CHAPTER 3

The Windows 95 User Interface

When you first boot Microsoft Windows 95, you knawmediately that the old world of
Windows running on top of MS-DOS is no more. Goreethe character-mode boot
messages that held meaning only for a very smalbrity of computer users. Instead, you
are graphically carried to the desktop of the neimddws 95 user interface (Ul).

More than any other part of the operating systém Ul defines the user’s overall
experience. The easier, more powerful, and morgpetimg the Ul, the better the user
feels about computing and the more productive ez is likely to be. A great Ul helps
the computer industry grow because it makes comg@asier and more natural fdt
people, from the novice user to the power user.

This chapter discusses the design process thatigeddhe Ul in Windows 95 and then
introduces the components of the Ul, organized timofollowing categories:

« Easy.Outlines Ul features that make Windows 95 eadgdm and use, especially
for those new to Windows.

* Powerful. Outlines Ul features that make Windows 95 more gréwi, efficient, and
customizable for the experienced Windows user.

e Compatible. Outlines Ul features that make Windows 95 eadgdm and to use for
those familiar with Windows 3.1.

Designing the Windows 95 User Interface

The overarching goal of the Ul in Windows 95 isiake PCs even easier to usedibr
people. Fulfilling this goal is a challenge becad#ferent people work in very different
ways. Novices want learning how to perform a taske easy, even at the expense of
efficiency. However, experienced users want to @doenwith their PCs, and they want
efficiency and flexibility. In addition, users uggling from Windows 3.1 want to make
the transition without throwing out everything thegve already learned.

Windows 95 meets these disparate needs by beitepbta—that is, by being able to fit
the proficiency and preferences of the individusgru For novices, the most common and
essential features of Windows 95, such as laundcingpplication, task switching, and
finding a file, are easily “discoverable” via treskbar, with its Start button and push-
button task switching. For experienced users, Wirgd®5 promotes efficiency,
customizability, and control via such power-usgratalities as the Windows Explorer,
rich secondary mouse-button clicking, property shesnd shortcuts.



Microsoft Windows 95 Reviewer’s Guide

Design Methodology

The Ul in Windows 95 was not constructed from aphint drawn from a master
specification. It started with clear objectivesidijug design principles, and a skilled
team. The design process started with the basgtigne “How can the Ul in Windows
3.1 be improved?” That question launched a contiswycle of discarding old ideas,
conceiving new ideas, and learning—a constantlgtiteg design-usability test-redesign
loop like the one shown in Figure 2.
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Figure 2. The design loop of Windows 95

Improving the Windows 3.1 User Interface

There was no shortage of information about howMtiedows 3.1 Ul might be improved.
The table on the following page summarizes keyiffigsl

The following mechanisms were used to compile fdésiback data:

Usability tests. The Microsoft Usability Lab, described on the daling page, is
primarily used for testing usability of new desighl®wever, to better understand
how people use Windows 3.1 and to establish aibasskeveral phases of testing
were dedicated to Windows 3.1.

Focus groups.Several focus groups were conducted with diffelevels of users to
identify the problems people have with Windows 3.1.

Educator feedback program.A team of Ul designers and testers visited 12
independent software education companies. Moredhgrother group of users,
software educators understand the everyday usadjerges faced by novice and
intermediate users. The educators were asked quesiich as, “What are the five
hardest tasks for students to learn in Windoves® “What five changes would you
make to Windows to make it easier to learn?” Thecatbrs also tested prototypes of
the Ul in Windows 95.

Suggestion databaseThousands of Ul suggestions from Windows 3.1 uaeds
corporate customers were compiled and analyzedgalith beta-tester Ul feedback.
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How Can the Windows 3.1 Ul Be Improved?

Make It ... Problem Areas

Easier to learn for novices e  Window management (overlapping

and minimized windows) is
confusing.

» Hierarchical views (like those in Filg
Manager) are confusing.

» Double-clicking to launch
applications is not discoverable.

e Task switching is not discoverable.
As a result, many users never run
multiple applications.

More efficient and customizable for e There is too much “middle
experienced users management,” with confusing and

overlapping functionality between
Program Manager, File Manager,
Print Manager, Windows Setup, an
Control Panel.

p=n

« 8.3 filenames are restrictive.
 The Ul is not customizable.

* Network and connectivity integratio
is poor.

=)

Putting New Designs to the Test

Conducting extensive live tests in a variety ofisgs with a variety of subjects has been
key to engineering a state-of-the-art Ul. A largetion of the total development budget
of Windows 95 has been expended on this criticiViag and Windows 95 is probably
the most usability-tested product ever. The folligunethods have been used to test the
Ul in Windows 95:

Formative testing in the Usability Lab.Conducted primarily in the groundbreaking
Microsoft Usability Lab, formative testing colledsata as test subjects perform
specific tasks, such as launching a program, fopdifile, and installing a printer.
The Usability Lab has nine testing suites, each wibne-way mirror, cameras, and
other equipment for observing and recording usethey work. Central to the Lab’s
operations is online data-collection software thelps specialists collect cognitive
and quantitative process data as subjects workighrthe sets of tasks.

Usability tests are observed firsthand by thegte@am and are essential in

future designs. At the time this guide was beinigtem, more than 1000 hours

of usability testing in 48 phases with more thaf g@rticipants had been conducted.
The experience of test subjects has ranged frortaasers to
intermediate/advanced users, so the test resglis fon new computer users as well
as users familiar with Windows.

Summative testing Conducted at customer sites and in the Usalhidity, summative
testing involves testing the Ul as a whole with resers over longer periods of time.
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Ul-expert and industry-expert review. In the fall of 1993, a panel of Ul experts
and industry experts was assembled to review &tiquer the Ul in Windows 95. In
addition, four independent consultants each saegelblocks of time with
Windows 95 and gave extensive feedback.

Easy to Learn

This section describes the features of the Uldahatdesigned to make learning
Windows 95 easy for novices.

