Windows 7
Basics

‘ CHELTENHAM
h

0
o)
3
=
c
=
5
Q@
W
Q)
9.
0
7
0
O
:l
0
7




WINDOWS 7 BASICS PAGE 2

© 2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless produced
under the terms of a courseware site license agreement with Chetenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware shall not be
responsible for any direct, incidental or consequential damages arisingfrom the use of any material contained in this
document. If youfind any errors in these training modules, please inform Cheltenham Courseware. W hilst ev ery effort
is made to eradicate ty ping or technical mistakes, we apologize for any errorsy ou may detect. All courses are
updated on a regular basis, so your feedback is both valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware
(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training course, and is made available

purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.

For currentlicenseinformation

This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reseres the right to alter the licensing conditions at any time, without prior notice. Please
see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement

Contact Information

Australia / Asia Pacific / Europe (ex. UK/ Ireland) / Rest of the World
Email: info @cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA/ Canada
Email: info@cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com

UK /Ireland
Email: info@cctglobal.com
Web: www.cctglobal.com

‘ CHELTENHAM
h

FOR USEAT THE LICENCED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



http://www.cheltenhamcourseware.com.au/agreement
mailto:info@cheltenhamcourseware.com.au
http://www.cheltenhamcourseware.com.au/
mailto:info@cheltenhamcourseware.com
http://www.cheltenhamcourseware.com/
mailto:info@cctglobal.com
http://www.cctglobal.com/

WINDOWS 7 BASICS PAGE 3

TUTOR SETUP INFORM ATION ...ttt e e e e e e et et e et e e e et e e e aan e 6
VIRUSES, SPYWARE AND COOKIES . .. .ottt e e e e e e 7
COMPUTER VIRUSE S ...t ttitit ettt et e e et e e e e e et e e e e et et e e e e e et e e e e et e et e et e et e e et et e e e e e e et e ea e e eaaenn s 7
S P YV ARE ...ttt ittt ettt ettt et e e e et e e ettt ea et et etaetee e eraaaaans 7
(070 l0] {1 =L TP PPPRN 7
VIRUS CHECKING PROGRAMS ...\ ttuiittittetteet et e et et eetae e et e et e ate et etn et e et e et e ea et eteean e et aa e st et eanaetneann s 7
SCANNING FOR VIRUSES ... .. itiitiititiit ettt et et e e e e e e e et e e e e e e et e et e et et e e et e e et et e e e et et a e e eaens s .8
UPDATING ANTI-VIRUS PROGRAMS .....tuiitiiiteitttteteetaetnesaetest et ae e et eaae et st et e e et e et et et et e st eetreanereans 9
A FIRSTLOOK AT WINDOWS 7 .. oiiiiiiiii et e e e e e e e e e e anes 11
WINDOWS 7 — DIFFERENT VERSIONS ... ttttuittetteetttt ettt etneatestete et ae i eet e et e ateas e et e etaea e st neaetr et e eaeetnes 11
A N a0 SRy Y =i = o T PSP UPPRP 11
STARTINGWINDOWS 7 .uuitiiitiit ettt e e e e e et e et e e e e e e et e et e et et e et et r et e et et e e et r e e e e e e et e e e e et e eaeann os 12
IMIOVING AWINDOW .. ...ttt ittt e e et e et e et e et e et e e e e et e e e e et e et et et e et e et e e et e et e e et e et e e et et eaeaneaes on 15
LD N | ) 15
Y == o i T N YN P .16
SINGLE CLICKING VS. DOUBLE CLICKING ...uttuttituitaeteitetaet et atee et etaaneeets st anea et eaeanetaatesteanetaateaeananaanans 16
RESIZING A WINDOW, NARROWER OR WIDER .....uuituitiitiiiteitet et eatesetaetesneta et e aneaeaesnetnetaetesneaneaaanaanennns 16
RESIZING A WINDOW, TALLER OR SHORTER ...\ utttuittititettttette et e e e ea e teete e et e et e e et e ta e e e et et e aaeaataenarnens 16
RESIZING A WINDOW IN TWO DIRECTIONS AT ONCE . ..uiuiiuitiiiiiit et eee et e e e et e e e et e e et e e et e e e e e et eaeanes 17
MAXIMIZING A WINDOW ...t vttt et ee ettt e et e e et e et e e e e et e et e e e et e e e e et e et e e e et e e ae et e et e ta et a et eae e e e ees s .17
IMINIMIZING AWINDOW ...ttt et ettt et e e e e e et et et e e et e et e e e e et e e e e e et et et et e et e et e e et e et e e e e eaaenns os 18
CLOSING A WINDOW ... tuiuttttett et et ete et e te e e et et et ea e e e e e et e e e e et e e e et et ea e e et ea e et e et e et e e e e et e e e e eeaeneen 19
THE ST ART BUTTON. .ttt titittttt ettt et et et et e et e et et e e et et e e e et e et e e et et e e e et et et et e et e e et et e e et et eeaernens 19
B =S T 7Y 1= VL .19
RUNNING A PROGRAM USING THE START MENU ....uiitiiiitit ettt eete e ee et e et e et e e e e e et e et et et et et ee e e 20
ENTERING TEXT INTO A PROGRAM ...ttt ettt et ettt et ettt e et et e e et e e et et e e e et et e et e e a et e e ene et e s aenenenses 23
S\ L2 57 PP 23
OPENING AFILE WITHIN A PROGRAM .....uuititte ettt et e e et e ettt e e e e e e e e e e et e et et e e aaeaae s 24
SHUTTING DOWNWVINDOWS ...ttt ettt e et e et et e e e et e e e e e e et e e e et e et e et e et e e e e ea e e e e eaeta e eaneans .25
CLOSING AN APPLICATION THAT IS NOT RESPONDING ......uttuitiiteineteetetee e eteet e e e e e ee e e e e e e e e e e teeneenes 25
THE WINDOWS 7 DE S KT O P e e 27
WHAT IS THE WINDOWS D ESKT OP 2. .. it itiititie et e ettt e e e e e et e e e e et e e e et e et e e et e et e e e e aaaenann 27
[ =] g @] 2 0]\ PP 27
MOVING DESKTOP ICON S ...uiitiitiiieitee et et e e e e e et et et e et e e e e et e e e e e e e et e e et e et e et e et e et et et ateeeeeen s .27
VVINDOWS T ASKBAR ...uittitiititit ettt etee e et e et et e e et e et e et e et et e e e et e et e et e et e e e e et e e e e et e et et et et e anaees s 28
SHOWING HIDDEN [CONS . ...ttt ettt et e e e et e e e e e e e e eaeane s . 28
L= 1S (o T T 10 3 29
CUSTOMIZING YOUR D ESKTOP ..ouitiitiiiiiiit et e e e e e e e e et et e e e e e e e et et e et e et e et e e et e e e enes 30
CUSTOMIZING THE DESKTOP BAC KGROUND WALLPAPER PICTURE ....iviitiiitiitiie et e e e e e aaeens 31
CUSTOMIZING THE DESKTOP BACKGROUND COLOR .....tuittiteitettt et eieteete et aete et e e et et e ane e et aaeanetneaeaneananes 33
ENABLING OR DISABLING THE WINDOWS AERO D ESKTOP . ...ttt ittt e et e e e ae s .35
SETTING A SCREEN SAVER ...\ uititttti ettt ettt et e e e e e et et e s ettt e e e e et e et et e et et e e e e e e e e e e e e eaaenes 37
SETTING YOUR SCREEN RESOLUTION ....tuitititttteetet ettt e e e e et ee e et e e et e e e e et e e et e et e et et e et e e te s e a e eaeaneaeenns 39
MODIFYING THE COMPUTER DATE AND TIME ... euittitttieeeee et et et e ee e e et et e e e e e e e e e e et e e e et e e e e e e e e e e eenes 42
SETTING THE COMPUTER KEYBOARD LANGUAGE AND OTHER REGIONAL SETTINGS......vuiiiirieiieeeiiereeeaeanenns 45
SETTING THE COMPUTER SOUND VOLUME. ...\ ttititit ettt e e e e e e e et et e et e et e e e et e e e et e e e e e et e e e e e e an e 48
APPLICATIONS & G AD G E TS oottt e e e e e e eean e 50
VUL T ITASKING L.t ttitetit ettt et ettt e et e et e e e e e et ettt et et e et et e et et et e b e e e e e et e e e e e et et e e e e et et e e reaea et e s eeneaetesens 50
STARTING W ORD P AD ...t e et e e et e e aes s 50
USING PRINT SCREENWITHIN WORDP AD ... ...ttt 51

FOR USEAT THELICENCED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS PAGE 4

IDENTIFYING THE PARTS OF AN APPLICATION WINDOW ....\.ttuittiititetneeteeteeteeteit et eesestessesnaetneaeesaerneanss .53
LI = 7Y T PP 56
07\ Mol U] .\ L] BTSRRI 57
GETTING STARTED WINDOW ...euitiitititiieie ettt e e e et e et e e et et e e e e e e e e et e e e et e et et et e e e aaaaae s .58
SWITCHING BETWEEN PROGRAMS ... ttuiitittttttetteiesteete e e eteateeae s et ae i eetsea e st et et e et e ea et et e tr et eaeeenes 59
USING WINDOWS FLIP 3D — REQUIRES AEROD .. iuiiuitiitii ittt ettt et et et e e et e e 60
CASCADING WINDOWS ..t .ituitttteineeteetette et et est et e s et et e et e e e st et e et e e e e et ee et et e et e et aat e st etneannenesos 60
DISPLAYING WINDOWS SIDE BY SIDE ....uituitiitiiniiettetteeet e et et et e e e e e e et e et e e e e et e et et et e et et it e e et et aaennns 61
SHOW DESKTOP SHORTCUT ..ittittititiet ittt ettt et e et e e e et e et e et e et et et et e et e e et et e et e et e et e e e et eaetaeaes s . 62
PEEK — REQUIRES AERO TO BE ENABLED ....uituiitiitiitett et eeiie e et e et s et e et e et e te et e et e et e et e tn e e e et e etneanerenes 63
SHAKE — REQUIRES AERO TO BE ENABLED ....uuiuiiuiiitiitet et et e e e e e e e e et e e e et e e e e e e e e et e e e e et e et aaae s 63
SNAP — REQUIRES AERO TO BE ENABLED ... ..uuttittteitttetsee e eateatsetneate et eate et eteata et e et e et esn e et e etneataaaenes 64
8L = IS = P 64
INSTALLING PROGRAMS ...ttt ittt ettt et e et et e e ettt e et et e e e e e et e et e et e et e e et e et e e e e et e et e e e et aaaaen s 64
REMOVING PROGRAMS . ... .ttt ettt et e et e e e e e e e e e e et e et e et e e e e et e e e et e e et e e e e e et e et e aaeaenes 65
CREATING AND USING A DESKT OP SHORTCUT ..vuituitiititetetnttetnetetnetanestetnetaetetteaaaeaneeaanenaenesnetaenernennens 67
DELETING A D ESKTOP SHORTCUT ..uiuitititittttetetie et etet ittt ttete ettt et e e e et ete et e etet e e et et e e e et et e reneaeraraens e 68
V21N T3 =T = N = P .68
SHUTTING DOWN AN APP LICATION THAT HAS FROZEN ....cuiiuitnitiitiiiet et e i eetete e eee e et e e e e e et e teeaerneaens .70
RESTARTING THE COMPUTER ...uituitiuittiteitetet et e ettt et e et e et et e e e e et ettt e e et et et et e et e et e e et e et e e e aaeeaennses 71
L@ == N[N T3 7\ T = =P 71
T O CUSTOMIZE A GADGET ..etiiiitiittet ettt et e ettt e e e e ettt ettt e et et et e e et e et e et et ea et e e e et e et e e raaeanees 72
B @ X1 0 1S =N 7.V 1] = 74
o | P 75
USING THE ‘GETTING STARTED WINDOW ....uitiiitiiteit it ee et e e e et et e e et e et e et et e e et e et e et e et e e aeaaees 75
FINDING OUT WHAT S NEW INWINDOWS 7 ..uiiitiitiitieiteit et e ee ettt e e e e e e et e e e e e et e e e e aaeanas 75
DISPLAYING THE HELP AND SUPPORT WINDOW. ..iuutuitititettiteteatetetaetsnetetensanetsnesnetetaetesnenreeaanannennns 77
SEARCHING FOR HELP ... ittt et et et e e e e et e et et e e e e e et e e e e e et et e e e et e et e e et e et e e e eaaans os 78
P RINTING HELP PAGES ... ittt e et e ettt e e e e e e e et e e e e e ettt e e et et e et et e e eaeans on 79
BROWSING FOR HELP ....initiitiiiiei et ettt et e e o 79
DISPLAYING BASIC INFORMATION ABOUT YOUR P C ... o 82
WINDOWS EXPLORER. .. .o e e e e . 84
NV H AT ARE FILE S ..ottt ettt ettt e et e e e e e et e ettt e ettt e e e e e e et e et e e et e et e e e e aae e 84
NV H AT ARE FOLDER S ? ..ot i ittt ettt e et e e e et e e ettt et e e et e et et e e e e e et e e e e e e eaaean e 84
T YPES OF DRIVE AND DRIVE LETTER S ...t ttittitttetiet ettt et eee et e ee et e e e e et et e et et et e st e e e s et e e e e et aanaaneaneas 84
RUNNING THE WINDOWS EXPLORER PROGRAM ... .ttt ettt et e e et e e e e e et e e e e e e e e e e e 85
VIEWS WITHIN THE WINDOW S EXPLORER ... 0uitititiiii it ettt ee e et et e et et e e e et e e et et et e et et e e e et ea et e e e aeaetanaen s 86
EXPANDING AND CONTRACTING DRIVES AND FOLDER S .....iuittititetetietete et e e et et e eae et e eteatea et ateeneaenn e 87
DRIVES, FOLDERS AND FILES ...ttt e e e 94
DATA STORAGE DEVICES .. tuttiiuititeteit et et e et e et e et e e e et e e e e e e e et e e e e e e et et et e et e e e e et e e e e eaeta e eaneans .94
FILE SIZES AND DISK STORAGE CAP ACITIE S ..\ it tiitittte et te e et e e e et e et e e e e e e et e et e e e et e eaeae e es 95
(@] NN =S K] 27\ = 96
MANIPULATING FOLDERS ... o e .97
NAVIGATING TO THE SAMPLES FOLDER .....euiuittititet ettt e e e e e e et et e e e e e et et e e e et e e e e e e e e e eaeenes 97
(087 TN =T 0] = = 99
CREATING A SUBFOLDER . .tuttiiuiiiteie ittt et e et e e et e et e e e e e e e e e e e e e et e e e ea e et e et e et e e e et et e e e e es teaneteenaanas 102
FILE NAMING ISSUES ..ttt tittietit ettt ettt ettt ettt ettt e e e et et et et et et e et e e e et e e e e e et e et et et et et et e s e e ea et aerereneenensn 102
RENAMING A FOLDER .1 .ttititiititttet ettt ettt et ettt ettt e et et et et et et et e e et et ee e et et e te e et e e e et et et et et et eraaaeaenes 103
(B = N = N3N (0 ] 1 5] = = S PP PP 103
DISPLAYING FOLDER DET ALLS ...t tiittttetetet ettt et e et e et e et e et et e e e et e e e e et e e et e et e e e e e e e e e e e e e e eeeens 104
MANIPULATING FILES ... i e e . 108

FOR USEAT THELICENCED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 7 BASICS PAGES5

A= Nl T = o] = Y| T PP 108
SORTING THE FILE LISTING 11t ttutttte it et ettett e e ae et aa et e e e e te e e e et e et e et e et e e e et e ea e aa e et e e e et e eaeaaaeaneees .112
[ [ = B = =X S SO PSPPI 116
SELECTING MULTIP LE FILES ...t tuitiietittet et e et ettt e et e e e et e e e et et e et e e et et et e e et e et et e e et e e et et e s eaeeaennes .119
COUNTING FILES IN A FOLDER ...ttt tttttttettteetet et et et et e et et et et e et et et et e et ettt a et e et e et etaetaetaetaetaenaetaenes 124
FILE AT T RIBUT E S ...t ittt et ettt ettt e et e et e et ettt et e et ettt e e et e et et e et e et e e et et et et et et e et e e et e e et eneneens 126
RENAMING FILES ...t uttuittttit et e et et e e e e et e e e et e e e et e et e et e e e e e et e et e et ea e et e et e et e et e et e et e et e et e et e et e et e et e et neaeetaenaeens 128
(B =T = N TR I = S P PPR PP .129
RESTORING ITEMS FROM THE REC YCLE BIN . ..ottt 132
EMPTYING THE RECYCLE BIN . ouiiiiiiiiiiii e e e e e e e e e e et e et e et e e e aeens 133
THEWINDOWS CLIPBOARD ... .ttt ettt et e et et e e et et e e e et et et et e et e et e e e e et e e e e te et e e et eteaneaeaaas .133
MOVING FILES BETWEEN FOLDERS ....tuttuituettetettetettetettaetesetne sttt aetaetetesetnestesteetaetresaetnesnerneanernaess 133
COPYING FILESBETWEEN FOLDER S ... utttuttttttettettettettettetesesetetetetetesetnesetnesetnetnetnesnesnesaesness 136
B A KU PSS . .. e it e e e e e, 138
OINLINE BACKUPS ...ttt et aaaas 139
REMOVABLE MEMORY STICKS - AUTOP LAY ..ot e ens 139
BACKING UP DATATO AREMOVABLE DRIVE .. uuiuitiiitet ittt ee et e e e e e e et e e e e e e e et e et et e e aaens 140
DISK FORMATTING ... tutttuttet ettt et et ettt e e e et e e et et e e et et e et e e e et e e et e et ea et e et et e e et e e et et ea e e et et s e et e eneanananns 141
SAFELY EJECTING A MEMORY STICK ...t tiuitttit ettt ettt et e e et e e e et et e et e e e e et et e e et et e et e e et e e et eeaeens 144
VWV HAT IS FILE COMPRESSION 2 1. iuittiit et ettet ettt e et et e et e e et ettt et et e e e et e e et e e et e e et et e et et e et e eneaeens 145
COMPRESSING FILES ..uititttiiiitiite et e et e e e e e e e et e e et e e e e et e e et e e et e e et et et et s e et e e et e e ea e e et eananeeaenes 146
EXTRACTING COMPRESSED FILES ... .itiiuittttit ettt ettt e et et e ettt e e et e e e e e et e et e e et e et e e e et e e et eeeaeens 151
SE AR CHIN G . ... e e e 153
SEARCHING FOR FILES ON YOUR HARD DISK ...\ uiuitinittiteteet et tte et e e et ete et et e et e et e e et e e et e et et eeaetaeneanan 153
OPENING THE SEARCH WINDOW ... ettt ittt ettt et e e e e e e et e et e ettt et e et et e et e e e et e e et eeaeens 154
SEARCHING BY FILE SIZE .. tuittitttitit ettt ettt ettt et ettt et e e et et e e et e et e et et e et et e e e e et e e et e e et e et e e eaaenaas . 155
SEARCHING BY KIND ..ttt et et e e e e et e et et e e e et et e e et e e e te et et et et ranetaeneaaananns 156
SEARCHING BY T Y PE .. tiiuitiiiiiit ettt ettt et et et e et et et e et e et e e e e e et e e et e et et e et e e et e e et eeaeens 156
SEARCHING BY DATE MODIFIED ...ttt e ettt e e e e e e e e et e e et e e et e e et e e e e et e e e e e ea e e e eneen s 157
SEARCHING BY FILE CONTENT .. tuitiitittttt ettt ettt ettt e e et e et et e e e e e et e e et e e et e et e e et et e e et e e et e e et e e e e e eneaaens 158
SEARCHING USING PARTIAL FILE NAMES ...\ tu ittt et ee et e et e e et e e e e e e e e et e et e e e aens 159
PRINTING IS SUES. ... it e e et e e et e e et e eas 160
VIEWING THE PRINTERS THAT AREAVAILABLETO YOUR PC ..ot 160
INSTALLING ANEW PRINTER ...\ttitiitiitt ettt ettt et e e e e et et et e e e e e e s et e e e et e e e e et e e et e e et e e e e aenes 161
CHANGING THE DEFAULT PRINTER ... 01ttt ittt et ettt et e et e et e e et e e e e e et e et et e et e et e e et e e et e e ea et e e taenennen 167
REMOVING A PRINTER ...ttt et et et e e et et et et et ettt et ettt e e e et et et et et et et et et e e e e e e e e eenenenereranes 168
PRINTING FROM AN APPLICATION L.tutttttttttttteeetet et et e et et et e e e e e e et e e e ettt e et et et et et eaea et s eere e reaanenensn 169
CONTROLLING PRINT JOB S ... i tuitiiiiitet it ee e et et et e et e e e e e e e e e e s e e e e e et e et et et e e te e et et e e e e eeaenaanen . 169

FOR USEAT THELICENCED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS PAGE 6

Tutor Setup Information

e Copythe folder called Windows 7 Basics (containing the sample files & folders) to
the Documents folder on the PC.

e At the end of the course, remowve all files modified or created during the course, prior
to re-running the course.

e At the end of the course, reset all program and operating system defaults thatmay
have been modified during the course, prior to re-running the course.
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Viruses, Spyware and Cookies

Computer viruses

Viruses are small programs written so that they can jump from one computer to
another (via disk or a network), which can cause disruption or damage to the
computer system. Even data files such as a Word document can contain a virus. As
well as causing damage to your data, or in some cases even destroying your data,
viruses can cause other effects, such as using your email system to email all your
email contacts and in the process infect other people’s com puters.

Basically if you access files which are virus infected, then that virus may be
transmitted to your computer. Never accept diskettes/CDs/DVDs which have not
been propery virus scanned first by your computer support team. Never connect to
the Internet without an active virus checker program scanning all the files you
download.

Spyware

Spyware is software that installs itself on your com puter and then spies on your
computer activity. Often spyware is used to collect marketing information but more
serious versions can collect sensitive data which could later be used in a criminal
way. If you download and install free software, then this may have types of spyware
hidden within it. There are many different programs that you can use to detect and
remove spyware on your computer.

Cookies

Cookies are commonly used to allow visitors to a web site to personalize their
relationship with the web site. For instance a weather web site could use a cookie to
remember that you live within a particular area of the country. The next time you
visit that web site, the weather that will be displayed will relate to your location.
Some cookies are less innocent. Cookies are often downloaded automatically when
you Visit the web site, so you can acquire them without realizing it. Most anti-
spyware programs will also detect cookies for you.

Virus checking programs

An up to date virus checker should help protect you from losing data due to virus
attacks and you should find that your email system does not get jammed up due to
multiple email viruses.
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You will have less chance of being sued for damages by other organizations that
you accidentallyinfected with a virus.

Running a virus checker on a computer which contains a virus is known as
disinfecting the PC as the virus program will detect and then eliminate the virus.

You will save time and money by preventing virus attacks as opposed to dealing with
the effects of an attack.

NOTE: Get all the security updates and patches for your version of Windows so that
Windows itself is less wlnerable to virus attack.

Scanning for viruses

Many virus checking programs will scan your PC when you first switch on in the
moming and some will even run detailed scans automatically, as well as
automatically updating themselves so that you are protected against new virus
types. In the example shown, we have started the Mc Afee antivirus program (via the
guick launch toolbar). In this case to scan the computer for viruses we would simply
click on the Scan button.

