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Windows 7

New in Windows 7

Aero Shake: You can use the shake feature to quickly minimize unneeded open
windows. Allowing you to focus on one window at a time

Snap: You can snap open windows to the side of your monitor, allowing you to easily
compare windows side-by-side.

Improved Taskbar: The Taskbar has been revamped for faster access to programs
and features on your computer.

Jump Lists: A list of recently used files, folders, or websites. Jump Lists can be viewed
either in the Start Menu or the Task Bar. The Jump List allows for easy and quick
access to recently opened items.

Library: Libraries are very similar to folders except they allow you to view files and
folders from multiple locations.

Search: Improved search filters and features have been added.
Gadgets: Gadgets can now move freely on the desktop.

Desktop Background: The background feature can now display a slideshow of
pictures.
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Windows Desktop

Aero Shake

This option is useful when you have multiple windows open at the same time.
1. Click on the title bar of a window and shake your mouse.

Windows Snap

Use Snap for a quick way to resize your windows

1. Drag the title bar of the open window to the side of your screen until you see an
outline of the window. Once you see the outline let go of your mouse.

Personalizing your desktop background

1. Right-click on your desktop and select Personalize

| View 3
Sort by 3
Refresh
Paste
Paste shortcut
Undo Move Ctrl+Z

[5]  Shared Felder Synchronization 4

Graphics Properties...
Graphics Options 3

MNext desktop background

| MNew 3

ES Screen resolution
W Gadgets

& Personalize +—

2. Select one of the themes or click Desktop Background at the bottom of the
screen.

My Themes (1)

£

d Theme

Get more themes online
Aero Themes (7)

Desktop Background

WMA TSRS T

Windows 7 Architectut Landscapes ~ Nature  Scenes " United States

and High Contrast Therr

B o el

Windows 7 Basi Windows Clas: High Contrast #1 H igh Contrast #2 High Contrast Black High Contrast White
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Personalizing your desktop Screen Saver

1. Right-click on your desktop and select Personalize

View

Sort by
Refresh

Paste

Paste shortcut
Undo Move

Graphics Properties...
Graphics Options

Mext desktop background
MNew

E=S Screen resolution
Wy Gadgets

& Personalize «

(5] Shared Folder Synchronization

3
3

Ctrl+Z
3

3

2. Select Screen Saver, located in the bottom right of your screen
3. Select the pull down arrow under Screen Saver and choose an option

SCreen saver

‘[Nune] v' Settings... Preview

30 Text
Blank

| Bubbles
Mystify
Photos
Ribbons

me, display logon screen

ance by adjusting display

Change power settings

Personalizing your desktop display

Use this option to change the size of text and other screen elements

1. Right-click on your desktop and select Personalize

View

Sort by
Refresh

Paste

Paste shortcut
Undo Move

Graphics Properties...
Graphics Options

Mext desktop background
MNew

E=S Screen resolution
Wy Gadgets

& Personalize ‘—

(5] Shared Folder Synchronization

3

3

Ctrl+Z
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2. Choose Display, located in the bottom left corner

See also

Display 'ﬁ—
Taskbar and Start Menu

Ease of Access Center
3. Select a size
4. Click Apply, and follow the onscreen directions
Gadgets

In Windows 7 the Gadgets float freely on your desktop. The side bar that you had in
Windows Vista is no longer available. Follow the directions below to add a Gadget to
your desktop.

Adding a Gadget to the desktop

1. Right-click on the desktop and select Gadgets

View »
Sort by 4
Refresh

Paste

Paste shortcut

Undo Move Ctrl+Z
(5]  Shared Folder Synchronization »

Graphics Properties...

Graphics Options »

Next desktop background
New 3

Screen resolution

Gadgets *

Personalize

|

2. Double click on a gadget to add it to the desktop
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Taskbar

The Taskbar and its functionalities have been redesigned to include pinning programs
to the Taskbar, viewing live previews of open programs, and close any open programs
right from the live preview.