The Desktop: Neat, Clean, and Logical

After users start their computers, they are preskwith the Windows 95 desktop shown
in Figure 3. It's neat and clean and displays enfgw graphical objects.

b Slalll 330PM
Figure 3. The desktop

The simplicity of the desktop appeals to all ussesise of organization, but it also serves
to focus the novice user on the following essemtfi@nents:

The Taskbar. Users can quickly start a program or open a doatiimeclicking the
Start button. And they can easily switch betweskga

My Computer. Browsing a PC is now logical and easy.

The Network Neighborhood.In the world of mapped drives and complex intezf&ac
users can't browse their network. With the Netwidighborhood, they can easily
browse the network, regardless of which network/jger (such as Windows NT
Server, a NetWare server, or Windows 95 itselfeg used.

The Recycle Bin.The Recycle Bin allows users to recover deletied find easily
return them to their original location on the losgstem.
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The Taskbar: Home Base

More than any other feature, the taskbar, whigh@wn in Figure 4, exemplifies

the order-of-magnitude improvement in ease of mskemse of learning of the Ul in
Windows 95. It is the Ul's anchor. Its missionasnhake 95 percent of what a typical user
wants to do with the operating system easy to aptismat all times. The taskbar started
out specifically as a program launcher and taskcher for novices. However, because of
its simplicity and power, the taskbar is also papwith experienced users, who can take
advantage of its many other capabilities.

mSlalll QDocument - WaordPad IIE\’ untitled - Paint |8 Caloulator I 11:38 AM
Figure 4. The Taskbar

The two key features of the taskbar are the Stdatbb and push-button task switching,
which are examined in the next two sections.

The Start Button: Up and Running in Seconds

Usability tests on Windows 3.1 have shown that ¢himg Write takes a new Windows
user an average of nine minutes. With Windows &a¢hing WordPad takes a new user
an average of three minutes. If only the userslthatch WordPad via the Start button
(rather than by another means) are counted, thag&édéaunch time drops below one
minute!

The main reason for this dramatic 3x—9x speed ingr@nt is the Start button, which is
shown in Figure 5. Without knowing about doublekilng or complex hierarchies, a
novice user of Windows 95 can quickly launch a paogand get to work.
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Figure 5. The Start button and its menu

However, the Start button is much more than a saffient program launcher. Its
capabilities include the following:

e Programs. The Start button’s Programs menu allows usersiitckty launch
programs. This menu is the equivalent of Programadar in Windows 3.1, and in
fact, when a PC running Windows 3.1 is upgraded/iodows 95, the contents of the
program groups in Program Manager are transfeaduet Programs menu.

¢ Documents.The Start button’s Documents menu contains afite last 15
documents opened. This menu provides very quicksacto the information most



Microsoft Windows 95 Reviewer’s Guide

recently worked with and helps prevent time-consgnaind frustrating browsing. It
also helps users think of their work in terms ofulments (a concept known as
document-centricify rather than applications.

e Settings.The Start button’s Settings menu allows usersutokty change or view the
PC's settings and options, including the Contraidtgfor computer settings), the
Start menu, and the Printers folder. It also allogesrs to customize the Taskbar to
suit personal working preferences—for example, ecBp which programs should
be included on the Start button’s Programs menu.

¢ Find. The Find item in Windows 95 goes far beyond thar8efeature of File
Manager in Windows 3.1. Searches do need not cortoithe *.* searching syntax,
and criteria such as last modification date, sfZley and actual text within a
document can be used to find information.

¢ Help. Help has been overhauled in Windows 95 and idyeastessible via the Start
button.

¢ Run. The Start button’s Run item provides enhanced canahkiine type
functionality.

¢ Shutdown. The Shutdown item provides easily accessible afelshutdown, restart,
and logoff.

Task Buttons: Task Switching Made Simple

Novices need to have powerful features presentélteto in a simple and compelling
way; otherwise they won't use these features. Rebeanducted with active Windows
users indicates that fewer than 50 percent fretyuasé more than one application at a
time and only 20 percent frequently uga +TAB task switching. These powerful features
of Windows 3.1 are simply not discoverable.

The objective of the taskbar is to make switchimgpag multiple applications as simple
as changing channels on a television set. Every afigdow has a button on the taskbar,
allowing the user to see which documents and agidies are currently open. Switching
applications is a simple matter of selecting theirge “channel” on the taskbar. No more
minimized program icons; no more disappearing wirgldl he user can see all the active
tasks simply by looking at the taskbar, ¢ Guideof Windows 95. When a task is
minimized into the taskbar or maximized from thektzar, animation helps new users
understand “where” the task goes.

Task buttons resize themselves automatically dépgruh the number of active tasks. If
the buttons get too small to be useful, the userccatomize the taskbar. In fact, a host of
other taskbar configuration options allow the usezustomize it in other ways, including
the following:

* Reposition. The Taskbar can be dragged to any perimeter positi the screen.
¢ Resize.The width of the Taskbar can be widened by dragisiside edge.

¢ Auto Hide. The Taskbar can be hidden and made to appeaeattien only when
the mouse hits the screen edge, by selecting §etlind then Taskbar from the Start
menu.

In addition to making task switching dramaticalasir and more accessible via the
taskbar, the Ul in Windows 95 includes an upda&gion of the familianLT+TAB “cool



Chapter 3 The Windows 95 User Interface 7

switch.” It now displays an iconic road map ofadtive tasks to prevent users from
getting lost in an infinite&LT+TAB loop, as was common under Windows 3.1.

Try It!

Customize the Start Button
1. Click Start and therSettings and thermaskbar

2. OntheChange Start Menproperty sheet, select the programs you want peap
either at theStartbutton’s first level or on thBrogramsmenu.

3. Close the property sheet and check your new cordfigun by clicking theStart
button.

Hint: You can also add a program to Startbutton by dragging a shortcut defined for
the program to the button.
Test a Novice

1. Find a stopwatch and a friend or family member wgha computer novice.

2. Sitthe novice down at a PC that is running Wind®&aswith no programs loaded and
a clean desktop.

3. Ask the novice to start an application that youwns listed on thérogramsmenu.
Note the time taken to successfully start the apfibn.

