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*Many companies (such as Dell and System76) sell computers with Ubuntu preinstalled.  

If you already have Ubuntu installed on your computer, feel free to skip to CHAPTER-2: The 
Ubuntu Desktop. 

 
 
 
Getting Ubuntu 

Before you can get started with Ubuntu, you will need to obtain a copy of the Ubuntu 

installation image for dvd or usb. Some options for doing this are outlined below. 

 

 

Minimum system requirements 

If you are unsure whether it will work on your computer, the Live dvd is a great way to test 

things out first. Below is a list of hardware specifications that your computer should meet as a 

minimum requirement. 

 1 GHz x86 processor (Pentium 4 or better) 

 1 gb of system memory (ram) 

 5 gb of disk space (at least 15 gb is recommended) 

 Video support capable of 1024×768 resolution 

 Audio support 

 An Internet connection (highly recommended, but not required) 

 

 

Downloading Ubuntu 

The easiest and most common method for getting Ubuntu is to download the Ubuntu dvd 

image directly from http://www.ubuntu.com/download. Choose how you will install Ubuntu: 

 Download and install 

 Try it from a dvd or usb stick 

 

 

http://www.ubuntu.com/download
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Download and Install / Try it from a DVD or USB stick 

For the Download and install, or Try it from a dvd or usb stick options, select whether you 

require the 32-bit or 64-bit version (32- it is recommended for most users   then click “ tart 

download.”  

 

 

32-bit versus 64-bit 

Ubuntu and its derivatives are available in two versions: 32-bit and 64-bit. This difference 

refers to the way computers process information. Computers capable of running 64-bit 

software are able to process more information than computers running 32-bit software; 

however, 64-bit systems require more memory in order to do this. Nevertheless, these 

computers gain performance enhancements by running 64-bit software. 

 If your computer has a 64-bit processor, install the 64-bit version. 

 If your computer is older, a netbook, or you do not know the type of processor in the 

computer, install the 32-bit version. 

 

If your computer has a 64- it processor  select the “64- it” option  efore you click “ tart 

download.” 

 

 

Downloading Ubuntu as a torrent 

When a new version of Ubuntu is released  the download servers can get “clogged” as large 

numbers of people try to download or upgrade Ubuntu at the same time. If you are familiar 

with using torrents  you can download the torrent file  y clicking “ lternative downloads ” 

and then “ itTorrent download.” Downloading via torrent may improve your download 

speed, and will also help to spread Ubuntu to other users worldwide. 

 

 

 

Burning the DVD image 

Once your download is complete, you will be left with a file called ubuntu-14.04-desktop-

i386.iso or similar (i386 here in the filename refers to the 32-bit version. If you downloaded the 
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64-bit version, the filename contains amd64 instead). This file is a dvd image—a snapshot of 

the contents of a dvd—which you will need to burn to a dvd. 

 

 

Creating a bootable USB drive 

If your pc is able to boot from a usb stick, you may prefer to use a usb memory stick instead of 

 urning a dvd.  croll down to “ urn your dvd or create a us  drive ” select dvd or usb stick, 

choose the os you are using to create the usb drive, and then click Show me how. If you select 

the “us   tick” option  your installation will  e running from the us  memory stick.  

In this case, references to Live dvd, will refer to the usb memory stick. 

 

 

Trying out Ubuntu 

The Ubuntu dvd and usb stick function not only as installation media, but also allow you to 

test Ubuntu without making any permanent changes to your computer by running the entire 

operating system from the dvd or usb stick. 

 

Your computer reads information from a dvd at a much slower speed than it can read 

Information off of a hard drive. Running Ubuntu from the Live dvd also occupies a large 

portion of your computer’s memory  which would usually  e availa le for applications to 

access when Ubuntu is running from your hard drive. The Live dvd/usb experience will 

therefore feel slightly slower than it does when Ubuntu is actually installed on your computer. 

Running Ubuntu from the dvd/usb is a great way to test things out and allows you to try the 

default applications, browse the Internet  and get a general feel for the operating system. It’s 

also useful for checking that your computer hardware works properly in Ubuntu and that there 

are no major compatibility issues. 

To try out Ubuntu using the Live dvd/usb stick, insert the Ubuntu dvd into your dvd drive, or 

connect the usb drive and restart your computer. 

 

After your computer finds the Live dvd/usb stick, and a quick loading screen, you will be 

presented with the “Welcome” screen. Using your mouse  select your language from the list 

on the left, then click the button labelled Try Ubuntu. Ubuntu will then start up, running 

directly from the Live dvd/usb drive. 
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Once Ubuntu is up and running, you will see the default desktop. We will talk more about how 

to actually use Ubuntu in Chapter 2: The Ubuntu Desktop, but for now, feel free to test 

things out. Open some applications, change settings and generally explore—any changes you 

make will not  e saved once you exit  so you don’t need to worry a out accidentally  reaking 

anything. 

 

 

 

 

 

 

 

 

 

Figure 1.1: The “Welcome” screen allows you to choose your language. 

 

When you are finished exploring, restart your computer by clicking Alternatively, you can also 

use your mouse the “ ower”  utton in the top right corner of your screen  a circle with a line 

through the top) and then select Restart. Follow the prompts that appear on screen, including 

removing the Live dvd and pressing Enter when instructed, and then your computer will 

restart. As long as the Live dvd is no longer in the drive, your computer will return to its 

original State as though nothing ever happened! 