Live Thumbnails

e To view a Live Thumbnail- rest
your mouse on the program in
the Taskbar

e To get a quick glimpse of the (dl L1 A
window contents- Rest your mouse on the Live Thumbnail

Closing a window from the Taskbar

1. Locate the open program in the Taskbar and
rest your mouse on the window
2. Click the X in the upper right corner of the

window
= 5 R
Open
. . Troubleshoot compatibility
Pinning a program to the Taskbar
g p g 5 Windows Fax and 5¢
 Windows Media Cei Pin te Start Menu
1. Find the program in the Start Menu 2 dndeveede P Retor preusverions
2. Right—click on the program e sende '
. . Cuf
3. Click Pin to Taskbar B bl |
HEAT Delete
Maintenance
OR Microsoft Office ﬂ! s

@ Microsoft Acces Properties
. \Z‘ Microsoft Excel 2000
1. Click and drag the program to the Taskbar (3] MicrooftnfoPath Designer 2010
m Micrasoft InfoPath Filler 2010
\E Microsoft OneMote 2010
U] Microseft Outlock 2010
\El Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
d Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
Microsoft Office 2010 Tools

1  Back
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Show Desktop

To get a quick look at your desktop or to minimize items quickly use the Show desktop bar,
located in the bottom right of your screen

Show desktop

A E.,; |Ir ':J=:| |'-j|:|

To see a quick peek of your desktop
1. Hover your mouse over the show desktop bar
To minimize all windows quickly

1. Click on the Show desktop bar
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Start Menu

The Start Menu is the main gateway to the programs, folders, and settings on your
computer. It's called a menu because it provides a list of choices, just as a restaurant
menu does. The “Start” button is often the first place that you'll go to open programs
and items.

Use the Start Menu to do common activities: Start programs, open frequently used
folders, search for files, folders, and programs, adjust computer settings, get help with
the Windows operating system, turn off the computer and log off from Windows or
switch to a different user account.

- '. Section 1: List of items that are pinned to the Start
Recycle Bin
Dun —

= Menu. (Right-click on a program — select Pin to Start
Menu)

P

@ Microsoft Excel 2010

@ MicrosoftWord12010 Doculiy ‘
R snagies e Section 2: List of programs that were previously
=] =2 opened. Click All Programs to see the full list of
Com programs available to you on your computer.

Control Panel

=:| Calculator
l“\ Remote Desktop Connection
ptal

Getting Started
&

Section 3: Search Box, use this box to perform a
Sticky Notes - search on your computer for a particular program
_& Remote desk‘tQ Or flle

,_.1,.-//'_?' Paint

Devices and Printers

Help and Support

Section 4: This section houses links to other
Windows options you frequently use.

Eﬂr‘ Snagit @ Editor
% Magnifier
[ Deskiop Gadget Gallery Section 5: Power button. Click the Shutdown

é Alert Monitor | button to turn off your computer. Clicking the

> AllPrograms arrow next to the button displays a menu with

[Searen programs B i s additional options for switching users, locking the

system, logging off, or restarting.

Pinning to the Start Menu

1. Right-click on a program
2. Select Pin to Start Menu

IE] Microseft PowerPoint 2010 4

Open
_& Remote
Pin to Taskbar
A< Adobe
g%lr Snagit ¢ Remove from this list
. Properties




Windows 7

Jump List

New to the Start Menu is the Jump List. Click the arrow to the right of the program to
see the Jump List. Click the pushpin next to the file to pin it to the Jump List.

*1 Recent
% RecycleBin #
- IEJ WinT Handout New *
@ Microsoft Word 2010 ) IEJ Communication Ii!tuE P X
) Computer Basics and Wind...
@ Microsoft Excel 2010 ¥ ) Class 3 Activity

= @J Communication list
\J Calelator Ily 2010 calendar
) DR
E Microsoft PowerPoint 2010 4 ﬁ DR Mecting

IEJ Windows 7 outline

6 Call Logging 8] Communication list

) Communication list

J‘ Getting Started
l‘ Remote Desktop Connection
)

u Connect to a Projector
~

Sticky Notes »

