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The Windows 7 screen

Once you have logged into your PC, you will be presented with a screen that will

look different from the familiar screen of Windows XP installed on University of
Chichester PCs.

Comparisons between Windows 7 and Windows XP

1.

2.

3.

4.

Icons appear on the desktop. Icons provide shortcut access to

programs and documents on your computer. [No real change]

The desktop is the background upon which other elements can be
placed. You can change its colour, and change the background image.
[No real change]

The Start button provides access to all of the programs installed and
available to your computer. Clicking on it will display the Start menu.
[Redesigned from XP, but similar to Windows Vista if you have installed on
home PCs or Laptops]

The Taskbar displays open (running) programs and windows. Also, users
can pin (add) program icons to the Taskbar, enabling quick access to
frequently-used programs. Clicking on a Taskbar program icon will display a



jump list: a list of files open in that program. [Slightly different functionality

from XP and from Windows Vista]

5. The Notification area displays icons that provide information about your
computer and programs that are running in the background (such as McAfee
anti-virus software, Equitrac Message Client and the Safely Remove and
Reject Media icon). [No real change except the arrow will point upwards,
click and a pop-up will appear]

6. The Show Desktop tool (to the right of the Task Bar, Date and Time) enables
you to view the desktop in a single click. Click once on the Show Desktop
tool to minimise all open windows and to display the desktop. Click on the
Show Desktop tool again to restore all windows. [New, not in XP or Vista]

Using Windows 7 functionality
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B Desktop 4 Libraries
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] Recent Places 1% Computer
€ Network
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& Windows (C) 8 timescape mpg 303KE Video Clip 02/07/2008 14:03
{4 DVD RW Drive (D:) 110116 1330 ] Windows_H_Drive 268 File 08/07/2010 0947
e Removable Disk (E)
e Removable Disk (F)
(5 Aot M ottadlICED) (L1

2 [ W e

When you are working in Windows 7, programs, folders and data that you are
accessing appear in windows - frames that appear on your desktop. Most windows
have common elements which we will look at here. Much of this will be familiar (in
functionality) to older versions of Windows, but some things have been moved

around.



1. Title bar - Appears at the top of the window and identifies the contents of the
window, the file name, and/or the program running. In the example above the
title bar is blank, but most windows will show a title bar with a description of

its contents.

2. Address bar - Displays the path (location) of the current window, file or
program on the computer or University of Chichester network. In the

example above, the Navigation bar shows that the desktop is being viewed.

3. Search bar - Used to search for text or information within the current window

or view.

4. Resizing buttons - Used to change the size of the window or to close the
window. The Minimise button [s==| will reduce the window to an icon on the
Taskbar. This means the window is still open but not active. Click on
Maximise to view the window at full size (full screen). When the window
is maximised, the Maximise button is replaced by theRestore button sz,
which restores it to its former size. The close = button closes the

window.

5. Toolbar - Displays options or features related to the object currently selected
or open. In the above picture, the toolbar shows the Organise menu, as well

as other options relevant to the desktop.

6. Scrollbar - Scroll bars will appear only when the window contents are
bigger than the window. There are two scroll bars: vertical (as shown
above) and horizontal. The horizontal scroll bar appears at the bottom of
the window, while the vertical scroll bar appears along the right side of

the window when required.

7. Navigation pane and right pane - Appear in many windows as the left
(Navigation) and right panes. The Navigation pane displays the folder
hierarchy or structure, while the right pane displays the contents of the

selected folder, drive, and so on.



What is Windows Aero?

This set of features is new to Windows 7. Windows Aero will help you save

time when managing windows. It is available in most editions of Windows 7, but

there are also hardware requirements which can affect whether it will work on

your home PC. It is not available in the Starter or Home Basic editions.

