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Using a Mac OS 11
Working with Windows
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In the previous lesson, Jane learned how to find and open files on the computer. In
today’s lesson, Jane will learn how to use an application window on the Mac, including
how to make a window larger or smaller, move a window, close a window and more. In
today’s example, Jane will be using the applications “Pages” and “Numbers” on a Mac
computer.
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Once Jane has opened a file or folder, she sees a window. A computer window gives
you a view into a file, folder, or an application just like a store’s window gives you a
view into the store. The window is your working area.

1B =0 @8- "0 T4LW~0 B o

When you open a window, it may appear in a size that’s too big or too small for your
work. Jane can change the size of the window by hovering her cursor over a border or
corner of the window using her mouse. The cursor then becomes a double-headed
arrow. Jane can then click and hold the left mouse button to “grab” the edges of the
window.
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Jane drags the cursor to change the size of the window. She releases the mouse
button when the window is the desired size.
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At the top of the window Jane sees some tools to help her manage the size and shape
of the window.
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If Jane wants the window to fill the whole desktop, she can click the green button on
the top-left corner of the window.

Click on the
green button
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Would you click on the green button for Jane?
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Diear Parents.

I's been another exciting school year. Before summer begins, we would like (o celebrate all that
car children have accomplished this school year. | have volunteered to help Ms. Johnson plan
this year's cebebeation.

The panty will be held Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Saacks and
beverages will be pravided thamks to the generous support of the Pasent Teacher Association. We
eape 10 see yo there

Thanks,

Good job! When you click on the green button, the window fills the entire screen.
When you want to make the window smaller again, it can be a bit tricky since the
menu bar is hidden.

In order to see the menu when a window is in full screen, Jane needs to move her
mouse to the very top of the screen.

@ like 1o celebrate all that
help Ms_ Johnsom plas

Move your
The party will be] Il I [ {0 ] @ to the top 's classroom. Snacks and

beverages will be t Teacher Association. We

]  of the screen
Thanks,

Would you help out Jane? Move your cursor with your mouse to the top of the screen.
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Dear Pasents.

I's been another exciting school year. Before summer begins, we would like (o celebrate all that
car children have accomplished this school year. | have volunteered to help Ms. Johnson plan
this year's cebebeation.

The panty will be held Thursday, June 10% from 9-11 am in Ms. Johason's classroom. Saacks and
beverages will be pravided thamks to the generous support of the Pasent Teacher Association. We
eape 10 see yo there

Thanks,

Nice work! The menu bar has appeared again and the green button is visible. When
Jane clicks on the green button

1's been anoiber cxciting school yeas. Before summer begins, we would like o celehrate al that
our ehildren have aeeomplished this school year, | have volunteered 1o help Ms. Johnson plas
ihis yeas's celebeation

The: party will b hield Tharsday, Fues: 108 From 9-11 am in Ms. Johsson's classroom. Saacks and
beverages will b provided tharks ta the generous suport of the Pasent Teacher Assoclarion, We
hape to see you there

Thanks,
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the window returns to its original size.
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1r's been another exeiting school yeas. Before summee begins, we would like 1o celebrate all that
our children have seeomplished this school year, I have volunteered to help Ms. Johnson plan
this year's celebeation

“The: party will be hiekd Tharsday, Rue: 10% from 9-11 am in Ms. Johsson's classtoom. Saacks and
beverages will be provideed thanks to the generous support of the Parent Teacher Associarion, We
hape to see you there

Thanks,
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Jane can scroll in the window to display different parts of the document. Scrolling will
move you up and down the page, similar to turning the pages of a multipage
document.

It's been another exciting school year. Before summer beging. we would like to celebrate all that
our children have seeomplished this school year, T have volunteered to help Ms. Johnson plan
ihis year's celebeation

The panty will be held Tharsday, Juse 108 from 9-11 am in Ms. Johason's classroom. Snacks and
beverages will be provideed thanks to the generous support of the Parent Teacher Associarion, We
hape to see you there

Thanks,
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To scroll, Jane moves her cursor to the scroll bar, the clicks and holds the left mouse
button to “grab” it. Then she drags it to move down in the document.
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The party will b hekd Thursely, Fune 108 from 9-11 am in M. Johnson's clussroom. Snacks and
beverages will be provided thasks to the genesaus support of the Pasent Teacher Association, We
hape o see you there

Thanks,
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If Jane would like to access other files or folders on the desktop while this file is open,
she can click on the yellow button at the top left of the window to minimize it. This
will collapse the window into the Dock at the bottom of the screen so that Jane can
see and use the desktop.
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Now that the first file is minimized, it appears on the Dock at the bottom as anicon.
This frees up the desktop so that Jane can find another file.
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Double click
on the file
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Jane would like to open the file on the desktop called School Party Budget. Would you
give Jane a hand? Double click on the file “School Party Budget” to open it.
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Good job! It is possible to have many windows open at the same time. This allows you
to switch between tasks or work between multiple files.
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Jane can click on the icon to open the file that she minimized to the Dock, so she has
two open files open at the same time. In this example, the file in the Dock is in the
application called Pages, but this will work for any kind of file that is open in the Dock.
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I 2nd Grade - End of Year Party Budget

Single click on
the file icon
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Would you help out Jane by opening this file for her? Click on the file now.
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1r's been another exeiting school yeas. Before summee begins, we would like 1o celebrate all that
our children have seeomplished this school year, I have volunteered to help Ms. Johnson plan
this year's celebeation

The: party will be hiekd Tharsday, Rue: 10% from 9-11 am in Ms. Johsson’s classoom. Sancl
beverages will be provided thanks to the generous support of the Parent Teacher Associati
hape to see you there
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Nice work! Now that Jane has two windows open, she wants to move them around to
make it easier to work between them. She can pick up a window by the grey bar at
the top and move it. To do this, she places her cursor above the gray bar and clicks
down on her mouse button.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




LEARNING

< ATaT =
connected ‘f!‘?é'é‘.'z%a{y

l 2nd Grade - End of Year Party Budg:

o 1 . L r | s been another exeiting school yeas. Before sumenee begins, we would like to celebrate al that
our children have accomplished this school year. §hiwe volunieercd o help Ms. Johnson plan

Bt Each Bt | a2 this year's celebeation.

© Gnirusmman
D™ smazs 4 “The party will be held Thursday, Fue: 10% from 9-11 am in Ms, Johason's classtoom. Saacks and

beverages will be provideed thanks to the generous support of the Parent Teacher Associarion, We
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While still holding the mouse button down, she moves the window. When the window
is where she wants it, she releases the mouse button to place the window.

Again, the windows can also be resized to make it easier to work between them.
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In this lesson, Jane has learned how to work with windows. In the next lesson, she’ll
learn how to save and close files she created within an application.
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