 

 

Installing Ubuntu—Getting started 

At least 5 gb of free space on your hard drive is required in order to install Ubuntu. We 

recommend 15 gb or more. This will ensure that you will have plenty of room to install extra 

applications later on, as well as Store your own documents, music, and photos. To get started, 

place the Ubuntu dvd in your dvd drive and restart your computer. Your computer should load 

Ubuntu from the dvd. When you first start from the dvd, you will be presented with a screen 

asking you whether you want to first try out Ubuntu or install it. Select the language you want 

to view the installer in and click on the Install Ubuntu button. This will start the installation 

process. 
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If you have an Internet connection  the installer will ask you if you would like to “Download 

updates while installing.” We recommend you do so. The second option  “Install this third-

party software ” includes the Fluendo mp3 codec  and software required for some wireless 

hardware. If you are not connected to the Internet, the installer will help you set up a wireless 

connection. 

 

The “ reparing to install U untu” screen will also let you know if you have enough disk space 

and if you are connected to a power source (in case you are installing Ubuntu on a laptop 

running on battery). Once you have selected your choices, click Continue. 

 

 

 

 

 

 

 

Figure 1.2: Preparing to install. 

 

Internet connection 

If you are not connected to the Internet, the installer will ask you to choose a wireless network 

(if available) 

 

1. Select Connect to this network, and then select your network from the list. 

2. If the list does not appear immediately, wait until a triangle/arrow appears next to the 

network adapter, and then click the arrow to see the available networks. 

3. In the Password field, enter the network wep or wpa key (if necessary). 

4. Click Connect to continue. 
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Figure 1.3: Set up wireless. 

 

 

Allocate drive space 

The Ubuntu installer will automatically detect any existing operating system installed on your 

machine, and present installation options suitable for your system. The options listed below 

depend on your specific system and may not all be available: 

 

 Install alongside other operating systems 

 Upgrade U untu … to 14.04 installation 13 

 Erase … and install U untu 

 Something else 

 

 

Install alongside other operating systems. 

For more complicated dual-booting setups, you will need to configure the partitions 

manually. 
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Figure 1.4: Choose where you would like to install Ubuntu. 

 

 

 pgrade  buntu … to 14.04 

This option will keep all of your Documents, music, pictures, and other personal files. Installed 

software will be kept when possible (not all your currently installed software may be 

supported on the new version). Systemwide settings will be cleared. 

 

 

Erase disk and install Ubuntu 

Use this option if you want to erase your entire disk. This will delete any existing operating 

systems that are installed on that disk, such as Microsoft Windows, and install Ubuntu in its 

place. This option is also useful if you have an empty hard drive, as Ubuntu will automatically 

create the necessary partitions for you. 

 

Formatting a partition will destroy any data currently on the partition. Be sure to back up 

any data you want to save before formatting. More information and detailed instructions 

on partitioning are available at: 

 https://help.ubuntu.com/community/HowtoPartition  

After you have chosen the installation type, click Continue, or Install Now. 

Confirm Partition choices and start install 

If you chose Something else, configure the partitions as you need. Once you are happy with 

the way the partitions are going to be set up, click the Install Now button at the bottom right 

to move on. 

https://help.ubuntu.com/community/HowtoPartition
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To reduce the time required for installation, Ubuntu will continue the installation process in 

the background while you configure important user details—like your username, password, 

eyboard settings and default timezone. 

 

 

Where are you? 

 

 

 

 

 

 

 

 

Figure 1.5: Tell Ubuntu your location. 

 

The next screen will display a world map. Using your mouse, click your geographic location on 

the map to tell Ubuntu where you are. Alternatively, you can type your location in the field 

below the map. This allows Ubuntu to configure your system clock and other location-based 

features. Click Continue when you are ready to move on. 

 

 

 

 

 

 

 

Keyboard layout 
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Figure 1.6: Verify that your keyboard layout is correct. 

 

Next, you need to tell Ubuntu what kind of keyboard you are using. In most cases, you will find 

the suggested option satisfactory. If you are unsure which keyboard option to select, you can 

click the Detect Keyboard Layout button to have Ubuntu determine the correct choice by 

asking you to press a series of keys. You can also manually choose your keyboard layout from 

the list of options. If you like, enter text into the box at the bottom of the window to ensure 

you are happy with your selection, then click Continue. 

 

 

Who are you? 

Ubuntu needs to know some information about you so it can set up the primary user account 

on your computer. When configured, your name will appear on the login screen as well as the 

user menu, which we discuss in Chapter 2: The Ubuntu Desktop. 

 

On this screen you will need to tell Ubuntu: 

 your name 

 what you want to call your computer 

 your desired username 

 your desired password 

 how you want Ubuntu to log you in 

 

 



 

 

 

   
"Transmedia: a new narrative that involves communication and education towards the future classroom”. Code: 2014-1-ES01-KA201-004478 

This project has been funded with support from the European Commission. This publication reflects the views only of the author, and the 
Commission cannot be held responsible for any use which may be made of the information contained therein. 

This work is licensed under a Creative Commons Attribution-NonCommercial-NoDerivatives 4.0 International. Permissions beyond the scope of this 
license may be available at educationtransmedia@gmail.com 

    13 

 

 

 

 

 

 

Figure 1.7: Setup your user account. 

 

Enter your full name under Your name. The next text field is the name your computer uses, 

for terminals and networks. You can change this to what you want, or keep the 

predetermined name. Next is your username,  the name that is used for the user menu, your 

home folder, and behind the scenes. You will see this is automatically filled in for you with 

your first name. Most people find it easiest to stick with this. However, it can be changed if 

you prefer. 

 

Next, choose a password and enter it into both password fields. When both passwords match, 

a strength rating will appear to the right that will show you whether your password is “too 

short ” “weak ” “fair ” or “strong. You will  e a le to continue the installation process 

regardless of your 

password strength, but for security reasons it is best to choose a strong one. This is best 

achieved by having a password that is at least six characters long, and is a mixture of letters, 

numbers, symbols, and uppercase/lowercase. Avoid obvious passwords that include your birth 

date  spouse’s name  or the name of your pet. 

