time using the mouse, Click the __________  _________________ icon on the Quick Launch toolbar.  (If you have Windows 7 operating system, you will not see this.  It’s only for Vista.)
7. When multiple windows are open on our desktop, the one you are working with is called the __________________  ______________________.
8. A _____________ is an icon that represents a link to an item, rather than the item itself.
9. A computer can contain three types of files:  system files, application files, and data files.  ______________  ________ usually are found in the Windows or Program Files folder and are essential files necessary for running Windows.  An __________________  _______ is part of an application program, such as a word-processing program, a graphics program, and so on.  A ____________  __________ is one you create when working with an application program such as Microsoft Word.
10. Another name for a folder is a ________________.  Using the Computer Window, you can view files using these options:
a. 
 (
1
)
b. __________________________
c. __________________________
d. __________________________
e. __________________________
f. __________________________
g. __________________________
h. __________________________
i. __________________________
11. 
12. __________________  ________________________ are characteristics that help you locate and organize files.
13. A _______________  _________ is a file like any other except it is not displayed in the Computer window.
14. Explain some common problems associated with management.
a. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
b. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
c. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
d. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
e. ________________________________________________________________________________________________________________________________________________________________________________________________________________________
f. ________________________________________________________________________________________________________________________________________________________________________________________________________________________