4. Try the same task on a PC running Windows 3.1.

5. Compare the times to complete the task. The tinmyW/indows 95 should be the
same or faster than the time using Windows 3.1.

Display the Start Menu

¢ Pres<cTRL+ESG and theStartmenu pops up.

My Computer: An Easier Model
for File Management and Browsing

File management and browsing in Windows 3.1 arénottive. Fewer than 55 percent of
Windows users regularly use File Manager, and #@ager is especially confusing and
intimidating for novice users.

Designing a discoverable and comfortable modebfowsing and file management for

the novice user has been a priority for the Ul gleseam because of the observed
difficulties with Windows 3.1. Several significaptllifferent designs have been tested and
thrown out. In the course of this testing, the geseam made the following discoveries
about basic file management and browsing:

* Exposed hierarchies are intimidating and un-intaiti

¢ Dual-pane views—hierarchy on the left and contentthe right—are also
intimidating and un-intuitive. Novices have diffijpunderstanding the connection
between the logical tree hierarchy pane and theeatsipane.
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* An object-oriented Ul works well for basic taskd hot for complex ones. The
general belief is that the more object oriented &lthe easier it is to use. However,
this is not the case. Although the direct manipofabf screen objects to achieve
logical results is important for basic tasks (sashdragging a file from a folder to the
desktop), direct manipulation to carry out moreatbed tasks (such as dragging a
file to a printer icon) is not intuitive. On thehetr hand, selecting an object with the
mouse and then browsing menus or buttons for etmperform on that object is
intuitive.

e Large icon views are much more comfortable thanviesws.

¢ Whether novice users can find what they are lookingnd whether they feel
comfortable and “grounded” along the way are thiindey characteristics of a good
browsing experience. Efficiency and speed areifepsrtant.

The My Computer default browsing model is the resfithis testing. A folder or drive
can be opened by double-clicking it, or by selertirand choosing Open from the File
menu. The default browsing model brings up a nemdaiv in large icon view, as shown
in Figure 6.
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Figure 6. Browsing My Computer

To many advanced users this behavior seems cunmber§@/hy not open in list view?”
they ask. “Why create a new window that just chstigp my screen?” “Why not open in a
dual-pane view? It's much more efficient for meéWhy not turn the Toolbar on by
default?” All of these possible default models amate were tested thoroughly and
discarded because they caused confusion and &irassvices. Novices respond best
when they are presented only with essential inftionaand when they can easily “get
back” to where they just were, so the default meodd designed to meet these needs.

(Experienced users can select from multiple coméijon options by choosing Options
from the View menu. Also for experienced users, &fgins 95 has a very powerful dual-
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pane browsing application called the Windows Exglom addition, File Manager from
Windows 3.1 is still available and can be run fackward compatibility.)

The new capabilities of the default browsing mateuld not be overlooked in this
discussion of simplicity. Folders can be createtthiwifolders. Files and folders respond
logically to being dragged and dropped. Files adefrs can be cut, copied, and pasted
just like text and objects within applications c¥ifews can be customized, and each
window “remembers” how it was last configured ampetios automatically in that view.
The best way to discover the capabilities of thiaule browsing model is to explore it, or
better yet, watch a novice user explore it.

Try It!

Browse Folders with a Single Window
1. Double-clickMy Computer

2. From theViewmenu, choos®ptions On theFolder property sheet, select the
Browse folders with a single window that followsi ys you open each folder
option.

3. Turn on the Toolbar by choosifgolbarfrom theViewmenu.

4. Now double-click the icon for your hard drive. Nemwindow opens.

Long Filenames: Greater Flexibility
When Naming Files

By far the most-requested file system feature sMeosoft first released MS-DOS

is support for long filenames, but until WindowsI88g filenames have not been
possible. Windows 95 allows filenames of up to 2B&racters. An example is shown in
Figure 7. Eliminating the need to conform to th@ 8aming convention results in obvious
and large gains in usability. However, to ensurekixard compatibility with existing MS-
DOS and Winl6-based applications, extensions hat/baen eliminated entirely; they
are simply hidden from view by default.

Long File

M arne with Ma
Ewtension

Figure 7. A sample long filename

Files can be renamed in place in Windows 95 byctiatpthe file, clicking the filename,
and typing the new name. The hidden file extensarot affected when a file is renamed.
Files can also be renamed from within the new comdialog boxes, including the Open
and Save dialog boxes.

Try It!

Display the File Extensions

1. From any folder, choos@ptionsfrom theViewmenu.
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2. Select theViewtab.

3. Deselect the checkbox for tB®n’t display MS-DOS file extensions for files theg
properly registeredption.

The Network Neighborhood:
Accessing Networking Features

This section discusses how the network client indgivs 95 makes browsing networks
not only possible but easy, regardless of the nétwmvider (Windows NT Server,
Novell NetWare, Windows 95, and so on). For mor@iteeabout the networking
capabilities of Windows 95, see Chapter 9, “Netwagk

Network browsing is accomplished by means of thimkdek Neighborhood, which sits on
the desktop and logically represents the resourceavailable via My Computer. Its icon
is shown in Figure 8.

=1

Metwork,
M eighbarkiood

Figure 8. The Network Neighborhood icon

Browsing the network via the Network Neighborhos@s easy as browsing a local hard
disk.

* Top-level configuration. The Network Neighborhood can be configured by the
network administrator to display only those PCsyeses, and printers that are in the
user’s immediate workgroup. Top-level configuratiosulates the user from the
vastness of large corporate networks. The usestiabrowse the larger network by
opening Entire Network from within the Network Nefmprhood. (Until Windows 95,
browsing the larger network was not possible.) Waaiser browses a server,
network connections are made without drive “mapp(tite assigning of new drive
letters to a specific network resource).

e System-wide support for UNC pathnamesThis technology makes obsolete the
process of mapping drives and allows natural né&tloowsing via the Network
Neighborhood. UNC pathname support allows a whok bf usability
improvements of which network browsing is just one.