 

 

Login Options 

Finally, at the bottom of this screen you have two options regarding how you wish to log in to 

Ubuntu. You may also choose to have Ubuntu encrypt your home folder. 

 Log in automatically 

 Require my password to log in 

– Encrypt my home folder 
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Log in automatically 

Ubuntu will log in to your primary account automatically when you start up the computer so 

you won’t have to enter your username and password. This makes your login experience 

quicker and more convenient, but if privacy or security are important to you  we don’t 

recommend this option. Anyone who can physically access your computer will be able to turn 

it on and also access your files. 

 

 

Require my password to login 

This option is selected by default, as it will prevent unauthorized people from accessing your 

computer without knowing the password you created earlier. This is a good option for those 

who, for example, share their computer with other family members. Once the installation 

process has been completed, an additional login account can be created for each family 

member. Each person will then have their own login name and password, 

account preferences, Internet bookmarks, and personal storage space. 

 

 

Encrypt my home folder 

This option provides you with an added layer of security. Your home folder is where your 

personal files are stored. By selecting this option, Ubuntu will automatically enable encryption 

on your home folder, meaning that files and folders must be decrypted using your password 

before they can be accessed. Therefore if someone had physical access to your hard drive (for 

example, if your computer was stolen and the hard drive removed), they would not be able to 

see your files without knowing your password. 

 

If you choose this option, be careful not to enable automatic login at a later date. 

It will cause complications with your encrypted home folder, and will potentially lock  

you out of important files. 

 

 

Finishing Installation 
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Ubuntu will now finish installing on your hard drive. As the installation progresses, a slideshow 

will give you an introduction to some of the default applications included with Ubuntu. These 

applications are covered in more detail in Chapter 3: Working with Ubuntu (check the oficial 

guide in http://ubuntu-manual.org ). The slideshow will also highlight the Ubuntu support 

options. 

After approximately twenty minutes, the installation will complete and you will be able to 

click Restart Now to restart your computer and start Ubuntu. The dvd will be ejected, so 

remove it from your dvd drive and press Enter to continue. 

Wait while your computer restarts, and you will then see the login window (unless you 

selected automatic login). 

 

 

Login Screen 

After the installation has finished and your computer is restarted, you will be greeted by the 

login screen of Ubuntu. The login screen will present you with your username and you will 

have to enter the password to get past it. Click your username and enter your password. Once 

done, you may click the arrow or press Enter to get into the U untu desktop. U untu’s login 

screen supports multiple users and also supports custom ackgrounds for each user. In fact, 

Ubuntu automatically will pick up your current desktop wallpaper and set it as your login 

background. 

 

 

 

 

 

 

 

 

 

 

Figure 1.8: Ubuntu community support options. Where to get help for Ubuntu. 

 
 

http://ubuntu-manual.org/
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Figure 1.9: You are now ready to restart your computer. 

 

The login screen allows you to update your keyboard language, volume intensity and 

enable/disable accessibility settings before you log in to your desktop. It also displays 

date/time and battery power for laptops. You can also shut down or restart your system from 

the login screen. 

 

 

 

Understanding the Ubuntu desktop 

Initially, you may notice many similarities between Ubuntu and other operating systems, such 

as Microsoft Windows or Apple os x. This is because they are all based on the concept of a 

graphical user interface (gui)—i.e., you use your mouse to navigate the desktop, open 

applications, move files, and perform most other tasks. In short, things are visually-oriented. 

This chapter is designed to help you become familiar with various Applications and menus in 

Ubuntu so that you become confident in using the Ubuntu gui. 

 

 

 

 

 

 

 

Figure 2.1: The Ubuntu 14.04 default desktop. 

Unity 
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All gui-based operating systems use a desktop environment. Desktop environaments contain 

many features, including (but not limited to): 

 The look and feel of the system 

 The organization of the desktop 

 How the user navigates the desktop 

 

Ubuntu uses Unity as the default desktop environment. The Unity desk-top is comprised of 

the desktop background and two bars: a horizontal one located at the top of your desktop 

called the menu bar and a vertically oriented bar at the far left called the Launcher. 

 

 

The Desktop Background 

Below the menu bar at the top of the screen is an image covering the entire desktop. This is 

the default desktop background, or wallpaper, belonging to the default Ubuntu 14.04 theme 

known as Ambiance. To learn more about customizing your desktop (including changing your 

desktop background), see the section on Customizing your desktop below. 

 

 

The Menu Bar 

The menu bar incorporates common functions used in Ubuntu. The icons on the far-right of 

the menu bar are located in an area of the menu bar called the indicator area, or notification 

area. Each installation of Ubuntu may contain slightly different types and quantities of icons 

based on a number of factors, including the type of hardware and available on-board 

peripherals upon which the Ubuntu installation is based. Some programs add an icon to the 

indicator area automatically during installation. The most common indicators are:  

 

Text entry settings (         ) shows the current keyboard layout (such as En, Fr, Ku, and 

so on) and, if more than one keyboard layout is chosen, allows you to select a keyboard 

layout. The keyboard indicator menu contains the following menu items: Character Map, 

Keyboard Layout Chart, and Text Entry Settings. 

 

Network indicator (    or    ) manages network connections, allowing you to 

connect quickly and easily to a wired or wireless network. 
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Messaging indicator (                ) incorporates your social applications. From here, among 

others, you can access instant messenger and email clients. 

 

Sound indicator (          ) provides an easy way to adjust the sound volume as well as access 

your music player and sound settings. 

 

Clock displays the current time and provides a link to your calendar and time and date 

settings. 

