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Tutor Setup Information 
 
 

 Copy the folder called Windows 7 Basics (containing the s am ple files & folders ) to 
the Documents folder on the PC. 

 At the end of the course, remove all files m odified or created during the course, prior 
to re-running the course. 

 At the end of the course, reset all program and operating s ys tem defaults that m ay 
have been m odified during the cours e, prior to re-running the course. 
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Viruses, Spyware and Cookies 
 

 
 

Computer v iruse s 

 Virus es are sm all programs written s o that they can jum p from one computer to 
another (via dis k or a network), which can caus e dis ruption or dam age to the 
computer s ys tem . Even data files s uch as a Word document can contain a virus . As 
well as caus ing dam age to your data, or in s ome cas es even des troying your data, 
virus es can caus e other effects , s uch as us ing your em ail s ys tem to em ail 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 com puter. Never accept dis kettes /CDs /DVDs which have not 
been properly virus s canned firs t by your com puter support team . Never connect to 
the Internet without an active virus checker program s canning all the files you 
download. 

 

 
 

Spyware 

 Spyware is s oftware that ins talls its elf on your com puter and then s pies on your 
computer activity.  Often s pyware is us ed to collect marketing inform ation but more 
s erious versions can collect s ens itive data which could later be us ed in a crim inal 
way.  If you download and ins tall free s oftware, then this m ay have types of spyware 
hidden within it. There are many different programs that you can use to detect and 
remove s pyware on your com puter. 

 

 
 

Cookies 

 Cookies are comm only us ed to allow vis itors to a web s ite to personalize their 
relations hip with the web site. For ins tance a weather web site could use a cookie to 
remem ber that you live within a particular area of the country. The ne xt tim e you 
vis it that web site, the weather that will be dis played will relate to your location. 
Some cookies are less innocent. Cookies are often downloaded autom atically when 
you vis it the web s ite, s o you can acquire them without realizing it. Mos t anti- 
s pyware programs will als o detect cookies for you. 

 

 
 

Virus che cking programs 

 An up to date virus checker should help protect you from los ing data due to virus 
attacks and you s hould find that your em ail s ys tem does not get jamm ed up due to 
m ultiple em ail virus es . 
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 You will have less chance of being sued for damages by other organizations that 
you accidentally infected with a virus . 

 

 

    Running a virus checker on a com puter which contains a virus is known as 
dis infecting the PC as the virus program will detect and then elim inate the virus . 

 

 

 You will save tim e and money by preventing virus attacks as oppos ed to dealing with 
the effects of an attack. 

 
NOTE: Get all the s ecurity updates and patches for your vers ion of Windows s o that 
Windows its elf is less vulnerable to virus attack. 

 

 
 

Scanning for v iruses 

 Many virus checking programs will s can your PC when you firs t switch on in the 
m orning and s ome will even run detailed s cans autom atically, as well as 
autom atically updating thems elves so that you are protected agains t new virus 
types . In the exam ple s hown, we have s tarted the McAfee antivirus program (via the 
quick launch toolbar). In this cas e to s can the com puter for virus es we would s imply 
click on the Scan button. 

 

 

 
 This particular program will dis play a dialog box s im ilar to that s hown while the virus 

s can is running. 
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 At the end of the process you s hould s ee a mess age telling you that your com puter 

is free of viruses . If a virus is detected during the s can and you work in a large 
organization inform your IT technical support team immediately. Do not panic! If you 
are running a computer at hom e, then norm ally, let the virus checking program 
remove any virus es that it finds . 

 

 

 
 

 
Updating anti-v irus programs 

 As new virus 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 
m anually to m ake absolutely s ure you have all the lates t updates . In the case of the 
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Mc Afee e xam ple shown below, you would click on the Update button and follow the 
on-s creen ins tructions . 

 

 



WINDOWS 7 BAS ICS PAGE 

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

             

 

11  
 

 

A first look at Windows 7 
 

 
 

Windows 7 – Differe nt versions 

    There are a number of different vers ions of Micros oft Windows 7 available: 
 

 

    Window s 7 Starter: 
A s limmed down vers ion of Windows 7, which is s upplied pre-ins talled on 
inexpens ive netbook com puters . There is no ability to change the des ktop wallpaper 
and the Windows Aero is not included 

 

 

    Window s 7 Home Basic : 
Only a vailable in certain countries and has a cut down feature lis t 

 

 

    Window s 7 Home Premium 
Suitable for the hom e or sm all bus iness . Contains Windows Media Centre, 
Windows Aero and touch-s creen control functionality 

 
 

    Window s 7 Professional: 
Suitable for the hom e enthus ias t and small bus iness users and allows more 
networking functionality. 

 

 

    Window s 7 Enterprise: 
Suitable for large organizations and is s old in volum e 

 
 

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

 

 
 

Windows Ae ro 

 The Aero des ktop gives you full access to the new features available within 
Windows 7. You can tell that you are us ing the Aero des ktop if the title bar of your 
windows are translucent, as illus trated below. 
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Starting Windows 7 

 When you s tart Windows 7 you may have to s upply a login password. If s o enter 
your pass word and the opening s creen will look s om ething like this . 

 

 
 

 

    Dis playedwithin the centre of the s creen is tthe Getting Started window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

13  
 
 

 
 
    We can use the Getting Started window to practice bas ic Windows 7 s kills . 

 
NOTE: If the Getting Started window is not displayed automatically when your 
computer s tarts , you can s tart it manually using these s teps . 

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

 

 

 
 

[2] Click on All Programs. 

 

 
 

[3] Within the pop-up lis t displayed, click on Accessories. 
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[4] From the s ub-lis t displayed, click on Getting Started. 
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The Getting Started window s hould now be dis played. 
 

 
 

Mov ing a window 
 

 Mo ve the m ous e pointer to an empty area towards the top of the window. This area 
is called the Title Bar. 

 

 

 
 

Press down the left hand m ouse button, and while keeping it press ed down, m ove 
the m ous e pointer on the s creen. When you releas e the m ouse 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 (s uch as a window's Title Bar), and then moving it 
while keeping the m ous e button press ed is often called ‘dragging’ or ‘drag and drop’. 
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It is called this becaus e you drag an item to a new location, and then drop it at the 
new location. 

 

 
 

Se le ct, the n manipulate 

 When doing s om ething within Windows 7, you norm ally have to s elect an item (s uch 
as the Title Bar within a window) and once s elected can you m anipulate whatever it 
was you s elected. This is a very im portant concept to remem ber. You need to 
s elect an item to tell Windows 7 what item you are interes ted in, before you can 
m anipulate it. This idea is fundam ental to us ing Windows 7. For ins tance, later we 
will s ee that if you wis h to format your te xt, you need to select a portion of text and 
then apply the form atting.  In a different context later on when you want to m ove a 
file on your hard dis k from one place to another, you need to select the file firs t, and 
then move it. 