M) ]
. s
McAfee' SecurityCenter * hebo
Que ||
Am I Protected? Yes
Q S [ | Your computer protection services are enabled and up-to-date, No action is required
Common Tasks . v detais,
Computer & Files % Clck any category on the left to view detals.
? Home Protected @
View Recent Events
Dell
Lockdown Firewall o :(":;?::; & Netwoek @
Restore Frewall Defaults
ol E-mail & IM -
u Protected @
Parental Controls
@ Attention @
C s
enter
=VrusScan Update Check: 13/03/2007
- Pergonal Frevwal Last Scan: 9/03/2007
More. Subsciption Expiration: 8/06/2008
= @) Configue  (3) View Details
(2) Advanced Menu

This particular program will display a dialog box similar to that shown while the virus
scan is running.
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M) BE
Mchfee' SecurityCenter " rep
O Update | Scan Progress: Manual Scan |
Items Scanned: m
0 Scan | | Tems Detected: o
= Items Quarantined: a
Common Tasks Scanming: C:\Program Fies Roxio Wi, VUTAudoVidealPlugln. ol

e [TTTIT]

View Recent Events
Del

Lockdown Firewall
Restore Firewall Defaults Skip Cancel

Compoenents Installed

- WrusScan
-Personal Frewal

Mare, ..

(3) Advanced Menu

e At the end of the process you should see a message telling you that your computer
is free of viruses. If a virus is detected during the scan and you work in a large
organization inform your IT technical supportteam immediately. Do not panic! If you
are running a computer at home, then normally, let the virus checking program
remove any viruses that it finds.

M) [} %
McAfee’ SecurityCenter * Hep
Home R e

| Scan Progress: Manual Scan
Protecton Status [
Update Ttems Scanned: 116487
Lockdown Frewall Items Detected: 2
Restore Frrewal Defauits Items Quarantined: 0
> Scan Sonmal Completed
View Recent Events
Del |

Click View Results to see the list of detected items. Cick Finish to return to the man Scan pane.

View Results Finish
Scan Details ®)
Home Total Detections: 2 Registry Keys Scanned: 45459
Processes Scanned: 7% Registry Keys Detected: 0
Reports & Logs
Processes Detected: 0 Cookies Scarned: 19
Configure Files Scanned: 70931 Cookoes Detected:
Files Detectad: 0
Restore
Tools
(3) Basic Menu

Updating anti-virus programs

e As new \irus es are cons tantly emerging, it is vital to update your virus program on a
regular bas is . Many programs will do this autom atically. You can als o run the update
manuallyto make absolutely sure you have all the latest updates. In the case of the
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Mc Afee e xample shown below, you would click on the Update button and follow the
on-screen instructions.

(M)

McAfee’ SecurityCenter

Quen |
Am I Protected? Yes
Q - ‘ Your computer protection services are enabled and up-to-date. No action is required,
=

Common Tasks ”
Computer & Files Click any category on the left to view details.
> Home Protected
View Recent Events
Dell
Lockdown Firewall 0 :‘:m & Network @
Restore Firewal Defaults
i E-mail & IM
@ Protected @
Parental Controls
Attention @
Components Installed
e ” SecurityCenter Information
- VirusScan Update Check: 13/03/2007
-Personal Frewall Last Scan: $/03/2007
Moare, ., Subscription Exprration: 8/06/2008
@ Configure @ View Detals
@ Advanced Menu ‘
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A first look at Windows 7

Windows 7 — Different versions

e There are a number of different versions of Microsoft Windows 7 available:

e Windows 7 Starter:
A slimmed down version of Windows 7, which is supplied pre-installed on
inexpensive netbook computers. There is no abilityto change the desktop wallpaper
and the Windows Aero is notincluded

e Windows 7 Home Basic:
Only available in certain countries and has a cut down feature list

e Windows 7 Home Premium
Suitable for the home or small business. Contains Windows Media Centre,
Windows Aero and touch-screen control functionality

e Windows 7 Professional:
Suitable for the home enthusiast and small business users and allows more
networking functionality.

e Windows 7 Enterprise:
Suitable for large organizations and is sold in volume

e Windows 7 Ultimate:
Same as the Windows 7 Enterprise edition but available to individuals.

Windows Aero

e The Aero desktop gives you full access to the new features available within
Windows 7. You can tell that you are using the Aero desktop if the title bar of your
windows are translucent, as illustrated below.
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Starting Windows 7

e When you start Windows 7 you may have to supplya login password. If so enter
your password and the opening screen will look something like this.

1 0 Comntbunet o 58 Commond b B & i Thted

Go online to find out what's new in Windows 7

f « e an Sasherm T 2o hakp ywa e pradrtn ey i ool have e
!/ St e o o i oy e o o G e 10 e e
:

welcome
. B R T Sy

e e e L L Ohon who 14 be wetbnd st e vt Vo ot Moo | w @
W g S v s e Nt e e vy G

2 bt g e i QJ“...,..‘..._ —— ~ Shanyithe tnelthati o290

SR

Displayedwithin the centre of the screen is the Getting Started window
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=S Ko |
C ,.Q | » Control Panel » All Control Panel lems » Getting Started MV Pore p
Go online to find out what's new in Windows 7
« Discover new festures that can help you be productive, stay safer, and have fun .
» Findd out everythung you need to know about setting up your computer > Go online to learn more

welcome

Go online to find out what's new in x ’1 Transfer files and settings from

e Personalae Windows

Windows 7 = another computer

Use & homegroup to share with | Choose when to be netified sbout ' W Go enbne to get Windows Live
Q other computers in your home ﬁ/‘ changes to your computer ‘ o Essentials

Y
"y Back up your fites S?) Add new uters 16 your computer ! S:::z‘ e fi2e o Ve bt 00 your

e We can use the Getting Started window to practice basic Windows 7 skills.

NOTE: If the Getting Started window is not displayed automatically when your
computer starts, you can start it manually using these steps.

[1] Click on the Start button (displayed at the bottom-left of your screen).

[2] Click on All Programs

Sticky Notes

f -J Motepad

% Snipping Tool

» All Programs

Search programs and files

@ o

[3] Within the pop-up list displayed, click on Accessories.
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g XPS Viewer -

. Accessories

L—Catabpsi-mantrd| Center
J CyberLink DVD Suite

| Games

/| Google Chrome

J Hewlett-Packard

. HP

; HP Games

J Intel® Matrix Storage Manager
s LightScribe Direct Disc Labeling
| Maintenance

| Mchfee

| Microsoft Office

, Mozilla Firefox

, Mozilla Thunderbird

, Online Services

J Paint Shop Pro 5

J Recovery Manager

| Skype -

m

4  Back

| |Search programs and files L |

¥delc =@t

[4] From the sub-list displayed, click on Getting Started.
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& ¥PS Viewer
. Accessories
J Calculator
B Command Prompt

= Fisd s 0 J +
| -1 Getting Started

| potamad

— Lol

220 Paint
& Remote Desktop Connection
151 Run
%ﬁ Snipping Tool
?_, Sound Recorder
Sticky Motes

@ Sync Center
1l Windows Explorer
I Windows Mobility Center
[Z wordPad

. Ease of Access

| System Tools
. Windows PowerShell

1  Back

Search pr 1d files

Eyle| o &

The Getting Started window should now be displayed.

Moving awindow
Mo ve the mouse pointer to an empty area towards the top of the window. This area
is called the Title Bar.

P o =

Go online to find out what's new in Windows 7

.

Press down the left hand mouse button, and while keeping it pressed down, move
the mous e pointer on the screen. When you releas e the mouse button, the window
will have m oved. Experim ent with m oving this window a few tim es until you get the

hang of it.

Drag and drop
The concept of selecting an item (such as a window's Title Bar), and then moving it
while keeping the mouse button pressed is often called ‘dragging’ or ‘drag and drop'.
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Itis called this because you drag an item to a new location, and then drop it at the
new location.

Select, then manipulate

When doing something within Windows 7, you normally have to select an item (such
as the Title Bar within a window) and once selected can you manipulate whatever it
was you selected. This is a veryimportant concept to remember. You need to
selectan item to tell Windows 7 what item you are interested in, before you can
manipulate it. This idea is fundamental to using Windows 7. For instance, later we
will see that if you wish to format your text, you need to select a portion of text and
then apply the formatting. In a different context later on when you wantto mowve a
file on your hard disk from one place to another, you need to select the file first, and
then mowe it.

Single clicking vs. double clicking

Nomally you click on an item to selectit. This is a single click using the left mouse
button. Once selected you can often double click on the selected item to open or
run the item that was selected.

Resizing a window, narrower or wider

Mo ve the mous e pointer to the left hand edge of the Getting Started window. You
will s ee that the m ous e pointer changes s hape to become a horizontal line with an
arrow on each end. Press down the left hand mouse button and while keeping it
pressed, move the mouse pointer left or right. When you release the mouse button
the window will be narrower or wider, depending on which direction you mowve the
mouse pointer. Experiment with resizing the window to make it wider or narrower.

Also experiment using th eight edge of the iwdow.

TIP: Remember that this dragging action with the mouse button pressed is called
‘Drag and drop’.

Resizing a window, taller or shorter

Mo ve the mouse pointer to the upper edge of the Getting Started window. You will
see that the mouse pointer changes shape to become a vertical line with an arrow
on each end. Press down the left hand mouse button and while keeping it pressed,
move the mouse pointer up or down. When you release the mouse button the
window will be taller orshorter, depending on which direction you move the mouse
pointer. Experiment with resizing the window to make it taller or shorter.
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Also experiment using the bottom edge of the window.

Resizing awindow in two directions at once

e Move the mouse pointer to one of the corner edges of the Getting Started window.
You will see that the mouse pointer changes shape to become a diagonal line with
an arrow on each end. Press down the left hand mouse button and while keeping it
pressed, move the mouse pointer up or down and left or right. When you release the
mouse button the window will be resized both vertically and horizontally, depending
on which direction you move the mouse pointer. Experiment with resizing the
window.

Also experiment using the other comers of the window to resize the window.

e Before continuing try and res ize the Getting Started window to its approximate
original size and pos ition. You s hould be able to s ee other items on the s creen
behind the window.

Maximizing a window

e If you look at the top-right of the Getting Started window you will see three icons.
As illustrated below.

|.=|IEI|-‘EhIl

e Move the mouse pointer over the middle of the three icons and after a short time you
will see a pop-up explaining the function of the middle icon.

| = (W ]

e As you can see the icon is called the Maximize icon. Click on the Maximize icon
and you will see that the Getting Started window maximizes, to fill the screen.

e Move the mouse pointer over the middle icon and wait for the pop-up to explain the
function of the icon (which has changed slightly if you look closely).

Restore Down

TIP: The reason for the middle icon changing its appearance (and its name), is that
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having already maximized the window to fill the screen, you cannot maximize any
further. Thus you are offered a Restore icon that will restore the program window to
its original size. This is an example of Windows being clever!

Click on the Restore Down icon and you should see that the Getting Started
window is displayed within a window (i.e. not full screen). You should find that the
window is the same size and position, prior to maximizing the window.

Minimizing a window

If you move the mouse pointer over the first of these three buttons, you will see itis
called the Minimize icon.

Minimize[ 5 |

Click on the Minimize icon and you will see that the window disappears. Itis
minimized down to the Windows Taskbar, which is the name of the bar across the
bottom of your screen.

Bllelo[=]8]

Mo ve the mouse pointer to this minimized icon within the Windows Taskbar and you
will see the following pop-up, which displays a ‘thumbnail’ picture of the minimized
program.

el ol=]®

Click on the minimized icon and the program will be displayed within a window once
again, on your screen.

NOTE: Minimizing a program is not the same as closing a program. When you
minimize a program, itis still running in your computers memory, itis simply
minimized in size, down to the Windows Taskbar. Closing a program means that the
program is closed and no longer running in memory.
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Closing a window

Move your mouse pointer to the last of the three icons. After a short delay you will
see a pop-up explaining that this is the Close icon.

Click on the Close icon and the program will close. Itis not displayed within the
Taskbar as a minimized icon. The program is no longer in your RAM (Random
Access Memory). RAMis where all your active programs are stored when they are
running. If you close a program the program is removed from RAM but you still have
a copy of the program stored on your hard disk. To re-run the program you will need
to open the program from disk.

The Start button

At the bottom-left of your screen you will see a circular button. Move the mouse
pointer over this button and after a short time you will see a pop-up explaining that
this button is called the Start button.

| Start |

S~

-
|

TIP: Get into the habit of pointing to items within Windows and leaving the mouse
pointer over the item. In manycases, as you are beginning to see, you will geta
pop-up message explaining the function of the item you are pointing at.

_—

The Start menu

Click on the Start button and you will see the Start Menu displayed as illustrated.
This menu contains a list of all the programs that you can run, such as your word
processor, spreadsheet and database programs. Italso allows you to play music,
movies and open any programs that are installed on your computer.
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Running a program using the Start menu

Mozilla Thunderbird | ‘

® Mozilla Firefox
Dave
Q Windows Media Center 3

= Documents
l_—-lr Getting Started 3

s Paint Shop Pro 5
5
@ HP Advisor +

.| Calculator

Pictures

Music

Games

Computer

Sticky MNotes
Control Panel

"d/j MNotepad L . .
Devices and Printers
% Snipping Tool Default Programs

b AllPrograms Help and Support

|Search programs and files E

7 FIEIEER

TIP: To display the Start Menu, press the special Windows key on your keyboard.

Not all keyboards have this key, but most do.

”»
A

£

Once the Start Menu is displayed, click on All Programs.

This will display a menu similar to that shown below.

FOR USEAT THELICENCED SITES) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS

PAGE 21

KPS Viewer
ﬁ Accessories

L-—C-a:t-a:lyst—@sﬁt-ﬁe-l Center

. CyberLink DVD Suite

, Games

| Google Chrome

. Hewlett-Packard

. HP

., HP Games

) Intel® Matrix Storage Manager
J LightScribe Direct Disc Labeling
Maintenance

; Mchfee

. Microsoft Office

J Mozilla Firefox

, Mozilla Thunderbird

J Online Services

. Paint Shop Pro 5

) Recovery Manager

| Skype

A
A
i
A
A
A
A
b
A
A
i
A
A
A
A
A

4  Back

| |Sear\:h programs and files

m

@ o I

e Look forthe word Accessories in the list and click on this

illustrated.

€ Windwas Media Certer
I3 Windows Media Player
B winclows bMesting Spece
“ ‘Windews Movie Maker
19 Windews Phote Gallery
E Windwas Update
| Bcessones

0 Caleulater

i Commard Frampt

&8 Connect to & Metwork Projector

! Metepad

0 Fanl

’ﬁ Remote Desktop Connection

= Rum

':i Snapping Teal

1. Scund Recorder

) Syne Cenbes

o Welcoore Center

W Windews Faplarer

B Windows Sidebar

T WordPad

. Faseof Access

I aystem Toolk

L TebletPC

Decuments

Pictiares

Music

Games

Search

Recent Erms

Computer

Metwork

Conned Tu
Cantral Panel
Defeult Programs
Help and Support

e e

e Click on a program called Notepad, as illustrated.

. The menu will change as
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<8 XPS Viewer -
. Accessories
D Calculator
Bl Command Prompt
B Connect to a Projector

A e 1= g e

/| Notepad
pi

=l .
T

&% Rernote Desktop Connection
15/ Run

-‘%& Snipping Teol

t Sound Recorder

T Sticky Motes

@ Sync Center

) Windaows Explorer

@ Windows Mobility Center
[Z WordPad

| Ease of Access

m

J System Tools
J Windows PowerShell -

4 Back

| Search programs and files pel |

@ O |1z

e Clicking on this program will run a program called Notepad. This will openin a
window, as illustrated.

| Untitled - Notepad
File Edit Format View Help

=N B~
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Entering textinto a program

e Click within the Notepad window and type in your name.

Saving data

e Within the Notepad program, you will see a number of commands. This is called a
drop down menu list.

M_WI Untitled - Motepad
File Edit Format View Help

e Click on the Fle command and you will see the following drop down menu list. Click
on the Save command, as illustrated.

i

Untitled - Motepad

|Fle | Edit Format View Help
Hew Ctrl=N
Cipen Cile O
Save Cll=3
Sove As..
Page Setig...
Print... Ced=P
Eart

e This will displaythe Save As dialog box.

jSaveAs @
U = |
L |j v Libraries » Documents » v|¢,|| Search Documents o
Organize MNew folder 4= - IZ@.I
't Favorites Documents library e _
g Arrange by:  Folder «
Includes: 2 locations
el Libraries MName Date modified Type
«& Homegroup , Adobe 22/01/201011:24 ... File folder
| Bluetooth Exchange Folder 2 3 File folder
18 Computer . Downloads File folder
a Local Disk (C:) J microsoft Ffle folder
s RECOVERY (D) . My Call Graphs File folder
E'i_i Metwork
< 1 *
| File name: m | -
Save as type: ’Text Documents (*.txt) v]
) Hide Folders Enceding: ’ANSI v] [ Save ] ’ Cancel ]
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e Click within the FHle name section of the dialog boxand enter the name My Frst
File. This is the file name that will be used to store the Notepad file on your hard
disk. Click on the Save button within the dialog box. The dialog box will close and
the file will be saved to disk.

e Click on the Notepad Close icon (top-right of the window). The program will close.

Opening a file within a program

e Use the Startmenu to re-open the Notepad program. We previously saved a file to
disk and called the file My Frst Fle. We shall now re-open this file within the
Notepad program. To do this click on the Fle drop down menu and click on the
Open command.

| Untitled - Notepad

Edit Format View Help
MNew Ctrl+N
Open... Ctrl+0
Save Ctrl+5
Save As...
Page Setup...
Print... Ctrl+P
Exit

e This will displaythe Open dialog box. Select the file called My First Fle.

| Open =X
l\./”\.z’l | | » Libraries » Documents » A4 | 5 | | Search Documents ol
Organize v New folder =~ 0l @
't Favorites Documents library Arange by: Folder =
Includes: 2 locations
i Libraries MName Date modified Type
W& H Adobe File folder
omegroup
Bluetooth Exchange Folder File folder
/8 Computer Downloads File folder
l;‘ Local Disk (C:) microsoft File folder
L Call Graphe 7 i der
 RECOVERY (D¥) : File folder
| My First File 15/03/2010 1:55 PM  Text Document
E“I_-I Metwork
¢ m 3
File name: My First File - |Text Documents (*.bet) v|
Encoding: | ANSI vl [ Open |vl | Cancel |
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TIP: You mayneed to click on the vertical scroll bar displayed down the right of the
Open window, to see this file.

Click on the Open button. The file will open within the Notepad program. Type in a
new line of text (just make something up). Re-save the file and close the Notepad
program.

Shutting down Windows

Click on the Start button and you will see the Start menu displayed.

Sticky Motes ) )
Devices and Printers

LS& Snipping Tool

Default Programs

b AllPrograms Help and Support

| Search programs and files pl
|2 CBCHEIE YERIRE

Click on the Shut dow n button and your computer will shut down.

TIP: If you were running any programs, such as a word processor and had not saved
your changes, you would be prompted to save or discard any changes to your data.

TIP: You should never just switch off your computer. To shut down your com puter
you must always use the Shutdown command. Simply switching off a computer
may resultin you losing data!

Closing an application that is not responding

Occasionallywhen you are running Windows 7, you may find that you are unable to
close an application that has ‘crashed’. If this happens, you need to press the
Ctrl+Alt+Del keys simultaneously. Alist of options will be displayed. Select the
Start Task Manager option. This will displaythe Windows Task Manager dialog
box.
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1% Windows Task Manager ===

File Options View Windows Help

Applications | processes | Services | Performance | Networking | users |

-

Task Status

3 Documents Running
~| Getting Started Running
@Inbox - Thunderbird Running
E; Paint Shop Pro - [Image25* [1:1] (Layer1]] Running

II\EJWin-:ic-ws_Ir'_BE:sics_r't"lanl.hﬁl [Compatibility Mode]... Running

EndTask || switthTo || hew Task...

Processes: 73 CPU Usage: 0% Physical Memory: 35%

e In the example illustrated, all the programs are running nomally. If a program was
no longer responding you would see amessage in the Status column such as Not
Responding. In this case you would select the non-responding application from the
list displayed and then click on the End Task button.

TIP: Itis a good idea to completely close down and then restart Windows after a
program has crashed.
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The Windows 7 Desktop

What is the Windows Desktop?

e Start your computer. You will see the Getting Started window displayed, once
Windows has finished loading. Click on the Minimize button within the Getting
Started window (top-right of the window). You will now be able to see the icons
displayed on your Desktop.

The Windows Desktop is the area of the screen that you are now looking at. It
contains icons and other screen elements.

Desktop icons

e The icons you see on the Windows Desktop will vary from one computer to another,
depending on who installed and customized the Windows installation. As a user of
Windows, you can add, remove and move icons on the Desktop. Typicallythe
Desktop will look something like this.

2 o

v .
i

Elie o linje] i]O] -

Moving Desktop icons

e Click once on the Recycle Bin icon, to select it.
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*
*
-

Recycle Bin

e Make sure that the mouse pointer is pointing to the Recycle Bin icon. Press down
the mouse button and while keeping it pressed move the mouse pointer to a different
position on the Desktop. When you release the mouse button, the icon will have
moved.

You would use exactlythe same technique to move any other icons that are
displayed on your Desktop.

TIP: The Recycle Bin is used as a temporary store for files that you delete. More
about all this later!

Windows Taskbar

e The Windows Taskbar is the bar nomally displayed across the bottom of your
Windows screen. It contains a number of important items, such as the Start button,
icon representation of running programs and a clock at the right edge.

e o mlml O b= R |

Showing Hidden Icons

e Within the Taskbar along the bottom of the screen, you will see the Show Hidden
Icons control displayed to the right of the screen.

e Clicking on this control will display more icoms that you canclick on.
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3:46 PM
[}
= & 19032010

e This control allows you access to icons thatmay occasionally be of use, without
cluttering up the Taskbar. Try clicking on anyicons that are displayed in the pop-up
list.

Taskbar clock

e Located at the right edge of the Taskbar.

204PM |
15/03/2010

e If you move the mouse pointer over the time display (and wait a short time) you will
see the date displayed, as illustrated.

Menday, 15 March 2010

¢ Clicking on the time displaywill display a cakendar, as illustrated.

Monday, 15 March 2010

. March 2010 S\ X

Mo Tu We Th Fr Sa Su  J /

223055025 (

125974 5607 I

8§ 910 11 12 1314 W\,

(5] 17 18 19 20 2 \ e 7

2 23 4 25 % 2718 L

2033 1 2 3 4 ———
206:25 PM

Change date and Lime setlings
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Customizing your Desktop

e Rightclick on an empty part of the Desktop and you will see a pop-up menu, as

illustrated.

EL Catalyst(TM) Control Center
Yiew
Sort by
Refresh

Paste
Paste shortcut

MNew

B Screen resolution

i, Gadgets
|_g Personalize

e From the pop-up menu click on the Personalize command. This will display a

dialog box, as illustrated below.

(J‘\) (& » Control Panel » Appe
Contred Panel Home

Change desktop icons
Change mouse pointers

Change your account picture

Display
Taskbar and Start Menu

Ease of Access Center

arance and Personalization » Personahzstion

My Themes (1)

Unsaved Theme

Aero Themes (6)

Windows 7 Architecture

| —
—
Deshtop Background wWindow Codor
5 - Vindows 7 Basic

=S ER ==
v | %9 [l Sexsrch Contrat Pane 2
"

Change the visuals and sounds on your computer

Click & theme to change the desktop background, window color, sounds, sand screen saves all at once,

Savetheme  Get more themes online
Ll S .
B e
- (=
Characters Landscapes v
2P 5@”
Sounds Screen Saver

e You can use this dialog boxto customize elements of your computer system.
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Customizing the Desktop background wallpaper picture

e Click on the Desktop Background button.

) LI

Windows 7 Architectur

See also —
Display -

Taskbar and Start Menu Desktop Background Window C

Ease of Access Center Solid Color Windows 7

e You will see the following dialog box displayed.