¢ The Network Control Panel tool. This tool consolidates all networking
configuration in one location, and thereby elimé@sathe difficulty of configuring
networking under Windows 3.1 and Windows for Workgys 3x.

e Easy drive mapping.A Map Network Drive button on the Windows Explogerd
browsing window toolbars make drive mapping avaddab Windows 95. (Power
users can also right-click My Computer.) Mappedesiappear as connections in My
Computer.

¢ Networking and mobility. The Ul in Windows 95 was designed from the groupd
with networking and remote access in mind. For gdanwhen a file is copied over a
slow-link (a modem connection), the Copy dialog bwtudes arEstimated time to
completionstatus message.
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¢ Networking integration with new common dialog boxesThe new common dialog
boxes, which are standardized in applicationsritete use of them, provide a
consistent way to open and save files on netwatiuees as well as on local drives.
In addition, the Network Neighborhood can be brahdieectly from the common
dialog boxes, and the majority of basic file mamaget tasks can be performed from
them.

Try It!

Create a Shortcut to a Network Folder on the Deskto p
1. Browse theNetwork Neighborhoodntil you find an often-used network folder.

2. Point to the folder, hold down the right mouse dmitiand drag the folder to the
desktop.

3. ChooseCreate Shortcut Here
4. Close the network window.

5. Double-click the shortcut. The network folder opena new window. The shortcut
will be available every time you boot Windows 95.

Use the UNC Path to “Run” a Favorite Network Folder

1. From theStartmenu, choosRun

2. Type the full UNC path to your favorite networkdef, such as
\\MKTG\PROGRAMS\SARAHKIBNd preseNTER. The folder opens in
a new window, with no drive mapping.

Create a New Folder from Within Common Dialog Boxes

1. Click theStartbutton, and then choos®ograms AccessoriesandWordPad
(WordPad is the word processing equivalent in Wimsl®5 of Write in Windows
3.1. It uses the common dialog boxes.)

2. From theFile menu, choos®pen and click thd_ook indrop-down box, which
provides access to the entire PC hierarchy, inotuthe Network Neighborhood.

3. From theFile menu, choos8ave and click theCreate New Foldeicon. Unlike in
Windows 3.1, where you have to start File Managesxit to the MS-DOS command
prompt to a create a new folder, you can creatddeif when you save a document.

The Recycle Bin: Easy Deleting
and Undeleting of Files

The Recycle Bin is an easily recognizable metajdrobeing able to “throw away” files
and then recover them by simply removing them ftbenbin. Files deleted in

Windows 95, or deleted from the common dialog barespplications that support them,
are moved to the Recycle Bin. Users can removésamfrom the Recycle Bin and drag
or cut/copy/paste it to another location, or they cestore it to its original location by
choosing Undo Delete from the Edit menu.
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The Recycle Bin graphically indicates whether #mspty or contains items. Information
about “deleted” items is available in the Recycie’8details view, as shown in Figure 9.
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Figure 9. The Recycle Bin with deleted items and ¢hRecycle Bin details view
showing additional information

Focus on Documents: Working the Way Users Work

OLE introduced the concept of “document-centricity’incorporating in-place editing of
objects. In a document-centric environment, thdiegiion window changes and the
document stays the same, so that software worksdligoeople work, rather than vice-
versa.

The Ul in Windows 95 picks up on the concept ofuduent-centricity in the following
subtle but powerful ways:

¢ Windows as views of objectsWhen the user opens an object from anywhereein th
Ul, a new window opens. Logically, the title of thew window is the same as that of
the object’s icon. For example, when the icon bfierosoft Word document called
My Document is double-clicked from the anywheréhia Ul, a new window opens
entitled My Document—Microsoft Word.
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¢ Document creation from within folders and in the Windows Explorer. From
within any folder in Windows 95 or from the desktaisers can create new files in
place by choosing New from the File menu and tledecting a file type. An icon like
the one shown in Figure 10 is then created to sgotethe new file. This flexibility
makes it very convenient to manage files basedrojeqs, rather than at the whim of
an application.

Figure 10. The icon for a new Word document

Try It!

Create a New Document from Within a Folder

1. Select a project folder in which you want to cresmtgew document.

2. From theFile menu, choosilewand then seledflicrosoft Word 6.0 Document
3. Type a nhame and press teTER key.

4. Double click the new document to open it in WordPad

Hint: This functionality can also be accessed by ridiicking from within any folder or
on the desktop.

Backtracking: Undoing File Operations

When working with files on your system, how manygds have you said to yourself, “|
didn’'t mean to do that!” after accidentally delgtimenaming, moving, or copying a file
that you didn’t intend to? Windows 95 has a simgiewer for putting things back the
way they were. Windows 95 provides a multilevel aifigiature that allows users to undo
one or more of their preceding actions. Users calo dile deletions, renames, moves, or
copies by simply choosing Undo from the Edit mehary Ul window, as shown in
Figure 11.

& Mew Folder =]
File Yiew Help

Cut Cirlss ! %|
Copy Ll
i Ll My renamed:
= i temtfle

Select Al Clrl+dy
Invert Selection

Undo Rename of 4y test file' to My renamed text file' v

Figure 11. The Undo command on the Edit menu, whichan be used to undo
file operations
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Try It!

Undo a File Operation
1. Open a folder and select a file.
2. Rename the selected file.

3. From theEdit menu, chooselndo Renam#o undo the rename operation.

Undo Multiple File Operations

Open a folder and select a file.

Rename the selected file.

Drag the file from the folder to the desktop.

Delete the file.

Go back to the folder you first opened.

From theEdit menu, choos&lndo Deleteo undo the delete operation.