 

Session indicator (        ) is a link to the system settings, Ubuntu Help, and session options (like 

locking your computer, user/guest session, logging out of a session, restarting the computer, 

or shutting down completely).  

 

 

Figure 2.2: The indicators of the menu bar. 

 

Every application has a menuing system where different actions can be executed in an 

application (like File, Edit, View, etc.); the menuing System for an application is appropriately 

called the application menu. Instead, it is located to the left area of the menu bar. By default 

in Unity  the application menu isn’t on the title  ar of the application as is commonly the case 

in other gui environments. 

 

 

 

 

 

Figure 2.3: To show an application’s menu, just move your  

mouse to the desktop’s menu bar (at the top of the screen). 

 

To show an application’s menu  just move your mouse to the desktop’s menu  ar  at the top 

of the screen . While your mouse is positioned here  the active application’s menu options will 
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appear in the desktop’s menu  ar  allowing you to use the application’s menuing options. 

When clicking on the desktop  the desktop’s menu  ar reappears. This capa ility in Unity to 

display the application’s menu only when needed is especially  eneficial for net ook and 

laptop users with limited viewable screen space. You can disable this feature via Session 

Indicator / System Settings / Appearance. In the Behavior tab, under Show the menus for a 

window, select In the window’s title  ar. 

 

 

The Launcher 

The vertical bar of icons on the left side of the desktop is called the Launcher. The Launcher 

provides easy access to applications, mounted devices, and the Trash. All running applications 

on your system will place an icon in the Launcher while the application is 

running. To change the Launcher icon size, go to Session Indicator ‣ System 

Settings ‣ Appearance, tab Look. 

The first icon at the top of the Launcher is the Dash, a component of 

Unity. We will explore the Dash in a later section of this chapter. By default, 

other applications appear in the Launcher, including the Files file manager, 

LibreOffice, Firefox, any mounted devices, and the Trash, which contains 

deleted folders and files, at the bottom of the Launcher. 

Holding the Super key, also known as the Windows key (Win key), located 

between the left Ctrl key and Alt key, will cause Ubuntu to superimpose a 

number onto the first ten applications in the Launcher and also display a 

screen full of useful shortcuts. You can launch an application with a number n 

on it by typing Super+n. 

If you open more applications than can be shown in the Launcher, the 

Launcher will “fold” the application icons at the  ottom of the Launcher. 

 imply move your mouse to the  ottom of the Launcher  and you’ll see the 

Launcher icons “slide” and the folded application icons unfold for easy access. 

 

 

Figure 2.4: The Ubuntu Launcher on the left 

with a sample of applications on it. 

 

Running applications 
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To run an application from the Launcher (or cause an already-running application to appear), 

just click on the application’s icon. 

Applications that are currently running will have one or more triangles on the left side of the 

icon indicating the number of application Windows open for this application. Running 

applications also have a back-lit icon on the Launcher. 

 

 

Figure 2.5: The triangles on each side of the Firefox 

icon indicate Firefox is in the foreground and only one 

window is associated with Firefox at this time. 

 

The application in the foreground (i.e., the application that is on top of all other open 

application windows) is indicated by a single white triangle on the right side of its icon. 

You can also run an application through the Dash which will be explored in the upcoming The 

Dash section. 

 

 

Adding and removing applications from the Launcher 

There are two ways to add an application to the Launcher: 

 Open the Dash, find the application you wish to add to the Launcher, and drag its icon 

to the Launcher. 

 Run the application you want to add to the Launcher, right-click on the application’s 

icon on the Launcher, and select Lock to Launcher. 

 

To remove an application from the Launcher, right-click on the application’s icon  then select 

Unlock from Launcher. 

 

 

 

 

The Dash 
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The Dash helps you quickly find applications and files on your computer. For more information 

a out the Dash and its If you’ve used Windows in the past  you’ll find the Dash to  e similar to 

lenses, see: https://wiki.ubuntu.com/Unity. the Windows Start menu or the Start Screen in 

Windows 8.  pple os x users will find the Dash similar to Launchpad in the dock. If you’ve used 

a previous version of Ubuntu or another gnome Linux distribution, the Dash serves as a 

replacement for the various gnome 2 menus. The Dash allows you to search for information, 

both locally (installed 

applications, recent 

files, bookmarks, etc.) 

as well as remotely 

(Twitter, Google Docs, 

etc.). 

 

 

 

 

 

 

Figure 2.6: The Dash 

 

To explore the Dash, click on the top-most icon on the Launcher; theicon contains the Ubuntu 

logo on it. After clicking the Dash icon, the desktop 

will be overlaid by a translucent window with a search bar on top as well as a grouping of 

recently accessed applications, files, and downloads. Ubuntu also includes results from 

popular web services. The search bar provides dynamic results as you enter your search terms. 

 

 

Lenses 

Lenses act as specialized search categories in the Dash: searching is accomplished by utilizing 

one or more lenses, also known as scopes, and each lens is responsible for providing a 

category of search results through the Dash. 

 

https://wiki.ubuntu.com/Unity
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The seven lenses installed by default at the bottom are: links to your Home lens (       ), 

Applications lens (      ), Files and Folders lens (       ), Music lens (       ), Photo lens      (       ), 

Videos lens (         ), and Social network messages lens (          ). 

 

 

Search for files and applications with the Dash 

The Dash is an extremely powerful tool allowing you to search your computer 

for applications and files. 

 

 

Find files/folders 

The Dash can help you find names of files or folders. Simply type a portion of the file or folder 

name. As you type, results will appear in the Dash. The Files and Folders lens will also assist in 

finding files or folders—showing you the most recently accessed files as well as the most 

recent downloads. You can use the filter results button in the top-right corner of the Dash to 

filter results by attributes such as file or folder modification times, file type (.odt, .pdf, .doc, 

.txt, etc.), or size. 