@Q'“’ <« Personalization » Desktop Background v | 5 ‘ | Search Control Panel pe) [

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [WindowsDesktopBackgrounds vH Browse... ]

Select all H Clear all ]

4 Architecture (6)

] 7]
“ m

vi

,)/

Picture position: Change picture every:

- [30 minutes v | [V]Shuffle

N

Stretch v

[¥] When using battery power, pause the slide show to save power

[ Save changes ] [ Cancel

e You can select a picture b be displayed on your Desktop background.

TIP: You can use the scroll vertical bars to the right of the picture thumbnails to
scroll up or down and see more pictures, as illustrated.
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= Eon = |

@Ii\/v & « personalization » Desktop Background - 36,’ Secrch Contrel Pane 2

Choose your desktop background

Click a picture to make it your desktop background, or select moee than one picture to create a slide show

Picture locabone | Windows Desktop Backgrounds 'i \' Browse.. [

| Seectall | [ Clearatl |

# Nature (6)

= (! v
! < .
) e J
2SN \

# Scenes (6) =

Picture position: Chapge picture every:

3 | 130 minutes Shullle
e\ " Stretch v
YWhen using battery powes, pause the shde show to savie power

Savechanges | | Cancel |

e Select a picture of your choice. Your screen will change, depending on the picture
that you selected.

Bl Clrnlel |0 .| @

TIP: You maywish to experiment with specifying how you want the picture displayed
on your Desktop, using the controls illustrated below.
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o5 ekl

@C}v d_« Personalization » Desktop Background -:0, Search Contred Pone 0

Choose your desktop background
CUlck 8 pcture to make & your desktop background, or select more than one picture Lo creste & shide show.,

Picture location: | Windows Desktop Backgrounds > Prowse..

Selectal | | Clearall
m a 7 =
" M" 2] W -

}
&) Cent
riza Change picture every:

ey -

e Click on the Save changes button to apply the picture of your choice to the
Windows Desktop.

e Close the Personalization window.

Customizing the Desktop background color

e Displaythe Personalization window.
e Click on the Desktop Background icon.

S __I

Windows 7 Architectur

See also —
Display -

Taskbar and Start Menu Desktop Background Window C

Ease of Access Center Solid Coler Windows 7

¢ You will see the following dialog box displayed. Click on the down arrow to the right
of the Picture location section. You will see a drop down list displayed. Click on
Solid Colors.
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@\J"" « Personslization » Desktop Background v | +p §] S¢ C ' »

Choose your desktop background

Click & gacture 10 make it your deskiop background, of select more than ene picture to create 3 shde show.

Prcture Jocatio

(Wnsows Deskiop Backgreunds
Windows Deckicp Backgrounds
Prctures Librosy
1op Kated Photos

Select gt

Sample Pctures

- ! “

e The dialog boxwill then change to display a range of colors, rather than pictures.

@n.;;v &= p # Desitep Bachy = [ g I e - o

Choose your desktop badoground
Click s pachure bo maios & your derkiop background, or peiect more than ong pachare 5o creste a shds thow

Ficture Jecation: | Solid Colon = Brewwwe

e Click on acolor to selecta color.

TIP: You can use the scroll vertical bars to the right of the color pallet to scroll down
and see more color options.

TIP: When you click on a color you will see a preview of that color applied to your
background.

e To confirm the color click on the Save changes button.
e Close the Personalization window.
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Enabling or disabling the Windows Aero Desktop

If your version of Windows 7 is capable of using Windows Aero you can choose
whether or notto use it. Aero can add nice effects to the way that windows are
displayed and some features require that you enable the Aero feature to take full
advantage of them. By default when you purchase a Windows 7 PC, Aero will
nomally be enabled. Many companies choose to disable it however, preferring the

‘older’

style windows display.

Close anyopen windows, and then right click on the Windows background. From
the pop-up menu displayed select the Personalize command.

Ei Catalyst(TM) Control Center

View

Sort by »
Refresh

Paste
Paste
Unde

shortcut
Rename Ctrl+Z

[5]  Shared Folder Synchronization »

MNew

B Scres
W Gadg

n resolution

ets

F_ Personalize |

This will display the Personalization window.

[ - R ST o lve =) g‘_’-r
a5
p - = 8 - SE L S5 S 55 —
i\ | & » Control Panel » Appearance and Personalization » Personalization v ! *3 [ \ e R
h o
i o
Control Panel Home :
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

Change mouse pointers My Themes (1) - ) - .

Change your account picture

ﬂ
Unsaved Theme
hem em n
Aero Themes (6)
=y -
A b e _i,; LS
’i
; k' 4
L
Windows 7 Architecture Characters Landscapes -
) -2
29 [}
Display [ @ ®
Taskbar and Start Menu - = " = ” " >
Jecktop Background Nind olor Sounds Screen Saver
Ease of Access Center RS " efault
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e You will see that a number of Aero themes are displayed, all of which enable the
Aero desktop. Make a note of the theme that your computer is currently using.

A ¢ Control Paned » Appeaance and Personalization » Personsization Search Controd Panel 2
Control Panel Home ~ .
C "Inhljl' "M‘ visuals and \()U.‘Kj\ on ‘,‘Ul“ (()X“’.lllh‘f
Change desktop icont Click & theme to change the detktop Background, window color, sounds, and screen saves all & once.
Cheage mewsie powders S—— S ——— '
Change your aicoont picthe Aera Themes (6]
“ ﬂ » " D
- oY ¢ E
fl s 1
Windows 7 Archeecture Characters Landszapes
- b e
| o -
|
Nature Kents

Instalied Themes 1) X
109 IS
Display @ ®
Taskbar and Start Menu = - £ = X A <

etktop Background Window Color Sounds Screen Saver
Ease of Access Conter Hatrre Werdows Default
i

e If you scroll down the list of themes you will see a number of Basic themes, such as
Windows 7 Basic.

Contrel Panel Mome ~
Change the visuals and sounds on your computer

Change desktop xons Clck a theme 10 rhanuzt'-e :luun;: hechground, wndow color, soonds, and screen saver #l at once.

Change mouse ponten Fi—
Thamed flackgrounds

(mm)- YOUS SCCOUN pcture

Basic snd Mogh Contrast Themes (8)

el

Windows 7 Basic Windowes Classic Migh Contrast &1 Migh Contrast #2

=

u-,p Contraet Rlsck High Contraet White

™ &2 IS

Taskbor and Start Menw . - ) : ns
Desktop Background Window Cok Sound >oreen Save

Eave of Access Conter
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e Selecting the Windows 7 Basic theme will display the Desktop with the Aero feature
disabled. The title bars will no longer be translucent.

e Experiment with applying different themes, but remember to revert to the original
theme before continuing.

Setting a screen saver

e Displaythe Personalization window.
e Click on the Screen Saver button.

Windows 7 Architecture Characters Landscapes -
29 Q
Display ®

g

Taskbar and Start Menu

Ease of Access Centter

e You will see the Screen Saver Settings dialog box.

F |
B Screen Saver Settings Iﬁ
Screen Saver

=

e i

(L0

e §=

Apaa

Screen saver

(Mone) v] Settings... Preview

30 = [7] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings

Ok ] ’ Cancel Apply
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To pick the screen saver type, click on the down arrow in the screen saver section

and click on an item within the list. In this case click on Ribbons.

.
B Screen Saver Settings

A

Screen Saver

=

(L0

e i

e §=

Screen saver

[(N.one]

(Meone)

30 Text

Blank
|Bubbles

Mystify

Photos

Ribbons

Windows Live Photo Gallery

E

k. display logon screen

nfe by adjusting display

Settings... Preview

[

OK ]l Cancel l

Apply

Within the Wait section, click on the up or down arrows to set the time interval of
inactivity before the screen saver kicks in.

Power management

Change power settings

Screen saver
Ribbons ~| | settings.. |[| Preview
Wait: 30 = |minutes [7] On resume, display logon screen

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

OK Jl Cancel ][

ﬁpphf]

Click on the Preview button to preview the effect of the screen saver. You will see
an interesting ribbon effect.
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Setting your screen resolution

Click on the OK button to applythe effects and close the dialog box.
Close the Personalization window.

Display the Personalization window and then click on the Display link.

,

‘f" & » Coatrol Panel » Appearance and Personalization » Personalization

Unsaved Theme
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e This will displaythe Display dialog box.

. T —— T— P @‘ v
C s oaRaeRRRRRE - - - ok
ﬁ » Control Panel » App and P lization » Display - Search Control Panet p]
@
Control Panel Home " " "
Make it easier to read what's on your screen
Adjust resolution You can change the size of text and other items on your screen by choosing one of these options. To
temporarily enlarge just part of the screen, use the Magnifier tool.
Adjust brightness
Calibrate color
@ Smaller - 100% (default] Preview
Change display settings b5 (defould
Connect to 2 projector
Adist ClearType text  Medium - 125%
Set custom text size (DPI) I = H
B ] |
See also
Personalization
Devices and Printers

e Click on the Change display settings link (displayed to the left of the window).

b i
G‘Q'?. » Cootrol Panel » App and Personalzation » Display vIT,’[ Search Contred Pone! )
L
Control Paned Home . . ’
o Make it easier to read what's on your screen
Adjust resolution You can change the size of text and cther tems on your screen by chooting one of these options. To
temporacily enlarge just part of the screen, use the Magnifier tool.
Adjust baghtness
& Calibrate coloe
- ] @ Sealler - 100% (default) Preview
Shange displey settings
Connect to a peogector
Adjust ClearType text " Medium - 125%
Set custom tea size (DPD I ! ﬂ
Apy
See slso
Personalization
Devices and Pranters
. 4
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e This will displaythe Screen Resolution dialog box.

— — — —_— =Y - A
T T L [P=EEE=5
@U. B o« Appearance and Personalization » Display » Screen Resolution - \ .y \‘ G b an el
Change the appearance of your display
Detegt |
e
Display: |1, LPISEWH2-TLQL ~|
Resolution ;Bﬁé = 768 (recommended) w
Orientation: ,‘ Landscape -
Advanced
110 @ projector (or press the &Y key and top P)
¢ and othes items larger or smalles
things should 1 ch
Ok | [ Cencel |

e Before changing anything, make a note of the currentscreen resolution setting. In
the example illustrated, itis 1366 by 768 pixels.
This number describes the number of points making up your screen. The higher the
screen resolution, the better a picture will look on the screen.

e Click on the down arrow next to the Resolution option and then use the
Resolution slider to change the resolution.

O () v« srcesancesndPencasintion » Degisy » Sereen Resciutien v »
Change the appearance of your display
- Octegt
:
Oupley LAPLOWMR-TIQL ~
Resobstion 1066 « 768 (recommended) =
Orentaton

s 1366 = 768 (recommended)
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e When you click on the OK button, you will see a waming dialog box.

F B
Display Settings _ ﬂ

Do you want to keep these display settings?

[ Keep changes ][ Rewvert ]

Reverting to previous display settings in 14 seconds.

b

In this case, click on the Revert button, so that you DO NOT apply a different
resolution.

NOTE: The higher the screen resolution the smaller your Desktop icons will appear
on your screen.

e Waituntil the original screen resolution settings are restored so that nothing is

changed.
e Close the window.

Modifying the computer date and time

e Click on the Start button, from within the Start Menu click on the Control Panel
button.

y .,J Notepad 3

[

Control Panel

Calculator

Nt L iy Change settings and customize the functionality of your computer. }

Sticky Motes
Default Programs

% Snipping Tool
pping Help and Support

» All Programs

Search programs and files FYW [Shctdown |+
e olr=/8[5]/9]5

e The Control Panel will look like this.
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L

Adjust your computer’s settings

System and Secunty
Peview yout computer s status
Hock up your computey

Find and fu problemt

Network and Internet
View netwock statin and tisks
Cheote homegroup and shasing opticat

Hardware and Sound

View dewirs end pnnters

Add a dence

Coannect tn o progecion

Adjust commonly used mobiley sestingt

Programs

{Aminstail a pragram

Yoy

View by Category *

User Accounts and Family Safety

W Ada o remove user secounts
& 5S¢t up parertal controls for any uzer

Appearance and Personalization
Change the theme

Change desktup background

Adnnt icreen reschstion

Clock, Language, and Region

L
®

Tharige by 6oardh of chha mgut rsthods

Ease of Access
Let Windows nuggest semtings
Opbenize vieusl displaey

M" » Contral Panel » Clock, Language, snd Region

- = =-
'[4:[,‘—_,.:um~

red Posed

Programs
Salety

Personaliation

Fase of Access

Contred Panel Home

Systemn and Secunty
Netwerk and Intesnet

Hardware and Sound

Appesnance and

e { Date and Time |

Setthe time and date
Add the Clock gadqet ta the desktep

Change the time zcne

i Reginn and Language
& Change fucation

Change the dale, Lime, of numbes format

Change keyboards or other input methods

User Accounts and Family

* Clock, Language, and Region

Add clocks for diferent time zones

To setthe date and time, click on the Date and Time command. This will display

the Date and Time dialog box, allowing you to change the date or time.

FOR USEAT THELICENCED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS PAGE 44

;,-i:L‘ Date and Time @
Date and Time | Additional Clocks I Internet Time
_I"-'-'-'-:x\

/ b ’ \ Date:

= 2 Monday, 15 March 2010
= T |
J Time:

\ -

/ 31717 PM

[@Changegate and time... }

Time zone

(UTC+08:00) Kuala Lumpur, Singapore

Change time zone...

Daylight Saving Time is not observed by this time zone,

Get more time zone information online

How do I set the clock and time zone?

Click on the Change date and time button. You can use the controls to change the
date and time as required.

;# Date and Time Settings @
Set the date and time:

Date:

1 March 2010 s

Mo Tu We Th Fr 5a 5Su
22 23 24 25 26 27 28
1 2 3 4 5 6 7
8 9 10 11 12 13 14

ilafle 17 18 19 20 21

22 23 24 25 26 27 28
28 3 31 1 2 3 4

EREE

Change calendar settings

(6].4 ] [ Cancel
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e Click on the OK button to close the dialog box.
TIP: Once changed, the new date and time will be remembered bythe computer. In

most areas of the world Windows will change the time automatically if the time is
moved forward or backward as a result of daylight saving time adjustments.

e Click on the OK button to close the Date and Time dialog box.
e If still open, close the Control Panel.

Setting the computer keyboard language and other regional settings

e Click on the Start button and from within the Start Menu click on the Control Panel
button. The Control Panel will be displayed. Click on the Clock, Language, and

Region link.
= wem
C. 2 ~) [ » Control Panel » . 2
Adjust your computer's settings Vie Cateqory ~

o I(Jl.n_k Language and Region ]
- Change keyboards or other input methods
@ Ease
Lot ,
’v“ wEUIme yaue

e The Clock Language, and Region dialog loxwill be displayed.
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o

@K\/" S » Control Panel » Clock Language, and Region e Fane »

Control Panel Home
> 9 o+« Date and Time

tame and dat Changethe ime tone  Add clocks for different ime zone
System and Security READSEINE | WIS TR S 2l : Griyerent Lme
Network and Internet
dlanquage

Hardware and Sound
nge the date, time, or number format

Programs

User Accounts and Family
Safety

Appesrance and
Personakzation

o Uock, Language, and Region

Ease of Access

Click on the Change location link. If necessary you can click on the down arrow to
display a list of countries, from which you can pick your particular country.

o "

. Region and Language @

Formats | Location |I{e1_.fbuards and Languages | Administrative

Some software, including Windows, may provide you with additional content
for a particular location, Some services provide local information such as news
and weather.

Current location:

Australia -

See also

Default location

oKk || Cancel Apply
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Click on the Keyboards and Languages tab.

9 Regicn and Language

Formats I Locatio | Keyboards and Lanquages |,u

[dministrative

Keyboards and other input languages
To change your keyboard or input language click Change keyboards,

Change keyboards...

How do I change the keyboard layout for the Welcome screen?

Click on the Change keyboards button. This will display a dialog boxallowing you
to select and change the Default input language. You can also add or remove
keyboard settings. To add a new keyboard you would click on the Add button.

. Text Services and Input Languages

General | language Bar | Advanced Key Settings |

=

fields.

Default input language
Select one of the installed input languages to use as the default for all input

| Engish {Australia) - US

Installed services

Select the services that you want for each input language shown in the list.
lUge the Add and Remove buttons to modify this list.

b w LIS

In this case be careful notto make any changes, but simply know how to make
changes if you needed to in the future.

Close anyopen dialog boxes or windows.
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Setting the computer sound volume

e Click on the Start button and from within the Start Menu click on the Control Panel
button. The Control Panel is displayed. Click on the Hardware and Sound link.

[E=3 558 <
C)Q 4 » Contrel Poned » SENIE P

Adjust your computer’s settings View by:  Categeey

4
4

Set up parental co

Appearance and Personalization

Clock. Language, and Region

Change keyboardt o other input method

Easeof A

©v & &

L

Programs

r
e

& program

e This will display the Hardware and Sound dialog box.

@Qv ;a » Control Panel » Hardware and Sound » vl'h,‘” earch Control Pane p’

o]

Control Panel Home > -
Devices and Printers

) g,

fence Add a printer Add a Bluetooth vice Mouse Device Manager
System and Security id a print dd a Bluetooth device = Mouse Iy anage
Network and Internet W 7 AutoPlay
® Hardvware and S i hange default settings for media or devices Play CDs or other media automatically
Programs _, Sound
N Adiust syst olire R 5 | Minsoeaishs dences
UserAccaum:andFamnly Adjust system volume Change system sounds Vianage audio devices
Safety \ Power Options
Appearsnce and Change ba Change what the power buttons do
Personalization O A s a —e i o A -
equire & computer wakes hange when the computer sleeps
Clock, Language, and Region Adjust screen brightness

Ease of Access

a

1 or smaller Adjust screen resolution Connect to a projector

Windows Mobility Center

Adjust commonly used mobility settings

HP 3D DriveGuard

sstomize your HP 3D DriveGuard Settings

B &
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e Within the Sound section, click on the Adjust system volume link. You will see a
slider control displayed, allowing you to modify the com puter volume.

-

& VYolume Mixer - Speakers and Dual Headphones (IDT High Definition &udio C... @
Device Applications
Speakers an... > System Sounds

e Close all open Control Panel windows.
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Applications & Gadgets

Multitasking

e Windows 7 is a ‘multitasking’ operating system. This means thatit can run lots of
programs atthe same time. Forinstance you can be receiving emails, printing and
writing a letter, all the same time. You can run lots of different programs

simultaneously, such as a word processor, aspreadsheet, a database and a picture
editing program.

Starting WordPad

e The WordPad program is a verylimited word processor program that is supplied free
within Windows 7. To open the WordPad program, click on the Start button and
then click on the All Programs button.

Sticky Motes

P All Programs

2| Mg
e 0 @) -

e Click on the Accessories group.

Wi T

| < Ypon a -

| Accessories

Catalyst Control Center
CyberLink DVD Suite

e You should see the WordPad program icon listed under the Accessories group
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W 0FS Viewer
L Accessones
o Calculetee
B8 Command Prompt
BB Connect to 2 Projector
§ Getting Stared
T Noteged
! Pam
5, Remote Desitop Comnection
i Run
% Snipping Tool
L Scund Recoeder
Stigky Netes
k;) Sy Center
S Wirrdews Ecglorer
8 Ve s

e O mectiy

Computer

Center Control Panet

Devces ang Prinkers

System Tooks
Windows PewerShell Defauk Progreems

e Click on the WordPad command to run the WordPad program. The program will
open within a window, as illustrated.

Gl

i 5 | Document - WordPad = ion =
Home View w
=| el @ =5 |,

D ' | catibri Ju ~|laal ==

Paste B 7 U abe X, 3¢ £~ A~ |[E = = || | Pidure Paint Dateand Insert
= - drawing ftime object

‘
-

sragraph Insert Editing

G S T K S SN S A KA KIS KR VR LN N UKD s (s A

100% (=) {J +)

e Typeinaline of text and then press the Enter keya few times.

WordPad

e Pressing the Print Screen keytakes a picture of your screen and copies itto a
special area ofmemory called the Windows Clipboard. Press the Print Screen key

now. Nothing appears to have happened, but you now have a picture of the screen
in the Clipboard.
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Press Ctrl+V which is the keyboard shortcut for pasting information from the
Clipboard. You should now see a picture displayed within your WordPad program.

NOTE: Pressing the Print Screen key copies the entire screen contents to the
Clipboard. If you justwantto copythe active window, then after selecting the active
window, press the Alt key while pressing the Print Screen key. Then release the
Alt key.

Click on the Save icon to save the data to disk.

Z | = | Document - Wore
| =R . Home View

i - calibri

Paste B 7 U gk =

-

o

Adialog boxis displayed. You will need to type in a file name, and then click on the
Save button

If you have time you might want to investigate the function of some of the other icons
within the program.

E | = | Decument - WordPad
Home View
i -] calibri M RN ERE R~

Paste B 7 U ahe X x* ﬁ-é. == === PicturedPi
v ra

-

You will find that if you point to an icon, and leave the pointer there for a shorttime,
that a pop-up is dis played explaining the function of the icon. An e xam ple of a pop-
up is illustrated below.

=0 + | Document - WordPad

Home View
t‘ i Calibri 11 ~|[A AT

Paste B 7

ki

il
v
"

=
X
x
%
I>
I
1]

' 1 Underline

Draw a line below the text.

TIP: If you wish to format a portion of text with bold formatting you first need to select
the portion of text. To select text within a program such as WordPad, click at the
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start of the text you wish to select and after pressing down the Shift key click at the
end of the portion of text you wish to select.

Leave the program window open.

Identifying the parts of an application window

The Notepad window is typical of an application window.

Unfitled - Notepad R

File Edit Fommat View Help
|

There are a number of items that you need to be familiar with.

Title bar.
This is the bar running across the top of the application window and nomally
displays the title of the program window.

| Untitled - Notepad = @

File Edit Format View Help

Menu bar.
Older style programs use a menu bar containing a number of drop down options,
often including items such as Fle and Edit.

| Untitled - Motepad E@

|£i|e Edit Format View Help |
; !
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Clicking on one of these options displays a list of commands that you can choose
from, as illustrated for the Fle menu option.

| Untitled - Motepad EI@
Edit Format View Help

MNew Ctrl+MN

Open... Ctrl+ 0

Save Ctrl+5

Save As..

Page Setup...

Print... Ctrl+P

Exit

Toolbar. The Toolbar contains icons or buttons which you can click on to perform a
particular task, such as printing a document.

el Sk # @ B

Status bar. The Status bar is nomally displayed along the bottom edge of the
application window. It can display status information, such as the number of pages
contained within a document.

Scroll bar. Scroll bars are nom ally displayed only when needed. If the data within
a window will not fit within the window you m ay s ee horizontal and/or vertical s croll
bars displayed.

| -

For Help, press F1
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m

e Office 2007 applications.
When Microsoft introduced Microsoft Office 2007, they gave programs a new look
and introduced the concept of the Ribbon, as illustrated below.

Y I T T R
- . Fage |t [, Midngz  Beves o v
w7 7, S 5 » Va0 - e T > A o
- LI, W SOE T EEAUIS LE)] AaBb) ABBC( AaBBCI AaBbCel AaBMCO | A
C Jiurrety (B B e A VA R AR e - Bl Trestng b Thessag s Sresng i g

e Theribbon is divided into tabs, such as Home, Insert, Page Layout as illustrated

Ca
=]
Home Insert Page Layout References

i

i Cut

B " Arial -l -

Pat =3 Copy

aste | - 2 -

+ . Format Pairter ) i e ey iy o
Clipboard LF] Faont

e Each tabis divided into groups, such as Clipboard, Font and Paragraph, as
illustrated below.
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= Arial MEE SR Bl i e B S TS
Paste = 2 =22 - A = = === o leEe
= J Farmat Painter B I U-aex X Aa = == E E|E (| Sa -
Clipboard ] Font L] Paragraph IFi

Each group contains the icons or buttons that you can click on, as illustrated below
for the Font group.

