


Table of Contents

INTRODUCTION
4
What’s in This Book
5

Working With the Activities
5

Conventions
6

Before You Begin
7

Equipment and Software You Will Need
7

For More Information
8

WORKING BETTER IN WINDOWS 98
9
Getting Started
9

Exploring Windows 98
11

The Desktop
11

Windows
12

Moving, Sizing, and Organizing Windows
13

Dialog Boxes
14

Identifying File Box Features
15

Pointing and Clicking
16

Working with Menus and Commands
17

Benefiting from Help and Windows Explorer
20

Using Find
20

Using Help
21

Using Windows Explorer
23

Putting it Together
24

USING THE DESKTOP
25
Before you Begin
25

A Desktop to Fit Your Style
25

Browsing is Simple
27

Finding What You Need When You Need It
29

Customizing the Start menu
29

Creating Shortcuts to Files and Folders
29

Starting Programs Automatically
31

Favorites
32

Changing Display Settings
33

Organizing Files and Customizing Folders
34

Adding Programs to the Taskbar
36

Creating User Profiles
36

Accessibility Features
38

Putting it Together
40

GETTING CONNECTED
41
What is a Network?
41

Connecting to the World Wide Web
42

Navigating the World Wide Web
43

Toolbars
43

Explorer Bar
44

Status Bar
44

Finding Information on the World Wide Web
45

Subscribing to a Web Page
46

Adding Active Content Items
48

A Word About Security
51

Using Outlook Express
51

Sending a message
52

Attaching a file to a message
53

Receiving and reading a message
54

Adding e-mail addresses to the address book
55

Discussion Groups
57

Putting it Together
57

MULTIMEDIA AND OTHER TOOLS
59
Multimedia Features
59

Plug and Play
60

Using the Computer with a Television
60

Scheduling Regular Maintenance
60

Setting Up the Update Wizard
62

Putting it Together
62

LEARN MORE ABOUT IT
64
Teaching Tips
64

Accessibility Resources
66


















2  In and Out of the Classroom with Windows 98

3  In and Out of the Classroom with Windows 98