 

 
 

Single clicking vs. double clicking 

 Norm ally you click on an item to select it. This is a s ingle click us ing the left m ouse 
button. Once s elected you can often double click on the selected item to open or 
run the item that was selected. 

 

 
 

Re sizing a window, narrower or wider 

 Mo ve the m ous 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 m ous e button and while keeping it 
press ed, m ove the m ous e pointer left or right. When you releas e the m ous e button 
the window will be narrower or wider, depending on which direction you move the 
m ous e pointer. Experim ent with res izing the window to m ake it wider or narrower. 

 
Als o experim ent us ing th eright edge of the window. 

 
TIP: Rem em ber that this dragging action with the m ouse button press ed is called 
‘Drag and drop’. 

 

 
 

Re sizing a window, talle r or shorte r 

 Mo ve the m ous e pointer to the upper edge of the Getting Started window. You will 
s ee that the m ous e pointer changes s hape to become a vertical line with an arrow 
on each end. Press down the left hand m ous e button and while keeping it press ed, 
m ove the mous e pointer up or down. When you releas e the m ouse button the 
window will be taller or s horter, depending on which direction you m ove the mous e 
pointer. Experiment with res izing the window to make it taller or s horter. 
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Als o experim ent us ing the bottom edge of the window. 
 

 
 

Re sizing a window in two directions at once 

    Mo ve the m ous e pointer to one of the corner edges of the Getting Started window. 
You will see that the mous e pointer changes shape to becom e a diagonal line with 
an arrow on each end. Press down the left hand m ouse button and while keeping it 
press ed, m ove the m ous e pointer up or down and left or right. When you releas e the 
m ous e button the window will be resized both vertically and horizontally, depending 
on which direction you m ove the mous e pointer. Experiment with res izing the 
window. 

 
Als o experim ent us ing the other corners of the window to res ize the window. 

 

 

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

 

 
 

Maximizing a window 

    If you look at the top-right of the Getting Started window you will s ee three icons . 
As illus trated below. 

 

 

 
 

 

 Mo ve the m ous e pointer over the middle of the three icons and after a short time you 
will s ee a pop-up explaining the function of the m iddle icon. 

 

 

 
 

 

 As you can s ee the icon is called the Maximize icon. Click on the Maximize icon 
and you will s ee that the Getting Started window m aximizes , to fill the s creen. 

 

 

 Mo ve the m ous e pointer over the middle icon and wait for the pop-up to explain the 
function of the icon (which has changed s lightly if you look clos ely). 

 

 
 

TIP: The reason for the middle icon changing its appearance (and its nam e), is that 
 
 

FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

18  
 
 

having already m aximized the window to fill the s creen, you cannot m aximize any 
further. Thus you are offered a Restore icon that will res tore the program window to 
its original s ize. This is an example of Windows being clever! 

 
Click on the Restore Dow n icon and you s hould s ee that the Getting Started 
window is displayed within a window (i.e. not full s creen). You s hould find that the 
window is the s am e s ize and pos ition, prior to maxim izing the window. 

 

 
 

M inimizing a window 

 If you m ove the m ouse pointer over the firs t of thes e three buttons , you will see it is 
called the Minimize icon. 

 

 
 

 

    Click on the Minimize icon and you will s ee that the window dis appears . It is 
m inim ized down to the Windows Taskbar, which is the name of the bar across the 
bottom of your s creen. 

 

 
 

 

 Mo ve the m ous e pointer to this m inim ized icon within the Windows Tas kbar and you 
will s ee the following pop-up, which dis plays a ‘thumbnail’ picture of the m inim ized 
program . 

 

 

 
 

 

 Click on the m inim ized icon and the program will be dis played within a window once 
again, on your s creen. 

 
NOTE: Minim izing a program is not the s ame as clos ing a program . When you 
m inim ize a program , it is s till running in your com puter’s mem ory, it is s imply 
m inim ized in s ize, down to the Windows Tas kbar. Closing a program m eans that the 
program is clos ed and no longer running in mem ory. 
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Closing a window 
 

 Mo ve your m ouse pointer to the las t of the three icons . After a s hort delay you will 
s ee a pop-up explaining that this is the Close icon. 

 

 

 

 
 Click on the Close icon and the program will clos e. It is not dis played within the 

Tas kbar as a minimized icon. The program is no longer in your RAM (Random 
Acces s Memory). R AM is where all your active programs are s tored when they are 
running. If you clos e a program the program is removed from RAM but you s till have 
a copy of the program s tored on your hard dis k. To re-run the program you will need 
to open the program from dis k. 

 

 
 

The Start button 

 At the bottom -left of your s creen you will see a circular button. Move the m ous e 
pointer over this button and after a s hort tim e you will see a pop-up explaining that 
this button is called the Start button. 

 

 

 
 

TIP: Get into the habit of pointing to items within Windows and leaving the m ous e 
pointer over the item . In m any cas es , as you are beginning to see, you will get a 
pop-up mess age explaining the function of the item you are pointing at. 

 

 
 

The Start menu 

    Click on the Start button and you will s ee the Start Menu displayed as illus trated. 
This m enu contains a lis t of all the programs that you can run, s uch as your word 

process or, s preads heet and database programs . It als o allows you to play m usic, 
m ovies and open any programs that are ins talled on your com puter. 
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TIP: To dis play the Start Menu, press the special Windows key on your keyboard. 
Not all keyboards have this key, but m os t do. 

 

 
 

 
 

Running a program using the Start me nu 

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

 

 
 

 

    This will dis play a m enu s imilar to that shown below. 
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 Look for the word Accessories in the lis t and click on this . The m enu will change as 
illus trated. 

 

 

 
 

 

    Click on a program called Notepad, as illus trated. 
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 Clicking on this program will run a program called Notepad.  This will open in a 

window, as illus trated. 
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Ente ring te xt into a program 

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

 
 

Sav ing data 
 

 Within the Notepad program , you will s ee a num ber of comm ands . This is called a 
drop down m enu lis t. 

 

 

 
 

 

 Click on the File com mand and you will s ee the following drop down m enu lis t. Click 
on the Save command, as illus trated. 

 

 
 

 

    This will dis play the Save As dialog box. 
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 Click within the File name s ection of the dialog box and enter the nam e My First 
File.  This is the file name that will be us ed to s tore the Notepad file on your hard 
dis k. Click on the Save button within the dialog box. The dialog box will close and 
the file will be s aved to dis k. 