ChoosdJndo Movefrom theEdit menu to undo the move operation.

© N o o kM w bd e

ChooseUndo Renamé&om theEdit menu to undo the rename operation.

Wizards: Guides to Powerful Capabilities

Originally developed in Microsoft’'s Applications @rp and used in applications such as
Microsoft Word and Microsoft Excel, Wizards arerayen tool that make it easy for all
classes of user to take advantage of powerful damiptex functionality. The Wizards
guide a user through a series of questions, whielpased to the user in a friendly and
straightforward way, and walk the user throughacpss like the one shown in Figure 12.

Add Printer Wizard

Thiz wizard will help pou ta install pour printer quickly and
easily.

To begin installing your printer, click Mest.

< Back Cancel |

Figure 12. The Add Printer Wizard, which walks the wser through the printer
installation process



Chapter 3 The Windows 95 User Interface 15

Windows 95 uses Wizards throughout the operatistesy to assist all types of users. For
example, Wizards are used to perform the follovdpgrations:

« Displaying Setup options to the user during théaiketion process

¢ Adding a new device to the system, such as a primtenodem

e Setting up remote access in the Network Neighbathoo

e Creating a shortcut for an application

* Installing a new application

e Creating a Briefcase for synchronizing files betwego PCs

e Creating a workgroup post office for use with theedsoft Exchange e-mail client

A New Help Engine: Accessible
and Useful Online Information

Online Help has been completely retooled in Wind®&®&slt underwent extensive
usability testing and the result is a significargsier-to-use and easier-to-learn Help
system. Additionally, it is now dramatically easier independent software vendors
(ISVs) and corporate customers to customize andldpwindows help files. Following
are brief descriptions of the major features ofrtees Help system in Windows 95:

« Simplified interface. Help in Windows 3.1 was difficult to learn anduse. It had
three main functions: Contents, Search, and Glgs$ae Contents view was not
well organized and presented, and there was sorbgyaity about which functions
to use when. Windows 95 behaves much more intlyjtewed more like a real
reference book. It only has two Tabs: Contentsladéx.

¢ The Contents tab.Organized like a book’s table of contents, the €ots tab
displays top level “chapters” (iconically represshfis books) from which users can
“drill down” to subtopics (iconically representesl pages). Many chapters also have
Tips and Tricks subsections that have proved pojulab testing.

*  Short Help topics. Topics all fit in one small window, so users ddmve to scroll
through large, complicated help information.

«  Shortcut buttons. New shortcut buttons make using Help even easier i
Windows 95. Some Help topics contain shortcut m#tdike the one shown in step 1
in Figure 13, that take users to the referenced iargVindows 95. For example, a
user who is searching for help on how to changel#tte on a PC can “jump” right to
the Clock Control Panel tool from within Help.
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Windows Help [_ (O] x|
Back

Help Topics Options

To change your computer's time

1 Click here ll ko dizplay D atedTime
properties.

2 In the bow below the clock, select
the hours, minutes, seconds, or
AP indicator,

3 Increaze or decreasze the selected

value by clicking the up or down
arrow.

Hote

* Windows Lzes the ime zetting to
identify when files are created or
rnodified.

_IRelated Topics

Figure 13. A Help shortcut button (in step 1)

e What's This? button. All Control Panel tools in Windows 95 have a ?tbuatat the
right end of their title bars. When the user clitthis button, the pointer changes to a
guestion mark. Clicking any object in the dialogvdth this pointer brings up a
short description of the object. Users can alsesxthe question-mark pointer by
right-clicking within a Control Panel tool.

Try It!

Use Help’s Shortcut Button to Change the Desktop Co  lor

1. From theStartmenu, chooselelp.

2. Select théndextab.

3. Typedisplay Double-click thebackground pictures or patterns, changiagic.
4

Click the Properties for Displayhortcut button to move directly to this property
sheet.

Transition Aids: Easy Migration
to the Windows 95 User Interface

Windows 95 provides several aids for helping batéra new to Windows and users

of Windows 3.1 become productive quickly in the s 95 Ul. Usability tests

indicate that, with little or no additional traiiginusers can complete common tasks under
Windows 95 as quickly as they did under Windows 8rleven quicker. Windows 95
offers the following self-paced aids:

¢ Quick tutorial of Windows 95. This tutorial walks users through the basics of
Windows 95 and covers topics such as starting progr task switching between
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open windows, finding information on the local cartgry, and using the online Help
system. The tutorial is designed for both novicersignd experienced Windows
users and shows how to complete common tasks.

Transition aids for Windows 3.1 usersThe Help system provides additional Help
topics designed to make the transition to the UNindows 95 easier for Windows
3.1 users. These Help topics answer common qusdtidmelp users familiar with the
components of Windows 3.1 quickly and easily fihd tespective tools or
commands in Windows 95.

Readily available information in the online Help sytem. The Help system in
Windows 95 is designed to provide the informatieeded to complete the desired
task. Topics include How To, Tips and Tricks, amdubleshooting categories. Help
is always available and can be easily accessetidnysing Help from the Start menu.

Powerful Features

Experienced users glean many of the same bensafitsthe taskbar and the Start
button—quickly launching a new program, quickly slvihg to another task, and so on—
as novices. However, experienced users need nmatading the following:

They need a powerful way to browse and managditiarchies, whether they are
local or not.

They need to be able to customize the Ul to seit theeds and tastes.
They need to be able to take shortcuts to get as more quickly and efficiently.

They need to be able tm more

The new Ul in Windows 95 definitely enables the engnced user to do more, as the
following sections show.

The Windows Explorer: For File Management
and Information Browsing

The Windows Explorer, shown in Figure 14, has t@escribed as “File Manager on
steroids.” It is powerful, flexible, efficient, arektensible. It also solves many of File
Manager's fundamental problems, such as havingreifit windows for different drives.
For many power users of Windows 95, the Windowsl&ngp will be the primary
interface for navigating through information.
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Figure 14. The Windows Explorer

The best way to understand the Windows Explor&y experience it firsthand. However,
here is an overview of its major features:

Single view of a world of information The Windows Explorer is the eyes of
any PC running Windows 95. With it, users can vieaentire namespace (all
resources, local or connected) from the equivaléa,000 feet, or they can zoom
down to the equivalent of 10 inches. My Computet tre Network Neighborhood
can be browsed and managed, quickly and easily.