 

 

Find applications 

A standard Ubuntu installation comes with many applications. Users can additionally 

download thousands of applications from the Ubuntu Software Center. As you collect an 

arsenal of awesome applications (and get a bonus point for alliteration!), it may become 

difficult to remember the name of a particular application; the Applications lens on the Dash 

can assist with this search. This lens will automatically categorize installed Applications under 

“ ecently Used ” “Installed ” or “ ore  uggestions.” You can also enter the name of an 

application (or a part of it) into the search bar in the Dash, and the names of applications 

matching your search criteria will appear. Even if you don’t remem er the name of the 

application at all, type a keyword that is relevant to that application, and the Dash will find it. 

For example, type music, and the Dash will show you the default music Player and any music 

player you’ve used. 
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Figure 2.7: You can see the default results when you press the Applications lens. 

 

 

External search results 

In addition to searching your local computer for applications and files, the Dash will also 

search various online resources (e.g., Amazon.com). Results pertinent to your search criteria 

are returned to you in the Dash. If you are concerned about local search terms being sent over 

the Internet, you can disable this feature in the Privacy section of the System Settings. 

 

The online search results within the Dash are turned on by default during installation.If 

you do not want external search results, go to System Settings ‣Privacy ‣ Search 

Results and set the “Include online search results” switch to the Off position. As an added layer 

of privacy, you can also prevent any search activity from being recorded. 

 

 

Workspaces 

Workspaces are also known as virtual desktops. These separate views of your desktop allow 

you to group applications together, and by doing so, help to reduce clutter and improve 
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desktop navigation. For example, you can open all of your media applications in one 

workspace, your office suite in another, and your web browser in a third workspace. Ubuntu 

has four workspaces by default. 

The workspaces feature is not activated by default in Ubuntu. To activate workspaces, click on 

Session Indicator ‣  ystem  ettings… ‣ Appearance then click on the Behavior tab and click 

on the Enable workspaces  ox. When this  ox is checked  you’ll notice that another icon is 

added to the bottom of the Launcher that looks like a window pane. This is the workspace 

switcher. 

 

 

Switching between workspaces 

 

 

 

Figure 2.8: The workspace switcher on the Launcher. 

If you’ve activated the workspace switcher as descri ed a ove  you can switch  etween 

workspaces by clicking on the workspace switcher icon located on the Launcher. This utility 

allows you to toggle through the workspaces (whether they contain open applications or not) 

and choose the one you want to use. You can also launch the workspace switcher by typing 

Super+s and choose a workspace by using the keyboard arrows followed by RET (the Return / 

Enter key). 

 

 

Managing windows 

When opening a program in Ubuntu (such as a web browser or a text editor a window will 

appear on your desktop. Simply stated, a window is the box that appears on your screen when 

you start a program. In Ubuntu, the top part of a window (the title bar) will have the name of 

the application to the left  most often  the title will  e the same as the application’s name .   

window will also have three buttons in the top-left corner. From 

left to right, these buttons represent close window, minimize window, and maximize window. 

Other window management options are available by right-clicking anywhere on the title bar. 
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Closing, maximizing, restoring, and minimizing windows 

To close a window, click on the close button (         ) in the upper-left corner of the window—

the first button on the left-hand side.  

 

 

 

 

Figure 2.9: This is the top bar of a window, named title bar. The close, minimize,  

And maximize buttons are in the top-left corner of the window. 

 

The button immediately to the right of the close button is the minimize button (         ) which 

hides the window from view and minimizes it to the Launcher. When an application is 

minimized to the Launcher, the left-side of the icon in the Launcher will display an additional 

triangle. Clicking the icon of the minimized application will restore the window to its original 

position. 

Finally, the right-most button is the maximize button (          ) which causes the application to 

completely fill the desktop space. If a window is maximized, its top-left buttons and menu are 

automatically hidden from view. To make them appear, just move your mouse to the menu 

bar. Clicking the maximize button again will return the window to its original size. 

 

 

Moving and resizing windows 

To move a window around the workspace  place the mouse pointer over the window’s title 

bar, then click and drag the window while continuing to hold down the left mouse button. You 

can also move a window by holding the Alt key and then clicking and holding the left mouse 

button while pointing anywhere in the window and dragging the window to a new location. To 

resize a window, place the pointer on an edge or corner of the window so that the pointer 

turns into a larger, two-sided arrow (known as the resize icon). You can then click and drag to 

resize the window. 

 

Switching between open windows 

In Ubuntu, there are many ways to switch between open windows:  
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1. If the window is visible on your screen, click any portion of it to raise it above all other 

windows. Or,  

2. Use Alt+Tab to select the window you wish to work with. Hold down the Alt key, and 

keep pressing Ta  until the window you’re looking for appears highlighted in the 

popup window. Then, release the Alt key, and the application highlighted in the 

popup will move to the foreground of your desktop. Or, 

3. Click on the corresponding icon on the Launcher by moving your mouse to the left 

side of the screen and right-clicking on the application’s icon. If the application has 

multiple windows open, double-click on the icon in order to select the desired 

window. 

 

Press Ctrl+Super+D to hide all windows and display the desktop; the same works to restore all 

windows. 

 

 

Moving a window to different workspace 

To move a window to a different workspace, verify that the window isn’t maximized. If it is 

maximized, click on the right-most button on the left side of the title bar to restore it to its 

original size. Then right-click on the window’s title  ar and select:  

 Move to Workspace Left, to move the window to the left. 

 Move to Workspace Right, to move the window to the right workspace. 

 Move to Workspace Down, to move the window to the bottom workspace. 