 

 

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

 
 

Ope ning a file within a program 

 Use the Start m enu to re-open the Notepad program . We previous ly s aved a file to 
dis k and called the file My First File. We s hall now re-open this file within the 
Notepad program . To do this click on the File drop down m enu and click on the 
Open com mand. 

 

 
 

 

    This will dis play the Open dialog box. Select the file called My First File. 
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TIP: You m ay need to click on the vertical s croll bar dis played 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 (jus t m ake s omething up). Re-s ave the file and close the Notepad 
program . 

 

 
 

Shutting down Windows 

    Click on the Start button and you will s ee the Start menu displayed. 

 

 
 

 

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

 

TIP: If you were running any programs , such as a word processor and had not saved 
your changes , you would be prom pted to s ave or dis card any changes to your data. 

 
TIP: You s hould never jus t s witch off your com puter. To s hut down your com puter 
you m us t always use the Shut down comm and. Sim ply s witching off a com puter 
m ay result in you los ing data! 

 

 
 

Closing an application that is not re sponding 

 Occas ionally when you are running Windows 7, you m ay find that you are unable to 
clos e an application that has ‘cras hed’. If this happens , you need to press the 
Ctrl+Alt+Del keys s im ultaneous ly. A lis t of options will be displayed. Select the 
Start Task Manager option. This will display the Window s Task Manager dialog 
box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

26  
 
 

 
 

 

 In the exam ple illus trated, all the programs are running norm ally. If a program was 
no longer res ponding you would s ee a m essage in the Status colum n s uch as Not 
Responding.  In this cas e you would select the non-res ponding application from the 
lis t dis played and then click on the End Task button. 

 
TIP: It is a good idea to com pletely close down and then res tart Windows after a 
program has cras hed. 
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The Windows 7 Desktop 
 

 
 

What is the Windows De sktop? 

 Start your com puter. You will s ee the Getting Started window dis played, once 
Windows has finis hed loading. Click on the Minimize button within the Getting 
Started window (top-right of the window). You will now be able to s ee the icons 
dis played on your Des ktop. 

 
The Windows Des ktop is the area of the s creen that you are now looking at. It 
contains icons and other s creen elements . 

 

 
 

De sktop icons 

 The icons you s ee on the Windows Des ktop will vary from one com puter to another, 
depending on who ins talled and cus tomized the Windows ins tallation. As a us er of 
Windows , you can add, rem ove and m ove icons on the Des ktop. Typically the 

Des ktop will look som ething like this . 
 

 

 
 

 
 

Mov ing De sktop icons 

    Click once on the Recycle Bin icon, to s elect it. 
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 Make s ure that the mous e pointer is pointing to the Recycle Bin icon. Pres s down 
the m ous e button and while keeping it press ed move the m ous e pointer to a different 
pos ition on the Des ktop. When you releas e the m ous e button, the icon will have 
m oved. 

 
You would us e exactly the s am e technique to m ove any other icons that are 
dis played on your Des ktop. 

 
TIP: The Recycle Bin is used as a tem porary s tore for files that you delete.  More 
about all this later! 

 

 
 

Windows Taskbar 

 The Windows Tas kbar is the bar normally dis played across the bottom of your 
Windows s creen. It contains a num ber of im portant items , s uch as the Start button, 
icon repres entation of running programs and a clock at the right edge. 

 

 

 
 

 
 

Showing Hidde n Icons 

    Within the Tas kbar along the bottom of the s creen, you will see the Show Hidden 
Icons control dis played to the right of the s creen. 

 

 
 
 
 
 
 
 

    Clicking on this control will display m ore icons that you can click on. 
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 This control allows you access to icons that m ay occasionally be of us e, without 
cluttering up the Tas kbar. Try clicking on any icons that are dis played in the pop-up 
lis t. 

 

 
 

Taskbar clock 

    Located at the right edge of the Tas kbar. 
 

 

 
 

 

 If you m ove the m ouse pointer over the tim e display (and wait a s hort tim e) you will 
s ee the date displayed, as illus trated. 

 

 

 
 

 

    Clicking on the tim e dis play will dis play a calendar, as illus trated. 
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Customizing your De sktop 
 

 Right click on an em pty part of the Des ktop and you will s ee a pop-up menu, as 
illus trated. 

 

 
 

 

 From the pop-up m enu click on the Personalize comm and. This will display a 
dialog box, as illus trated below. 

 

 
 

 

    You can us e this dialog box to customize elements of your com puter s ys tem . 
 

 
 
 
 
 
 

FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

31  
 
 

Customizing the Desktop background wallpaper picture 

    Click on the Desktop Background button. 

 

 
 

 

    You will see the following dialog box displayed. 

 

 

 
    You can select a picture to be displayed on your Des ktop background. 

 
TIP: You can us e the s croll vertical bars to the right of the picture thum bnails to 
s croll up or down and s ee m ore pictures , as illus trated. 
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 Select a picture of your choice. Your s creen will change, depending on the picture 
that you s elected. 

 

 
 

TIP: You m ay wis h to experim ent with s pecifying how you want the picture dis played 
on your Des ktop, using the controls illus trated below. 
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    Click on the Save changes button to apply the picture of your choice to the 

Windows Des ktop. 

    Clos e the Personalization window. 
 

 
 

Customizing the Desktop background color 

    Dis play the Personalization window. 

    Click on the Desktop Background icon. 
 

 

 
 

 

 You will see the following dialog box displayed. Click on the dow n arrow to the right 
of the Picture location s ection. You will s ee a drop down lis t dis played. Click on 
Solid Colors. 
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    The dialog box will then change to dis play a range of colors , rather than pictures . 
 

 

 
 

 

    Click on a color to select a color. 
 

TIP: You can us e the s croll vertical bars to the right of the color pallet to s croll down 
and see m ore color options . 

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

 
 
 

 
    To confirm the color click on the Save changes button. 

    Clos e the Personalization window. 
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Enabling or disabling the Windows Ae ro De sktop 

 If your vers ion of Windows 7 is capable of us ing Windows Aero you can choos e 
whether or not to us e it. Aero can add nice effects to the way that windows are 
dis played and s om e 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 
norm ally be enabled. Many com panies choos e to dis able it however, preferring the 
‘older’ s tyle windows dis play. 

 Clos e any open windows , and then right click on the Windows background. From 
the pop-up menu dis played s elect the Personalize command. 

