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Microsoft has made it easier to learn about Windows 7.

Click Start, scroll to Getting Started, on the pop out menu click Discover Windows 7.
It connects you to the Microsoft web site “Getting started with Windows 7”.

There are 5 videos: 

Getting around the desktop 

Personalizing your PC 

Using e-mail and the Internet
Sharing files with HomeGroup  

Changing Windows settings
Remember to Create a System Restore Point before making any changes

Create a Restore Point

Click Start and type create and then click on Create a restore point.

When System properties window opens, click Create.
Type a description to identify the restore point and click Create.

Start Menu

Clicking the Start menu looks the same as XP, but when you click on All Programs it doesn’t open up to the side, it opens in the same window and you scroll to find the programs.

Start menu top right shows Users picture, clicking it opens up User Accounts.  From here you can create a password, change your picture and account name.

Start menu top right also shows the name assigned to the computer.  Clicking the name opens a window showing the main folders on the computer.  

Note: This is a great place to go when you want to backup your computer files.

The right side of the Start menu also shows many links to open programs.  A new one is Devices and Printers.  It is an easy way to get to the devices that are connected to your computer.  Right clicking on the device opens a menu giving you several options.

Search Box (Find Programs and Items in Windows 7 & Vista)

Click on Start and then start typing the item you want in the Search programs & files area.  

When the item appears in the Start menu click on it to open.

This is also a good way to find documents especially if you don’t remember its name, but you remember a word in the document.

Example: I remember the word test was in it.  I type in the word test and it lists areas where the word test appears.

Windows 7 search box has been extended to support searching Control Panel items.  This makes it easier to make setting changes.  

Click Start and click Control Panel.
Example: type in the word mouse and it shows the options for changing the settings.

Example: type in the word printer.

Note: Many different windows have the search box.

Pin Programs to Start Menu (XP, Vista & Windows 7)

This is a quick way to open programs and not have to hunt for them.  The pinned area is at the top left of the Start menu, 

Right click any Start menu program, then click Pin to Start Menu.

To remove program from the pinned area, right click on it and click Unpin.

Taskbar

Pin Programs to Taskbar

Windows 7 doesn’t have a Quick Launch toolbar; the new Taskbar takes its place.

Right click any Start menu program, then click Pin To Taskbar or drag & drop any program into the Taskbar.

Unpin from Taskbar

Right click on the program and click Unpin from Taskbar or right click the icon on Taskbar, then click Unpin from Taskbar.

Note: Pinned items are permanent fixtures in the Taskbar. You can arrange them by dragging and dropping.

Note: Open folders or documents also show on the Taskbar. 

Preview

You can preview them by hovering the cursor over the icon in the Taskbar.  

To get a quick peek, move the cursor over the preview.

Clicking on it brings it to the front.

Switch between windows

Hold down the Windows key and press the Tab key.

Keep tapping the Tab key and it moves you through the open items.  Release the Windows key and the front item goes full screen.

Another way to Switch between Windows

Hold down the Alt key and press the Tab key.

Keep tapping the Tab key and it moves you through the open items.  

Release the Alt key and the highlighted item goes full screen.

Taskbar Overflow

If you overflow one line of the Taskbar so that a vertical scrollbar appears on its right edge, you can place your mouse on the Taskbar’s top edge, hold down the left mouse button, and stretch the Taskbar upward.

Taskbar Setup to show more information on the icons

Right click on any blank section of Taskbar and click Properties. 

Click on Taskbar tab
By Taskbar buttons click the down arrow and select Combine when taskbar is full to provide more information until you fill the Taskbar.

Click Apply & OK
Jump Lists

Right click on any icon in the Taskbar and it brings up a menu of the files recently used with that program.  Click on anyone to open the file.  

Note: On Internet Explorer it shows recently visited websites.

Notification Area - Old System Tray (Right Side of Taskbar) 

Shows Volume, Network, Power and Action Center status icons, no other application icons shown unless you choose to show them.  