Aero Features

Flip

Flip 3D

Glass

Peek

Shake

Snap

Taskbar
thumbnails

This is an updated version of the + feature that enables
you to scroll through open windows to locate the window you
want to view. Flip displays thumbnails of the windows instead of
icons as in previous versions of Windows. (Hold down the Alt
key and press tab to step through all the programs and windows

you have open.)
Creates a view of your open windows in a three-dimensional

stack on your desktop. Press |&] + on your keyboard to
flip through the open windows and to quickly locate and

select the window you want to view.

Parts of the Window become translucent so that you can

see through the windows to the desktop.

Hover the mouse over the Show Desktop tool | at the
very right of the Taskbar to make all windows
transparent so you can see what’s on the desktop

Click and hold the mouse button on the title bar of the active
window and give it a shake. This will minimise all other open
windows so that only the window you are shaking remains
open. Shake it again to restore all windows.

Enables you to resize and maximise selected windows by
dragging the window to the top, right or left of the screen.

Hover over a Taskbar icon to see a thumbnail version of
the contents of windows that are currently minimised.



Using Aero Snap

Aero Snap provides another way to move and resize open windows. When using Snap,
you can maximise and restore windows, or windows can be resized to appear side by side

with another window. Snap works by dragging the title bar of the window either to the top
or the right or left of the screen.

Try This Yourself:

1. Select Start > Computer to open the
Computer window

2. Click on the title bar of the Computer
window and drag the window to the
very left of the screen until the screen
goes blue

3. Release the mouse button to
resize the window on the left half

of the screen

4. Click on the Internet Explorer e e
icon in the Taskbar at the bottom of the - bt ! 4 '

:
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screen. When it opens,

click on the title bar and drag it to the
right hand side of the screen, until
the screen goes blue.

gl

5. Release the mouse button to resize _ .
the window on the right half of the e e
screen, and to view both windows
side by side

6. Click on the title bar of the
Internet Explorer window and
drag to the very top of the screen until
the screen goes blue

7. Release the mouse button to display
the maximised window



Using Aero Shake

As its name suggests, Shake is the ability to ‘shake’ a window. When you do this,
all other windows are minimised, and only the window you are shaking remains
open. This can be useful as you don’t have to minimise all other windows one by
one. Windows can then be restored by shaking the open window again.

Try This Yourself:

Before starting this exercise ensure that
the Internet Explorer and Computer
windows are open and at their restored
sizes...

1. Click on the title bar of the
Computer window, hold the left
mouse button down and shake
the window from side to side
until the other window
disappears

2. Release the mouse button

You will now restore the
minimised window...

3. Click on the title bar of the
Computer window, hold the left
mouse button down and shake the
window from side to side

4. Release the mouse button when
the other open window is restored

5. Select Start > All Programs >
Accessories to open the
Accessories folder

6. Click on Notepad to open the
Notepad program

7. Repeat steps 5 and 6 to open the
Paint program

8. Use the Shake method to
minimise and restore the
windows

“lvelcome
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The Taskbar

The Taskbar is the horizontal bar that sits along the bottom of the screen. It has several
functions, but foremost is to help you to manage and switch between your open programs and
files. The Taskbar has several sections, including the Start button, the middle section to
manage open programs, and the Notification area that displays the status of certain settings
and programs.

1. Start button - The Start button displays the Start menu, which is the
launching pad of all programs, folders, files and settings for your
computer. While there are several ways to access your programs and
data on your computer, the Start menu is the one location that provides

access to everything on your computer.

2. Windows Internet Explorer — displays already open Internet Explorer

windows

3. Windows Explorer — previously known as ‘My Computer’, file manager

displaying all drives, storage areas on your PC

4. The Taskbar - While all four areas make up the Taskbar, the middle
section is most often referred to as the Taskbar, as it is where all your
tasks (open programs and files) are displayed. Each open program is
represented by an icon on the Taskbar. The left side of this section
(referred to as the Quick Launch toolbar in previous versions of Windows)
displays programs that have been pinned to the Taskbar. This means that
they sit permanently on the Taskbar (whether or not they are open) until

you unpin them.