 

 
 

 

    This will dis play the Personalization window. 
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    You will see that a num ber of Aero themes are dis played, all of which enable the 
Aero des ktop. Make a note of the them e that your com puter is currently using. 

 

 
 

 

    If you s croll down the lis t of them es you will see a number of Basic themes, s uch as 
Windows 7 Basic. 
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 Selecting the Windows 7 Basic theme will dis play the Des ktop with the Aero feature 
dis abled. The title bars will no longer be trans lucent. 

 Experim ent with applying different them es , but rem ember to revert to the original 
theme before continuing. 

 

 
 

Se tting a screen saver 

    Dis play the Personalization window. 

    Click on the Screen Saver button. 

 

 
 

 

    You will see the Screen Saver Settings dialog box. 
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 To pick the s creen s aver type, click on the down arrow in the s creen s aver s ection 
and click on an item within the lis t. In this cas e click on Ribbons. 

 

 
 

 

 Within the Wait s ection, click on the up or down arrows to set the tim e interval of 
inactivity before the s creen s aver kicks in. 

 

 
 

 

 Click on the Preview button to preview the effect of the s creen s aver. You will see 
an interes ting ribbon effect. 
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    Click on the OK button to apply the effects and close the dialog box. 

    Clos e the Personalization window. 
 

 
 

Se tting your screen re solution 

    Dis play the Personalization window and then click on the Display link. 
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    This will dis play the Display dialog box. 

 

 
 

 

    Click on the Change displa y settings link (dis played to the left of the window). 
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    This will dis play the Screen Resolution dialog box. 

 

 
 

 

 Before changing anything, make a note of the current s creen res olution s etting. In 
the exam ple illus trated, it is 1366 by 768 pixels. 
This num ber des cribes the num ber of points m aking up your s creen. The higher the 
s creen res olution, the better a picture will look on the s creen. 

 

 

    Click on the down arrow next to the Resolution option and then us e the 
Resolution s lider to change the res olution. 
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    When you click on the OK button, you will see a warning dialog box. 

 

 
 

In this cas e, click on the Revert button, s o that you DO NOT apply a different 
resolution. 

 
 
 
 

NOTE: The higher the s creen resolution the sm aller your Des ktop icons will appear 
on your s creen. 

 

 

 Wait until the original s creen resolution s ettings are res tored s o that nothing is 
changed. 

    Clos e the window. 
 

 
 

Modifying the compute r date and time 

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

 

 
 

 

    The Control Panel will look like this . 
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    Click on the Clock, Language, and Region com m and. You will see the following. 

 

 

 
 

 

 To s et the date and time, click on the Date and Time comm and. This will dis play 
the Date and Time dialog box, allowing you to change the date or tim e. 
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 Click on the Change date and time button.  You can us e the controls to change the 
date and tim e as required. 
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    Click on the OK button to close the dialog box. 
 

TIP: Once changed, the new date and tim e will be remem bered by the com puter. In 
m os t areas of the world Windows will change the time autom atically if the tim e is 
m oved forward or backward as a res ult of daylight s aving tim e adjus tm ents . 

 

 

    Click on the OK button to close the Date and Time dialog box. 

    If s till open, clos e the Control Panel. 
 

 
 

Se tting the computer ke yboard language and other re gional se ttings 

 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. 

 

 

 
 

 

    The Clock, Language, and Region dialog box will be dis played. 
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 Click on the Change location link. If necessary you can click on the down arrow to 
dis play a lis t of countries , from which you can pick your particular country. 
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    Click on the Keyboards and Languages tab. 

 

 
 

 

 Click on the Change keyboards button. This will dis play a dialog box allowing you 
to s elect and change the Default input language. You can als o add or rem ove 
keyboard settings . To add a new keyboard you would click on the Add button. 

 

 

 
 
 In this cas e be careful not to m ake any changes , but s imply know how to m ake 

changes if you needed to in the future. 

    Clos e any open dialog boxes or windows . 
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Se tting the computer sound volume 

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

 

 

 

 
    This will dis play the Hardware and Sound dialog box. 
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 Within the Sound s ection, click on the Adjust system volume link.  You will see a 
s lider control displayed, allowing you to m odify the com puter volume. 

 

 

 
    Clos e all open Control Panel windows . 
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Applications & Gadgets 
 

 
 

Multitasking 

 Windows 7 is a ‘multitas king’ operating s ys tem . This m eans that it can run lots of 
programs at the s am e tim e. For ins tance you can be receiving em ails , printing and 
writing a letter, all the sam e tim e. You can run lots of different programs 

s imultaneously, s uch as a word process or, a s preads heet, a databas e and a picture 
editing program . 

 

 
 

Starting WordPad 

 The WordPad program is a very lim ited word processor program that is s upplied free 
within Windows 7. To open the WordPad program , click on the Start button and 
then click on the All Programs button. 

 

 
 

 

    Click on the Accessories group. 
 

 

 
 
 
 
 
 
 

      You should see the WordPad program icon listed under the Accessories group 
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 Click on the WordPad command to run the WordPad program . The program will 

open within a window, as illus trated. 
 

 

 

 
    Type in a line of text and then press the Enter key a few tim es . 

 

 

WordPad 

    Pressing the Print Screen key takes a picture of your s creen and copies it to a 
s pecial area of m em ory called the Windows Clipboard. Press the Print Screen key 
now. Nothing appears to have happened, but you now have a picture of the s creen 
in the Clipboard. 
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    Press Ctrl+V which is the keyboard shortcut for pas ting inform ation from the 
Clipboard. You s hould now s ee a picture dis played within your WordPad program . 

 
NOTE: Pres sing the Print Screen key copies the entire s creen contents to the 
Clipboard. If you jus t want to copy the active window, then after s electing the active 
window, press the Alt key while pressing the Print Screen key.  Then releas e the 
Alt ke y. 

 

 

    Click on the Save icon to s ave the data to dis k. 

 

 
 

A dialog box is displayed. You will need to type in a file nam e, and then click on the 

Save button 
 

 

 If you have tim e you m ight want to inves tigate the function of s ome of the other icons 
within the program . 

 

 
 

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

 

 
 

TIP: If you wis h to format a portion of text with bold formatting you firs t need to s elect 
the portion of text. To s elect text within a program s uch as WordPad, click at the 
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s tart of the text you wish to s elect and after pressing down the Shift key click at the 
end of the portion of text you wish to s elect. 

 

 

    Leave the program window open. 
 

 
 

Ide ntifying the parts of an application window 

    The Notepad window is typical of an application window. 
 

 

 
 

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 norm ally 
dis plays the title of the program window. 

 

 
 

 
 

Menu bar. 