 Move to Another Workspace, and then choose the workspace to where you wish to 

move the window. 

Note that the options available when moving windows to diferent workspaces depends on 

which workspace contains the window you are moving. If the window exists in the lower-right 

workspace, you will not see a Move to Workspace Down because there is no workspace 

available below the lower-right quadrant of a four quadrant workspace. 

 

 

Window always on the top or on visible workspace 

At times, you may want to force a window to always be in the foreground so that it can be 

seen or monitored while you work with other applications. For example, you may want to 
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browse the web and, at the same time, view and answer incoming instant message. To keep a 

window always in the foreground, right-click on the window’s title  ar  then select Always On 

Top. This window will now be on the top of all windows opened in the current workspace. If 

you want to have a window always on the top regardless of the workspace, right-click on the 

window’s title  ar  then select Always on Visible Workspace. This window will now be on top 

of all other windows across all workspaces. 

 

 

 nity’s Keyboard  hortcuts 

When you long-press the Super key (also known as the Win key) for a few seconds, Unity will 

display a list of useful keyboard shortcuts, some of which have been mentioned above: 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.10: Common keyboard shortcuts asdisplayed by Unity. 

 

 

Browsing files on your computer 

There are two ways to locate files on your computer—search for them or access them directly 

from their directory. You can search for a file using the Dash or the Files file manager. You can 

also use the Dash or Files file manager to access commonly used directories (such as 

Documents, Music, Downloads) as well as the most recently accessed files. 
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Your Home Directory 

The Home directory is used to store all of your personal files (rather than system files, such as 

applications).. 

In Ubuntu, by default, the contens of your Home directory are accessible for and can be 

read by other users who have an account on your PC. 

The name of your Home directory matches your login name and is created when your user 

account is created. When opening your personal directory, you will see a collection of several 

directories, including Desktop (which contains any files that are visible on the desktop), 

Documents, Downloads, Music, Pictures, Public, Templates, and Videos. These directories are 

created automatically during the installation process. You can add more files and directories 

as needed. 

 

 

Files file manager 

Just as Microsoft Windows has Windows Explorer and Apple os x has Finder to browse files 

and directories, Ubuntu uses the Files file manager by default. 

 

 

The Files file manager window 

When you select the Files shortcut in the Launcher, click on a directory in the Dash, or double-

click a directory on the desktop, Ubuntu will open the Files file manager. The default window 

contains the following features: 

 

 

 

 

 

 

 

 

 

Figure 2.11: Files file manager displaying your home directory. 
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menu bar. The menu bar is located at the top of the screen. The Files menú allows you to 

modify the layout of the browser, show, browse and remove bookmarks, open a Help 

document, open a new window, connect to a server, or quit. Choosing Enter Location will 

open the Locations text field where you can enter any location directly. 

 

title bar  The title bar shows the name of the currently selected directory. It also contains the 

Close, Minimize, and Maximize buttons. 

 

toolbar The toolbar displays your directory browsing history (using two arrow buttons), your 

location in the file system, a search button, and options for your current directory view 

 

 

 

 

Figure 2.12: The toolbar of the Files application while browsing the 

directory /var/log/apt/, with the Search functionality activated. 

 

 On the upper left corner of the toolbar, there are two arrow icons. These are similar to 

the “Back” and “Forward” history functionality in we   rowsers. The Files application 

keeps track of where you are and allows you to backtrack if necessary. As such, the 

buttons Previous visited location and Next visited location allow you to navigate 

through your directory browsing history. 

 

 In the middle of the toolbar, you will see a representation of your current directory 

location. 

 

 Clicking on the Search icon opens a text field so you can search for a file or directory 

by name. 

 

 Clicking on the View items as a grid icon (the default setting) enables you to see the 

files and directories as icons. In this view, previews of photos and text files are also 

displayed. 
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 Clicking on the View items as a list icon allows you to see a list of files and directories, 

along with their size, type, and date of last modification. You may customize what 

information is displayed by right-clicking on either Name, Size, Type, or Modified. 

This action will display a checklist of available options. 

 

left pane The left pane of the file browser—titled Places—has shortcuts to commonly used 

directories. You can also bookmark a directory through the toolbar by choosing Bookmarks ‣ 

Bookmark this Location. Once you have bookmarked the directory, it should appear in the 

left pane. Regardless of the directory you are currently browsing, the left pane will always 

contain the same directories. 

 

right pane The largest pane shows the files and directories within the directory you are 

currently browsing.  

 

To navigate to a directory in Files, click (or double-click) on its icon in the right pane, the left 

pane, or the toolbar. 

 

 

Opening files 

A file, in its simplest form, is data. Data can represent a text document, database information, 

or other media such as music or videos. To open a file, you can double-click on its icon. 

Ubuntu will try to find an appropriate application with which to open the selected file. In some 

cases, you may wish to open the file with a different application than the one Ubuntu 

selected. To select an application, right-click the icon and select one of the Open With 

options. 

 

 

Creating new directories 

To create a new directory from within the Files file manager, right-click in the blank area of 

the right pane and select New Directory from the popup menu (this action will also work on 

the desktop .  eplace the default “Untitled Directory” title with your desired la el  e.g., 

“ ersonal Finances” . You can also create a new directory  y pressing Ctrl+ hift+ . 
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Hidden Files and Directories 

If you wish to hide certain directories or files, place a dot (.) in front of the name (e.g., 

“. ersonal Finances” . In some cases  it is impossi le to hide files and directories without 

prefixing them with a dot. 

 

You can easily view hidden files by clicking View options ‣ Show Hidden Files or by pressing 

Ctrl+H. Hiding files with a dot (.) is not a security measure—it is simply a way to help you 

organize your files. 