To make changes right click by clock and click Customize notification icons.  
Desktop

To get a quick peek of the Desktop, move the cursor to the far right side of the Taskbar and hover over the Aero Peek button.

Click the Aero Peek button to minimize the other files and keep the Desktop shown. 

Click again to reverse the process

Keyboard shortcut: Windows key + spacebar

Gadgets

Gadgets such as a clock, calendar, weather etc. can be added to the Desktop.

Right click on Desktop and click Gadgets.

Drag the gadget you want to the Desktop.

You can position the gadget wherever you want it by dragging and dropping.

In the lower right corner of the window you can click to find more gadgets online.

Dragging Windows

With a window restored down, put the cursor on the title bar and drag to the side.  

When the cursor touches the side of the screen the window snaps to half screen.

Drag it back and it snaps back to original size.

Keyboard shortcut:  Windows + left arrow docks it half screen to left.




Windows + Right arrow docks it half screen to right.

With either one while pressing the Windows key and pressing the same arrow moves the half window to the left or right and then back to the original size.

You can resize the window vertically by moving the cursor up or down to the edge of the window until it turns into a double-headed white arrow. Then drag to the size you want.

Drag to the bottom of the window and it expands vertically to full screen.

You can maximize a window by clicking in the title bar and dragging it to the top of the Desktop.

With the window maximized by clicking in the title bar and dragging it down will restore it down.

Double clicking in the title bar will maximize or restore down the window.

When you have many windows open, grab the window at the top and shake it, it will minimize all the other windows.  

Shake it again and it restores the minimized windows.

Other Features

Recent Places

Use to find Frequently used folders faster.

It appears under the Favorites heading when you open Window Explorer or type in recent in the Start menu.

It is not quite the same as the Recent Documents option; it shows you a list of folders you’ve accessed recently.

Windows Computer Backup

Note: Use DVD’s or a back up device has to be larger than 1 GB. 

They recommend using a portable hard drive. 

After you have made the first backup the computer is set on a schedule to backup once a week and will notify you when to backup.  It only backs up items that are new or have been modified.  

Click Start and type backup. Click on Back up your computer
Click Setup backup and select device you want to backup too, click Next.

You have options to Let Windows choose or you choose and then click Next.

Select All users or what you want to backup and click Save settings & run backup.

Restore from Backup Device

Note: When you open backup there are 3 options.  You cannot pick what to want to restore.

Restore my files from this backup

Restore files from all users of this computer 

Manage space used by this backup

Windows 7 Libraries (Finding Files – Searching)

Libraries make it easier to manage your files and folders that are located in multiple locations on your computer.  Windows 7 has 4 libraries:

Documents

Music

Pictures

Videos

To access the libraries, type libraries in the search box in the Start Menu and hit Enter.

It can also be opened from the Windows Explorer.

To Search in Libraries

Open the library

Click on the library you want to search in such as Documents Library.

In the upper right corner click is the Search Libraries window.  

Clicking in the window opens a dropdown menu giving you options to narrow you search, such as Kind, Date Modified or Type.  

Select one or just type in the word you are searching for.  It will show the documents with the word highlighted in yellow.  It also shows the location of the documents.  

Double click on the document to see if it is the one you want.  If not close it and click on another one.

If you have a document stored in a folder other than Documents you need to add the folder to the Documents Library.  Right click on the folder and select Include in Library and then choose Documents. 

Note: Remember that when you add a folder to a library, that folder is still in its original location.

Or when you have the folder containing your document open, Click Include in library in the toolbar and choose the library to put them in from the drop down menu.

Create New Libraries

When in Libraries, on the toolbar, click on New Library and give it a name.

The first time you open it click Include a folder.

Browse to location with the files you want to add then click Include folder.

Now the files included in that folder will show up in the new library.