Older s tyle programs us e a m enu bar containing a number of drop down options , 
often including items such as File and Edit . 
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Clicking on one of thes e options displays a lis t of comm ands that you can choos e 
from , as illus trated for the File m enu option. 

 

 
 

 
 

Toolbar. The Toolbar contains icons or buttons which you can click on to perform a 
particular tas k, s uch as printing a document. 

 

 

 
 

Status bar. The Status bar is normally dis played along the bottom edge of the 
application window. It can display s tatus information, s uch as the number of pages 
contained within a docum ent. 

 

 

 

 
Scroll bar. Scroll bars are norm 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 dis played. 
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    Office 2007 applications. 

When Micros oft introduced Micros oft Office 2007, they gave programs a new look 
and introduced the concept of the Ribbon, as illus trated below. 

 
 
 

 

                                                                                                                                                     

 

 

    The ribbon is divided into tabs , s uch as Home, Insert, Page La yout as illus trated 

. 

 

 
 

 

 Each tab is divided into groups , s uch as Clipboard, Font and Paragraph, as 
illus trated below. 
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 Each group contains the icons or buttons that you can click on, as illus trated below 
for the Font group. 

 

 
 

 
 

Note pad 

 To open the Notepad 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 Notepad 
program icon lis ted under the Accessories group. Click on the Notepad com mand 
to run the Notepad program . The program will open within a window, as illus trated. 

 

 

 
 

 

 This is a text-only editor. Unlike a m odern word processor, you cannot insert 
pictures into the Notepad window. 

    Leave the program window open. 
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Calculator 

 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 lis ted under the Accessories group. Click on the Calculator 
command to run the Calculator program . The program will open within a window, as 
illus trated. 

 

 

 
    Experim ent with us ing the calculator to add two num bers together. 

 
TIP: Click on the View drop down m enu. 

 

 
 

You can s elect different types of calculator. 
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The s cientific calculator will look like this . 

 

 
 

 

    Leave the program window open. 
 

 
 

Getting Started Window 

 The Getting Started window normally runs autom atically each tim e you s tart the 
computer. If you have clos ed the Getting Started window you can always res tart 
the program by clicking on the Start button and then clicking on the All Programs 
button. Click on the Accessories group. You s hould s ee the Getting Started 
program icon lis ted under the Accessories group. Click on the Getting Started 
command to run the program . 
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    Leave the program window open. 
 

 
 

Switching between programs 

    You s hould s ee a num ber of programs displayed on the s creen, as illus trated. 
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 To s witch from one program to another press down the Alt ke y (and keep it 
press ed). Press the Tab key once and you will see a bar dis played across the 
m iddle of the s creen. 

 

 

 
 

 

 Press the Tab key a few m ore tim es and you will s equence around the programs dis 
played within the bar. When you releas e the Alt key the program that was 
highlighted within the bar is dis played on your s creen. Practice this technique a few 
tim es to s witch from one program to another. 

 

 

    Leave the windows open and continue to the next e xercis e. 
 

 
 

Using Windows Flip 3D – Re quires 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 s ee 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 normally 
dis played across the bottom of the Windows s creen). From the pop-up m enu 

 

 

FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

61  
 
 

dis played, click on the Cascade Windows comm and. 

 

 
 

The program windows will be dis played cas caded across the s creen. 
 

 

 
 

 
 

Displaying windows side by side 

 Right click on an em pty part of the Windows Taskbar (this is the bar that is normally 
dis played across the bottom of the Windows s creen). From the pop-up m enu 
dis played, click on the Show Windows side by side com mand. 
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    The program windows will be dis played, tiled side by s ide, as illus trated. 

 

 

 
    Clos e all the open programs before continuing. 

 
TIP: To clos e a program click on the Close icon dis played at the top right of each 
program window. 

 

 
 

Show De sktop Shortcut 

 Sometim es when you have opened a lot of different windows you m ay need to 
m inim ize all the windows s o that you can s ee the des ktop. 

    Firs t you need to open a few windows . 

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

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

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

    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 Des ktop is hard to 
s ee. 

 If any of thes e programs are running as maxim ized windows , dis play them within a 
window. 

 Mo ve the m ous e pointer to (but do not click on) the Show Desktop button, which is 
the sm all vertical bar to the right edge of the Tas kbar, dis played across the bottom of 
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the s creen. All open windows becom e transparent, allowing you to s ee the Des ktop. 
 

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

 

 
 

 

 Click on the Show Desktop button and all the programs will be m inim ized down to 
the Tas kbar at the bottom of the s creen. 

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

 
 

Pee k – Re quires Aero to be e nabled 
 

 Click on the Show Desktop button, which is the sm all vertical bar to the right edge 
of the Tas k bar, dis played across the bottom of the s creen. 

 

 

 
 

 

 Mo ve the m ous e pointer across the icons dis played within the Windows Tas kbar and 
you will see a ‘peek’ of the programs that the icon repres ents . 

 

 

 
 

 
 

hake – Require s Aero to be enable d 

    Open a few program windows . 

 Click within the title bar of one of the windows and while holding down the mous e 
button, ‘shake’ the mous e’. All the other programs will be autom atically m inim ized. 

    Shake the window again and the other windows will be dis played again. 
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Snap – Require s Ae ro to be enable d 
 

 Click within the title bar of a window and while holding down the m ous e button drag 
the window to the left or right edge of the s creen. It will ‘snap’ to the s ide of the 
s creen that you dragged it to. This is very convenient when you have two windows 

that you wis h to see s ide by s ide. You can drag one window to the left edge and the 
other to the right edge. 

 Try dragging a window to the top of the s creen and it will autom atically m aximize the 
window. 

 Try dragging a window to the bottom of the s creen and it will autom atically m inim ize 
the window. 

    Experim ent with us ing this feature. 
 

 
 

Jump Lists 

 If you right click on a program icon within the Tas kbar at the bottom of the s creen, 
you will see a jump lis t. The contents of the jump lis t depend on the type of icon that 
you right click on. The exam ple shows a jum p lis t of the Internet Explorer icon. 
Clicking on one of the items in the ‘Frequent’ lis t will dis play that web page. You will 
als o notice a section called ‘Tas ks ’, which enables you to perform tas ks us ing the 
application. 

 

 

 
 

 

    Experim ent with us ing this feature. 
 

 
 

Installing programs 

 Within large organizations it is norm ally the IT s upport s taff that ins talls or rem oves 
programs . In m any cas es it is a dis ciplinary offence to ins tall programs onto 
computers without specific perm iss ion. This is because of the ris k of accidentally 
infecting a computer with a computer virus or s imilar program . 
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 With sm all organizations or home us e then it m ay be up to you to ins tall new 
programs . Always check so that you do not get yours elf in trouble! 

