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Essentials Course


Working with Multiple Windows (Microsoft Windows*) 
Note: Information in this document applies to Internet Explorer 6.0* browsers or below.
Occasionally throughout the course, you are directed to analyze several resources at the same time. For instance, you may be asked to review an assessment, look at your Unit Plan, and then answer questions in a notebook space. It is helpful to have multiple windows (or screens) open to easily switch between resources while completing your work in the activity. The following is a list of instructions for viewing multiple resources.

· To open a new window in the course:

1. Right-click the link to the course resource that you want to open in a new window.

2. Select Open in New Window.

· To view two Internet sites side-by-side (or any two windows in general): 

1. Open the Internet sites (or files) that you would like to view side-by-side. 
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 next to the Close Window button at the top of your browser/document.
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Move your mouse over the corner of the window. When the cursor turns into a double arrow, click, hold, and drag to resize each window to fit on your desktop.

4. Click, hold, and drag the bar at the top of the window to move the entire window to a new location on your desktop. 

5. Repeat Steps 2 through 4 with the second window.

6. Now you can scroll through one window while viewing another. 
7. At any time, you can click the Maximize button [image: image2.jpg]


 to enlarge your window again. 
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IMPORTANT NOTE: Participants find it convenient to open two browsers of their course so they can work in one window while viewing another section or resource of the course in another window. When doing this, make sure to only work in one window when adding content to your Notebook and My Work spaces to prevent overriding your work. 

· To view two Microsoft Word* (2003 version) documents side by side:
1. Open both Word documents.

2. On the Window menu, select Compare Side by Side with….
3. A window will appear showing you the available documents from which you can choose.

4. A small toolbar will appear on top of your screen. The toolbar provides you the option to scroll through both documents at the same time or freeze one document while scrolling through the other. 
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5. You can easily switch from one document to another by clicking anywhere on the document. 
· To split one Word document so one section is always visible while you are able to scroll through the rest of the document:

1. Open the document you would like to split.
2. On the Window menu, click Split.
3. A horizontal bar will appear on your screen. 
4. Move your mouse over the bar, and then click, hold, and drag the bar up or down on your screen to move it to the section of your document that you would like to split. 

Note: If you change your mind, press the Escape key to remove the bar.

5. Left click your mouse to set the horizontal bar.  

6. Now you are able to view and scroll two different sections of your document independently. 

7. To remove the split, on the Window menu, click Remove Split. 

· To quickly switch from one file or window to another:
1. Press the Alt + Tab keys. A screen appears showing all the files that are open on your computer. 
2. While holding the Alt key down, click the Tab key to scroll through the windows to select the one you want. 
3. Release the keys when the file you want to open is selected
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