Portable Hard Drive

Plug in portable hard drive. Click Start and then Computer. Right clicked on the hard drive then scrolled to Include in library and click Create New Library.  Now the device is included in the library search.

Note: Did not find the same option to include a flash memory device to the library.

Flash Memory Devices – Search

Install and open Flash memory device and open it.

In the upper right search box type in the item you are searching. Items will be highlighted in yellow.

Remove items from Libraries

When in a library, click on the Locations link.

Select the item and click Remove.

Personalizing your Computer

Personalizing your computer is an area that you can make many, many changes.

You can change Background (Wallpaper), Windows color, Sounds and Resolution.

To learn more on this subject, click Start and scroll up to Getting Started then click on Discover Windows 7.

Click on the video Personalizing your PC and click to start the video.

Change User Picture

Click Start and at the top right click on the Users picture, it opens the User Accounts.

Click Change your picture
The picture you choose will appear on the Welcome screen and on the Start menu.

Click on a picture and click Change Picture.

You can click Browse for more pictures and select an actual picture.

Resolution

To change text size 

Right click on the desktop and click Screen resolution
Click Make text and other items larger or smaller
Put dot in the one you want and click Apply.

AutoPlay

AutoPlay feature is, by default, disabled due to security reasons.  Many malwares like Conficker Worms can autorun on your computer if an infected USB drive or CD is inserted.

To Turn on Autoplay

Click Start and click Control Panel.

In the search area type AutoPlay and then click AutoPlay.

Put check mark in Use AutoPlay for all media and devices then click Save.

You can choose what happens when you insert each type of media or device.

Click the down arrow for the device and make your selection then click Save.

Change Control Panel Settings

Click Start then Control Panel
To change how you view of the control panel, click the down arrow by 

View by and click on your choice, Large or Small icons.

In the upper right corner of the window you have a search area, type in what you want to change and a menu opens to help you find the area you are looking for, all you have to do is click on it and see your options.

Trouble Shooting

I would advise watching the Video first.  To watch the video.

Click Start, scroll to Getting Started, on the pop out menu click Discover Windows 7.
Click on the video Changing Windows settings.

Click Troubleshooting in Windows
Click Video: Solving common problems using troubleshooters and then click to start video.

System Repair Disc

You can use the system repair disc to access system recovery options that can help you recover your computer from a serious error

Create Repair Disc

Click Start, type backup and then click Back up your computer.

Click Create a system repair disc
Insert a blank DVD and click Create disc.

When complete it tells you what to label the DVD.

System Image

A system image is an exact copy of a drive.  By default, a system image includes the drives for Windows to run.  It also includes Windows and your system settings, programs and files. You can use a system image to restore the contents of your computer; it’s a complete restoration.  You can’t choose individual items to restore.  All of your current programs, system settings and files are replaced with the contents of the system image.

When you set up Windows Backup, you can let Windows choose what to back up, which will include a system image.

Wordpad

To Open Wordpad in Vista or Windows 7

Click Start and type wordpad.  Click on Wordpad when it appears in the menu.
Windows 7 Wordpad Toolbar 

Right click on the “Quick Access Toolbar” and click Minimize the Ribbon.

Sticky Notes 

Sticky Notes are like Post it’s they show on the desktop.  If after opening other documents they don’t appear click on their icon on the taskbar.

You can drag and drop it anyplace on the Desktop.

Click Start and type sticky then click on Sticky notes.
Type your note.  

Snipping Tool

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

Have the document or web site open of what you want to snip.

Click Start and type snip then click Snipping Tool.

The Snipping tool window opens and grays out your screen.

The default is for a rectangular snip.  

Moving the cursor and it turns into a plus sign.

Hold the mouse button down and enclose the portion you want to snip.

Click on the Save Snip button and type in a name (The default is to save to Desktop).

Note: Other options for capturing the snip: Free form, Windows or Full screen.  

To change, click the down arrow by New and click on your choice.

I have a Snipping Tool shortcut on the Taskbar for ease of operation.