 

 

 Programs are norm ally s upplied on CD or DVD and these dis ks , once inserted into 
the CD/DVD drive s hould s tart autom atically and dis play ins tructions on-s creen 
covering the ins tallation procedure. If you need to ins tall s oftware, read the 
ons creen ins tructions VERY carefully at each s tage. If help is available and you get 
s tuck always as k rather than ass um ing the ins tallation will be OK. If in doubt as k! 

 
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 
s upplied by a reliable s ource. 

 

 
 

Re mov ing programs 
 

 W ARNING: This section is just f or 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 . 

 

 

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

button. 

 

 
 

 

    The Control Panel window looks like this . 
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 Within the Programs s ection click on the Uninstall a program comm and. This will 

dis play a lis t of programs that you can unins tall. 
 

 

 
 
    Click on the program that you wis h to unins tall. Once s elected click on the Uninstall 

command (dis played above the lis t). 
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You m ay s ee s om e warning s creens , in which cas e 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.  Clos e 
any open windows before continuing. 

 

 
 

Cre ating and using a De sktop shortcut 

    You have s een 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 bas is . We will now create a 
Des ktop s hortcut for the Getting Started program . 

 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 lis ted under 
the Accessories group. 

 Right click on the Getting Started program icon. From within the pop-up menu 
dis played Select the Send To com m and. From the s ubmenu dis played s elect the 
Desktop (create shortcut) comm and. 
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    You will see the following icon dis played on your Des ktop. 

 

 
 

 

    Double click on this icon to open the Getting Started window. 
 

 

    Clos e all open windows before continuing. 
 

 
 

De leting a Desktop shortcut 

 Select the Des ktop s hortcut you created. Press the Del key.  You will s ee a warning 
dialog box as king if you are sure you want to s end the shortcut to the Recycle Bin. 

    Click on the Yes button to rem ove the s hortcut icon. 
 

 
 

Viewing Rece nt Ite ms 

    You can cus tom ize the Start m enu to dis play recently opened items . 

    Right click on the Start button, at the bottom -left of your s creen. 
 

 

 
 

 

    From the pop-up m enu displayed s elect the Properties comm and. 
 

 

 
 

 

 This will dis play the Taskbar and Start Menu Properties dialog box.  Make s ure 
that the Start Menu tab is selected. 
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    Click on the Customize button to open the Customize Start Menu dialog box. 

 Scroll down the lis t of items until you find the one called Recent Items. Click on the 
box next to this item s o that it is ticked, as illus trated. 

 

 

 

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

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

 

 

 
 

 

 From now on as you open new docum ents , they will be lis ted here, making it eas y to 
open recently us ed documents . 

 

 
 

Shutting down an application that has froze n 

 Norm ally you close a program by clicking on its Close icon, dis played at the top-right 
of a program window. Som etimes a program will cras h or freeze and you m ay not 
be able to clos e it down in the normal way. In this case, if poss ible s witch to any 
programs that are s till res ponding and clos e them down (s aving any data if 
necess ary). 

 

 

 Click on the arrow to the right of the Start button, and from the pop-up menu 
dis played s elect the Shutdow n com mand. 
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 If this does not work, physically s witch off your com puter. In the case of Des ktop 
computers there is norm ally a power switch on the front or at the back of the 
computer. When us ing a laptop com puter you may have the hold down the on/off 
button for a s hort tim e in order to s witch off the laptop.  Wait for at leas t 30 s econds 
and then s witch the com puter back on. It m ay dis play a different opening s creen 
than norm al, in which cas e follow the on-s creen ins tructions . 

 

 
 

Re starting the computer 

    If you need to res tart the com puter rather than completely clos e it down, click on the 

arrow to the right of the Shut dow n button, and from the pop-up m enu dis played 
s elect the Restart comm and. 

 

 
 

 
 

Ope ning gadge ts 

 Rights click on an em pty part of the Windows Des ktop and from the pop-up menus 
dis played, s elect the Gadgets comm and. 

 

 

 
 

 

    A window will be displayed containing the gadgets available on your com puter. 
Available gadgets m ay var y from one com puter to another. 
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    Select the gadget you wish to open, s uch as the Clock and then double click on the 

s elected gadget. In this case the Clock gadget is illus trated. If you m ove the m ous e 
pointer over a gadget you will s ee extra controls displayed to the top-right of the 
gadget. Thes e controls norm ally include a clos e icon and an option icon for 
cus tomizing the gadget. 

 

 

 
 

 
To customize a gadge t 

 Mo ve the m ous e pointer over the gadget and click on the options icon, displayed to 
the top-right of mos t gadgets . 

 

 
 

 

    In the case of the Clock gadget this will dis play the following. 
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 Clicking on the left or right pointing arrows will allow you to s elect the clock type, 
s uch as the exam ple illus trated. 

 

 

 

 
    You can also give the clock a nam e, s uch as a different country. 

    You can s et a time zone. 

    Finally you can opt to dis play a ‘s econd hand’. 

    Once you have finis hed cus tom izing the clock, click on the OK button. 
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To close a gadget 
 

 Mo ve the m ous e pointer over the gadget and click on the clos e icon, dis played to the 
top-right of each gadget. 

 

 

 Experim ent with opening, using and cus tom izing other gadgets ins talled on your 
computer. 
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Help 
 

 
 

Using the ‘Ge tting Starte d’ Window 

 When you res tart Windows 7 the Getting Started window is norm ally dis played by 
default. If you need to dis play the Getting Started window m anually, click on the 
Start button, click on All Programs, click on Accessories and then click on the 
Getting Started com mand. The Getting Started window looks like this . 

 

 
 

 
Finding out what’s ne w in Windows 7 

 

 To s ee what’s new in Windows 7, within the Getting Started window, double click 
on the Go online t o find out w hat’s new in Windows 7 link. 
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 This will open your web brows er window and dis play relevant inform ation, as 
illus trated below. 

 

 
 

 

 You will see a number of video tutorials , s uch as Personalizing your PC. Ha ve a 
quick look at s ome of the videos if you are connected to the Internet. 

 If you exam ine the res t of the page you will als o find much m ore available, as 
illus trated below. 

 

 

 

 
    Clos e your web brows er before proceeding. 
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Displaying the Help and Support window. 

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

 

 
 

 

    This will dis play the Windows Help and Support dialog box. 
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 Take a little time to exam ine som e of the help options available. This window may 
var y from one com puter to another. In the exam ple s hown, HP has cus tom ized the 
Help window, and added som e extra features . 