123 Teach.irlg Applications
Important: you cannot pin restricted 1@ utilities

software applications that have a computer icon with a ‘Z’ on it.



5. The Notification area - The Notification area displays icons that
represent programs or services that are installed on your computer, for
example, McAfee anti-virus software, Equitrac Message Client, Safely
Remove Hardware and Reject Media and Outlook notifications. You can
hover your mouse over any of the icons to see a description of what they
do. Double-click any of them to open a window that displays their

settings or a menu of options.

6. Show Desktop tool - The Show Desktop tool ' sits at the very right edge
of the Taskbar. Click once on the Show Desktop tool to minimise all open
windows and to view the desktop. If you are using Windows Aero, hover

over the Show Desktop tool to activate the Aero Glass feature.

About Taskbar icons

Taskbar icons will do different things depending on whether you hover over the icon, or left

or right click on the icon:

e Hover over the icon to reveal a menu of currently open files within that program

e Left click on an icon to display that program window

Right click on an icon to
reveal a list (also called a
jump list) of most recently-
it ssno b g ek s s iing used files in that program or
you can either pin or unpin
icons on the Taskbar.

B 2} LTI Dung Aeve Yeap e [Camputdeiny Made - Muoeastt Wived

D) VAT BT At Haggers Dianeng It @l ome Aad | aemgot bkt Mocke] VA e Aot

Hover over a Taskbar icon to reveal a list of currently opened files in that program.



Windows Internet Explorer

The l@ I Windows Internet Explorer button will reveal a jump list of various windows already
open, which you can access quickly

The example displays links to Portia
(SunGuard Higher Education), Outlook

. . . & Davi th - Out el - Wit nternet rer
Live, two email messages, Windows S

i . /7 RE Contribute installation, connection keys and section anchors - Windows Internet Explorer

SkyDrive and another Portia web page. B T e (e e
The name of the Web page |s not <. David's SkyDrive - Windows Live - Windows Intemet Explorer
d ISp Iayed rsity of Chichester - Windows Internet Explorer

¥ SunGard Higher Education - Windows Intemet Explorer

Windows Explorer

This is where you can manage your folders and files, H:/ drive and S:/ drive and other devices such as
Removable Disks, DVD RW Drive or MP3 players

University of Chichester members of staff have 1GB of storage space available.

CIE [ L » | g || Search Librarie: »

Onganize »  Mewe libraay = 0 @

Libraries
0.8 foraey 10 et yout i

o OVD RW Drive ()
= Remaysble Dk (E)

en) (5)
£ TP Payer
@ ZTENworks Adaptive Agent
S Nenwork
B Contrel Panel
& RecycieBn
& ZENworts Adsptive Agent

Managing Programs from the Taskbar

The Taskbar enables you to easily switch between and manage open programs. Taskbar
icons also allow you to display a list of currently opened files, as well as to view recently-
used files. If you use the same program frequently, you can also pin the icon to the Taskbar,
so that it remains on the Taskbar even if the program is not open.
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Try This Yourself:

Before you begin ensure that all : =

open programs and windows are
closed...

1. Select Start > All Programs >
Accessories to open the
Accessories folder

WordPad
|[5= Pin this program to taskRar
Close window

2. Select WordPad to open the
WordPad program

3. Hover over the WordPad icon on

WordPad
5= Pin this program te taskbar
|E8 Close window

B

the Taskbar to display
any open files The
current, unsaved file is
displayed as document...

4. Right-click on the icon

A list of recently-used files will be displayed, as well as some other

options...
5. Select Pin this program Because you have pinned the
to taskbar program to the Taskbar, the icon

. . . will remain on the Taskbar even
6. Right-click on the icon and select

Close window to close
the program

though the program is closed...