 

 

Copying and moving files and directories 

You can cut, copy, and paste files or directories in the Files file manager by right-clicking on 

the item and selecting the corresponding button from the popup menu. You can also use the 

keyboard shortcuts Ctrl+X, Ctrl+C, and Ctrl+V to cut, copy, and paste files and directories, 

respectively. 

 

Multiple files can be selected by left-clicking in an empty space (i.e., not on a file or directory), 

holding the mouse button down, and dragging the cursor across the desired files or 

directories. This “click-drag” action is useful when you are selecting items that are grouped 

closely together. To select multiple files or directories that are not positioned next to each 

other, hold down the Ctrl key while clicking on each item individually. Once the desired files 

and/or directories are selected, right-click on any of the selected items to perform an action 

just like you would for a single item. 

 

When one or more items have  een “copied ” navigate to the desired location  then right-click 

in an empty area of the window and select Paste to copy them to the new location. While the 

copy command can be used to make a duplicate of a file or directory in a new location, the cut 

command can be used to move files and directories. That is, a copy will be placed in a new 

location, and the original will be removed from its current location. 

 

Note that when you “cut” or “copy” a file or directory  nothing will happen until you “paste” it 

somewhere. Paste will only affect the most recent item(s) cut or copied. 
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To move a file or directory, select the item to move, then click Edit ‣ Cut. Navigate to the 

desired location, then click Edit ‣ Paste. If you click on a file or directory, drag it, then hold 

down the Alt key and drop it to your destination directory, a menu will appear asking whether 

you want to copy, move, or link the item. 

 

As with the copy command above, you can also perform this action using the right-click menu, 

and it will work for multiple files or directories at once. An alternative way to move a file or 

directory is to click on the item, and then drag it to the new location. 

 

 

Using multiple tabs and multiple Files windows 

Opening multiple Files file manager windows can be useful for dragging files and directories 

between locations. You can also have multiple tabs to browse multiple locations at once. 

 

To open a second window when browsing a directory in Files, select File ‣ New Window or 

press Ctrl+N. This will open a new window, allowing you to drag files and/or directories 

between two locations. To open a new tab, click Location options (cog) ‣ New Tab or press 

Ctrl+T. A new row will appear above the space used for browsing your files containing two 

tabs —both will display the directory you were originally browsing. You can click these tabs to 

switch between them to click and drag files or directories between tabs the same as you 

would between windows. 

 

When dragging items between Files windows or tabs a small symbol will appear over the 

mouse cursor to let you know which action will be performed when you release the mouse 

button. A plus sign (+) indicates you are about to copy the item, whereas a small arrow means 

the item will be moved. The default action will depend on the directories you are using. 

 

 

Searching for files and folders on your computer 

You can search for files and folders using the Dash or the Files file manager.  
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Search using the Dash 

In the Dash, simply type your search terms in the search bar at the top of the Dash. 

 

Alternatively, you may use the Applications or Files & Folders lenses; here you can use a filter 

to narrow down your search. Open the drop-down menu on the right side of the search bar. If 

you’ve selected Applications  you will  e a le to filter  y application type. If you’ve chosen 

Files & Folders, you can filter by a host of options, including Last modified, Type (e.g., 

Documents), or Size. It is sufficient to type the first few letters of the file or folder for which 

you are searching. 

 

 

Search using Files file manager 

In Files file manager, click on the magnifying glass button or press Ctrl+F. This opens the 

search field where you can type the name of the file or folder you want to find. 

 

 

Customizing your desktop 

Most customizations can be reached via the Session Indicator and then selecting System 

Settings to open the System Settings application window. The Dash, desktop appearance, 

themes, wallpapers, accessibility, and other configuration settings are available here. 

 

 

 

 

 

 

 

 

 

 

Figure 2.13: You can change most  of your system’s settings here. 
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Appearance 

 

The Look tab 

In the Look tab you can change the background, window theme, and Launcher icon size to 

further modify the look and feel of your desktop. To begin, open Appearance by either right-

clicking on your background and selecting Change Desktop Background or selecting Session 

Indicator ‣System Settings ‣ Appearance. Select the Look tab. 

 

Theme: The “ ppearance” window will display the current selected  ackground wallpaper and 

theme. Themes control the appearance of your windows, buttons, scroll bars, panels, icons, 

and other parts of the desktop. The Ambiance theme is used by default, but there are other 

themes from which you can choose. Just click once on any of the listed themes to give a new 

theme a try. The theme will change your desktop appearance immediately. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.14: You can change the theme in the Look tab of the “Appearance” window. 

 

Desktop background :To change the Background, either select Wallpapers, Pictures Folder, 

or Colors and Gradients from the drop-down list. When Wallpapers is selected, you will see 

U untu’s default selection of  ackgrounds. To change the background, simply click the 

picture you would like to use. You’re not limited to this selection. To use one of your own 

pictures, click the + button and navigate to the image you would like to use. Then click the 
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Open button, and the change will take effect immediately. This image will then be added to 

your list of available backgrounds. Selecting Pictures Folder opens your Pictures folder where 

you can choose a picture 

for the background. The Colors and Gradients button allows you to set the background to a 

solid or gradient color. Click on the Solid Color button, then the Pick a Color to choose a solid 

color. The Vertical Gradient and Horizontal Gradient buttons bring up two Pick a Color 

buttons. Just choose any two colors you like and see if you have achieved the desired result. 

 

Launcher icon size: At the bottom of the Look tab you find a slider to change the size of icons 

on the Launcher. You may choose from a range between 32 and 64 pixels. 

 

The Behavior tab 

In the behavior tab you find several options to change the behavior of your desktop. 