Arial w11 - AT AT 4
B I U -abe x, X' Aa~||~ A~

Font

Note pad

e To open the Notepad program, click on the Start button and then click on the All
Programs button. Click on the Accessories group. You should see the Notepad
program icon listed under the Accessories group. Click on the Notepad command
to run the Notepad program. The program will open within a window, as illustrated.

oo e |

File Edit Format Wiew Help

e This is a text-only editor. Unlike a modern word processor, you cannotinsert
pictures into the Notepad window.

e Leawve the program window open.
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Calculator

e To open the Calculator program, click on the Start button and then click on the All
Programs button. Click on the Accessories group. You s hould s ee the Calculator
program icon listed under the Accessories group. Click on the Calculator
command to run the Calculator program. The program will open within a window, as
illustrated.

JCaIcuIator E =] @

View Edit Help

MC MR IS k= P-
— CE C + v
7 8 9 / %

e Experiment with using the calculator to add two numbers together.

TIP: Click on the View drop down menu.

eegtor | [ & e

View | Hdit Help

0

MIC MR M5 M= M-
— CE C + v
70819 7]
4| 5|6 1/
1|23 _
0 |

You can select different types of calculator.
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JCaIcuIator EI = @
Edit Help

@ Standard Alt+1
Scientific Alt+2
Programmer Alt+3
Statistics Alt+4
History Ctrl+H

Digit grouping

@ Basic Ctrl+F4
Unit conversicn Ctrl+U
Date calculation Ctrl+E
Worksheets »

The scientific calculator will look like this.

" J Calculator EI =] @ -‘
View Edit Help
(%]
@ Degrees Radians Grads mC MR M5 M+ -
Inv || In ( } ||+~ || e || € s J
Int ||sinh|| sin || 22 || n! 7 a g 5%
dms || cosh|| cos || a¥ || Fx || 4 0 G & 1/x

n ||tanh|| tan || x° || ¥x 1 2 3 -

FE || Exp || Mod || log || 10¥ 0 . +

e Leave the program window open.

Getting Started Window

e The Getting Started window nomally runs automatically each time you start the
computer. If you have closed the Getting Started window you can always restart
the program by clicking on the Start button and then clicking on the All Programs
button. Click on the Accessories group. You should see the Getting Started
program icon listed under the Accessories group. Click on the Getting Started
command to run the program.
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e
1

Gu |4 » Control Panel » All Control Panel ltems » Getting Started vlT,' trol Pane P

Go online to find out what's new in Windows 7

» Discover new features that can help you be productive, stay safer, and have fun .
« Find out everything you need to know sbout setting up your computer = Go online to learn more

[ Go online to find out what's new in " P fize Wind i Transfer files and settings from
Windows 7 . IS IR ¥ ancther computer

Use a homegroup to share with ] Choose when to be notified about ” Go online to get Windows Live
' other computers in your home W changes to your computer J Essentials

S,

<l Ch L f the text 1
‘y Back up your files % Add new users to your computer ! S(’angel e size of the text on your
—

e Leave the program window open.

Switching between programs

e You should see a number of programs displayed on the screen, as illustrated.

J Cabovtsten . »
’ S
\/41&_- § o Comtrod Pasel ¢ AN Contred Pacel Boms ¢ Gesting Started - 4y p
® lepan Razwms B -
x| Ve Go online to find out what's new in Windows 7
| « Dacower new festures Bt con hep pou be productve. iy tafer. and have fun
ey | bonead | S | 4  Find out pomytheng you need 0 know sbout Ufng P Yo COMpUR 4 Go onling 10 learn more

U0 onfng 1o Ind oot what s new » o 1 Trarifer fées and retting from
Wendza ) —_—— ~ rther csorgute

Ui & fomegroug 1o Whare with }  Choome when (o be notfied stount " Go crina 13 3ot Windows Lve
L ether Computen o b omget 1 yirs ermple Froerdian
T ' " o e et
e Whw e ol It Tt ot
“‘h-lwm"‘-' y A0 re et A o Computer ‘,"' s g
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To switch from one program to another press down the Alt key (and keep it
pressed). Press the Tab keyonce and you will see a bar displayed across the
middle of the screen.

Document - WordPad

Press the Tab keya few more times and you will sequence around the programs dis
played within the bar. When you release the Alt key the program that was
highlighted within the bar is displayed on your screen. Practice this technique a few
times to switch from one program to another.

Leave the windows open and continue to the next exercise.

Using Windows Flip 3D - Requires Aero

Press the Window s Logo key (and keep it held down). Repeatedly press the Tab
key and you will cycle through the windows dis played on your s creen. Releas e the
Windows Logo key when you see the window you require.

NOTE: The Windows Flip 3-D requires that you have Windows Aero enabled.

Cascading windows

Right click on an em pty part of the Windows Taskbar (this is the bar that is nomally
displayed across the bottom of the Windows screen). From the pop-up menu
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displayed, click on the Cascade Windows command.

Toolbars 3

| Cascade windows

Show windows stacked
Show windows side by side

Show the desktop
Start Task Manager

v Lock the taskbar

Properties

10:02 AM -

D s T B
B O ez m010 »

Ga ondine 1o find out what's new in Windows 7

e Bt siold s i dpiomnass d

!( St e sl Pttt i o e
!
’

welcome
By s I e RESE- st
Il gl R | TR [ —

Displaying windows side by side

e Rightclick on an empty part of the Windows Taskbar (this is the bar that is nomally

displayed across the bottom of the Windows screen). From the pop-up menu
displayed, click on the Show Windows side by side command.

Toolbars 3

Cascade windows

|— Show windows side by side |

Show the desktop
Undo Show side by side

Start Task Manager

v Lock the taskbar

Properties
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e The program windows will be displayed, tiled side by side, as illustrated.

i bl
=
:} a \ i® & -
Go online to find out what's new in Windows 7 Paste BZlamnux2-A ESaWA
+ D t can help you be productrve, » 'Go online to leam more N
b et t
o<
-.\
3 :
J N
i R, testeror l
e
St
2]
tar 1
o
BEe o o]lalalale] o] T

e Close all the open programs before continuing.

TIP: To close a program click on the Close icon displayed at the top right of each
program window.

Show Desktop Shortcut

e Sometimes when you have opened a lot of different windows you may need to
minimize all the windows so that you can see the desktop.

e Firstyou need to open a few windows.

e Click on the Start button, and then click on All Programs. Click on Accessories
and then click on Notepad.

e Click on the Start button, and then click on All Programs. Click on Accessories
and then click on WordPad.

e Click on the Start button, and then click on All Programs. Click on Accessories
and then click on Getting Started.

e Click on the Start button, and then click on All Programs. Click on Accessories
and then click on Paint.

¢ You now have a number of different programs running and the Desktop is hard to
see.

e Ifanyofthese programs are running as maximized windows, display them within a
window.

e Move the mouse pointer to (but do not click on) the Show Desktop button, which is
the small vertical bar to the right edge of the Taskbar, displayed across the bottom of
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the screen. All open windows become transparent, allowing you to see the Desktop.

NOTE: This feature only works if the Aero Desktop is enabled.

20500 | |
19/03/2010 |

J?L IiJ;I [

Click on the Show Desktop button and all the programs will be minimized down to
the Taskbar at the bottom of the screen.

Re-click on the Show Desktop button and the windows will be displayed again.

Peek — Requires Aero to be enabled

Click on the Show Desktop button, which is the small vertical bar to the right edge
of the Task bar, displayed across the bottom of the screen.

za5pM| ||

T
=] [
! 19/03/2010 | |

Mo ve the mouse pointer across the icons displayed within the Windows Taskbar and
you will see a ‘peek’ of the programs that the icon represents.

< m YN

hake — Requires Aero to be enabled

Open a few program windows.

Click within the title bar of one of the windows and while holding down the mouse
button, ‘shake’ the mouse’. All the other programs will be automatically minimized.

Shake the window again and the other windows will be displayed again.
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Snap — Requires Aero to be enabled

e Click within the title bar of a window and while holding down the mouse button drag
the window to the left or right edge of the screen. It will ‘'snap’ to the side of the
screen that you dragged itto. This is very convenient when you have two windows
that you wish to see side by side. You can drag one window to the left edge and the
other to the right edge.

e Trydragging a window to the top of the screen and it will automatically maximize the
window.

e Trydragging a window to the bottom of the screen and it will automatically minimize
the window.

e Experiment with using this feature.

Jump Lists

e If you right click on a program icon within the Taskbar at the bottom of the screen,
you will see a jump list. The contents of the jump list depend on the type of icon that
you right click on. The example shows a jump list of the Internet Explorer icon.
Clicking on one of the items in the ‘Frequent’ list will display that web page. You will
also notice a section called ‘Tasks’, which enables you to perform tasks using the
application.

Frequent
¥ Thelndependent | News | UK and...
*q Google

=g BBC NEWS | Mews Front Page
Tasks

£y Start InPrivate Browsing

|7 Open new tab

& Internet Explorer
@ Unpin this program from taskbar

e Experimenwith using this feature.

Installing programs

e Within large organizations itis nommallythe IT support staff that installs or removes
programs. In manycases itis a disciplinary offence to install programs onto
computers without specific permmission. This is because of the risk of accidentally
infecting a computer with a computer virus or similar program.
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¢ With small organizations or home use then itmaybe up to you to install new
programs. Always check so that you do not get yourself in trouble!

e Programs are nomally supplied on CD or DVD and these disks, once inserted into
the CD/DVD drive should start automatically and display instructions on-screen
covering the installation procedure. If you need to install software, read the
onscreen instructions VERY carefully at each stage. If help is available and you get
stuck always ask rather than assuming the installation will be OK. If in doubt ask!

TIP: You can find lots of free programs when surfing the web. Be VER Y careful
about ins talling programs unless you are abs olutely s ure that the programs are
supplied by a reliable source.

Removing programs

e WARNING: This section is just for reference. Do not remove any programs
during this training course.

As with ins talling programs only do this if you have been given specific authority
within your com pany to rem ove a program . If in doubt as k! You us e the Control
panel to remove programs.

e Click on the Start button and from within the Start Menu, click on the Control Panel
button.

YWururdu
=

Computer

- ] Notepad 4 T —
’ Control Panel

@ HP Advisor v ] Change settings and customize the functionality of your computer, }

| Calculator

Default Programs

»  AllPrograms Help and Support

| |:s_’.f:ﬂ programs and files 2 | Edown ||+ |

€he o %

e The Control Panel windav looks like this.

— a—
==
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OO 3 » Control Pand » -IA, |5earch Contred Pare »p

Adjust your computer’s settings View by: Category
System and Security User Accounts and Family Safety
"3 Revsew youe companto’'s ctatus

W Add oc remeone user sccounts

W Set up parental controls foe

Back up your computes Ay uner

Fand and fox problems

Network and Internet
tl View network status and tasis

- Che

Appearance and Personalization
Change the theme

Change decktop background

ote hamegroup and shanng eptitas creen resciution

Clock, Language, and Region

Changt keybioards or cther input methods

View devicés and printers
Add 2 device

Adjust commonly used mobdity setting:

fase of Access
Let Windows suggest settings

Optimnize visual csplyy

/ Hardware and Sound q

E=} Programs
h ." Uninstall 2 pecgram

e Within the Programs section click on the Uninstall a program command. This will
display a list of programs that you can uninstall.

| ==
@Cvﬁﬁ » Control Panel » Programs » Programs and Features - | +y | [ Search Programs and Features P
Control Panel Home o
Uninstall or change a program
View installed updates To uninstall 2 program, select it from the list and then click Uninstall, Change, or Repair,
¥ Tum Windows features on or
off Organize ge=
Name - Publisher Installed On  Size|*
3 LSI HDA Modem LSI Corporation 25/08/2009
@ McAfee AntiVirus Plus McAfee, Inc. 24/02/2010
t_"} Microsoft Office Professional 2007 Microsoft Corporation 22/01/2010
» Microsoft Silverlight Microsoft Corporation 22/01/2010
4 Microsoft SQL Server 2005 Compact Edition [ENU] Microsoft Corporation 23/01/2010
5| Microsoft Visual C++ 2005 ATL Update kb973923 - 38... Microsoft Corporation 22/01/2010
7] Microsoft Visual C++ 2008 ATL Update kb373924 - 58... Microsoft Corporation 22/01/2010
7 Microsoft Visual C+ + 2008 Redistributable - 86 9.0.3... Microsoft Corporation 25/08/2009
@ Mozilla Firefox (3.6) Mozilla 19/02/2010 |
©) Mezilla Thunderbird (20.0.23) Mozilla 23/01/2010
=] MSXML 4.0 SP2 (KB954430) Microsoft Corporation 22/01/2010 -
® | MSXML 4.0 SP2 (KBA73688) Microsoft Corporation 22/01/2010 1
=71 Paint Shop Pro 5.01 13/03/2010
# 1| PlayReady PC Runtime &6 Microsoft Corporation 20/02/2010
O Power2Go Cyberlink Corp. 14/08/2009
e PowesDirector Cyberlink Corp. 14/08/2009
'“D--“-l:91>‘ 160 Q1AN Tk mem et N ime = Daslenl IS N0 NN ‘ 3
==y Currently installed programs Total size: 8.57 GB
k t‘_ 64 programs installed

e Click on the program that you wish to uninstall. Once selected click on the Uninstall
command (displayed above the list).
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P - - - - - L
9\ J@ll5 » Cootrul Panel » Programe » Progeams and Features - 4y b o)
Control Panel Home
Uninstall or change a pregran
View mitailed upcates To wvnitall  program, selact it froe the Gt and then click Uninatall Change, or Repair
% Tum Windows festures on or
a7 -
- Organze = | Uninstall'Change - ®
Narme Jrstalled 00 Saqe *
S ISIHDAR 2508/ 2000
o M N0000
1M rofessional 2007 2017010

You may see some warning screens, in which case read them very carefully before
deciding whether to proceed or not. If in doubt, do not remove a program as it
can cause problems if you delete programs that should not be deleted. Close
anyopen windows before continuing.

Creating and using a Desktop shortcut

e You have seen how to run program by clicking on the program within the Start
m enu. We will now place a ‘Shortcut’ program icon on the Des ktop. This m akes it
m uch eas ier to run programs that you us e on a regular basis. We will now create a
Desktop shortcut for the Getting Started program.

e Click on the Start button and then click on the All Programs button. Click on the
Accessories group. You s hould see the Getting Started program icon listed under
the Accessories group.

e Right click on the Getting Started program icon. From within the pop-up menu
displayed Select the Send To command. From the submenu displayed select the
Desktop (create shortcut) command.

2N

l XS Viewer N e
Accessones "'79
o Caleulater

B Cemmand Prompt Open
- o ayec fy  Fun as administrator

Open file location

?. & Scan .

» e o Dluetooth |
i Permste Deskaop Ce B Addto schive. 2 (o
¥ Run . -

Add 16 “1undli32 sar
Snipping Toeol 2 ' Desktop (creste shodtout)
B Snipping Too B Comprets and email
Sound Recorder B Compres 10 "rundli32 car” and email = Documents
Pin to Tatkber Wi Faxeecgment
Pins t Stact Meows o Mol reciprent
. t Sope
Windows Mobibty ¢ Res s versions
! ndows Mobibty lestore previous vessions A1 DVD RW Drive (E)
L WordPad =
A~ [ ort (F:
Gove of Access Sendto ':l My Passport (F:)
System Teoks Cut

Windows PowerShe
Copy

1 Bk Delete

% Eename

Properties

Kile © (@& ]
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¢ You will see the following icon displayed on your Desktop.

(EL=majugs)
e Double click on this icon to open the Getting Started window.

e Close all open windows before continuing.

Deleting a Desktop shortcut

e Selectthe Desktop shortcut you created. Press the Del key. You will see a warning
dialog boxasking if you are sure you want to send the shortcut to the Recycle Bin.

e Click on the Yes button to remove the shortcut icon.

Viewing Recent Items

e You can customize the Start menu to displayrecentlyopened items.
e Rightclick on the Start button, at the bottom-left of your screen.

&l e o

e From the pop-up menu displayed select the Properties command.

| Open Windows Explorer
7 : o
e o™

e This will displaythe Taskbar and Start Menu Properties dialog box. Make sure
that the Start Menu tab is selected.
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wl, Taskbar and Start Menu Properties @

Taskba | Start Menu |Toolbars|

To customize how links, icons, and menus look and Customize...

behave in the Start menu, dick Customize.

Power button action: IShut down v]

Privacy
Store and display recently opened programs in the Start menu

Store and display recently opened items in the Start menu and the
taskbar

How do I change the way the Start menu looks?

e Click on the Customize button to open the Customize Start Menu dialog box.

e Scroll down the list of items until you find the one called Recent Items. Click on the
boxnext to this item so thatitis ticked, as illustrated.

Customize Start Menu @
‘You can customize how links, icons, and menus look and behave on the
Start menu.

A Personal folder o~

@) Display as a link
() Display as a menu
(7)) Don't display this item
&=/ Pictures
@ Display as a link
() Display as a menu
£ Dioa't displaythis item
W Recorded TV
() Display as a link
() Display as a menu
@ Don't display this item
[] run command
(v Search other files and libraries
(©) Don't search
@ Search with public folders -

m

Start menu size

Number of recent programs to display: 10

Mumber of recent items to display in Jump Lists: 10 =

o) (e |

e Click on the OK button to close the Customize Start Menu dialog box.
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e Click on the OK button to close the Taskbar and Start Menu Properties dialog box.

e Click on the Start button and you will now see the Recent Items button has been
added.

7] Windows 7_Basics Manwal |

Default Progrann

> ANl Pregesens Melp and Suppeat
£ etz
A=

e From now on as you open new documents, theywill be listed here, making it easyto
open recentlyused documents.

Shutting down an application that has frozen

e Nomally you close a program by clicking on its Close icon, displayed at the top-right
of a program window. Sometimes a program will crash or freeze and you may not
be able to close it down in the nomal way. In this case, if possible switch to any
programs that are still responding and close them down (saving any data if
necessary).

e Click on the arrow to the right of the Start button, and from the pop-up menu
displayed select the Shutdown command.

5| —diLUIdLUE

Default Programs

»  AllPrograms Help and Support

|
| |55:-':r'* programs and files 0 | Mlﬁ
P - - { Closes all OpEn progran
- Ws
AEIE Y=L

FOR USEAT THELICENCED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 7 BASICS PAGE 71

e If this does not work, physically switch off your computer. In the case of Desktop
computers there is nomally a power switch on the front or at the back of the
computer. When using a laptop computer you may have the hold down the on/off
button for a short time in order to switch off the laptop. Wait for at least 30 seconds
and then switch the computer back on. It maydisplay a different opening screen
than nomal, in which case follow the on-screen instructions.

Restarting the computer

e If you need to restart the com puter rather than completely close it down, click on the

arrow to the right of the Shut dow n button, and from the pop-up menu displayed
select the Restart command.

Switch user
Log off
Lock

]

Slee;:I Closes all open programs, shuts down Windows, and
5 < Wi 5 n.
Hibel then starts Windows again

> AllPrograms

Search programs and files ol |

2 CAEAE

Opening gadgets

e Rights click on an empty part of the Windows Desktop and from the pop-up menus
displayed, select the Gadgets command.

Ei Catalyst(TM) Control Center

View »
Sort by 4
Refresh

Paste

Paste shortcut

MNew 3

E=2 Screen resclution
W Gadgets

&  Personalize

e Awindow will be displayed containing the gadgets available on your computer.
Available gadgets mayvaryfrom one computer to another.
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o B (e
Pagelofl Search gadgets P~
prrbsrrreees =
Calendar Clock CPU Meter Currency Feed Headlines PC Discovery
- —_—
Picture Puzzle Power2Go Slide Show SoftStylus Weather Windows Media...
v, Show details & Get more gadgets online

e Selectthe gadget you wish to open, such as the Clock and then double click on the
selected gadget. In this case the Clock gadgetis illustrated. If you move the mouse
pointer over a gadget you will see extra controls displayed to the top-right of the
gadget. These controls nomallyinclude a close icon and an option icon for
customizing the gadget.

To customize a gadget

e Move the mouse pointer over the gadget and click on the options icon, displayed to
the top-right of most gadgets.

¢ Inthe case of the Clock qadget this will display the following
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Clock name:

Time zone:
Current computer time -

[l show the second hand

ok |[ Concel

Clicking on the left or right pointing arrows will allow you to select the clock type,

such as the example illustrated.

“ 30f8 »
Cock name:
Tme rone:
Currant computsr sme -
Show the second hand
oK | Cancel

You can also give the clock a name, such as a different country.

You can set a time zone.

Finally you can optto displaya ‘second hand'’.

Once you have finished customizing the clock, click on the OK button.
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To close a gadget

e Move the mouse pointer over the gadget and click on the close icon, displayed to the
top-right of each gadget.

e Experiment with opening, using and customizing other gadgets installed on your
computer.
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Using the ‘Getting Started’ Window

When you restart Windows 7 the Getting Started window is nommally displayed by
default. If you need to displaythe Getting Started window manually, click on the
Start button, click on All Programs, click on Accessories and then click on the

Getting Started command. The Getting Started window looks like this.

e

| | » Control Panel » All Control Panel tems » Getting Started - 07“ ¢ of F 2

M

Go online to find out what's new in Windows 7
! + Discover new features that can help you be productive, stay safer, and have fun

| » Find out everything you need to know about setting up your computer 3 Go online to leam more

4\/ ( ?
Go online to find out what's new in ‘ e X Transfer files and settings from
n Windows 7 Passonakos Windods L‘L anothes computer

- _~

other computers in your home i/ changes to your computer Essentials

' Use a homegroup to share with Choose when to be notified about "‘ ‘, Go online to get Windows Live
N [
) S

- f
h, the size of the text L
'i % Back up your files y Add new users to your computer ! ’Ccr::z‘ e size of the text on your
“ U %

Finding out what’s new in Windows 7

To see what's new in Windows 7, within the Getting Started window, double click

on the Go online to find out what’s new in Windows 7 link.

4 » Control Paned » All Control Panel Remt »  Getting Started -4y »

Go online to find out what's new in Windows 7

« Discover mew features that cam help you be productive, stay safer, and have fun - .
’ « Find out everything you need 1o know about Letting up your computer < Go online to learn more

k

welcome

Go celine to find out what's new in i Transfes files and wettiogs from
” y Persenalue Windews
Windows 7 = anothet computer

-~

other computers in your home 4 changes to your computer Essentials

.
. -3 et ) your
»_t * Back up your files g Add new uvers o your computer ! \k"::::( tha Sk of e i dny ety
v Cd

—
' ! Use 2 homegroup to share with "‘ Chaese when to be notfied about [ W Go onine to get Windows Live
o
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e This will open your web browser window and display relevant information, as
illustrated below.

O g et e N * 0 B e 4 Vi Wrne St bt | e o =y=i
e -
w0 St W v Gt W A - v
e e e s i L - S e B

e Tt
22 Windows —_— 1°!
Getting started with Windows 7
o o] ]
—— ———

@ Vowr | Boontad Voot e

e You will see a number of video tutorials, such as Personalizing your PC. Hawe a
guick look at some of the videos if you are connected to the Internet.

e If you examine the rest of the page you will also find much more available, as
illustrated below.

& Getting started with Windows 7 - Help & How-to - Microsoft Windows - Windows Internet Explorer
'\J @ - |A'i" http://windows.microsoft.com/en-US/windows?//help/getting-started

x [ -

{3 Favaorites {_3 @ Suggested Sites = @ | Get More Add-ons -

£7 Getting started with Windows 7 - Help & How-to...

Printable guide: ™ XPS M PDF  Save video: & WMV (21 MB)

Get to know Windows 7 | Install, upgrade, activate | First-week checklist | Install progra

Get to know Windows 7
Find out more about using the latest version of Windows.
+ What is Windows 77

+ What's new in Windows 77

+ How to get Windows 7

+ Take a tour

+ What's new with the Start menu?