7. Right-click on the icon and select

Unpin this program from taskbar (5] Docementl - Wicroscdt Word

[ Introduction bo Windows 7 - Microuslt Wosd

The Start Menu

The Start menu is activated when you:
= click on the Start button @

« when you click on the Windows Logo key & on your keyboard

= or by pressing + [Esc].

The Start menu contains a left and right pane:

= The left pane displays a short list of frequently- and recently-used programs. It
also includes the All Programs menu, which displays a menu of all the programs

11



installed on your computer. The left pane also includes a Search box to search for
programs, files and folders.

The right pane provides access to your personal folders (Documents, Pictures,

and so on) and other options for managing

your computer (such as Control Panel). You (W vicrosot wora 2010

can access Devices and Printers and also G, snipping Too

WlndOWS 7 Help and Support services. It Is PL. Microsoft PowerPoint 2010
@ Microsoft Excel 2010

also where you go to log off from Windows or

shut down your computer.

If you use programs on a regular basis,

Windows 7 will add them to the left pane.

The items listed above the line at the top of
the left pane are permanently pinned to the
Start menu. You can pin programs or folders

to the Start menu, which means they stay on

Documents
Pictures
Computer

Control Panel

Help and Supp

All Pregrams

Devices and Printers

ort

the Start menu until you unpin them.

When you first click on the Start menu, the cursor is located in the Search field.

Simply enter the name, or partial name, of the item you are trying to locate —

Windows 7 will do the rest.

Devices and Printers

Click on any device or printer icon to display information.

(D) (4« Farare snd S+ Deveesaod Pt »

Add s device

090ELLZI7

Add s printes

Nee

DELLI908FP-BLK  DellUSB Optical Dell USB
Mouse QuietKey
Keyboard

4 Printers and Faxes (6)

ot ot od oJ g
< W P -
o Mowh0S  FGHFm T SedTe.  scpbgn
Pt S S G L W o
-/ 12 items
1"1

MTP Player

o
&
®, H

USB Flash Disk

woc-printing-ad
min on scorpion

Printer pop-up displays document and network
information

r —— n
@uv’ﬁ <« Devices and Printers »_uoc-printing on scorpion [ 42 Search voc-printing on scorpion 2|
uoc-printing on scorpion
RICOH Aficio MP C2050 PS
[ 1 document(s) in queue (@) Printer: Ready
[ A4,Portrait [ Location: Campus wide
[=] Comment: All users
I i’sEewmt‘s printing |/ Customize your printer
(| 4= View, pause, or cancel your print jobs ange the name, security settings, or other properties |
+/ Adjust print options
2} Change color, layout, or paper settings
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Starting a Program from the Start Menu

One way to start a program is from the Start menu. The program may appear on the left
pane but if not it will be located in the All Programs menu. Windows 7 also contains a range
of extra programs, such as a calculator and basic drawing program, which are all accessed
via the All Programs menu. Newly-installed programs will also appear on the All Programs

menu.

Try This Yourself:

() Apple Software Update
(& Intemnet Explorer

Before you begin ensure that the desktop currently

q
[&] Microso ft Access 2010

[&] Microsoft Excel 2010

(I Microsoft InfoPath Designer 2010 Documents

(] Microsoft InfoPath Filler 2010
(N] Microsoft OneNote 2010

£ Microsoft Outlook 2010

[B] Micresoft PewerPoint 2010

| Microsoft Project 2010

(2] Microsoft Publisher 2010

| Microsoft Visio 2010
(W] Microsoft Word 2010
@] Windows DVD Maker

appears...

Pictures

Computer

1. Select Start > All Programs to display the All Programs
menu

Control Panel

Devices and Printers

2. Click on the Accessories folder that appears in the list

eeeee

3. Click on Paint

After a few moments the Paint drawing program will appear...

. i Gl | = | Untitled - Paint = e =
4. Click on close E4 to close the Paint @
. . . Bl |[][ellicdll @l = EEEE L]
window and exit Paint & = HMCO"a -ul.)