Flexible and customizableVia the Windows Explorer toolbar and the View menu
users can view folder contents in several waydiidtieg large icon, small icon, list,
and details views. Folder contents can easily beddy name, size, type, and

modification date by selecting the column title etdscan also map network drives
from the Windows Explorer toolbar.

Rich information about objects in details view.Details view provides a wealth of
context-sensitive information about folder contefisr example:

¢ Files retain their identifying icons.

« Drive sizes and free space (even mapped networ&sjrare reported in My
Computer.

« Descriptions of Control Panel tools are provided.
e Jobs in the print queue are listed in the Prirfrdder.

e Comments on other computers in the Network Neightod can be viewed.

All the powerful right-click and properties featardescribed in the next two sections are
supported in the Windows Explorer.

Try It!

Copy a File to a Different Drive Without
Opening a New Window

1.

Right-click My Computeiand choos&xplore Maximize the window.
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2. Select a file that you want to copy to a networklappy drive.

3. Move to the left pane in the Windows Explorer asé the + icons to the left of the
folder and drive icons to find the network foldenthich you want to copy the file.
Do not click the destination folder.

4. Go back to the right pane where the file is cutyestored and drag or cut/copy/paste
the file to the destination folder.

Operations like this one could not be performeWindows 3.1 without opening two or
more File Manager windows.

Right-Click to Create a New Folder

1. IntheWindows Explorerright-click an unused space inside a folder imciyou
want to create a new folder.

2. ChooseNew Folder

Shortcuts: For Accessing Objects

Shortcuts are an extremely powerful tool for insieg efficiency. They are especially
useful in a networked environment. Users can craateortcut to any object, such as a
file, program, network folder, Control Panel toat,disk drive, and place it anywhere in
the Ul or in an application. Opening the shortqueis the object that the shortcut

is “pointing” to. For example, if a user createshartcut to My Network Folder on

a network server and drops the shortcut on thd tEsktop, opening the shortcut actually
opens My Network Folder. Shortcuts are represelnyadons that have a small “jump”
arrow in the lower-left corner, as shown in Figlige

o

Shartcut bo by
M etwark, icrozaft
Falder Excel

Figure 15. Shortcut icons for a folder and a progran

Shortcuts are created by selecting an object andsihg Create Shortcut from the

File menu or by right-clicking the object and chiogsCreate Shortcut. After creation,
shortcuts can be renamed. If the shortcut is fastgact that was created after installation
of Windows 95 and the object is renamed, Windowsltgnges the shortcut definition to
reflect the new name. For example, if a user cseat&hortcut on the local desktop to
\\Server\Share\Public Folder and the folder is sghently renamed, the shortcut will still
work. A shortcut can be deleted without affectihg bbject to which it points.

Uses for shortcuts are virtually limitless, but folowing are some common powerful
uses for shortcuts:

¢ Shortcuts in the Programs folder.Shortcuts are an extension of the icons that
in Program Manager groups in Windows 3.1. The icdmgly pointed to an
executable file somewhere in the file system. Imd8diws 95, the icons that appear on
the Start button’s Programs menu, which can beomiged by choosing Settings and
then Start Menu from the Start menu, also appeahadcuts in the Programs folder.
When a shortcut is added to or deleted from thgfaros folder, it is also added to
or deleted from the Programs menu. As a resultsussn keep shortcuts to all
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favorite programs in one central place, regardésghere the programs are actually
stored.

¢ Shortcuts on the desktopPower users can create shortcuts to commonly sedes
files, programs, drives, folders, and utilitieshtign their desktops. This capability is
especially powerful with network resources becaxseomplicated browsing or
drive mapping is required to access network folders

« Embedded shortcuts in applicationsA shortcut to a large file stored on the
network can be dragged to an e-mail message. Wigeméssage recipient double-
clicks the shortcut, the network file opens. Thiggess is much more efficient than
embedding the actual file in an e-mail messageusecthe message is smaller, and
embedding shortcuts cuts down on file version feddtion.

Try It!

Discover Where the Start Button’s Programs Menu Is Stored

¢ From theStartmenu, choos8ettingsand therStart Menu The Start Menu folder,
which is a sub-folder of the Windows folder, opefise Programs folder contains the
items that appear on the Start button’s Progranmime

The shortcuts and folders are those that appetireoRrograms menu. Adding or deleting
shortcuts and folders changes the items that agpetire menu.

Properties: For Customizing All Objects

Property sheets are a pervasive feature in Wind@®w#\ll objects in the Ul carry
context-sensitive properties that can be accessgdwstomized by choosing Properties
from the File menu or by right-clicking the objextd choosing Properties. Good,
consistent, easily accessible property sheets e a favorite of power-user testers.
Try the following examples to see how property shaerk.

Try It!

Rename a Hard Drive

1. IntheWindows Exploreor My Computerright-click to select your hard disk and
choosePropertiesto open a property sheet like the one shown inreid 6.

2. InthelLabelbox, type a new name and cho@¢

3. From theViewmenu, choosRefresh
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Properties for My drive c [C:) 2| x|

General | Tanls I Sharingl

Type:  Local Disk

. Used Space: 194748416 bytes  18EME

I_ Free Space: 17039,360 bytes 1E.2ME
Capacity: 211,787,776 bytez 201ME
Drive C

QK I Catcel | Lpply How |

Figure 16. The properties for a disk drive

Share a Folder

1. IntheWindows Explorerright-click a folder you want to make availabtedthers on
your network and chood®roperties

2. Select theSharingtab.

3. SelectShared Asand then complete the other fields in this didiog.

Customize a Shortcut Icon
Click the Startbutton and choossettingsandStart Menu
Open theProgramsfolder.

