
  

Windows and menus

Workspaces Files and folders

The Dash
The Dash takes the place of a menu or 'start' button in Ubuntu Unity. 
Click on the Dash icon and you should see something like this...

Type the name of an application. As you type more letters, the icons change 
until the app you want to start is the first. Just press enter to load the app! 
The dash can do a lot more than this: explore...

Shortcut: 'Tap' the Windows 
button to invoke the Dash from 
the keyboard

Workspaces are virtual desktops 
that you can use to keep different 
tasks organised. Unity comes with 
four of these by default.

Click the Workspaces icon to 
see the workspaces. 
Click in the upper right workspace. 
This should zoom up to nearly full 
size. 
Click again to switch to this 
workspace. 
Start an application. 
Use the Workspace icon to switch 
back to the first workspace.

Shortcut: Press and hold the Windows key and then press the letter S. You will 
see the Workspace switcher with previews of all the open windows.

Use the launcher: click on the launcher icon of the application you started in 
Workspace 2. You will switch to that workspace with the application window 
open.

The application menu is at the top of the screen on the left. The menu is 
hidden until you move your mouse near the top bar.

Load a few applications from the Launcher. You can switch between 
applications by clicking on their windows, or by using the Launcher 
icons.

Shortcut: try Alt-Tab. You 
will see the application 
icons in a row.

Holding one of them for a 
few seconds will 'explode' 
the icon and show 
previews of  windows. 
Tabbing again allows you 
to switch between 
windows.

Click on the Home Folder icon in the Launcher to 
see your folders and files.

You can use the Live CD to copy files from your 
Windows partition to a USB stick, see the pictures to 
the left

Under Windows 7 or XP 
your files will probably 
be in the Users folder.

Just open your user 
and then find the My 
Documents and My 
Music folders and copy 
what you want to a USB 
storage stick or external 
hard drive. 
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The Launcher

Indicator menus

To get connected and to close down the session, you need to use the 
indicator menus on the top right of the screen...

Click on the Network Manager icon, it 
looks like a slice of pie. You will see a list 
of wifi networks, click yours and then type 
in the password if you have encryption 
enabled.

The wifi icon becomes striped when the 
connection is working.

Click on the cog wheel to shut down or to 
investigate suspend and hibernate. Other 
indicators tell you how much battery you 
have left, and let you play music.

The launcher on the left of the screen is where you can 
start applications. Hover the mouse over each of the 
icons to find the name of the application.

Start Firefox to see some Web pages. The 
launcher will disappear as the Firefox window 
opens, you can see the launcher again by moving 
your mouse to the left of the screen.

See how the Firefox launcher icon has two triangles? 
Left shows its running, and right shows its on the 
'foreground', the active window. You can use the 
launcher to switch between applications when you have 
a number running.

Keyboard Shortcuts...

More information

Short cut Action

Highlight text on a 
page

GNU/Linux based operating systems remember the text that is 
highlighted and keep it in a clipboard

Middle click over 
window that can 
accept text

Paste any text that was highlighted previously. Must be the first 
action in the window. Deleting previous content looses the 
previously highlighted text

Ctrl-A, Ctrl-C, Ctrl-V, 
Ctrl-S, Ctrl-P

Select All, Copy and Paste still works in and between applications 
like LibreOffice and Firefox. Save and Print short cuts still work.

Alt-F Accelerator keys (Alt-letter) work in applications that support them.

Tap Windows key Invokes Unity Dash from which you can launch applications by 
typing their name or search for files. Don't press on the Super 
key too long or...

Windows hold Invokes the Launcher with numbers 1 to N superimposed on 
the icons. Typing the number of the icon while continuing to  
hold the Super key launches the corresponding application

Click on icon in 
launcher

Either starts the application represented by the launcher icon 
or if the application is already running, switches to the window 
of that application. 

Middle click over 
icon in Launcher

Opens a new window for that application 

Windows-S Shows preview of all four workspaces with each window in 
each workspace scaled down and displayed side by side. 
Firefox will not show contents.

Alt-Tab Switches between windows in the same workspace 

Ctrl-Alt-Right Arrow Moves one workspace along

Ctrl-Alt-Left Arrow Moves one workspace back

F10 Displays the File menu for the application whose window is 
currently active. Use right arrows to open menus in the 
application 

http://ubuntu-manual.org/
Check for the 11.10 and 12.04 versions of the Ubuntu Manual, a 120+ page 
detailed reference

https://help.ubuntu.com/11.10/ubuntu-help/index.html
Ubuntu provided brief tour of desktop

Author: Keith Burnett, ping.keith@gmail.com I have no connection with 
Ubuntu other than as a grateful user of the software.
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