Clipboard| Image ' Tools |Brushes| Shapes Si

i

Color | Calor Edit
1 2 colors

Colars

5. Click on Start @ to display the Start
menu

6. Repeat the above steps to open the
Accessaories folder, but this time open the
Calculator program

7.Click on close &4 to exit Calculator

3 13 10 411 % 214px 100% (=) 1} (O]

Desktop Gadgets

Gadgets are mini-programs and tools designed to be displayed on the desktop.
Windows gadgets include a clock, a calendar, weather information and even a

game!

13



Try This Yourself:

Before starting this exercise
ensure you are viewing the
desktop...

1.

Right-click on an empty
area of the desktop and
select Gadgets to display
the Gadgets window

Double click on the Weather
gadget to add this gadget to
the desktop (the weather
gadget requires internet
access to retrieve data)

Click and hold the left
mouse button on the gadget
and drag to

the bottom of the screen

Hover over the gadget to
reveal the mini-toolbar to
the right of the gadget

Click on the Options tool

to display
customisation options

Type your current location in

Select current location

Click on Search for a list of

locations and select your location

Click on [OK] to display
the weather for your
location

fo] @ ==

P~
e B

Feed Headlines  Picture Puzzle

Weather

Current location:
Melbourne, Victoria, Australia

Select current location

-é-| Melbourne |P [
L3

How does Windows find my location automatically?

Show temperature in:
() Fahrenheit
@ Celsius

Experiment using different gadgets
and exploring their options

14



Favorites

Favorites in Windows 7 work a bit like bookmarks in a web browser, but instead of

providing rapid links to a website,
this feature allows you to link to
individual files, folders or
programs, anywhere on your hard
disk, or on any networks you are
connected to. So, rather than
clicking many times to locate a
much used file or folder, you can
create a shortcut in Favorites
which will take you straight to it.

In the example on the right the
‘Office 2007’ folder in Favorites

QQ [ » Libraries »

a Favorites
B Desktop
& Downloads
5] Recent Places

4 [l Desktop

=mEs
[ 43 |[ Search Libraries o
Organize = New library = 0l @
Libraries
Open a library to see your files and arrange them by folder, date, and other properties.
Name Date modified Type Size
Office 2007 :- David's Test 09/03/2011 15:17 Librar, 1KB
D [% Decuments 111517 Library 5KB
o Music 111517 Libran 5KB
[&5] Pictures 111517 Librar, 5KB
B Videos 111517 Library 5KB

4 Libraries
) David's Test
[ Documents
o) Music
&) Pictures
B Videos
A David Booth
4 |8 Computer
&, Windows (C)
&} DVD RW Drive (D)
= Removable Disk (E)
3 dbooth (V\otter\USER) (H:)
3 share (\eden) (5)
1§ ZENworks Adaptive Agent
€ Network
[ Control Panel
& Recycle Bin
& ZENworks Adaptive Agent
5 items

was created by first selecting the folder on

the network

S: drive/ Public Folder/ Office 2007 and right
clicking on Favorites and ‘Add current
location to Favorites’.

The Windows 7 folder is located on an
installed flash drive/ memory stick, and

added to Favorites as above.

Favorites are located in the Navigation pane
in Windows Explorer. Favorites already

contain a series of default Favorites

locations including:

 Desktop: enables you to view the
contents of your desktop, such as
shortcut icons and the Recycle
Bin. Several other locations exist
in Desktop, such as the Control
Panel and your Home (user

account) folder, even though they

" Fawvorites
Bl Desktop
4 Downloads
7| Recent Places
Office 2007
Windows 7

Bl Desktop

15



are not actually on the desktop

= Downloads: do you ever wonder where those files that you download
from the internet end up? It's more than likely that they’ve ended up in
the Downloads Favorites. This is the default location that Windows 7 will
save files into that you have downloaded from the internet, unless you
have selected an alternative save location

« Recent Places: a list of places, such as folders and programs that
you have accessed recently

Important: Favorites does not store the actual folder (or drive or library) and its
contents; it merely provides a shortcut to the location. So, if you delete a shortcut

from your Favorites, you are not deleting the actual location or its contents.