Q‘é Snipping Tool

> AlPrograms

| Shut down | ¥ |
=a || =<
@Q=| | » Libraries » Docurnents b Wy Docurnents Address Bar - | 45 | | Search My DocumentB@arch Box o
Organize = Share with = Burn Mew folder Toolbar =~ O @
r Favorites Documents library e
Bl Desktop My Documents »
B Downloads Mame - Date modified Type Size
Zl Recent Places
Group File folder
= Libraries . Program File folder
%] Documents ) Test File folder
&' Music J Win7 File folder
[e=| Pictures
E Videos

1M Computer
gl_d Metwork

Navigation
Pane
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Library List

Windows 7 introduces a new feature in the files and folders window with the use of
Libraries. Libraries are very similar to folders except they allow you to view files and
folders from multiple locations.

Note: Libraries don’t take the place of folders.
Creating a Library

1. Right-click on Libraries
2. Click New — Library

4 = Lib 2
Collay g
> [E o pee . Jﬁ/
s J M Restore default libranes
b

=P Open in new window ~
- v
> il W Copy @

New P | @ Library |

4 M Computer

Adding external drives and folders to the library

1. Right-click on the external drive or on a folder within that drive
2. Select Include in library and choose a library

5 gemmmeiema

; : ] Expand
. | [E1 Shared Folder Synchronization 3
Turn on BitLocker...
Scan with Sophos Anti-Virus
> €l Ne

Open in new window
Share with 3

Restore previous versions

T Combine supported files in Acrobat...

Include in library 3 3 Documents
Format... J =z
= Pictures
Copy B Videos
Rename @l Windows?
MNew v | @l Create new library

Properties
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Adding a local folder to the library

Right-click on the library

Select Properties

Click Include a folder....

Select the folder to include in the library

Click Include folder

Repeat steps 3-5 for each folder you would like to add to the library
6. Click OK

arMwbdE

Search Box

The new search feature allows for simpler searches

Add a search filter

Kind: Date modified: Type: MName: Folder path:  Tags:

Performing a search

1. Select the folder or library where you would like to perform the search
2. Type your search criteria in the search box

Adding Filters

Search Filters

Add a search filter l

Kind: Date modified: Type: MName: Folder path: Tags:

1. Select afilter, located at the bottom of the search bar, and type in the critera for that particular
filter.
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Sharing Folders and Files

1. Open the Documents window
2. Locate the folder you would like to share and right click
3. Select Share with — Specific People

Expand
Scan with Sophos Anti-Virus
Open in new window
Share with

E  Snagit

[5]  Shared Folder Synchrenization 4

Restore previous versions

-

& Nobody
Specific people..

-

Ty Combine supported files in Acrobat...

Sendto »

Cut
Copy

Delete

Rename
Open folder location
New 3

Properties

4. The File Sharing window will appear

1\, 2% File Sharing

Choose people on your network to share with

Type the name of the person you want to share with and then click Add, or click the arrow to find people
or share with everyone.

| - Add

Name Permission Level

2 Szonntag, Julianna Owner ¥

Tell me about different ways to share in Windows.
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5. Type the user name of the person that you are granting access (example:
tdungee@wcupa.edu)

6. Set the permission level, the default permission level is Reader. To change the
permission level, click on the down arrow next to Reader

7. Click Share

8. Select e-mail if you would like to e-mail the person the link or click copy to copy the link
to another program

9. Click Done

o
Q 22, File Sharing
Your folder is shared.

3 ;e.malf s¢meone links to these shared itermns, d paste the links into another program.

Individual Ikermns ~

Shared
b WTDUNGEE-TWUsers\T5tdungeehDocumentshShared

Show me all the network shares on this computer.

Stop Sharing

1. Right click on the folder and select Share with — Nobody

12
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Printers

The directions below are meant for local printers
Sharing a printer

Click on Devices and Printers on the Start Menu

Right-click on the printer and select Printer Properties

Select the Sharing tab and click in the box “Share this printer”
Click OK

pPwnNpRE

Connecting to a shared printer

1. Open the Start Menu

2. In the Search box, type the name of the computer the printer is attached to
Example: \\tdungee-vista

3. Right click on the printer icon, left click on Connect

13
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