Right-click any shortcut and chooBeoperties

Click theChange Icorbutton.

1.

2

3

4. Select theShortcuttab.
5

6. Select a new icon for the shortcut and chdoke
7

From theViewmenu, choosRefresh

Right-Clicking: For Performing Actions on Objects

Right-clicking, like properties, is a pervasiventext-sensitive feature of Windows 95.
(In this book, “right-clicking” refers to clickinthe secondary mouse button. Most right-
handed people set their mouse options to use ftheuiiton as primary and the right
button as secondary.) Usability tests have shoamnripht-clicking as a shortcut way of
performing common actions on an object is a veyuter power-user feature. However,
in general, right-clicking is not a feature thavioes discover or remember, so the vast
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majority of functions that can be performed by tiglicking can also be performed by
choosing the corresponding menu commands.

The power of right-clicking can be explored by garg out the following examples.

Try It!

Right-Click the Desktop to Customize It
1. Right-click a blank space on the desktop.

2. ChooseProperties

Minimize or Tile All Open Windows
1. Right-click a blank space on thi@askbar
2. ChooseMinimize Allor Tile Horizontally

3. To undo this operation, right-click a blank spaoetweTaskbarand choose either
Undo Minimize Allor Undo Tile

Create a Shortcut

1. Right-click an object for which you want to creatshortcut.

2. ChooseCreate Shortcut

Drag a File and Create a Shortcut

1. Right-click and drag a file from thé&/indows Explorepnto the desktop. A menu like
the one shown in Figure 17 appears.

2. ChooseCreate Shortcut(s) Here

Move Here
Copy Here
Create Shartcut[z] Here

Cancel

Figure 17. The menu that appears when a file is doged using the right
mouse button

Right-Click a Screensaver to Test It

1. ChooseFind Files or Folderdrom theStartmenu.
2. Typebezierand choos&ind Now
3. Right-click Bezier

4. ChooseTest
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Close a Task from the Taskbar
1. Right-click theTaskbutton for a window or program you want to close.

2. ChooseClose

Access the Property Sheet for an Open Window
1. Right-click the mini-icon in the upper-left cornefrany window.

2. ChooseProperties

The Control Panel: The Consolidated Control Center

The objective of the Control Panel is to consobdat command, control, and
configuration functions in one location. With Wingle 3.1, these functions were difficult
to find, use, and remember—for example, video reésmwas changed in Windows
Setup, but a printer was installed by selecting@batrol Panel’'s Printers icon. As shown
in Figure 18, in Windows 95 distinct graphics maleémportant functions instantly
recognizable and previews are offered where apjatepr

B Exploring - Control Panel

File Edit “iew Tools Help

|AII Falders Contents of 'Control Panel
| Desktop 1 | m
EI--- by Computer 33 paqj
..Q 3% Floppy [4:] AddMew  Add/Remove  Date/Time Dizplay Fonts
"Q 5% Floppy (B:] Hardware Programs

£ My harddisk [C:)

{1 Exchange @ % =) @'"
{23 Long Filename Directary iy - =
{1 Program Files Keyboard Modems Mouze Multimedia Metwork,

(] DialUp Netwaorking % @ @ @ -
B Metwark Neighbarhood Pazswords Printers Fiegl_onal Sounds System
Frecycle Bin Settings
|15 abjectls) Y

Figure 18. The large icon view of the Control Paneh the Windows Explorer

The individual functions available through the GohPanel tool are discussed in the
relevant sections of this book—for example, the Nekwool is discussed in Chapter 9,
“Networking.” However, one Control Panel tool, Digp, controls the configuration of
the Ul in Windows 95 and allows users to custontiweUl itself. As shown in Figure 19,
its property sheet has the following four tabs:

¢ Background. Allows pattern and wallpaper configuration andvpee.
e Screen SaverAllows screen saver configuration and preview.

e Appearance.Allows configuration and preview of all of the ussterface metrics
(fonts, sizes, colors, and so on).

e Settings.Allows configuration of monitor resolution and oolpalette size.
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Properties for Display K4 B3
Backgroundl Screen Saverl &ppearance  Setiings |
—LColor palette————— - Desktoparea—————————
Less .’I ) , More
B40 by 480 pixels
r— Eont size
ISmaII Fonts ﬂ Custan... |
Chatge Dizplay Type. .. |
K I Cancel | Lpply How |

Figure 19. The display properties

Try It!

Switch the Display Resolution

Dynamic resolution switching allows the resolutifrthe display to be changed without
having to restart Windows 95 or reboot the PC. Tédgure depends on several factors,
including the type of video card and the select@ddropalette.

1. ChooseSettingsand therControl Panelfrom theStartmenu.
Open theDisplayicon.
Select theSettinggab.

2

3

4. SetColor Paletteto 256 colorsand clickApply Nowto restart your PC.
5. After your PC restarts, repeat steps 1 and 2 tpenredhe Display icon.
6

Choose another video resolution that is supporyegblir card by sliding thBesktop
Areaslider bar. For example, change the desktop aedrem 640 x 480 to 1024 x
768.

Click Apply Now

8. Now try playing a video clip.

Finding Files or Folders: Easy and Efficient

A powerful new Find utility is built into Windows® As shown in Figure 20 and Figure
21, it goes far beyond the minimal functionalityFole Manager’'s Search utility in
Windows 3.1.
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Find: All Files —|Ofx|

File Edit “iew Optionz Help

Mame & Location | Date Madified | Advanced |

Mamed: IHeport j Find Mo

Look in: IMy drive ¢ [C:] j Browse... | Stop

[~ Toplevel only Mew Search

LI

Figure 20. Finding files or folders in Windows 95

Search For:

Start From: | B-\

| 0K
|

[ Search All Subdirectories

Figure 21. Searching in Windows 3.1

The Find utility includes the following features:

Try It!