+ What's new with the taskbar?

+ What's new with the Windows desktop?

e Close your web browser before proceeding.
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Displaying the Help and Support window.

e Click on the Windows Start button and then click on the Help and Support button.

J Calculator Default Programs

» Al Programs

| Find Help Topics, tutorials, troubleshooting, and other support services,

| Search programs and files O | v

ce o %

ws
=

e This will displaythe Windows Help and Support dialog box.

e

@Windows Help and Support |- |[-@ ]@
P - “{ 9‘5 Ask Options v

rch Help ol

oBF

Maintain Troubleshoot

PC Health Analysis Information
Software Updates Diagnostics
Usage Tips Utilities

PC Tune-up Solutions

B $ B

Learn Get assistance

User guides Guided help

Learning centers HP Remote Assistance
Product information Automated and intelligent
Online classes Multiple contact options

pe—
-~ -

9;!] More support options
€ Online Help ~
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e Take a little time to examine some of the help options available. This window may
vary from one computer to another. In the example shown, HP has customized the
Help window, and added some extra features.

Searching for help

e You can search the Help and Support for help about a particular topic. In the
example shown, we typed the word Desktop in the search field.

i) Windows Help and Support EI@
WS NS /‘3’ a‘;’é i] E‘;,% Ask Options v
|desld:0p| ol

e Pressing the Enter key will display the following information.

@WindowsHelpandSupport EI@
o © D & W A s oo -
|de5ld:-:p Lol

Best 30 results for desktop

1. Customize desktop gadgets

2. Use and configure your Bluetooth enabled camera

m

3. The desktop (overview)

4. Use and cenfigure your Bluetooth enabled device (unknown device type)
5. Desktop gadgets (overview)

6. Use and configure your Bluetooth enabled modem

7. Remote Desktop Connection: frequently asked questions

8. Use and configure your Bluetooth enabled headset or headphones

9. Connect to remote rescurces using Remote Desktop Web Access

10. Use and cenfigure your Bluetooth enabled PDA

11, Change your desktop background (wallpaper)

12, Use and cenfigure a remote Bluetooth enabled computer

13. Create a desktop background slide show

i_.ﬂ More support options
@ Online Help =

e Click on one of the items listed to view more information. For example, clicking on
The Desktop (overview) will display the following.
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Windows Help and Support
B ppo!
@ '\../I fb ﬁj m ﬁ Ask Options =

| desktop ol

The desktop (overview) i

The desktop is the main screen area that you see after you turn on your computer and log on to Windows. Like the top of an actual
desk, it serves as a surface for your work, When you open programs or felders, they appear on the desktop. You can alse put things on
the desktop, such as files and folders, and arrange them however you want.

The desktop is sometimes defined more broadly to include the taskbar. The taskbar sits at the bottom of your screen. It shows you
which programs are running and allows you to switch between them. It also contains the Start butten €, which you can use to access
programs, folders, and computer settings.

For more information about the taskbar, see The taskbar (overview).

Woaorking with desktop icons

Icons are small pictures that represent files, folders, programs, and other items, When you first start Windows, you'll see at least one
icon on your desktop: The Recycle Bin (more on that later). Your computer manufacturer might have added other icons to the desktop.
Some examples of desktop icons are shown below,

0| 1 | 3

& More support options
@ Online Help =

e Experiment with searching for help on topics such as Folders or Files.

Printing Help pages

e You can printany of the help pages that are of interest and keep these for reference.
To do this display a page of useful information within the Help and Support window
and then click on the Print button.

@ Windows Help and Support E' -
@ &/ m é% Ask Options ~
|desk‘top o

The desktop (overview) [

"

=

The desktop is the main screen area that you see after you turn on your computer and log on to Windows, Like the top of an actual
desk, it serves as a surface for your work, When you epen programs or folders, they appear on the desktop. You can also put things on
the desktop, such as files and folders, and arrange them however you want.

The desktop is sometimes defined more broadly to include the taskbar, The taskbar sits at the bottom of vour screen. It shows you

Browsing for Help
e Click on the Browse Help button.
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AllHelp » Getting started » Windows Basics » Desktop fundamentals in Windows

& The desktop (overview)

28 The taskbar (overview)

\Z& The Start menu (overview)

%2 Mecktnn nadnete fmreriend

You will see a screen similar to the one displayed below.

@ Windows Help and Support

desktop 2|

@ &) ® aﬂ; il g%‘ Ask Options

[E=% ECR =

Contents

»

i Getting started

i Security and privacy

i Maintenance and performance

i Netwerking—connecting computers and devices
i Internet—going online and using the web
i E-mail and other communications

i Files, folders, and libraries

i Printers and printing

i Programs, tools, and games

i Pictures, CDs, DVDs, TV, music, and sound
i Customizing your computer

i Hardware, devices, and drivers

i Laptops

@, More support options

ik}

e Online Help =

You can click on anyitem within the list, such as Fles and Folders which will

display more topics that you can browse.
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-

desktop »

[ @ Windows Help and Support o= w5
O w D « W & ax options ~

All Help » Files, folders, and libranes

Topics
's Working with files and folders

% Working with libraries

Categories

. Using files and programs

. Creating, opening, and saving
. Searching and organizing

. \\“r‘,rl'\,]

i Backing up and restoring

' Deleting

. Keeping files in sync

. Managing access

B <hainn
&3, More support options

& Online Help ~

m

You can continue to specify areas of particular interest, by clicking on the relevant
links. An example is illustrated below, which answers the questions of How long

can a file name be?

| desktop P

O — e
g . .l) - il Q‘i Ask Options ~

» Show all

File names and file name extensions: frequently asked questions
Here are answers to some common questions about file names and file name extensions
» What is a file name extension?

* How can [ control which programs are associated with a file name extension?

¥ How long can a file name be?

It depends on the length of the complete path to the file (such as C:\Program Files\filename.ba), Windows limits a single path to
260 charactess. This is why you might occasionally get an ermor when copying a file with a very long file name to a location that has
a longer path than the file's original location,

» Which characters can't be used in a file name?
» How can | see file name extensions in the file name?

* How do | change & file name extension

Was this helpful?

[ ves “ No || Somewhat

. m ’

gg More support options

& Onlipe Help ~
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e Take some time getting used to this way of browsing for help. You will find that you
learn a lot in the process.

e Close anyopen help windows before continuing,

Displaying basic information about your PC

e Open the Windows Explorer window by right clicking on the Start button (bottom-
left of your screen) and from the pop-up menu displayed click on the Open
Windows Explorer command.

Properties

= Open Windows Explorer

{( e I LI w

e This will displaythe Windows Explorer window.
e Rightclick over the word Computer, displayed in the left side of the window.

18 DAVEFCWING

B LOU-PC-WINT

B OWNLR-&FS0 56
18 TOSHES. P

e From the pp-up menu displayed select the Properties cormand.
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b /M Comnuter |

2 8L |6 llapse

* ca RE B Manage

>ﬁi DY @ Scan

‘ 9‘ et Browse with Paint Shop Pro

- 14 Dy Open in new window

> (M DA Map network drive...

> 1% LG Disconnect network drive...

> O

. M T Add a network location
Delete
Rename

e JllJ Properties

You will see a window displaying basic information about your PC.

Device Manager
Remote settings

System protection

EESS

I
Action Center

Windows Update

Tools

Control Panel Home

Advanced system settings

Performance Information and

QQ |/ » Control Panel » System and Security » System

Windows edition

Windows 7 Home Premium

View basic information about your computer

Copyright © 2009 Microsoft Corporation. All rights reserved

System
Manufacturer:
Modek:
Rating:

Processor:

Installed memory (RAM):

System type
Pen and Touch:

Get moce feature

ith a new edition of Windows 7

Hewlett-Packard
HP Pavilion dvb Notebook PC

’9":| Windows Experience Index

Intel(R) Core(TM)2 Duo CPU  P8800 @ 2.66GHz 267

GHz
4.00 GB (297 GB usable)
32-bit Operating System

No Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings

Computer name:

Full computer name:

Workgroup:

Computer description:

Dave-PC-Win7
Dave-PC-Win?

WORKGROUP

/

=8 Ho ==

p
o -

m

Take a while to examine the information displayed. What sort of processor is your
computer using? How much memoryis installed? What version of Windows are

you using?

Close all open windows before continuing.
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Windows Explorer

What are files?

When you load a program such as a word processor this means that you copy the
files containing the word processor program from your hard disk into your RAM
memory. RAMis short for Random Access Memoryand is simply a term to describe
the memory chips contained within your computer. Once the word processor is
loaded into RAM you can use it to create a document. When you have finished
editing the document, you maywantto save a copy of the document to your hard
disk as afile.

Basicallythere are two types of file that you need to concern yourself with, the
program files (such as word processor, spreadsheet, databases etc.) and the data
files that you create and save to disk. Once saved to disk you can later re-open that
file and make further changes, or print the data file.

In manyways you can think of data files as physical sheets of paper, containing your
data. You then place these sheets within a folder so that you keep all similar
documents together.

What are folders?

Files are stored on a disk in folders. This conceptis very familiar to anyone used to
working within an office. Think of a 3-draw filing cabinet. When you wish to file a
document within the filing cabinet you first need to decide in which draw to file a
particular document. When you open a filing cabinet draw it often contains hanging
dividers allowing you to group similar document together.

Types of drive and drive letters

When you save a data file you nomally save itto your hard disk. This disk is
contained within your computer and you cannot nomally see it. By convention the
hard drive is called ‘Drive C’. If you have two hard disks within a single computer
theywill normally be described as drive ‘C’ and drive ‘D’.

There are other types of drive, such as a CD or DVD drive. You can plug a
‘removable hard disk into your computer. You can also plugso called ‘memory
sticks’ into the USB sockets on your computer. Don’t worry what USB stands for
(Universal Serial Bus), they are justsockets that allow you to plug things into your
computer. There are manydifferent names for these USB memory sticks, such as
‘flash drives’ or ‘USB drives’.
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1 As you add more drives to the computer, Windows assigns a drive letter to
them .The hard dis k is usually called drive C. The next dis k that is added
(probably the CD/DVD drive) will be called drive D, the next drive would be
Drive E and so on.

01 If you are connected to a network, your network administrator may have set
you up with additional ‘network drives’. These are actually located within a
different computer on your network and can have any free drive letter that
the network administrator thinks is appropriate (such as Drive T).

Running the Windows Explorer program

1 Right click on the Start icon. From the popup menu select Open Windows

Explorer.
Properties
Open Windows Explorer

e

(1 This will display the Windows Explorer window.

e N — ) [T
File Edit View Tools Help
Organize « MNew library

-~

- Favorites Libraries

[ Desktop Open a library to see your files and arrange them by folder, date, and other properties.

4 Downloads —
% Recent Places | Documents _ Music
T J Library

< Libray <2 Librany

7 Libraries

? E:CL.'me”ts “I‘-"J_ll/ Library < Library
@ Music

Mew Folder B Pictures

g[] Mew Folder H Videos
. Drar
| Pictures T 1orary

E Videos

N% Homegroup

1M Computer
&, Win-7(C)
—a Local Disk (D:)
Ca wlegis whadal (E)
—w Books & Courses (F
—a Programes (G:)
#=8 CD Drive (I.)

G‘ﬂ Metwork

5 items

TIP: Do not confuse the Windows Explorer (which is generally used for
exploring your computer, disks, folders and files) with the Internet Explorer
(which is used for exploring the Internet and surfing the Web). They are two
entirely separate programs with very different functions.
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Views within the Windows Explorer

1 You will see a number of commands displayed in a bar across the top of the

Windows Explorer window.

x| O @

| More opticns i

1 Click on the down arrow to the right of the Views command. You will see a

popup menu, as illustrated.

€| Extra Large Icons

i=| Large Icons

s3] Medium Icons

Small Icens

B List

== Details
>[5 Tiles

2= Content

1 In the example illustrated, we are viewing the contents of the Windows
Explorer in what is called Details view. In details view, illustrated below,
you can see details such as the name of a file or folder, the date it was last

modified, the type of file or folder as well as the size of the file.

a Games & Varieties (
ca Films (F:)

= Books & Courses (G
ca Programes (H:)

#°3 CD Drive ()

e KHALED (K:)

4 items

[ b e ) = |2 [t
UU ‘” » Libraries » - ‘&, H Search Libraries o
File Edit View Tools Help
Organize v New library =iy O @
{ Favorites Libraries
Bl Desktop Open a library to see your files and arrange them by folder, date, and other properties.
% Downloads Name Date modified Type Size
. Recent Places .
5| Documents Library 4KB
=5 Libraries @' Music Library 4KB
b=/ Pictures Library 4KB
@ Homegroup ## videos Library 4 KB
1% Computer
& win7(C)
a Winxp (D:)
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0

We will see later how to select a particular file or folder and view details of
that file or folder. In the example shown below, we have selected the
Notepad program file. As you can see this file is an ‘application’ file (i.e. a
program file) and the file size on disk is 148 KB.

Mj notepad 2/11/2006 8:32 PM  Application 148 KB

The other common view that is used is one of the icon views.
Click on the Medium Icons view.

| Extra Large Icons

i=| Large Icons

2l Medium Icons

Small Icons

£ List

472 Details
> (5= Tiles

= Content

Your display will now change as illustrated.

* o T EET ]
© ¢  EIr T T 0

File Edit View Tools Help

Organize = Mew library

-~

[ Favorites — Libraries
B Desktop Open a library to see your files and arrange them by folder, date, and other properties.
4 Downloads

15| Recent Places S| (ﬁ i_ HW
= Libraries Documents Music Pictures Videos

Na‘ Homegroup

m

1% Computer
& win7 (@)
ca Winxp (D:)
—a Games & Varieties (
a Films (F:)

a Books & Courses (G

a Programes (H:)
#-4 CD Drive (I} =
= KHALED (K2)

| 4 items

ww

There are other views but normally you will use Details or one of the Icon
views.

TIP: If you have difficulty seeing the icons you can use the Large or Extra
large icon views.
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{1 Before continuing set the View type to Details.

Using the Windows Explorer scroll bar

1 When you first start the Windows Explorer the screen will look something like
this. In the example shown, the Libraries folder is selected by default.

-

1% Computer

&, win7 (C)

a Local Disk (D:)
@ Local Disk (E:)
a Local Disk (F:)
a Local Disk (G:)
ca Local Disk (H:)
#% CD Drive (I.)

m

cﬁ Network

4 items

P (o

- -
—— G -
\w)\ar) ‘fd » Libraries » v | 45 ’ l Search Libraries pel ‘
File Edit View Tools Help
Organize v New library &+ i l@r
2| Recent Places - Libraries
Open a library to see your files and arrange them by folder, date, and other properties.
4 Libraries
n - h =
b @ e g}
*@ Homegroup > <3 <> <
Documents Music Pictures Videos

1 Use the vertical Scroll Bar to scroll up to see the contents at the top of the

left side of the window. You will see something like this.

-

= [E [

& Downloads

2| Recent Places

4 Libraries

) Homegroup

1% Computer

&, win7 ()

a Local Disk (D:)

s Local Disk (E:)

a Local Disk (F:)

a Local Disk (G:)

ca Local Disk (H:)

#°% CD Drive () -

4 items

P

. -
—— E Py -
) e “,.3 » Libraries » v | 45 | | Search Libraries pe [
File Edit View Tools Help
Organize ¥ New library e v [l @
- Favorites Fu Libraries
Bl Desktop Open a library to see your files and arrange them by folder, date, and other properties.

\\ & S m

( J) .
<< <& < s g
Documents Music Pictures Videos
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Expanding and contracting drives and folders

[l Double click on the Drive C icon.

4 £ Win-7 (C)

The screen will change as illustrated.

w [&, » Computer » Win7(C) » - Search Win 7 (C)

File Edit View Tools Help

Organize = Share with « Mew folder B » O .@.

-

i Favorites v | Intel | Perflegs
Bl Desktop F' | Filefolder F' File folder
4 Downloads
| Recent Places i Program Files | Program Files (x86)
fll Filefolder fll Filefolder
. Libraries
= i Users Windows
fll Filefolder ‘ File folder
' Q@ Homegroup
% dfinstall
- S Text Document
M |
M Computer | 0bytes

&, Win7 (C)

a Lecal Disk (D)
cw Local Disk (E:)
cu Local Disk (F)
—w Local Disk (G2)
o Local Disk (H:)
#=8 CD Drive (I:)

‘?j Metwork

7 items

The contents of the C drive (your hard disk) are displayed within the right
side of the window. In the example shown the folders contained on the hard
disk have a folder shaped icon, as below.

[1 Double click on the dive C: icon again and the folder structure on your hard
disk will expand again, as illustrated.
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4 18 Computer
4 £, Win-7 [C)
> CISCO_CCNA
H
Intel

Learning Data
PerfLogs
Program Files
Users
Windows

*—a Local Disk (Dx) -

You will notice the folders displayed in the left side of the window are
prefixed with one of the following shapes.

Click on one of the dark triangle shapes.

i

You will see that it then changes to the shape below.

The shape below indicates that when you click on it, the folder substructure
will expand to display the subfolder(s) contained within the parent folder.

The shape below indicates that when you click on it, the expanded folder
substructure will contract to just display the parent folder.

i

Experiment with clicking on both the expanding and contracting icons and
view the effect on the structure displayed on your screen.

Before continuing close the Windows Explorer program and then restart it.
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Types of Windows Explorer icons

[0  Your screen should look like this:

r

m@g

& Downloads

Pragram Files (x86)

1© Recent Places | Program Files i

File folder File folder

4 Libraries
o i | Users Windows
= F File folder | ‘ File folder

ﬁ% Homegroup

L] Computer
£, win7 ()
J Intel
. Perflogs
. Program Files
. Program Files (xB€

J Users

; Windows
a Local Disk (D:)
= Local Disk (E:)

&

e

6 items

.ﬂﬁ‘ - - . —e H - rl .. |
)% | » Computer » Win7 (C) w |4 Il Search Win 7 (C:) pel
@(\JL——rvi—_ﬁ?# — T—[_- JL*—-—“— —
File Edit View Tools Help

Organize = Share with - New folder 3=~ @

. E|
0 Favorites ' 1 Intel i PerflLogs
Bl Desktop §ll File folder File folder

1 Scroll up the screen and select the Users folder icon.

L

File Edit View Tools Help

Share with + MNew folder

Include in library =

Organize =

-

45y Favorites MName Date modified Type
Bl Desktop au S 9/30/20136:35 PM  File folder
4. Downloads J Public 7/14/200912:45 AM  File folder

12 Recent Places

» ) Libraries

m

> @& Homegroup

M Computer

4 £, Win7(C)
> g0 Intel
> | PerfLogs

» . Program Files
» . Program Files (xB€
I i Users
>0 Windows
» —a Local Disk (D:)
» —a Local Disk (E:)

l 2 items State: 38 Shared
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71 Double click on the Users folder icon and you will see that the Users folder
collapses, to just display the Users parent icon in the left side of the window.

[+ Computer s Win 1 C ey 0 B

File Edit View Tools Help

Organize Include in library Share with Burn New folder

=

Bl Desktop o Name Date modified Type

4 Downloads
& S 13/02/201312:56 ...  File folder

. Public 14/07/2009 10:48 ... Filefolder

@
‘= Recent Places

4 Libraries
3 @ Documents
3 J}l Music
D@ New Folder
I [ Pictures
3 i Videos

[ d Homegroup

a2 Computer
o &, Win-7 (<)
b g Intel
> . Learning Data
./ Perflogs I

> .. Program Files

‘ 4 Users
P ge CS
b 1y Public
bl Windows
[ a Local Disk (D¢) -

’ 32 items State: 28 Shared

(1 Click on the Windows folder. You will see the Windows parent folder
displayed in the left side of the screen, with the contents of the Windows
folder (i.e. files and subfolders) displayed on the right side of the window.

-
|| File Edit View Tools Help (|
' Organize = Includein library = Share with = Burn Compatibility files New folder == = [ @
I 4% Favorites Name ° Date modified Type Size i
l Bl Desktop . addins 14/07/2009 7:52 AM  File folder
& Downleads . AppCompat 14/07/2009 5:37 AM  File folder
“El Recent Places . AppPatch 14/07/2009 7:56 AM  File folder
.. assembly 18/04/201311:30 ...  Filefolder
4 [ Libraries J. Boot 14/07/2009 7:52 AM  File folder
2 @ Documents . Branding 14/07/2009 7:52 AM  File folder
4 Jz‘ Music o C5C 09/12/201211:08 ...  Filefolder
4 @ New Folder = . Cursors 14/07/2009 7:52 AM  File folder
I [ Pictures .. debug 09/12/201211:13 ... Filefolder
i BE Videos .. diagnostics 14/07/2009 7:52 AM  File folder
.. DigitalLocker 14/07/2009 7:56 AM  File folder
3 q@ Homegroup .. Downloaded Program Files 14/07/2009 7:52 AM  File folder
.. ehome 14/07/2009 10:50 ... File folder
28 Computer L. en-Us 14/07/2009 7:56 AM  File folder
4 £ Win-7 (C) la Fonts 18/04/2013 11:27 .. Filefolder
b Intel L4 . Globalization 14/07/2009 10:54 ... File folder
[ |y Learning Data .. Help 14/07/2009 7:56 AM  File folder
Ji Perflogs L IME 14/07/2009 7:56 AM  File folder
> . JJ Program Files o inf 16/05/2013 8:09 AM  File folder
[ Ju Users L. L25chemas 14/07/2009 7:52 AM  File folder
‘ I | Windows Ji LHSP 09/12/2012 9:58 PM  File folder
[ = Local Disk (D:) = .. LiveKernelReports 23/03/2013 10:15 ... File folder -
’ 97 items
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Scroll down the contents within the right side of the window and soon you will
see a variety of different icons representing different types of files.

T
@@ . v Computer » Win-7 (C:) » Windows » - |4y Search
._ B e et e ——
Eile Edit View Tools Help
Organize = Include in library = Share with + Compatibility files MNew folder f== l@l
¢ Favorites il Mame Date modified Type ize o
B Desktop [ _default 11/06/200812:42 ... Shortcut to MS-D... 1KE
4 Downloads £ | AccMling 09/12/2012 9:59 PM  Configuration sett... 2KB
"Z) Recent Places 1% AGTCOMM.DLL 22/09/199912:38 ...  Application extens... 28 KB
. ‘;‘:4‘( Anti-Porn.v17.5.2.15-patch 07/03/2012 5:38 PM  Application 318 KB
=] Libraries £ | avisplitter 27/10/2008 8:00 PM  Configuration sett... 1KB
= [ bfsve 14,/07/2008 4:14 AM  Application 64 KB
j Documents PP
J’. Music __| bootstat.dat 16/05/2013 8:04 AM  DAT File 66 KB
dferror 15/05/2013 8:57 AM  Text Document 3KE
gﬂ MNew Folder = f—
{ =] Pictures 3 _ DtcInstall 09/12/201211:08 ...  Text Document 2KB
= EasyLingo.MIF 09/12/2012 9:59 PM  MIF File 3KB
' B videos | kasyLing
I | & Eleathe 03/03/20131:42 PM  Bitmap image 10 KB
-l explorer 14/07/2009 4:14 AM  Application 2,552 KB
I *& Homegroup e PP
("7 fveupdate 14,/07/2008 4:14 AM  Application 14 KB o
P PP
/8 Computer @ HelpPane 14/07/2008 414 AM  Application 486 KB
£, Win7 () Z hh 14/07/2009 4:14 AM  Application 15 KB _
Intel __| mib.bin 14,/07/2008 1:58 AM  BIN File 43 KB i
| Leaming Data bl | £ | msdfmap 11/06/2008 12:19 ...  Configuration sett... 2KB
Perflogs 4y NFCHS 01,/03/2013 9:01 AM  Application 120 KB B
| Program Files Nj notepad 14/07/2009 414 AM  Application 176 KB
Users | PFRO 15/05/2013 859 AM  Text Document 5KB
Windows ﬁ regedit 14/07/2009 4:14 AM  Application 389 KB
< Local Disk (D) il |&5| Retafte 01/03/2013 2:01 AM  Bitmap image 10 KB i
] RHIEl Indl dll 124209011 5:01_AM__Annlication aviens 1.A50 KPR
} 97 items
= — e ——— J
You should be able to see the following icon displayed.
= explorer 1470772009 4:14 AM  Application 2552 KB

This is a program icon. Double click on this and you will run the Windows
Explorer program.