 

Auto-hide the Launcher Switch the Auto-hide the Launcher to either show the Launcher or 

reveal it when moving the pointer to the defined hot spot. When turned on, you can choose 

the reveal location—Left side or Top left corner—and the reveal sensitivity. 

 

Enable workspaces By default, workspaces are not enabled. You can enable workspaces by 

checking this option. 

 

Add show desktop icon to the launcher Check this option if you want to show the desktop 

icon on the Launcher. Show the menus for a window Here you can choose if you want menus 

to show in the menu  ar or in the window’s title  ar. 

 

You can restore the behavior settings by clicking the Restore Behavior 

Settings button. 

 

 

Accessibility 

Ubuntu has built-in tools that make using the computer easier for people with disabilities. You 

can find these tools  y opening the Dash and searching for “Universal  ccess ” or  y selecting 

Session Indicator ‣ System Settings ‣ Universal Access. Use the Seeing tab to manage the 
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text size, the contrast of the interfaces, enable a zoom tool, a virtual keyboard, a screen 

reader, and so on. Selecting high-contrast themes and larger on-screen fonts can assist those 

with vision difficulties. You can activate “Visual  lerts” through the Hearing tab if you have 

hearing impairment. You can also adjust  keyboard and mouse settings to suit your needs 

through the Typing and Pointing and Clicking tabs, respectively.  

 

 

 

 

 

 

 

 

 

 

 

Figure 2.15: Universal Access allows you to enable 

extra features to make it easier to useyour computer. 

 

Once you have finished toggling the settings to your needs, you may need to log out of the 

computer and log back in for the changes to take effect. 

 

 

Screen reader (Orca) 

Orca is a useful tool for people who have difficulties with their vision. It comes preinstalled 

with U untu and provides the “ creen  eader” functionality in Universal  ccess. 

The screen reader can be activated by using one of the following methods:  

 Using the keyboard shortcut ALT-Super-s (in that order), or 

 Using the Session Indicator ‣ System Settings ‣ Universal Access ‣Screen Reader ‣ 

ON/OFF, or 

 Clicking on Dash and launching Orca. 
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Session options 

When you have finished working on your computer, you can choose to log out, suspend, 

restart, or shut down through the Session Indicator on the far right side of the top panel. 

 

 

Logging out 

Logging out will leave the computer running but return the desktop to the login screen. This is 

useful for switching between users, such as when a different person wishes to log in to their 

account or if you are ever instructed to “log out and  ack in again.” You can also log out  y 

pressing Ctrl+Alt+Del. Before logging out, always verify that you have saved your work in any 

open application. 

 

 

Suspend 

To save energy, you can put your computer into suspend mode which will save the current 

opened applications to internal memory (RAM), power off most of the internal devices and 

hardware, and allow you to start back up more quickly. Unlike hybernation, While in a 

suspended state, the computer will continue using minimal electricity. Note that if the power 

goes out during this state, unsaved changes will be lost; data loss may also occur. To put your 

computer in suspend mode, select Suspend from the “ ession 

Indicator”. 

 

 

Rebooting 

To reboot your computer, select Shut Down from the “ ession Indicator ” then click the 

Restart icon. 

 

 

Shut down 

To totally power down your computer, select Power Off from the “ ession Indicator ” then 

click Power Off. 
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Other options 

From the “ ession Indicator”  select Lock/Switch Account to either lock the screen of the 

current user or switch user accounts. You can lock your screen quickly by using the keyboard 

shortcut Ctrl+Alt+L. Locking your screen is recommended if you are away from your computer 

for any amount of time. 

 

 

Getting help 

 

General Help 

Like with any other operating system, Ubuntu has a built-in help reference called the Ubuntu 

Desktop Guide (Figure 2.16). To access it, click on the Dash and type Help. Alternatively, you 

can press F1 while on the desktop, or select Ubuntu Help from the Help menu in the menu 

bar. Many applications have their own help section which can be accessed by clicking the Help 

menu within the application window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.16: The built-in system help, accessible via the 

keyboard shortcut F1, provides topic based help for Ubuntu. 
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Online Help 

If you can’t find an answer to your question in this manual or in the U untu Desktop Guide  

you can ask for assistance from other Ubuntu users using the Ubuntu Forums 

(http://ubuntuforums.org ). To best assist you in solving the issue, it is best to provide as much 

information as possible when submitting your query, such as: 

 System information (e.g. Ubuntu version, PC make and model) 

 The full text of any error messages you have encountered, 

 What you were doing at the time, 

 What were you trying to achieve / what you were expecting to happen… 

 

Many Ubuntu users open an account on the forums to receive help and in turn provide support 

to others as they gain more knowledge. Another useful resource is the Ubuntu Wiki 

(https://wiki.ubuntu.com/community), a website maintained by the Ubuntu community. You 

can additionally find the Official Ubuntu Documentation, prepared by Ubuntu developers, at 

https://help.ubuntu.com 

Heads-Up Display help 

 

 

 

 

Figure 2.17:The HUD (heads-up display) shows  

application-specifichelp information based onyour general input. 

 

The hud (heads-up display) is a keyboard-friendly utility to help you find commands, features, 

and preferences embedded deep within the stacked menu structure of an application. 

Activate the hud by tapping the left Alt key on the keyboard. 

 

For example, if you want to add music in Rhythmbox, the default music player in Ubuntu, 

open the music player, press left Alt, and type Add Music. The options available in Rhythmbox 

will appear. You can use the Down Arrow key to navigate and press the Enter key to active the 

command. Hud also comes in handy within applications with deep menus, such as LibreOffice 

and Gimp. 

 

http://ubuntuforums.org/
https://wiki.ubuntu.com/community
https://help.ubuntu.com/
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Based on the official Ubuntu guide, available on   http://ubuntu-manual.org 
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