 

 
 

Se arching for help 
 

 You can s earch the Help and Support for help about a particular topic. In the 
exam ple shown, we typed the word Desktop in the s earch field. 

 

 
 

 

    Pressing the Enter key will dis play the following inform ation. 
 

 

 
 
    Click on one of the items lis ted to view more information. For exam ple, clicking on 

The Desktop ( overview ) will dis play the following. 
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    Experim ent with searching for help on topics such as Folders or Files. 
 

 
 

Printing He lp pages 

    You can print any of the help pages that are of interes t and keep these for reference. 
To do this dis play a page of useful information within the Help and S upport window 
and then click on the Print button. 

 

 
 

 
 

Browsing for He lp 

    Click on the Browse Help button. 
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    You will see a s creen sim ilar to the one displayed below. 
 

 

 
 

 

 You can click on any item within the lis t, such as Files and Folders which will 
dis play m ore topics that you can browse. 
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 You can continue to s pecify areas of particular interes t, by clicking on the relevant 
links . An e xam ple is illus trated below, which answers the ques tions of How long 
can a file name be? 

 

 
 
 
 
 

 
FOR USE AT THE L ICENCED SITE(S) ONLY 



WINDOWS 7 BAS ICS PAGE 

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

             

 

82  
 
 

 Take s ome time getting used to this way of browsing for help. You will find that you 
learn a lot in the process . 

    Clos e any open help windows before continuing, 
 

 
 

Displaying basic information about your PC 

 Open the Window s Explorer window by right clicking on the Start button (bottom - 
left of your s creen) and from the pop-up m enu displayed click on the Open 
Windows Explorer command. 

 
 

 

    This will dis play the Windows Explorer window. 

    Right click over the word Computer, displayed in the left s ide of the window. 

 

 
 

 

    From the pop-up menu displayed s elect the Properties command. 
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    You will see a window dis playing basic inform ation about your PC. 

 

 
 
 Take a while to exam ine the inform ation displayed. What s ort of process or is your 

computer us ing? How much m em ory is ins talled? What vers ion of Windows are 
you us ing? 

    Clos e all open windows before continuing. 
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Windows Explorer 
 

 
 

What are file s? 

  When you load a program s uch as a word process or this m eans that you copy the 
files containing the word process or program from your hard dis k into your RAM 
m emory. R AM is s hort for Random Access Mem ory and is s im ply a term to des cribe 
the m emory chips contained within your computer. Once the word processor is 
loaded into RAM you can us e it to create a docum ent. When you have finis hed 
editing the document, you m ay want to s ave a copy of the document to your hard 
dis k as a file. 

 
Basically there are two types of file that you need to concern yours elf with, the 
program files (such as word processor, s preadsheet, databas es etc.) and the data 
files that you create and save to dis k. Once s aved to dis k you can later re-open that 
file and m ake further changes , or print the data file. 

 

 

In m any ways you can think of data files as physical s heets of paper, containing your 
data. You then place thes e s heets within a folder s o that you keep all s imilar 
docum ents together. 

 

 
 

What are folders? 

 Files are s tored on a dis k in folders . This concept is very fam iliar to anyone us ed to 
working within an office. Think of a 3-draw filing cabinet. When you wis h to file a 
docum ent within the filing cabinet you firs t 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 s im ilar docum ent together. 

 

 
 

Type s of drive and drive letters 

 When you s ave a data file you norm ally s ave it to your hard dis k. This dis k is 
contained within your computer and you cannot norm ally s ee it. By convention the 
hard drive is called ‘Drive C’. If you have two hard dis ks within a single com puter 
they will norm ally be des cribed as drive ‘C’ and drive ‘D’. 

 

 

    There are other types of drive, s uch as a CD or DVD drive.  You can plug a 
‘rem ovable hard dis k’ into your computer. You can also plug s o called ‘m em ory 
s ticks ’ into the USB sockets on your computer. Don’t worry what USB s tands for 
(Universal Serial Bus ), they are jus t s ockets that allow you to plug things into your 
computer. There are m any different nam es for thes e USB m emory s ticks , s uch as 

‘flas h drives ’ or ‘USB drives ’. 
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 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. 
 

 

 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 

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

 

 
 

 

    This will display the Windows Explorer window. 

 

 
 
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 

    You will see a number of commands displayed in a bar across the top of the 
Windows Explorer window. 

 

 
 

 

 Click on the down arrow to the right of the Views command. You will see a 
popup menu, as illustrated. 

 

 
 

 

 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. 
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 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. 

 

 
 

 

    The other common view that is used is one of the icon views. 

    Click on the Medium Icons view. 

 

 
 

 

    Your display will now change as illustrated. 
 

 
 

 

 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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    Before continuing set the View type to Details. 
 
 
 

Using the Windows Explorer scroll bar 

 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. 

 

 
 

 

 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. 
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Expanding and contracting drives and folders 

    Double click on the Drive C icon. 

 

 

 
The screen will change as illustrated. 

 

 
 

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. 

 

 
 

 

 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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 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. 
 

 
 

 

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. 
 

 
 

 

 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 

    Your screen should look like this: 
 

 
 

 

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

 

 
 

 

 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. 
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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. 

 

 
 

 

    You should be able to see the following icon displayed. 
 

 

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

Explorer program. 
 
 
 

Drives, Folders and Files 

 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 

    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. 

 

 

 
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 0 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 

 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. 

 

 
 

 

    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. 

 

 
 

 

 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. 
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 Double click on the Cheltenham Courseware folder and you will see the 
following displayed. 

 

 
 

 

    The samples for this course are contained within the folder called Win 7 level 
1. 

 

 
 
 
 

Creating a folder 

    Select the folder called Win 7 Level 1. 

 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. 



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

 

WINDOWS 7 BAS ICS PAGE 98 
 

 

 
 
 

 
 

 
 

    You will see a new folder is created and displayed within the left side of the 

Windows Explorer window. 

 

 
 

 

 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. 

 

 
 

 
 

Creating a subfolder 

 Select the folder called My new folder. Create a new subfolder, under this 
folder called My backups. Your screen will now look like this. 
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Good practice when naming files or folders 

 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. 
 

 

 Sometimes it may be useful to include date or year information within a file 
name. This is particularly useful when naming files and folders that contain 
photographs taken with a digital camera. 

 
 

Renaming a folder 

 Select the folder called My backups and you will see the selected folder 
displayed like this: 

 

 
 

 

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

 

 
 

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

new name. 
 

 

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

key you will see the following. 