Drives, Folders and Files

0

U

When accessing a hard disk, whether it is local to your machine or perhaps
located on a network, Windows uses a system of drive letters to serve as
logical pointers to the different physical drives you have access to. From each
drive letter it is possible to access all of your files stored on that particular
physical drive.

If all of the files were held together in one place on each drive, the system
would be very difficult to use because of the sheer number of files involved.
To help organise your files it is possible to create folders (also referred to as
directories) to help divide and even sub-divide the files stored within the
various logical drives available. A system of hierarchical folders within folders
which represent your hard disk are often referred to as the folder (directory)
tree, in the same way the very top of the file system is known as the root
folder (directory).

Finally, at the very end of this structure are the various files which we use.
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Data storage devices

1 Hard Disk: Stores your operating system, application programs and data.

When you save data, it is normally saved to the hard disk.

Diskette (floppy disk): The original IBM PC did not have a hard disk, the
operating system, programs and data had to be contained in one or two
diskettes. Later a hard disk was added, after which point diskettes were used
for supplying programs which could be installed (i.e. copied) to the hard disk,
or you could back up small amounts of data to the diskette. Most modern

PCs are no longer supplied with a diskette drive, due to the fact that diskettes
are unreliable and are easily damaged. They only hold very small amounts of
data.

CD / DVD: These have largely replaced diskettes as a way of supplying
programs. They can hold a lot more data.

USB Flash Drives: These are small, stick-like devices that plug into a USB
port. They can stores Gigabytes of information and are an easy way to
transfer data from one computer to another. There are security
considerations attached to use of these devices as it is easy to copy large
amounts of data to these devices and then take that information out of the
office, for this reason many companies ban the use of these devices. When
using a USB flash drive the drive is listed within the Windows Explorer
program in exactly the same way that your hard disk is. It will have a drive
letter associated with it.

|

'y imation ==

Network Drives: Seen by your computer as a normal drive, but in reality
the network drive is a folder located on another computer which is connected
to the network.

File sizes and disk storage capacities

[

Each file stored on a disk is a certain size. Some files such as those that only
contain text are very small while others containing applications or high videos
can be enormous. The capacity of storage disks is often quoted in Gigabytes.

The basic storage unit is called a bit. The relationship between storage
values is illustrated below:

Bit:
1 or O level of storage is called a Bit
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Byte:
Eight bits is called one Byte

KB, Kilobyte:
A Kilobyte (KB) consists of approximately one thousand Bytes

MB, Megabyte:
A Megabyte (MB) is approximately one million Bytes

GB, Gigabyte:
A Gigabyte consists of approximately one thousand Megabytes

TB, Terabyte:
A terabyte (TB) is approximately one thousand Gigabytes

Online Storage

[J

With the advent of high speed internet connections it is now possible to store
your files online. This allows you to access your files from any computer with
an Internet connection. If you wish you can also give permission for other
people to access your files, for example you could allow family members to
access your digital photo collection.

Manipulating folders

Navigating to the sample files folder

[

The sample files and folders have been installed into a folder called
Cheltenham Courseware. The subfolder structure of this sample folder
looks like this.

4 Cheltenham Courseware

4 Vista Level 1
Compressed files
Copying files - one
Copying files - two
Counting files
Deleting files
File extensions
File status
File types
Find me
Hiding
Moving files - ocne
Moving files - two
Renaming
Selecting files
Sorting files

To navigate to this sample folder and files, right click on the Start button
(bottom-left of the screen). From the popup menu displayed select the
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open Windows Explore command, which will display the Windows Explorer
window.

—~ e -~ . — o . o Dadlie  aow
)l |,3 » Libraries i v |45 ]_"s:':hlzb':n:‘s o

File Edit View Tools Help

Organize v New library 6« @ @
- : S
/T Favorites — Libraries
M Desktop Open a library to see your files and arrange them by folder, date, and other properties.

& Downloads =
2| Recent Places ‘ 8| ‘ﬁ L m
N <o ¥ <o W

5 Libraries Documents Music Pictures Videos

m.

+& Homegroup

1™ Computer

&, win7(C)

= Local Disk (D:)

a Local Disk (E:)

a Local Disk (F:) L=
ca Local Disk (G:)

ca Local Disk (H:)

#°% CD Drive (I.) -

4 items

ekl

(1 Use the scroll bars within the left side of the window to scroll up the folder
display. You should now be able to see the folder called Cheltenham
Courseware.

5 - . ® - -—
@lef_ » Computer » Win7 (C) » v | 43 H Search Win 7 (C:) pel ‘
File Edit View Tools Help
Organize v Share with v New folder = ~ O @
) -
0 Favorites 3 | ‘ Cheltenham Courseware CISCO_CCNA
Ml Desktop File folder \ File folder
& Downloads
7= Recent Places I Intel I Perflogs
File folder File folder
4 Libraries ] .
| | Program Files I Program Files (x86)
g File folder | Filefolder
+& Homegroup i
| | Users Windows
1% Computer File folder \ File folder
& win7 (C
— @ »  dfinstall . Persi0.sys
. Cheltenham Courseware | Text Document f“: System file
|| CISCO_CCNA | 0bytes | 155Mme
, Intel | 5]
., Perflogs
., Program Files
.. Program Files (x86)
.. Users
Windows
ca Winxp (D) =
10 items
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1 Double click on the Cheltenham Courseware folder and you will see the

following displayed.

r

4 M Computer
4 £, Win7(C)
4 || Cheltenham Courseware
4 ) WinT levell

» 1) Compressed files

m

» . Copying files - one
. Copying files - two
* 1) Counting files
> . Deleting files
. File extensions
. File status
» . Filetypes
. Find me
. Hiding
» . Moving files - one
. Moving files - two
* ., Renaming
¢ 1 Selectina files
1 item

I

[=]
A B SREEE SREE e
@l'\_/nv| . v Computer » Win7 (C:) » Cheltenham Courseware » v [ +4 | Search Cheltenham Coursewa p'
File Edit View Tools Help
Organize + Include in library « Share with + Mew folder B== il @
i Name . Date modified Type Size
) Homegroup | Win7 level 1 10/10/20139:23 AM  File folder

[l The samples for this course are contained within the folder called Win 7 level

1.

4 | Win7 levell
. Compressed files
, Copying files - one
. Copying files - two
. Counting files
J Deleting files
, File extensions
) File status
. File types
, Find me
, Hiding

Creating a folder

m

[1 Select the folder called Win 7 Level 1.

01 Right click on the Win 7 Level 1 folder and from the popup menu displayed
click on the New command. A submenu is displayed, click on the Folder

command.
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4 Chelten ) )
P Win7 Open in new window

Cor Share with 3
Cof B Addtoarchive...
Cof B  Addto "Win 7 level Lrar"
Col 2 Compress and email...
Dele B Compressto "Win 7 level Lrar” and email
File 5| Shared Folder Synchronization k
File Restore previous versions
File =4 Powerl50 3
Find '® Scanwith ESET NOD32 Antivirus
Hid Advanced options 3
Moy Include in library 3
Mo
Ren Send to k
Selg Cut
Sort Copy

CISCO_

Intel Delete

Perflog Rename
Chel Mew » I Folder |

i File f Properties Eﬁ Briefcase

1 You will see a new folder is created and displayed within the left side of the
Windows Explorer window.

iy

Maoving files - one
Moving files - two
Mew Folde
Renaming

Selecting files

1 You can type in the new name and press the Enter key. In this case type in
the name My new folder and press the Enter key. Your screen will now look
like this.

Moving files - one
Moving files - two
My new folder
Renaming

Selecting files

Creating a subfolder

(1 Select the folder called My new folder. Create a new subfolder, under this
folder called My backups. Your screen will now look like this.

My new folder
My backups

Fenaring
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Good practice when naming files or folders

(1 Use meaningful names for your files and folders. If you do this then when
you access the file or folder at a later date, then just by looking at the file
name you will be able to tell what the file or folder relates to.

[ If a file or folder relates to a particular organisation you could include the
name of the organisation within the name. If the file or folder relates to a
particular purpose such as accounts or sales, then again you could include

this information within the name.

1 Sometimes it may be useful to include date or
name. This is particularly useful when naming
photographs taken with a digital camera.

Renaming a folder

year information within a file
files and folders that contain

[ Select the folder called My backups and you will see the selected folder

displayed like this:

R R R

. My new folder
. My backups

. Renaming

{1 Press the F2 key and the folder will now
be displayed like this.

B It BT

, My new folder

Note: You can’t name a folder or file using
any of these\ /: *¥?“<> |

A file name can't contain any of the following characters:
N et 2

, Renaming

NOTE: This is called editing mode. You can edit the file name by typing in a

new name.

1 Type in My old backups for the new file name. When you press the Enter

key you will see the following.

| Moving Ties - two
. My new folder

. My old backups
. Renaming

, Selecting files

TIP: You can use the same technique to rename files.

Deleting a folder

[l Select the folder called My old backups.

[l Press the Del key. You will see the following d
are about to delete the folder.

ialog box warning you that you
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Delete Folder &J
1_- Are you sure you want to move this folder to the Recycle Bin?
3
- My cld backups

‘ Date created: 15/03,/2007 10:59 AMM

| Yes | | Mo

.

0 Click on the Yes button and the folder will be deleted.

TIP: The folder is not actually deleted; it is moved to the Recycle Bin. If you
realise that you have accidentally deleted the wrong file, or if you simply
change your mind, you can normally retrieve the deleted file from the
Recycle Bin.

WARNING: Files are not held in the Recycle Bin forever and in some cases
when you delete a file it may be permanently deleted and not even go to the
Recycle Bin. Be very carefully about deleting files. If in doubt do not delete
a file!

We will see more about the Recycle Bin later.

Displaying folder details

71 Click on the folder called Win 7 Level 1 (displayed within the left side of the
Windows Explorer), as illustrated.
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Kol )« Win7(C) » Cheltenham Courseware » Win7 level1 » -

File Edit

Organize =

View Tools Help

Include in library «

i Mame

Share with =

Mew folder

-

> ¥ Homegroup

4 M Computer
L, Win7 (C)

4 | Cheltenham Courseware

4 | WinT7 levell

>

3

. Compressed files
. Copying files - one
. Copying files - two
. Counting files

. Deleting files

. File extensions

. File status

. File types

. Find me

. Hiding

. Moving files - one
. Moving files - tweo
. Renaming

. Selectina files

15 items

m

. Compressed files
. Copying files - one
. Copying files - two
. Counting files

. Deleting files

. File extensions

/ File status

| File types

. Find me

, Hiding

. Moving files - one
. Moving files - two
. Renaming

J Selecting files

| Sorting files

Date modified

10/10/2013 9:23 AM
10/10/2013 9:23 AM
10/10/2013 9:19 AM
10/10/2013 9:23 AM
10/10/2013 9:23 AM
10/10/2013 9:23 AM
10/10/2013 9:20 AM
10/10/2013 9:24 AM
10/10/2013 9:21 AM
10/10/2013 9:21 AM
10/10/2013 9:24 AM
10/10/2013 9:22 AM
10/10/2013 9:24 AM
10/10/2013 9:24 AM
10/10/2013 9:22 AM

Search Win 7 level 1

Type

File folder
File folder
File folder
File folder
File folder
File folder
File falder
File folder
File folder
File folder
File folder
File folder
File folder
File falder

File folder

L1

(1 You will see the subfolders contained within the Win 7 Level 1 folder
displayed on the right side of the window. For each subfolder, you can see

the folder name and the date last modified.

1 Move the mouse pointer over the folder called Counting files. After a short
delay, you will see the following popup, displaying more details about the
folder, such as the total size of the folder contents. Slowly move the mouse
pointer down the list of folders and you will see details displayed for the other

folders.

Mame

-

, Compressed files

. Copying files - one

J Copying files - two

. Counting files

Date modified

15/03/2007 10:27 ...  File
15/03/2007 10:20 ...  File
14/03/2007 5:59 PM  File
15/03/2007 10:20 ...  File

Typ

| Deletin
! Fileex{

£
Date created: 14/0

46 607 SNAT 4.0 File

3/2007 7:00 PM |

Size: 1.65 ME File
| File statd® I5MET2ITInzT .. File
File tunes 15/03/2007 10:20 .. File

01 Right click on the folder called Counting files. From the popup menu

displayed select the Properties command.
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=

Name Date modified
| Compressed files 15,/03/2007 10:27 ...
, Copying files - one 15/03/2007 10:20 ...
J Copying files - two 14/03/2007 5:59 PM
Explore
Open
Browse with Paint Shop Pro
Search...
Share...

Restore previous versions
Scan
Send To 4

Cut
Cepy

Create Shortcut
Delete

Rename

Properties

This will display even more information about the folder, such as the fact that
the folder contains 15 files. Click on the OK button to close the dialog box.

| . Counting files Properties Iﬁ
General |Sharir1g I Security | Previous Versions Custumize|
]. Cournting files
Type: File Folder
Location: CAChettenham Courseware®\Vista Level 1
Size: 1.65 ME (1,735,076 bytes)
Size on disk:  1.68 ME (1,769,472 bytes)
Cortains: 15 Files, 0 Folders
Created: Yesterday, 14 March 2007, 7:00:54 PM
Attributes: Advanced...
| ok || cancel Apply
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Manipulating files

Viewing file details

11 Click on the Counting files folder (within the left side of the window). You
will see the files within this folder displayed in the right side of the window,
as illustrated. You can view the file name, date modified, file type and file

size.
(=] &1
- - —
@Uv| ;¢ WinTlevell » Counting files » - | 4 | | Search Counting files 2 I
File Edit VYiew Tools Help
Organize » Include in library + Share with » Mew folder ==+ [ IZE]
= | Name : Date modified Type Size
* |7 Libraries i8] About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
kel] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
s .pa Homegroup | computer desk 27/02/2007 6:52 AM  JPEG Image 35 KB
| Dog 15/03/2007 10:32 ... JPEG Image 103 KB
48 Computer = Dolphin 15/03/2007 10:32 ... JP-EG Image 35 KB
B & Hotel 15/03/2007 10:01 ... Bitmap Image STT KB
40 Win7 (C) =l & ' . i - -
= || B Office Clipboard 28/01/2007 4:16 AM  Microsoft Office ... 97 KB
“ @8 Cheltenham Courseware () Parts of a computer 28/02/20071:00 AM  Microsoft Office P... 431 KB
44 Win7 levell 55| Raft race 15/03/200710:32 ..  GIF Image 147 KB
. Compressed files | River 15/03/200710:32 ...  JPEG Image 130 KB
. Copying files - one @J Sales chart 6/03/2007 5:16 AM  Microsoft Office E... 12KE
. Copying files - two E'J Sales details 7/03/2007 6:52 AM Microsoft Office E... 10 KB
> | Counting files 3] Stock 8/03/2007 2:27 AM  Microsoft Office E... 12KE
| Deleting files € | Web page 15/03/2007 1015 ...  HTML Document 1KB
| Maersns 1) Zipped file 15/03/2007 1018 ...  Compressed (zipp... 25KE
. File status
, File types
. Find me
. Hiding
. Moving files - one
| Movina files - two | < LU
1 item

1 Move the mouse pointer over (but do not click on) the file called Dolphin.
You can see from the Type column that this is an image file. After a short
delay you will see a popup displaying more information about the image,
such as the dimensions of the image.

=

MName Date modified

B4 About computers 5/02/2007 5:29 4
EH] Charts 15/03/2007 1:08
k= | computer desk 27/02/2007 6:52
= Dog 15/03/2007 10:3
i=| Dolphin 15/03/2007 10:3
= H 5/03/2007 10:0

= Type: JPEG Image R

L 5 01/ :
.J © Rating: Unrated 8_{01_'200? s
e Dimensions: 512 % 384 28/02/2007 1:00
%% Ra Size: 345 KB 5/03/2007 10:3
= River 15/03/2007 10:3

Slowly move the mouse pointer down the list of files and see what additional
information is displayed about other types of files when you point to a file.
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1 Click on the file called Dog. This is an image file and you will see a preview of
the image in the bottom-left section of the window.

@Ov| ;% WinTlevell » Countingfiles »

. Moving files - ene

. Movina files - two

Dog Date taken
JPEG Image Tags
Rating:

-
Eile Edit View Teols Help
Organize = Include in library + Share with - Mew folder '@'
+ Name = Date modified Type Size
- Libraries @About computers 5/02/2007 5:29 AM  Microsoft Office ... 29KB
ke Charis 15/03/2007 1:08 AM  Microsoft Office P... 57 KB
#& Homegroup || computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
|i=| Dog 15/03/2007 10:32 ...  JPEG Image 103 KB
18 Computer |i=! Dalphin 15/03/2007 10:32 ... JF-'EG Image 35KB
.,i_f, Win7 (C) . %HDFﬂ . 15/03/2007 10:01 ... Bn.:map Image- 577 KB
= B 0ffice Clipboard 28/01/2007 4:16 AM  Microsoft Office ... 97 KB
) G G (<A Parts of a computer 28/02/2007 1:00 AM  Microsoft Office ... 431 KB
ipWnZle el 5 Raft race 15/03/200710:32 ... GIFImage 147 KB
. Compressed files [=] River 15/03/200710:32 ... JPEG Image 130 KB
. Copying files - one | & sales chart 65/03/2007 516 AM  Microsoft Office E... 12 KB
. Copying files - two i2) Sales details 7/03/2007 6:53 AM  Microsoft Office E... 10 KB
| Counting files ‘@J Stock 8/03/2007 2:27 AM Microsoft Office E... 12 KB
| Deleting files & | Web page 15/03/2007 10:15...  HTML Document 1KB
| File extensions 1, Zipped file 15/03/2007 10:18 ... Compressed (zipp... 25 KB
. File status
. File types
, Find me
J Hiding

< |

: Add atag

L1

: Specify date and time t... Dimensions: 864 x 576

Size: 102 KB

1 Right click on the selected file and from the popup menu displayed select the
Properties command.

MName Date modified Type Size
@About computers 5/02/2007 5:29 AM Microsoft Office ... 29 KB
B Charts 15/03/2007 1:08 AM  Mlicrosoft Office P... 57 KB
= computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
=] Preview JPEG Image 103 KB
=0 o JPEG Image 35KB
L ! Bitmap Image 577 KB
i) Buat Microsoft Office ... 97 KB
[T Rotate Clockwise Microsoft Office P... 431 KB
B Rotate Counterclockwise SIAITR LYLE
(= JPEG Image 130 KB
[EN Set as Desktop Background Microsoft Office E... 12 KB
[ENE: s Microsoft Office E... 10 KB
(e can Microsoft Office E... 12KB
£ Open With > HTML Document 1KE
13 Restore previous versions Compressed (zipp.. KB

Send To 3

Cut

Copy
[ Create Shortcut b

Le and Delete
Rename
Properties
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[ This will display the Properties dialog box for the selected file, displaying
even more detailed information about the file. Click on the OK button to

close the dialog box.

& Dog Properties @

General | Security | Details | Previous Versions

- Dog
Type of fle:  JPEG Imaage (jpag)

Opens with: |2 Windows Photo Galleny

Location: CM\Cheltenham Courseware®\Vista Level 1"Counting
Size: 102 KB (104,742 bytes)
Size on disk: 104 KB {106,456 bytes)

Created: Today, 15 Manch 2007, 2 hours ago
Madified: Today, 15 March 2007, 2 hours ago
Accessed: Today, 15 March 2007, 2 hours ago

Attributes: iy [] Hidden

Ok ] [ Cancel Spply

Sorting the file list within the Windows Explorer

0 Within the left section of the window, select a folder called Sorting files.

g Ry D

J Sorting files

1 Move the mouse pointer to the word Name displayed at the top of the first
column of information.

Marme * Da
& | Web page 15,
2] 5ales details mn
B 5ales chart hil

01 Click once. Click a few more times. Each time you click the list is ordered A-
Z or Z-A, as illustrated.
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— e —
Mame : - | Dater MName . Datet
IIl_!ﬂ.ﬂkbout computers 5/02/: 1, Zipped file 15/03,
<] Charts 15/03, & | Weh page 15/03,
| computer desk 27/02, i3] Stock 8/03/
| Dog 15/03, £3l] Sales details 7/03/.
= Dolphin 15/03, i3] Sales chart 603/

. | B 0Office Clipboard 28/01, . | [=River 15/03,

.| E]Parts of a computer 28/02, 5| Raft race 15/03,
57 Raft race 15/03, £ Parts of a computer 28/02,
= | River 15/03, i) Office Clipboard 28/01,
i3] Sales chart 6/03/: = Dolphin 15/03,
2] Sales details 7403/ = Dog 15/03,
i3] Stock 8/03/2 = computer desk 27,02,
£ Web page 15/03, £ Charts 15/03,

1) Zipped file 15/03, i) About computers 5/02/.

Move the mouse pointer to the words Date Modified displayed at the top of
the second column of information. Repeated clicking on this will reorder the
display in ascending or descending date order.

Move the mouse pointer to the word Type displayed at the top of the third
column of information. Clicking on this will sort the files by type, as
illustrated.

-

Name Date modified Type Folder

1) Zipped file 15/03/2007 10:18 ...  Compressed (z..  Sorting files (
57 Raft race 15/03/2007 10:32 ... GIFImage Sorting files (
£ | Web page 15/03/2007 10:15 ...  HTML Docum...  Sorting files {
| computer desk 27/02/2007 6:52 AM JPEG Image Sorting files (
=|Dog 15/03/2007 10:32 ...  JPEGImage Sorting files (
= Dolphin 15/03/2007 10:32 ...  JPEG Image Sorting files (
= River 15/03/2007 10:32 ...  JPEG Image Sorting files (
2 Sales chart 6/03/2007 5:16 AM Microsoft Offi...  Sorting files (
i3] sales details 7/03/2007 6:53 AM Microsoft Offi...  Sorting files
2] Stock 8/03/2007 2:27 AM Microsoft Offi..  Sorting files (
5| Charts 15/03/2007 1:08 AM  Microsoft Offi...  Sorting files (
£ Parts of a computer 28/02/2007 1:00 AM  Microsoft Offi...  Sorting files
) About computers 5/02/2007 5:29 AM Microsoft Offi..  Sorting files (
i) Office Clipboard 28/01/2007 416 AM  Microsoft Offi..  Sorting files (

TIP: In the example illustrated, the Type column is not wide enough to
display the information within it. To make the column wider, move the
mouse pointer to the vertical line separating the top of the Type and Folder
column. You will see the mouse pointer changes to the shape of a small
cross with arrows pointing left and right. Press the mouse button and drag
the column border to the right and when you release the mouse button the
column will be wider. The column will then look like this. You may also have
to make the program window itself wider to display the information!
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Name

1, Zipped file
%% Raft race

£ | Web page
i computer desk
=|Dog
i=|Delphin

= | River
i3 sales chart
i) sales details
) stock
£ Charts

£ Parts of a computer
] Ahout computers

] Office Clipboard

Date modified

15,/03/2007 10:18 ...
15/03/2007 10:32 ...
15/03/2007 10:15 ...
27/02/2007 6:52 AM
15/03/2007 10:32 ...
15,/02/2007 10:32 ..,
15,/03/2007 10:32 ...
6,/03/2007 5:16 AM
7/03/2007 6:53 AM
8/03/2007 2:27 AM
15/03/2007 1:08 AM
28/02/2007 1:00 AM
5/02/2007 5:29 AM
28,01,/2007 416 AM

Type

Compressed (zipped) Folder

GIF Image

HTML Document

JPEG Image

JPEG Image

JPEG Image

JPEG Image

Microsoft Office Excel Worksheet
Microsoft Office Excel Worksheet
Microsoft Office Excel Worksheet
Microsoft Office PowerPoint Presentation
Microsoft Office PowerPoint Presentation
Microsoft Office Word Document
Microsoft Office Word Document

Fold

Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort
Sort

1 You can use the Size column to sort the files according to their file size.

Recognising common file types

1 View the contents of the File types folder.

J File status

. File types
J Find me

[l This folder contains a range of different file types.

m

MName

4L Hotel

1, Zipped file
%= Raft race
€ | Web page

Date modified

15/03/2007 10:01 ...
15/03/2007 10:18 ...
15/03/2007 10:32 ...