Adding a Location to Favorites

You can add folders, drives, libraries and even saved searches as shortcuts in
Favorites. Adding frequently-accessed locations will save you time. Instead of
repeatedly navigating to a location to access it, you can add it to Favorites and then
access the location in a single click!

Remove a Location from Favorites

When a Favorites is no longer needed, it’s best to remove the shortcut altogether. This
obviously prevents clutter in Windows Explorer, and helps to keeps your Favorites
organised. Removing a Favorites in Windows 7 is the same process as for deleting
libraries. When you delete a Favorites, only the shortcut is removed, not the actual

location or its contents.
& Windows DVD Maker o
2% Windows Live Messenger

Windows Media Player
@ i;c;s:unes
Other Windows Features e piestonsefe
& oo
. . . ‘ y : Malwarebytes' Anti-Malware
Applications which have a ‘blue’ icon on the start menu the Microsoft Office
Microsoft Silverlight
University of Chichester IT Services controls these services, you v ot .
Novell ZENworks
cannot pin these applications to the Taskbar. RS
Startup
Likewise, you cannot ‘pin’ teaching applications to the Taskbar 5 Lo spptestens |

4 Back

N

[ Search programs and fies
el 2]o [
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Snip tool

The Snipping Tool can take a snapshot of all or part of your screen.

Recipes, news stories, book reviews. Sometimes the easiest way to save a copy of
something is to simply take a snapshot of your screen.

Snipping Tool captures a screen shot of anything on your desktop, like a picture or a section
of webpage. Snip a whole window, a rectangular section of the screen, or draw a freehand
outline with your mouse or tablet pen (or your finger, if you're using a PC with a
touchscreen). Then you can annotate, save, or e-mail the image using buttons right in the

Snipping Tool window. Snipping Tool is available only in the Home Premium, Professional,
Ultimate, and Enterprise editions of Windows 7.

"4 Snipping Tool o] = |

%MEW - Cancel -_'";‘i.;'. Options

.

Shift and click to create another progam

By holding shift and clicking on another program you get an instant copy of that program

i Em i e e
sl ve - I
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Preview your documents, presentations and spread sheets

See a preview of your chosen file in the ‘preview pane’. Make sure that the ‘preview pane’ is
clicked.

3 . » Computer » Removable Disk (E:) » Windows7 »

Organize v (W]Open v  Print  Bum  Newfolder

Name

¥ Favorites
B Desktop ), Chichester
18 Downloads &) Advantages of Windows 7 H H
4 Recent Places ) Introduction to Windows 7 vers 1 11 03.. Univers ltY
4 Office 2007 &) Introduction to Windows 7 vers 218.03_11 C h s Hf
) Windows 7 ) Introduction to Windows 7 11.03_11 \ I C este r
) Introduction to Windows 7
B Desktop ) Quick Guide Windows 7
4 Libraries ) Useful Resources Windows 7
R David Booth (@) Windows 7 - Working with Libraries
M Computer 1] Windows 7 Napier

& Windows (C)

ML
.
© Do R e 0 sORATA VLN Introduction to
- Removable Disk (E:)
53 dbooth (\\otte\USER) (H:)
4 share (\\eden) (5) LS
@ ZENworks Adaptive Agent WI n d OWS 7
G Network
& Control Panel

& RecycleBin
@ ZENworks Adaptive Agent

The basic functions

Using Windows 7 functionality

What is Windows Aero?  Using Aero Snap =

< i v peiADE

(W} 4] Introduction to Windows 7. vers 2 18.03,
Microsoft

t Word Document

Title: Add atitle Size: 503 MB Tags: Add atag Content status: Add text
Add an author Date modiied: 23/03/2011 1211 Categories: Add a category
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