 

 
 

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

Deleting a folder 

    Select the folder called My old backups. 

 Press the Del key. You will see the following dialog box warning you that you 
are about to delete the folder. 

Note: You can’t name a folder or file using 

any of these \ / : * ? “ < > | 
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    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 

    Click on the folder called Win 7 Level 1 (displayed within the left side of the 
Windows Explorer), as illustrated. 



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

 

WINDOWS 7 BAS ICS PAGE 101 
  

 

 
 
 

 

 
 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. 

 

 

 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. 

 

 
 
 
 

 Right click on the folder called Counting files. From the popup menu 
displayed select the Properties command. 
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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. 
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Manipulating files 
 
 
 

Viewing file details 

 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. 

 

 
 

 

    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. 

 

 
 

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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 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. 

 

 
 

 

    Right click on the selected file and from the popup menu displayed select the 

Properties command. 
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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. 

 

 
 
 
 

Sorting the file list within the Windows Explorer 

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

 

 
 

 

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

 

 
 

 

 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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 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. 

 

 

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

Recognising common file types 

    View the contents of the File types folder. 

 

 
 

 

    This folder contains a range of different file types. 
 

 
 
 
 

    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 
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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. 

 

 
 
 

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. 

 

 
 

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. 
 
 

Microsoft Office Word Documents: 
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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:   

These are document created using the Microsoft PowerPoint presentation 
program. 

 

 

Microsoft Office Access Database:   
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:  
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 

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

 
 

 

    This will display the following files. 
 

 
 

 

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

 
 

 

 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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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. 

 

 
 

 

    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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 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. 

 

 
 

 

    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 

    Display the contents of the folder called Counting files. 

    First list your files by type by clicking at the top of the Type column. 

    Select all the JPEG image files as illustrated. 
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 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. 

 

 
 

 

    Close any open dialog boxes. 
 
 
 

Changing file attribute status 

    Display the contents of the folder called File status. 
 

 
 

 

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

check box. 

 

 
 

 

 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. 

 
 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. 



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

 

WINDOWS 7 BAS ICS PAGE 115 
 

 

 
 

 
Renaming files 

    Display the contents of the folder called Renaming. 

 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 

    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. 

 

 
 

 

 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 

 Click on the Show Desktop icon (displayed at the bottom left of your screen 
next to the Start button). 

 

 
 

 

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

 
 

 

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

 
 

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. 
 

 

 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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 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 

 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. 

 

 
 
 
 

Copying and moving files 
 

 
 

The Windows Clipboard 

 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 

    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 

    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 

 Within a business environment you will normally 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 

 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. 

 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. 
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 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. 

    Select the removable drive and press Ctrl+V to paste the contents of the 

Clipboard to the removable drive. 

 

 
 
 
 

File compression 
 

 
 

What is file compression? 

 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. 

 

 
 

 

 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. 
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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. 

 

 
 

 

 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 

    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). 

    Select the removable disk you wish to format, as illustrated. 
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 Right click in the disk you want to format and from the popup menu 
displayed, select the Format command. 

 

 
 

 

    You will see the Format Removable Disk dialog box, as illustrated. 
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 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. 

 

 
 

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 

 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. 

 

 
 
 

Searching for files on your hard disk 

 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. 
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    Or using the Search dialog box by clicking on keys 
 

 
 

 

 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. 

 

 
 

 

 Click on the Search in File Contents icon and you will see the following 
displayed. 
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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. 
 

 
 

 

    Close all open windows. 
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Advanced searching by file size 

 Press on       . You will see the following dialog box displayed. 
 

 
 

 

 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 

 

 
 

 

 Then another menu is displayed as shown below. 
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 Select small command. This will allow us to find all files with a file size from 
10 to 100 KB. 

 
 

 

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

    Close the search dialog box. 
 

Advanced searching by date 

 Press on             . You will see the following dialog box displayed. 
 

 
 

 

    Enter the search word „Windows‟ in the search box. 

    Then click on the „Date modified‟ command. 

 

 
 

 

    This will display the advanced options including the Date searching options. 
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 Then you can select any specific date from „Select a date or date 

range‟ section. 
 
 
 

 
 

 
 
 

 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. 

    Close the search dialog box. 
 
 
 

Advanced searching by file content 

 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. 

 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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 Then click on the search box on the top-right of the computer window. 

 

 

 

 

 
 

 
 
 

 
 
 
 

    Then type your search phrase into the search box, xyzzy, as illustrated. 
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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. 

 

 
 

 

 Eventually, you should see the file containing the specified contents, 
displayed in the right hand section of the window. 

 

 
 

 

 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. 

    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. 

 Right click on the Start button and then click on the „open Windows 
Explore‟ command to open Windows Explorer. 
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    In the left side of the dialog box, click on the word Computer. 
 

 
 

 

    The screen will change as illustrated. 
 

 
 

 

 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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    The search will then find the following file. 
 

 
 

 

 Double click on the file (actually called Swimming in the sea). You will see 
the following picture. 

 

 
 

 

    Close all open windows. 
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Searching for a file using wildcards instead of the full name 

 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 
 

 

 Use this information to search all the subfolders under your samples folder 

for any files whose names start with the letters sa. 

    Close the Search dialog box, once the search is complete. 
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Printing Issues   
 

 

Selecting a printer 

 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. 

 

 
 

 

    You will see the Control Panel displayed, as illustrated. 
 

 
 

 

    Within the Hardware and Sound section click on the Printer link. 
 

 
 

 

    You will see a screen similar to the following. 
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 In this example the Lexmark printer is set as the default printer. The 

default printer is marked with a tick. 

 

 
 

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. 
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 In this example we have changed the HP printer to become the default 
printer. 

 

 
 
 
 

Installing a new printer on the computer 

 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. 

 

 
 

 

    You will see the following dialog box. 
 

 
 

 
 

 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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    The next screen allows you to select a make and model of printer to install. 

 

 

 
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. 

 

 

 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. 
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 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.
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 The final screen allows you to test that the printer is correctly installed and 
connected. Click on the Print a test page button. 

 

 
 

 
 

 

    Click on the Finish button. 
 
 
 
 
 
 

Printing from an application 

 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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TIP: Within many applications, the keyboard shortcut for printing a 

document is Ctrl+P. 
 
 
 

Using the Print Manager 

 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. 

 

 
 

You will see something like this displayed on your screen. 
 

 
 

 

 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. 
 

 
 

 

 To cancel the printing of a particular document right click over the document 
and select the Cancel command. 

 

 
 

 

 You will see a warning screen. Click on the Yes button to confirm that you 
wish to cancel. 
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