15/03/2007 10:15 ..

| Art

= | computer desk
= Dog
i—|Dolphin

| River

£ Accounts 2003
3] Accounts 2004
i3] Accounts 2005
i3 Accounts 2006
II\—iﬂ.ﬂ«ccounts 2007
i) sales chart
i3] Sales details
II\—ijStocll:

£ Charts

£2l] My Presentation

§=F]Parts of a computer

14/03/2007 5:48 PM
27/02/2007 6:52 AM
15/03/2007 10:32 ...
15/03/2007 10:32 ...
15/03/2007 10:32 ...
15/03/2007 9:24 AM
15/03/2007 9:28 AM
15/03/2007 9:27 AM
15/03/2007 9:26 AM
15/03/2007 9:26 AM
6,/03/2007 5:16 AM
7/03/2007 6:53 AM
8/03/2007 2:27 AM
15/03/2007 1:08 AM
14/03/2007 5:49 PM
28/02/2007 1:00 AM

Type E Size Tags
Bitmap Image 577 KB
Compressed (zipp... 25 KB
GIF Image 147 KB
HTML Decument 1KB
JPEG Image 9 KB
JPEG Image 36 KB
JPEG Image 103 KB
JPEG Image 35KB
JPEG Image 130 KB
Microsoft Office E... 10 KB
Microsoft Office E... 13 KB
Microsoft Office E... 27 KB
Microsoft Office E... 10 KB
Microsoft Office E... 12 KB
Microsoft Office E... 12 KB
Microsoft Office E... 10 KB
Microsoft Office E... 12 KB
Microsoft Office P... 5T KB
Microsoft Office P... 38 KB
Microsoft Office P... 431 KB

1 Common file types include.

Application (executable) files:
These are files that contain programs and which you can ‘run’. If you select
an executable file within the Windows Explorer and double click on it, then

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS PAGE 108

the file will run the program within it. There are many different types of
executable files. Mostly we will be interested in running application program
files that contain our programs, such as a word processor or a spreadsheet
program. Do not confuse the executable files with the data files. If you look
within the Windows folder on your hard disk you will see a number of
application files, as illustrated below.

=a explorer Application 2,801 KB
® | fueupdate Application 15 KB
@ HelpPane Application T17 KB
EE hh Application 17 KB
L_| mib.bin BIM File 43 KB
£ | msdfrmap Configuration sett... 2 KB
j notepad Application 189 KB
| PFRO 9/30/2013 8:36 AM Text Document 15 KB
@ regedit T/13/2009 5:39 PM Application 417 KB

As you can see from the illustration above, provided that you view the files
within the Windows Explorer in Details view, then the file type is normally
listed. In the case above you can see it is listed as an Application, i.e.
executable file.

| Bxtra Large Icons

| Largelcons

a2l Mediurn Icons

Ir

Small Icons
S5 List
== Details

Lo [ Tiles

= Content

Text Documents: —
As the name suggests text documents contain only text. No pictures or
formatting information can be stored in a text-only file.

.

Bitmap Images: ==

This is a type of picture format.

GIF Images:
This is a type of picture format.

—

JPEG Images: ==
This is a type of picture format.

Eﬂ
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These are documents created using the Microsoft Word, word processing
program.

Microsoft Office Excel Worksheet:
These are documents created using the Microsoft Excel spreadsheet program.

-
Microsoft Office PowerPoint Presentation: —1
These are document created using the Microsoft PowerPoint presentation
program.

Microsoft Office Access Database: tﬂ
These files are created using the Microsoft Access Database program.

'
HTML documents: —
These are documents formatted for displaying on a Web site.

Zipped (compressed) files: !
These are compressed files. You compress files to save disk space or to
make them smaller when you send them via an email attachment.

Adobe Acrobat PDF files:

PDF is short for Portable Document Format. This format was introduced by a
company called Adobe and can be created by a program called Adobe
Acrobat. The idea of PDF files is that you can create file with your own
particular make and version of software, such as a word processor or
spreadsheet and then save the file as a PDF formatted file. This PDF file can
then be viewed by anyone using a free PDF reader, such as the Adobe
Acrobat Reader program. To put it another way, if someone procures some
artwork in a program such as Adobe Photoshop, they can save the file in PDF
format, send it to you and you can then view the file, without the need to
have the Photoshop program installed on your computer. PDF files are a way
of exchanges documents. There are many other products that will create PDF
files for you as well as the full versions of the Adobe Acrobat program. Often
you can create PDF files which have a much smaller files size compared to
the original format. This makes PDF files ideal for storing documents on a
web site, or for attaching as files to emails.

Audio files MP3:

There are files that store sound, normally music or speech. The icon used to
display these files will vary according to what programs you have installed to
play your music files.

Video files: AVI, Video files - MPG & WMV (Windows Media Video)
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These are different types of file formats used to store Video. The icon used to
display these files will vary according to what programs you have installed to
play your video files.

Temporary files: cheltenhamn. tmp

These files, as the name implies, are normally created as temporary files
which are deleted after use. Both Windows and application programs can
create temporary files which are used to store information on a temporary
basis and which are deleted when they are no longer used. If the computer
crashes you may find that some files which were meant to be temporary are
present as they were not automatically deleted.

Selecting multiple files

1 Within the left side of the window, click on the folder called Selecting files.
. Renaming

. Selecting files
| Sorting files

[l This will display the following files.

MName Date medified Type Size
& | Web page 15/03/2007 10:15..  HTML Document 1KB
i3] sales details 7/03/2007 6:53 AM  Microsoft Office E... 10 KB
i3] Sales chart 6/03/2007 5:16 AM  Microsoft Office E... 12 KB
] Stock 8/03/2007 2:27 AM  Microsoft Office E... 12 KB
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB
i) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
e=|Deolphin 15/03/200710:32 ... JPEGImage 35KE
= computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
£ Charts 15/03/2007 1:.08 AM  Microsoft Office P... 57T KB
i) Office Clipboard 28/01/2007 4:16 AM Microsoft Office .. 97 KB
i=|Dog 15/03/200710:32 ... JPEGImage 103 KB
| River 15/03/200710:32 ... JPEGImage 130 KB
5% Raft race 15/03/200710:32...  GIFImage 147 KB
bl Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

Click on the file called Sales details. This will select that file, as illustrated.

Marme Date medified

£ | Web page 15/03/2007 10:15 ...
k5] Sales details 7/03/2007 6:53 AM
£5] Sales chart 6/03/2007 5:16 AM
5] Stock 8/03/2007 2:27 AM

1, Zipped file 15/03/2007 10:18 ..
[l . -

Click on another file, such as Charts. The second file will be selected and the
first file de-selected, as illustrated.
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Mame Date modified

& | Web page 15/03/2007 10:15 ...
h_ilj Sales details 770372007 6:53 AM
i3 Sales chart 6/03/2007 5:16 AM

=] stock 8/03/2007 2:27 AM

1, Zipped file 15/023/2007 10:18 ...

. | B About computers 5/02/2007 5:29 AM
&= Dolphin 15/03/2007 10:32 ...

| computer desk 27/02/2007 6:52 AM

£ Charts 15/03/2007 1:08 AM
] Office Clipboard 28/01/2007 4:16 AM
= M 152 £ 00T 10.22

TIP: Selecting multiple files is useful as once you have selected multiple files,
you can manipulate all the files at the same time, rather than one file at a
time, as we will see later.

To select more than one file you need to use a trick. Click on the file called
Dog. Then press the Ctrl key (and keep it pressed). Then click on the file
called Sales Details. Finally click on a file called Raft race. Release the
Ctrl key and all three files will remain selected, as illustrated.

. —

Name Date modified Type Size Tags
£ | Web page 15/03/2007 10:15...  HTML Document 1KB
"ﬂ Sales details 7/03/2007 6:53 AM Microsoft Office E... 10 KB
3 Sales chart 6/03/2007 5:16 AM Microsoft Office E... 12 KB
2 Stock 8/03/2007 2:27 AM  Mlicrosoft Office E... 12 KB
1, Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB
) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29 KB
| Delphin 15/03/2007 10:32...  JPEGImage 35KB
= computer desk 27/02/2007 6:52 AM  JPEG Image 36 KB
58] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57T KB
] Office Clipboard 28/01,2007 4:16 AM  Microsoft Office ... 9T KB
=|Dog 15/03/200710:32...  JPEGImage 103 KB
| River 15/03/200710:32...  JPEGImage 130 KB
%= Raft race 15/03/2007 10:32 ...  GIFImage 147 KB
£28] Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB

Click on a different file and the multiple files are no longer selected.

Sometimes you may wish to select a block of files that are displayed next to
one another. To do this we use a different trick. First list your files in
alphabetical A-Z order by clicking at the top of the Name column. Your files
are listed as illustrated.
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=

Name Date modified T
i8] About computers 5/02/2007 5:29 AM M
£] Charts 15/03/2007 1:08 AM M
| computer desk 27/02/2007 6:52 AM JF
=|Deog 15/03/2007 10:32.. N
i=|Delphin 15/03/2007 10:32...

» | ¥ Office Clipboard
£ Parts of a computer

28,/01/2007 416 AM M
28/02/2007 1:00 AM M

5| Raft race 15/03/2007 10:32... G
= | River 15/03/2007 10:32...  JF
i3 sales chart 6/03/2007 5:16 AM M
@ Sales details 7/03/2007 6:53 AM P
@J Stock 8/03/2007 2:27 AM P
£]Web page 15/03/200710:15 ... F

{i Zipped file 15/03/2007 10:18 ... C

(1 Click on the file called Dog. Press the Shift key and keep it pressed. Click
on the file called River and then release the Shift key. All the files between
the first and second file that you clicked on remain selected, as illustrated.

e, ——,

Mame : Date modified Type Size
) About computers 5/02/2007 5:29 AM  Microsoft Office ... 29KB
Ee] Charts 15/03/2007 1:08 AM  Microsoft Office P... 57T KB
| computer desk 27/02/2007 &:52 AM  JPEG Image 36 KE
| Dog 15/03/2007 10:32 ...  JPEG Image 103 KB
| Dolphin 15/03/2007 10:32 ...  JPEG Image 35KE
i) Office Clipboard 28/01/2007 416 AM  Microsoft Office ... 97 KB
k¢t Parts of a computer 28/02/2007 1:00 AM  Microsoft Office P... 431 KB
57| Raft race 15/03/2007 10:32 ... GIF Image 147 KB
i[i=] River 15/03/2007 10:32 ... JPEG Image 130 KB
@J Sales chart 6,/03/2007 5:16 AM Microsoft Office E... 12 KB
@J Sales details 7,/03/2007 6:53 AM Microsoft Office E... 10 KB
“_5"_1 Stock 8/03/2007 2:27 AM Microsoft Office L... 12 KD
& | Web page 15/03/2007 10:15 ...  HTML Decument 1KB
1) Zipped file 15/03/2007 10:18 ...  Compressed (zipp... 25 KB

11 Click on a different file and the multiple files are no longer selected.

TIP: These tricks using the Shift or Control keys also work when selecting
multiple folders.

Counting the number of files, files of a particular type in a folder

"1 Display the contents of the folder called Counting files.
[ First list your files by type by clicking at the top of the Type column.
11 Select all the JPEG image files as illustrated.
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e,

-

MName Date modified Type
& Hotel 15/03/200710:01 ...  Bitmap Image
1) Zipped file 15/03/2007 10:18 ...  Compressed (zipped) Folder
5°| Raft race 15/03/200710:32...  GIFImage
€ | Web page 15/03/2007 10:15..  HTML Document
| computer desk 27/02/2007 &:52 AM  JPEG Image
i=|Dog 15/03/200710:32 ...  JPEG Image
i=|Delphin 15/03/200710:32 ...  JPEG Image
= River 15/03/200710:32 ...  JPEG Image
i3] Sales chart 6/03/2007 5:16 AM  Microsoft Office Excel Worksheet
i3] sales details 7/03/2007 6:53 AM  Microsoft Office Excel Worksheet
] stock 8/03/2007 2:27 AM

Fr Y -

Microsoft Office Excel Worksheet

1 As you can see there are four JPEG image type files. If there were a lot more
you can use a trick to count up the number of selected files. Right click over
the selected files and you will see a popup menu. Click on the Properties
command which will display a dialog box. Within the dialog box it tells you
how many files you have selected, as illustrated.

' Dolphin, .. Properties

(S

General | Details

4 Files, O Folders

1 Close any open dialog boxes.

Changing file attribute status

71 Display the contents of the folder called File status.

Folders

. Counting files
. Deleting files
. File extensions

, File status

Lot

01 Click on a file called Sales chart. Right click on this file and from the popup
menu displayed select the Properties command. This will display the
Properties dialog box for the selected file.
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* | Sales chart Properties ﬁ

General |Sec:uﬁt'_.r | Details | Previous Versions

b Sales chart
5 ales cha

Type of file:  Microsaft Office Bxcel Worishest ()

Opens with: [, Microsoft Office Excel [ Change... ]
Location: CMChettenham Courseware'\ista Level 14File status
Size: 11.2 KB (11,532 bytes)

Size on disk: 120 KB (12 288 bytes)

Created: Today, 15 March 2007, 3 hours ago
Modffied: Tuesday. & March 2007, 5:16:18 AM
Accessed: Today, 15 March 2007, 3 hours ago

Atrbutes:  [TIHead-onli  [7] Hidden

[ OK ][ Cancel ] Apply

.

71 In the Attributes section of the dialog box you can click on the Read-only
check box.

Mrbues:  [Feadon) [ Hdden ‘

[l This will mark the file as read-only. Try it now and then press the OK button
to confirm the action.

NOTE: If you make a file read-only you can still delete the file (by selecting it
and pressing the Del key). However if you were to open the file then the file
would open without any problem, but if you edited the file you would have
the save the file using a different file name as the original file name is
marked read-only.

1 Use the same technique to mark the file read/write again, and after closing
the properties dialog box, re-open the dialog box to confirm this change.
Close all open dialog boxes before continuing.
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Renaming files

.1 Display the contents of the folder called Renaming.

[l Select the file called Stock. Press the F2 key and type in a new file name
called Stock Levels. Press the Enter key to confirm the file renaming.

NOTE: Normally you just see the file name without what is called the file
name extension. The file name extension is normally 3 or 4 letters, preceded
by a dot (period). For instance a text-only file has a file name extension of
TXT.

WARNING: To keep the display simple and uncluttered the file name
extensions are not normally displayed within the Windows Explorer. If you
do see the file name extension displayed, be very careful not to alter the
extension when you are renaming a file.

Windows can use the file name extension to tell what sort of file type a

particular file is. If you change the extension Windows may no longer
understand how to process a particular file!

Deleting files

.1 Display the contents of the folder called Deleting files.
[ Select the file called About computers. Press the Del key to delete the file
and you will see the following.

Delete File [
1—- Are you sure you want to move this file to the Recycle Bin?
¥
- About computers

Type: Microsoft Office Word Document
Authors: David Murray

- Size: 281 KB

Date modified: 5/02,/2007 5:29 AM

| Yes | | Mo

e

01 Click on the Yes button to confirm the deletion. The file appears to be
deleted but is actually moved to the Recycle Bin. The Recycle Bin is an area
on your hard disk used to store files that you have deleted.

TIP: If you wish to delete a file completely rather than send it to the Recycle
Bin, press the Shift key while you are deleting the file. Use this trick with
caution as you will NOT be able to recover the file once you have
deleted it!
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Restoring files and folders from the Recycle Bin

1 Click on the Show Desktop icon (displayed at the bottom left of your screen

next to the Start button).

Show desktop

8:19 AM I

[l This will allow you to see the Recycle Bin icon on the Windows Desktop.

-
&
e

Recycle Bin

.1 Double click on the Recycle Bin and you will see the following.

Organize » Empty the Recycle Bin

¢ Favorites i LT_‘ About Computers
1= Microsoft Office Word Document

B Desktop 0 bytes
& Downloads

= Recent Places

=l Libraries
3 Documents
.J“- Music
)| New Folder
= Pictures

B videos

m

Ha- Homegroup

1M Computer
&, win-7 (C)
—a Local Disk (D:)
= 1 item
)

&

SIS
f\F;i., 7‘ £ » RecycleBin - |¢’ | | Search Recycle Bin Lo |
File Edit View Tools Help
Restore all items B 0 @

TIP: You may see lots more files contained within the Recycle Bin. If so
ignore the other files, just concentrate on the file we have just deleted.

[l To restore the About Computers file, first select the file and then click on
the Restore this item command displayed towards the top of the window.
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J

wycle Bin Restore this itermn

= About Computers
|-'-'—:.' Microsoft Office Word Document
0 bytes

The file will no longer be displayed within the Recycle Bin. Close the Recycle
Bin. Click on the Show Desktop icon again and you should see the Windows
Explorer window with the file that you deleted once again displayed.

Emptying the Recycle Bin

[J

Experiment with deleting more files within the Deleting files folder. Open
the Recycle Bin. If you want to permanently remove files from the Recycle
Bin rather than restoring them (i.e. un-deleting them), then click on the
Empty Recycle Bin button displayed within the Recycle Bin.

Empty the Recycle Bin

Copying and moving files

The Windows Clipboard

0

The Windows Clipboard is an area of memory used for moving or copying
items from one place to another. There are a number of Clipboard related,
keyboard shortcuts which you should memorise.

Ctrl+X - Moves the selected item to the Clipboard.
Ctrl+C - Copies the selected item to the Clipboard.
Ctrl+V - Pastes the item from the Clipboard.

Moving files between folders

0
[

Display the contents of the folder called Moving files - one.

Select a file called About computers. Press Ctrl+X. This cuts (i.e. moves)
the selected file to the Clipboard.

Select the folder called Moving files - two. Press Ctrl+V. This will paste
the contents of the Clipboard to the selected folder.

Experiment with selecting multiple files and moving them from one folder to
another.

TIP: You can use the same technique for moving entire folders from one
place to another.
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TIP: You can use the same technique for moving a file from a folder on one
disk to a folder on another disk.

Copying files between folders

U
U

J

Display the contents of the folder called Copying files - one.

Select a file called About computers. Press Ctrl+C. This copies the
selected file to the Clipboard.

Select the folder called Copying files - two. Press Ctrl+V. This will paste
the contents of the Clipboard to the selected folder.

Experiment with selecting multiple files and copying them from one folder to
another.

TIP: You can use the same technique for copying entire folders from one
place to another.

TIP: You can use the same technique for copying a file from a folder on one
disk to a folder on another disk.

Backups

[J

Within a business environment you will nhormally use a computer that is
connected to a network. In many cases your important data files will be
automatically backed up for you and stored securely elsewhere on the
network. You need to check with your IT support people that backups are
performed automatically.

In many small businesses or organisations little or no attention is given to the
need to backup your data, until the day your computer breaks down or gets
stolen, at which point you may have lost years of data.

If the data you produce is important it is your responsibility to make sure
that it is regularly backed up.

You can backup across a network or to a removable device attached to your
computer. You can copy your files to a CD or DVD disk and then store these
safely. Alternatively you may have the facility to backup to a tape device.
Many people backup data to so called ‘memory sticks’. Memory sticks are
small devices you can plug into your computer sockets, within the Windows
Explorer they look just like a normal drive and have a drive letter assigned to
them.

Whatever backup method you use, there are three basic principles when it
comes to backups.

Off site storage: It is no use backing up your data to say a DVD, and
leaving the backup copies next to your computer. If your computer gets
stolen, chances are the backup disks will also get stolen. Always store your
backups offsite.
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Regular backups: Perform separate backups on a regular basis. Even if one
of the backups contains an error, the chances are that the rest will be OK.

Check the backup: Every so often just check that you can restore the
backed up data to a computer. Do not overwrite the latest version of your
data with an earlier version, just simply check that the backup mechanism
has not been corrupted. Also check what has been backed up.

Online Backups

(1 Many copies now backup data online. This may be over the private Local
Area Network, to an offsite server that is owned by the company. This has
the advantage that backup data is easily access by everyone that needs
access within the company so that backups can be shared when necessary.

0 Many companies now have automated backups that back up over the
Internet, on some cases to servers in different countries that are house in
secure bunkers. This makes the backed data almost impossible to lose,
although storing your data in a different country may raise data protection
issues in some countries.

Backing up data to a removable drive

[ If you have a memory stick available, insert the memory stick into one of the
‘USB’ sockets on your computer. You will see the AutoPlay window
displayed.

o AutoPlay | =HAC X

~ Removable Disk (F)
-

o Transfer musu:
.

[ ¥ Impu:urtpicb_lres
;II ng Windows

I_ 'u'le W plcb.lres

N‘E
@FIEI\ plcb_lres. .
%T[_?'.”.SEFEETE?_._

@
A\Jgfe videos

General options

m

Open folder to view ﬁles

i using Windows Explo P

Set AutoPlay defaults in Control Panel
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0 Click on the Open folder to view files option. This will open the Windows
Explorer allowing you to copy files to this device. You can select the files
within one of your sample folders and press Ctrl+C to copy the file to the
Clipboard.

(1 Select the removable drive and press Ctrl+V to paste the contents of the
Clipboard to the removable drive.

418 Computer
B, 050
- =a RECOVERY (D}
-3 DVD RW Drive (E)
- = Removable Disk (F:)
- ¥ Network

File compression

What is file compression?

[l File compression lets you make the size of files smaller. This is useful when
you need to save space on a disk or when you are sending a file as an email
attachment and you want to keep the size of your attachments as small as
possible.

Extracting compressed files

[ Display the contents of a folder called Compressed files. This folder
contains a single file called Zipped file, as illustrated.
e —

-

Mame Date modified Type
1, Zipped file 15/02/2007 10:18 ...  Compressed (zipped) Folder

11 Select the file called Zipped file. Double click on this file and the Zipped file
will decompress and display 3 files which were compressed and stored within
the Zip file.

-
@-v-ﬂ « Win 7 levell » Corpressed files » Zipped file ~ [ 4| [ Search zi

File Edit VYiew Tools Help

Organize * Include in library ~ Share with = Mew folder

=
o~

= = MName
- Fawvorites

Bl Desktop E) My sales chart
& Downloads E My Sales detalis 0/10,/20
5| Recent Places EH] My Stock 10/10,/201

m

I - Libraries

*% Homegroup

1M Computer
&L Win7 (C)
Cheltenham Courseware
Win 7 level 1
Compressed files
Zipped file
Copying files - one
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Compressing files

[

Select all the files within the File Types folder. Right click over the selected
files and from the popup menu displayed select the Send To command.
From the submenu, click on the Compressed (zipped) Folder command.