Partial name searchesTyperep in the Find Files Named window, and all files and
folders withrep somewhere in their names are found.

Searches on last modification dateBecause files can be searched on their last
modification dates, users can perform searchesasli€ind all Word documents
modified in the last 3 days.

Full-text searches.Documents containing specified text can be sedrire
Saving of search resultsComplex or useful searches can be saved.

File management from the search results pan®perations such as renaming files
or viewing file properties can be carried out witktie results pane in the same way
as in the Windows Explorer.

Save the Results on a Complex Search

1
2
3
4.
5
6
7

Click the Startbutton, and choodeind and therFiles or Folders

Type a partial string that you know will be presgnmany files, such ap ordoc
Select theDate Modifiedtab.

SelectModified during the previous seven days

Select theAdvancedab.

If necessary, select a file type.

Click Find Now
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8. When the find operation is complete, cho8swe Searcfrom theFile menu.
(Notice that because the Find feature is 32-biemgtively multitasked, you have
control and can go perform other tasks while Fetunning.) AFind Resultscon is
automatically created on the desktop.

9. Double-click theFind Resultscon.

The Printers Folder: Consolidated Printer Control

The Printers folder, shown in Figure 22, offers-stap shopping for printer management
and configuration. It replaces the troublesometMianager and Printers dialog box in
the Windows 3.1 Control Panel, which is shown iguré 23.

B3 Printers M=l

File Edit “iew Help

@l @ @ @9

thdd Frnter  HP Lazerdet Il HP Lazerlet  Tektronix
in roam 2431 51 Phaszer [l P
|4 abjects) =

Figure 22. The Printers folder in Windows 95

B Panes ||

Default Printer ‘

HP LaserJet llISi PostScript on LPT1: Cancel

Genigraphics® Driver on GENI: +

HFP LaserJet [IP Plus on LPT2:
Bemove

Add >>

Set Ag Default Printer I

|’Installed Printers: Connect...

+*

& Use Print Manager

Figure 23. The Printers dialog box in Windows 3.1

The Printers folder is discussed in more deta@lapter 11, “Printing.”

Font Settings: More Powerful Font
Management and Preview

The Fonts folder in the WINDOWS directory represemsingle namespace in which all
fonts used in the system can be installed or méatipds (If any fonts are identified in the
WIN.INI file, Windows 95 moves them to the Fontéder on startup, so all fonts in the
system reside in a single location.) Different \gevf the Fonts folder present additional
information about the fonts installed in the sys{éme large icon view is shown in Figure
24.)
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Figure 24. The large icon view of the Fonts folder

Operations can be performed on fonts in the sanyehegy are performed on other file
system objects. For example, a font can be remfyeedthe Fonts folder by dragging it
to another location, a font can be deleted fronsifstem by deleting it from the Fonts
folder, and a font can be added to the system &ggiing it from another location into the
Fonts folder.

Try It!

Preview the Fonts

1. OpenMy Computerand double-click th&ontsfolder, or open th&ontsicon in the
Control Panel

2. Right-click the font you want to preview.

3. ChooseOpen Samples of the selected font are displayed andomarinted.

Quick Viewers: Examining Files
Without Opening Them

The Quick Viewers allow users to preview a filenfrthe Ul without having to open the
application that created the file. In fact, useva’tleven have to have the application that
created the file on their system. As a result, doents can be sent over a network or
through e-mail. Figure 25 shows a quick view of izf@lsoft Excel worksheet.
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Figure 25. A quick view of a Microsoft Excel worksleet

For more information about the Quick Viewers in \oms 95, see Chapter 20,
“Applications and Utilities.”

Try It!

Quick-View a File

1. Right-click an icon for a file created by a registé application—for example, a
bitmap, a text file, or a WordPad document.

2. ChooseQuick View

Compatibility

Compatibility is a requirement for Windows 95.4td no-excuses, “no-brainer” upgrade
from Windows 3.1. Overall, compatibility is mostprtant for third-party software and
hardware. However, it also applies to the Ul. ThénUNindows 95 must be compatible
with the way current Windows and MS-DOS users warld it must scale itself to the
level and preferences of individual users.

For Users of Windows 3.1

Of primary importance is that new Ul features bgyear current Windows 3.1 users to
learn at their own pace. In addition, Ul visualneémts and operations in Windows 95
must be consistent, to the extent possible, withelements users are already familiar
with in Windows 3.1. In addition to providing aifts users migrating from Windows 3.1,
Windows 95 also includes tools familiar to Windo8vé users. For example, the system
menu in the upper-left corner of most windows, kegboard shortcuts such asr +r4,
ALT+TAB, CTRL+X, CTRL+C, andCTRL+V, are present in Windows 95, easing the
requirement for relearning or retraining.

With minimal changes in appearance, Program Marage=ile Manager run under
Windows 95 and are easily accessible via the Btdtbn. As of this writing, the designs
for access and default configuration of these Mar&ag not yet set. For example, when a
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user who has upgraded boots Windows 95 for thetfire, the Program Manager
window might be open. Or the Start button mightehawVindows 3.1 Compatibility
menu item that will launch Program Manager and Miémager. Regardless of the final
design, many help and learning devices will be gigady designed for the upgrade, such
as a Click Here to Begin arrow that zooms to tls&kiar when the user first boots
Windows 95.

For Users of MS-DOS

Users of the command line in MS-DOS won'’t haveit@ dt up when they move to the
graphical Ul of Windows 95. In fact, “command-lipuamkies” will find that the usability
and power of the MS-DOS command prompt have besmatically improved. New
command-line functionality includes the following:

¢ Launching Windows—based applications
¢ Opening documents from a command-line
e Scaling the size of the MS-DOS command prompt

* Using cut/copy/paste operations to integrate infdgrom from MS-DOS and
Windows—based applications

¢ UNC pathname support

See Chapter 6, “Support for Running MS-DOS—-baseaiégtions,” for more
information.
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