27T KB

ice .. 10 Preview
=l 3 Print
ice ... 97
ice P... 431 Rotate Clockwise
147 Rotate Counterclockwise

130
ice E... 12
ice E... 10 Sean
ice E... 12

Set as Desktop Background

o 1 Send To b | 1, Compressed (zipped) Folder
1ent 1 cut Ml Desktop (create shortcut)
zZipp... 25 :
Zipp Copy |_,\ Documents
= Drag-to-Disc Drive (E)
Create Shortcut ) Fax Recipient
b3 _J Mail Recipient
Rename 3 DVD RW Drive (E:)
Properties Remowvable Disk (F:)

The selected files will be compressed into a single file. You can type in a new
name for the ZIP file, in this case called i.e. My backups.

Disk formatting

1 WARNING: These notes relating to formatting are just for reference.

DO NO FORMAT A DISK UNLESS
SPECIFICALLY DIRECTED TO DO SO
BY YOUR TUTOR.

The hard disk inside your computer is formatted ready for use when you first
purchase your computer. You can think of formatting a disk as printing lines
on a notepad so that you can later write on the notepaper. When PCs were
first introduced they all had floppy disk drives rather than the CD/DVD drives
that we are familiar with today. There are still many PCs with built-in floppy
disk drives and you can insert a removable floppy disk into these drives.
Floppy disks are generally supplied pre-formatted, but sometimes it may
become necessary to reformat the disk.

WARNING: If you format a disk then you will lose any data contained on
that disk. Formatting wipes a disk clean!

To format a removable disk, first open the Windows Explorer (by right
clicking on the Start button and from the popup menu displayed, selecting
the Explore command).

0 Select the removable disk you wish to format, as illustrated.
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Folders
4 Bl Desktop
: |ﬁ Dave
Public
4 /M Computer
&, 05 ()
- —u RECOVERY (D:)
- &4 DVD RW Drive (E2)
- e Rermovable Disk (F:)
- ¥ Network

] Control Panel

£ Recycle Bin

[ Right click in the disk you want to format and from the popup menu
displayed, select the Format command.

Lieeke [l

Exnand
iy

Open AutoPlay..

Search...

Explore

Open

Browse with Paint Shop Pro
Share...

Open as Portable Device

Scan
Format...
Eject

Safely Rernove

0 You will see the Format Removable Disk dialog box, as illustrated.
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Format Removable Disk (F:) ﬁ

Capacity:
1.95GB -|

Eile system
|FAT (Default) -|

Allocation unit size

[32 kilobytes - ]

[ Restore device defaults

Volume label

Format options

[7] Quick Farmat

Create an M5-DOS startup disk

Start ] [ Close

[l To start the format process click on the Start button, but remember that if
you do this you will lose any data contained on the removable disk. You will
see a warning dialog box.

Format Remaovable Disk (F:) @

I_ WARNIMNG: Formatting will erase ALL data on this disk.
L5 Toformat the disk, click QK. Te quit, click CANCEL.

| QK | [ Cancel

TIP: Never use the Quick Format option. While this option is very quick,
the results may be unreliable.
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Searching for data

Viewing recently accessed files

(1 Click on the Start button and then click on the Recent Items command. You
will see a submenu allowing you to click and open recently opened files.

oD

Computer Mozilla

E‘-{ﬂ MPC-HC

P Adobe Reader XI >

1 Documents
P;, Microsoft PowerPoint 2010 4

WU Microsoft Word 2010 »

Al
OF Microsoft Outlook 2010 »
L=

‘;J Paint 3

&:; Format Factory

Pictures

Music

Games

Recent Items

Computer (] 22
= Chrysanthemum

.| Camtasia Studio 7 >

- Control Panel Untitled

Jl Getting Started » ‘ " %/ Untitled2
=N Devices and Printers .| Untitled3
E’ Calculator |Ra| Untitled4

Default Programs A
| UntitledS

E Microsoft Access 2010 > Help and Support % Untitled6
| Untitled7

> AllPrograms
l@_] Win7 Part 2
T Win7 Part2
18] Win7 Part 2

Searching for files on your hard disk

0 There are several ways to perform a search. One way is to type in the search
box at the top of any open window or in the search box on the Start menu.
When you start typing, the search begins automatically.

_— Camtasia Studio 7

Control Panel

Getting Started

Devices and Printers

Calculator

Default Programs

Microsoft Access 2010 Help and Support

All Programs

l IS:‘: rch programs and files p e ‘
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1 Or using the Search dialog box by clicking on keys H+ F

- — —

A:ul@

= I - ——
Qv—)| 7 » Search Results - | 5 [Il Search 2|

File Edit View Tools Help

To begin, type in the search box

U To find a file called Password, you would type in the name of the file into
the dialog box, as illustrated. You will see that additional information is now
displayed within the dialog box.

<0 B |

o

File Edit View Tools Help Add a search filter
Kind: Date medified: Type: Size:
== L

Organize » Save search
v E . it MName Date modified Type Size Folder
- Favorites -
Bl Desktop | password 10/9/201310:13 PM Text Document 1KB Desktop (ChUsers..
4. Downloads E powerpoint_password_recovery_trial  9/27/20135:35 PM  Application 7641 KB Programs (Ch\User...

il Recent Places
Search again in:

- Libraries i Libraries ua. Homegroup (88l Computer Custom... @ Internet

e@ Homegroup

m

1M Computer
&, win7 (C)
—a Local Disk (D:)
a Local Disk (E)
a Local Disk (F)
a Local Disk (G:)
—a Local Disk (H:) =
8 CD Drive ()

p 5 items

71 Click on the Search in File Contents icon and you will see the following
displayed.
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' [ = |

pa 5;word|

GO > seorpesus s -]

File Add a search filter

Kind:  Date modified:

=

Edit View Tools Help
Size:
T

Type:

Organize + Save search

* Mame Date modified Type Size Folder

0 Favorites
Bl Desktop
& Downloads

| password 10/9/201310:13 PM

E powerpoint_password_recovery_trial  9/27/2013 5:35 PM

Text Document 1KB Desktop (ChUsers..

Application 7.641 KB Programs (C\User...

=l Recent Places
Search again in:

- Libraries (= Libraries Q@ Homegroup (M Computer Custom... @ Internet

Q@ Homegroup

m

L) Computer

&L win7 (C)

a Local Disk (D:)
a Local Disk (E)
= Local Disk (F)
a Local Disk (G:)
ca Local Disk (H:)
&8 CD Drive (L)

m L

TIP: You may want to resize the window so that the window is wider. You
may also want to resize the columns so that you can see the Folder location
(i.e. the folder in which the file is stored).

Double clicking on the file will display the file contents, as illustrated.

[
G » seven et » -
File Edit View Tools Help
Organize + ] Open = Share with + Save search =~ [ @
& Eavorites MNarme Date modified Type Size Folder
Bl Desktop | | password 10/9/201310:13 PM  Text Document 1KB Desktop (C:\Users... |
& Downloads B powerpoint_password_recovery_trial  9/27/2013 5:35 PM Application 7,641 KB Programs (C:\User...
I Recent Places E password - Notepad @@g
— e File Edit Format View Help
- Libraries

Q@ Homegroup

m

Ll Computer

& win7(C)

—a Local Disk (D:)
u Local Disk (E)
= Local Disk (F)
= Local Disk (G:)
—a Local Disk (H:)
¥4 CD Drive (L)

password
Text Document

—

iThe secret code password number for my online banking access is

X9374NNY437 .

1 Close all open windows.

FOR USE AT THE LICENCED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




WINDOWS 7 BASICS PAGE 127

Advanced searching by file size

{1 Press on #+ F You will see the following dialog box displayed.

EE)
l\:/\JI | , » Search Results v |"? | || L
| Show only: E-mail  Document  Picture  Music  Other Advanced Search-ﬁ§ﬁ-|

To begin, type in the search box

To search more of your computer, use Advanced Search.

[l Then put the mouse pointer on the search box displayed top-right of the

window. This will display the following options a drop down menu, then select
the command ‘Size’ from that menu

-

e - ’ - _— PO cslE \

QQ | 7 » Search Results v ‘ 3 ' ol [

File Edit View Tools Help password
aero

win
To begin, type in the search box

Add a search filter

Kind: Date modified: Type: | Size:

1 Then another menu is displayed as shown below.

>l
5ize:| % |
Empty (0 KB)
Tiny (0 - 10 KB)
Small (10 - 100 KB}
Medium (100 KB - 1 MB)
Large (1 - 16 MB)
Huge (16 - 128 MEB)
Gigantic (=128 ME)
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O Select small command. This will allow us to find all files with a file size from
10 to 100 KB.

5izr::| % |

Empty (0 KB)

Tiny (0 - 10 KB}

[smalt 10 - 100 kB)

Medium (100 KB - 1 ME)

Large (1 - 16 MB)

Huge (16 - 128 ME)

Gigantic (»128 MB)

[l The search begins automatically and you will see a list of all files between 10
to 100 km

[l Close the search dialog box.

Advanced searching by date

| Press on g <= F You will see the following dialog box displayed.

7

. » - P 5l

Q@v‘ » » Search Results v | +y ’ [ search )
File Edit View Tools Help

To begin, type in the search box

[l Enter the search word ‘Windows’ in the search box.
0 Then click on the ‘Date modified’' command.

— ol e

windows % |

=

| Add a search filter
Kind: | Date modified: IT;.-'pr:: Size:
—t

[l This will display the advanced options including the Date searching options.

|windnws datemodified: % |

| Select a date or date range:

1 October, 2010 4

Su Mo Tu We Th Fr Sa

1 2 3 4 5
6 7 8 9 10fif}12
13 14 15 16 17 18 19
20 21 02 3 M4 25 %
27 18 2 30 3

A long time ago
Earlier this year
Earlier this month
Last week

Earlier this week

Yesterday
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{1 Then you can select any specific date from ‘Select a date or date

range’ section.

EEIT)

windows datemodified:3,/12,/2010

#,

| Select a date or date range:

1 2

7 8 9
14 15 16
A 22 23
28 29 30

1 Farch, 2010
S5u Mo Tu We Th

3 4

10 11 ¢

17 18
24 25
Eil

53

i13

20
27

A long time ago
Earlier this year
Earlier this month
Last week

Earlier this week

Yesterday

[ After select the date, the search will begin automatically. If you look
carefully at the search results you will find that only files with the word
‘Windows' in the file name and files that were created on that specified

date (12, March 2010) are listed.

01 Close the search dialog box.

Advanced searching by file content

1 You can search for a file if you know the file name. In real life you may

create a document and remember what is in the document, but not

remember where you saved the document, or what the file was. The good
news is that you can search for file content. For instance let’s say you
created a document continuing an unusual word or phrase, such as xyzzy,

and then this can be used to find the file.

[1 First we don't remember where the location of that document so we will
search on all computer files, thus first we will open the computer window.
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a0 o
© 9 I

File Edit View Tools Help

Organize « Systemn properties Uninstall or change a program Map network drive  » ;,‘i > [ @
0 Favorites — “ Hard Disk Drives (6)
B Desktop Win 7 (C) Local Disk (D:)
& Downloads T o — 2
o 21.2 GB free of 40.0 GB Q:-:l/ 13.3 GB free of 20.0 GB
=l Recent Places
Local Disk (E:) Local Disk (F:)
o C em—— —
& Libraries S 276 GB frec of 59.5 GB €507 15.5 GB free of 59.5 G
Local Disk (G:) Local Disk (H:)
& Homegroup - — E— - — E—
S 142 GB free of 595 GB S0 654 GB free of 59.5 GB

m

. Computer
& win7(C)

—a Local Disk (D:) $ Floppy Disk Drive (A:) '(“3 CD Drive (T:)
—a Local Disk (E}) % ‘ang;

—a Local Disk (F:)
—a Local Disk (G:)
a Local Disk (H:)
-8 CD Drive ()

4 Devices with Removable Storage (2)

“! Metwork

. | C5-PC Workgroup: WORKGROUP Memaeory: 2.00 GB
‘ | Processor Intel(R) Pentium(R) 4 C...

. Then click on the search box on the top-right of the computer window.

Search Computer gl

: drive

1 Then type your search phrase into the search box, xyzzy, as illustrated.

Add a search filter
Date modified:

Size:

=
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[ After write your search phrase, xyzzy, win7 will start search automatically
and you will see a search progress bar, displayed across the top of the
window.

ﬁ-’ ) » Search Results in Computer

el \\4/

File Edit View Tools Help
Organize v Save search E v A @

i Favorites (| Searching...
B Necktnn ‘ ‘

1 Eventually, you should see the file containing the specified contents,
displayed in the right hand section of the window.

File Edit View Tools Help

Organize = Save search E ~ @
J Favorites 4 Name Date modified Type
M Desktop ] mine sweeper 1/05/2007 11:45 AM Microsoft Office .
& Downloads Search again in:
=] Recent Places = Libraries  a Homegroup Custom... @ Internet o] File Contents

[ As you can see the file is called Mine sweeper. Double click on this file to
open it, and you will see information about a cheat that used to work in the
Windows Mine Sweeper game.

1 Close the Word document and close the Search dialog box before continuing.

Advanced searching using partial file names and specific locations

. Sometimes you may not remember the exact file name. Take an example
were we know the file name starts with the word Swim, but we cannot
remember the rest of the name. Windows will still be able to find the file for
us.

1 Right click on the Start button and then click on the ‘open Windows
Explore’ command to open Windows Explorer.

Properties
Open Windows Explorer
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In the left side of the dialog box, click on the word Computer.

= ¥ Libraries »

File Edit View Tools He
Organize * Mew library

-
47,7 Favorites i

B Desktop
4 Downloads

=l Recent Places
I |4 Libraries

P t@ Hormegroup

4 (M| Computer
I e win /(L)
I =g Local Disk (D:)

The screen will change as illustrated.

| e
<18 I )

Map network drive > - - [ @

Organize = System properties Uninstall or change a program

0 Favorites — 4 Hard Disk Drives (6)
B Desktop Win 7 (C) Local Disk (D)
& Downloads w —— 2
1.2 GEB free of 40.0 GB S0 133 GB free of 200 GB

J= Recent Places

Local Disk (E:) Local Disk (F:)
T e—— >

e Libraries 07 776 GB free of 9.5 GB S0 455 GB free of 595 GB

Local Disk (G:) Local Disk (H:)
*d Homegroup - — — —

| S0 14 6B free of 595 GB 07 6.22 GE free of 59.5 GB

.o 7 . .
1% Computer 4 Devices with Removable Storage (2)

& win1(c)

- Local Disk (D) $ Floppy Disk Drive (4:) .(“’ CD Drive (1)
a Local Disk (E) = =5

= Local Disk (F2)
a Local Disk (G:)
a Local Disk (H:)
§=% CD Drive (I}

‘i Metwork

. | CS-PC Workgroup: WORKGROUP Memory: 2.00 GB
& | Processor Intel(R) Pentium(R) 4 C...

Select the disk you want to search, in this case, the Hard Disk. In the
search box type in the word swim, as illustrated.
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swirm|

Add a search filter

Date modified:  Size:

=

[l The search will then find the following file.

[P =)
KIJR » seachResutsinComputer » [ 4]

File Edit View Tools Help
Organize = Save search = [l @

*  Name Date modified Type Folder
|i=| Swimnming in the sea 15/03/2007 10:32 ... JPEGImage Hiding (C\Cheltenh...

[ Favorites

Bl Desktop

& Downloads Search again in:

| Recent Places = Libraries o Homegroup Custom... @ Internet |o] File Contents
= Libraries

) Homegroup

m

' M Computer

£ winT(C)
a Local Disk (D:)
a Local Disk (E:)
a Local Disk (F:)
= Local Disk (G)
a Local Disk (H:)
¥4 CD Drive (E)

‘Ihj Metwork

p 1items

T Double click on the file (actually called Swimming in the sea). You will see
the following picture.

{1 Swimming in the sea - Windows Photo Gallery E@I&J

File v Print v Emal Bun v QOpen v (2]

1 Close all open windows.
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Searching for afile using wildcards instead of the full name

1 In some cases we may only know part of the name, in which case we can use
wild cards.

For example:

To search for all files whose names start with z
we would search for z*

To search for all files whose names start with za
we would search for za*

To search for all files whose names start with za
and contains 5 characters
we would search for za???

To search for all Microsoft Excel files whose names start with za
and contains 5 characters
we would search for za???.xls

[l Use this information to search all the subfolders under your samples folder

for any files whose names start with the letters sa.
11 Close the Search dialog box, once the search is complete.
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Printing Issues

Selecting a printer

1 In many larger organisations you may have the choice of printing to more
than one printer. To see which printers are available you can use the Control
Panel. To do this click on the Start button and then click on the Control
Panel.

@) Paint
- Computer

e’ Easylingo

. . N
- Camtasia Studio 7 -

Control Panel

Change settings and customize the functionality of your computer. ]
.é}_ Epic Pen
— Default Programs

&:;ﬂ Format Factory

Help and Support

(% Cisco Packet Tracer Run...

» All Programs

- - .- L . . B
"O&)‘@ » Control Panel » - | +5 W Search Control Panel yel »

File Edit View Tools Help

Adjust your computer’s settings View by: Category ¥

User Accounts and Family Safety
® Add or remove user accounts
& Set up parental controls for any user

= System and Security
'\_1;9 Review your computer's status
& Back up your computer
Find and fix problems

Network and Internet
&I Connect to the Internet
- View network status and tasks
Choose homegroup and sharing options

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods

, / Hardware and Sound
d Change display language

ﬁ Add a device

Programs

Uninstall a program

Ease of Access
Let Windows suggest settings
Optimize visual display

0% F &

T

P
=

[J  Within the Hardware and Sound section click on the Printer link.

Hardware and Sound

ﬁ‘ Liew devices and printers ]
Add a device

1 You will see a screen similar to the following.
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File Edit View Tools Help
Add a device Add a printer

4 Devices (2)

B N

SyﬁcMaster

4 Printers and Faxes (5)

Microsoft XPS \LJ mark X654de HP LaserJet 4250
Document Writer OneNote 2007 (MS) PCL6

, 7 items

S 1)

O In this example the Lexmark printer is set as the default printer. The
default printer is marked with a tick.

Lexrnark X554 de
(M5)

NOTE: You will have different printers installed.

Changing the default printer

[ To set a different printer as the default printer, right click on the printer icon
you wish to set as the new default printer. Click on the Set as Default
Printer command.

Open
HP Laser Open in new window
PC

See what's printing

I Set as default printer I

Printing preferences

Printer properties
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71 In this example we have changed the HP printer to become the default

Installing a new printer on the computer

printer.

HP Laseret 4250
PCLG

0

U

Click on the Start button and then click on the Control Panel.

Click on the

Printer link within the Hardware and Sound section. Click on the Add a

printer button.

@‘(-Jv C';‘;, <« Hardware and Sound » Devices and Printers »

7

|| File Edit View Tools Help

Il Add a device I Add a printer I

Start the Add Printer Wizard, which
helps you install a printer

4 Devices (2)

You will see the following dialog box.

) o= Add Printer

Choose a local or network printer

<% Add a local printer

installs USE printers when you plug them in.)

or wireless printer is turned on.

Use this option only if you don't have a USE printer. (Windows automatically

2 Add a network, wireless or Bluetooth printer
Make sure that your computer is connected to the network, or that your Bluetooth

Cancel

If the printer is attached directly to your computer, click on the Add a local
printer option. If your printer is on a network use the second option. In this
example use the Add a local printer option. You will see the following dialog

box. Select a port or use the default and click on the Next button.
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@ &% Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a
printer,

@ Use an existing port: [i_PTl: (Printer Port) i v

(71 Create a new port:

Local Port

[ Mext ][ Cancel ]

{1 The next screen allows you to select a make and model of printer to install.

E=)

@ o= Add Printer

Install the printer driver

{ Select the manufacturer and model of your printer. § your printer came with an installation
=4 disk, click Have Disk. K your printer is not listed, consult your printer documertation for
- compatible printer software.

Manufacturer || Prirters a

Apollo L E5¥ Brother MFC-5800J USE

Brother ¥ Brother MFC-7220 USB W

Canon ¥ Brother MFC-7225N 1USE i

Citizen ML= j Brother MFC-7420 USB -
y This driveris digitally signed. [ Windows Update ] [ Hawe Disk._.. ]

Tell me why driver signing is important

[ MNext Jl Cancel ]

TIP: You may have to insert a disk to install a printer that Windows does not
know about.

After you have selected a make and model, click on the Next button.

[l The next screen allows you to give the printer a name. Accept the name
displayed or type in a new name. Then click on the Next button.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



WINDOWS 7 BASICS PAGE 139

- - Nl e Nl
@ = Add Printer

Type a printer name

Printer name: Brother MFC-7420 USB

This printer will be installed with the Brother MFC-7840N driver.

l Next J[ Cancel } ‘

{1 Then it will ask you if you want to share your printer or not.
Sharing a printer means that it can be used by anyone on your network

(LAN). In this case chose the first option "Do not share this printer” as
we don’t want anyone use this printer.

w2 = Add Printer

Printer Sharing

If you want te share this printer, you must provide a share name. You can use the suggested name or
type a new one. The share name will be visible to other network users,

() Share this printer so that others on your network can find and use it

INext ][ Cancel
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01 The final screen allows you to test that the printer is correctly installed and
connected. Click on the Print a test page button.

) ™= Add Printer

You've successfully added Brother MFC-7420 USB

To see if the printer is working correctly, or to see troubleshooting information for the printer, print
a test page.

Print a test page

Finish ]| Cancel

e

[1 Click on the Finish button.

Printing from an application

71 Once the printer is correctly connected and installed, you normally print from
within your applications. For instance, if you have written a memo within a
program such as Microsoft Word 2010, you would simply click on the file
tab and then select the Print command.
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(] —
Home Insert Page Layout References Mailings Review

|l save
Print
Save As @
B e : Copies: 1 -
Print
J Close

Info Printer

./ Brother MFC-7420 USB

Recent ) Ready T

Printer Properties
Mew

Settings

m Print All Pages

g Print the entire document

Save & Send
Pages:
e J Print One Sided .
1 Only print on one side of the page
:] Options b =
:= Collated
] -
B et uul.z_.a 123 123

j Portrait Orientation -

Al
21 emx29.7 cm

Marmal Margins
H— Left: 254 cm Right: 254 cm

J 1 Page Per Sheet -

Page Setup

TIP: Within many applications, the keyboard shortcut for printing a
document is Ctrl+P.

Using the Print Manager

1 When you print a document the printing is handled by a part of Windows
called the Print Manager. After starting a document printing, you can view
the Print Manager by clicking on the Print Manager icon displayed at the
bottom-right of the screen.

A =y W U7 o) 815PM

You will see something like this displayed on your screen.

[ & Brother MFC-7420 USB =] (5 ] |
Printer Document View
Document Mame Status Owner Pages Size Submitted Port
Microsoft Word - vista_manual ~ Printing Dave 113 681 MB 10:00:22 AM 17/03/2007 LPTI1:

1 document(s) in queue

71 As printing is a slow process, if you try and print a lot of documents at the
same time you will see the documents queued up within the Print Manger.
You can pause the printing of a document by selecting the document within
the print queue, right clicking and selecting the Pause command. To restart
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the printing select the Restart command.

= Brother MFC-7420 USB PSR e
Printer Document  View
Document Mame Status Cwner Pages Size Submitted Port
Microsoft Word - vistay . = Dave 113 681 MB 10:00:22 AM 17/03/2007 LPTL:
Pause
Restart
Cancel
Pauses the selected docurr Properties

[ To cancel the printing of a particular document right click over the document
and select the Cancel command.

[ &% Brother MFC-7420 USB (= D
Printer Document  View
Document Name Status Owner Pages Size Submitted Port
Microsoft Word - g n.. Dave 113 681 MB 10:00:22 AM 17/03/2007 LPTI:

Cancel

Cancels the selected Properties

U You will see a warning screen. Click on the Yes button to confirm that you
wish to cancel.

[ Printers ﬁ

Are you sure you want to cancel the
—  document?
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