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Windows 7 Quick Reference Guide ¢ Summer 2011

This guide is designed to assist with the transition from Windows XP to Windows 7.

Start Menu

The Windows Start button
glows when you put your
mouse over 1t. The location of
the Start button is the same in
Windows 7 as it is in Windows

XP.
Microsoft Office Word 2007
Microsoft Office Access 2007
Doc ts
You can p1n icons to the left- Microsoft Office Picture Manager SR
hand side of the Start Menu Recent frems

i Microsoft Office Excel 2007
(called the Jump List) for easy icrosoft Office Exce

access to files, folders, and
programs. There is also a list of
recently used programs.

Computer

Control Panel

Devices and Printers

Default Programs
A new search feature has been
added for quick searches of
programs and files.

Help and Support

E Adobe Reader9

@} Apple Software Update
@ Default Programs DUWindows7
[t/ Desktop Gadget Gallery
& Internet Explorer (64-bit) Documents
& Internet Explorer
13 jEdit Recent Items
@ PowerDVD DX
] Windows DVD Maker Computer
555 Windows Fax and Scan

5 Windows Live ID Control Panel
 Windows Media Center

Selecting All Programs will

I8 Windows Media Player Devices and Printers open a list of all of your o
F1 Windows Update device’s programs. The list will
] Default Programs .
A XPS Viewer be located where the Jump List
« Accessories Help and Support and recently used programs are

| Games usually found.

|
1 Back Run...
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Personalizing the Taskbar

In Windows 7, the taskbar serves as a dock in
which you can personalize what items are always
available to you at a single mouse click. To pin an
icon to the taskbar, right-click and select Pin to
taskbar or drag a desktop icon down to the
taskbar. To unpin a program icon, right-click the
program icon and select Unpin from taskbar.

Stacking Windows

Stacking windows describes working with two
windows simultaneously. To stack windows, open 2
windows and right-click on the taskbar. Select
Show windows stacked. This will stack the
windows on top of each other. To stack the
windows side by side choose Show windows side
by side.

Aero Peek

Aero Peek allows the user to view the desktop by
moving the mouse over the taskbar. Hovering
over an open program icon on the taskbar will
show you the application in a small window. Hover
over the far right side of the taskbar and you can
view what’s on the desktop transparently.

1248 PM | |
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% D e o) 010
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12:48 PM
6/11/2010

= Windows Explorer

I o Unpin this program from taskhar

Close window

Toolbars 4

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Start Task Manager

Lock the taskbar
Properties

%) Make Aero Peek Display Instantl__.ji.;;;

ITS HELP DESKl FELLOWS 100A | 740.587.6395 I HELF’DESKDENISDN.EDLI




INFORMATION

TECHNOLOGY SERVICES

Windows 7 Quick Reference Guide # Summer 2011

Aero Shake

Aero Shake allows the user to clear all active
windows on the desktop except for one. Click
the top of the desired window and shake it
with the mouse. Inactive windows will drop to
the Taskbar while the desired window will
stay open. Closed windows can be re-opened

by shaking the open window again.

Snapping Windows

Snapping windows allows the user to

work with two windows at the same
time without resizing. Open two
windows and select the
Maximize/Restore button

e
in the upper right-hand corner. This

will resize and grab the windows.
Moving each window to the right or

/]

left side of the screen will lock it into

place.

-

Libraries

Libraries allow users to access folders

and files from a single location
regardless of where they are stored
on the device’s hard drive. The
folders and files can include
documents, photos, music, or videos.
The Libraries icon is located on the

Windows taskbar.

Bookmark Mansger Organize =

U

. § )
« ] v
Pogecdsts | wose3m 7] TrEL Yo

QQ [Z5 » Libraries » ~ [43 ] Seoren braries o

Organize Newlibrary =~ 0 @
¢ Favorites — Libraries

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

8 Downloads

] Recent Places & Documents h Music

< Library <& Loy
Libr

e S Pictures ﬁ Videos

_“] Docuneris! —p Library 8 Liorary

o Music

=] Pictures. g

B videos
™ Computer

&L, Windows (C)

52 MASSDATA (\WPHOBOS) (E)

2 MEDIA (ARHEA) (M)

2 SHARED (\WNESO) (5

. BRAUMBERGER (\NESOVPERSC

. SHARED (W\KALE) (W)
€ Network

M 2MCIKL
8 2N4CIKL
8 43NJXHL
8 4CXKOGL
1% 4RED3EL
1% 4TBSTRL
1% T2MHL
1% 76C5BFL
1% 24RD6KL
1% 9FMsBBL

4 items
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How to store a_folder in a library
1. Open the Library feature by

clicking the Library icon located
on the taskbar (see below).
2. Select Documents Library.
Select the locations link under
Documents Library.

Libraries

—

&|  Documen

—>
~ i Library

[N

Pictures

This will open a new window?~
Click the Add button (see below)
and browse to the folder you want
to add to the Documents Library.
5. Select Include Folder.

~~ 7 Library

ts

Open a library to see your files and arrange them by felder, date, and of

Music

—~ Library

G-

j » Libraries » Documents »

File Edit View Tools Help

QOrganize » Share with +

I Favorites

Burn

New folder

Dacuments library

trestrop

1§ Downloads

=) Recent Places

il Libraries
3 Documents
& Music
[=] Pictures

H videos

r
3 Documents Library Locations

=)

Change how this library gathers its contents

in their original locations.

Library locations

‘When you include a folder in a library, the files appear in the library, but continue to be stored

18 Computer
E_{. Windows (C:)
S8 MASSDATA (\\PHOBOS) (I

Zeakelibe
Lol
Name

4 My Documents (10}
12N

. Dell WebCam Central
Downloads
2 ImPACT Data
L) My Music
E My Pictures
E My Videos
. PASW Statistics 17
. SafeMet Sentinel
SPSSInc

I L MEDLA (\WRHEA) (M:)

5® SHARED (\\NESO) (S:)
¥ BRAUMBERGER) (\\NESO\PERS(
5® SHARED (\\KALE) (W:)

= My Documents Default save location

@i Network

F U:\My Documents Unsupported

Public Documents
C\Users\Public\Decuments

Learn more about libraries

2M4ACIKL
ZN4CIKL
A3NIXHL
4CXKIGL
4RBD3B1
4TBBTF1

Bemove

. Video Editor Projects

4 Public Documents (1)
C:\Users\Public

. microsoft
4 AT Learning (9)
C\
"2 agreement.pdf

") AL Terms and Conditions.pdf
=L AL_data_jan_july_2009.pdf

~ [
Amangeby: Folder

Date medified Type

7/15/2010 312 PM  File folder
8/24/2009 2:29 PM File folder
1/18/2010 245 PM  File folder
7/15/2010 12:41 PM  File folder
2/5/2010 10:17 AM File folder
1/29/2010 240 PM  File folder
9/7/2009 2:30 PM File folder
§/19/2009 10:38 AM  File folder
8/10/2010 10:36 AM  File folder
9/7/201011:23 AM  File folder
4/21/2010 2:43 AM File folder

1/5/2009 2:27 PM Adobe Acrobat D...
1/9/2009 2:53 PM

8/10/2009 11:04 AM

Adobe Acrobat D...

Adobe Acrobat D...

18 72:0XMHL 2] AL_data_jan_july_2009.xs 8/10/200911:04 AM  Microsoft Excel 97...
/% T6C5BFL @ Al_email_2.doc 3/6/2009 3:40 PM Microsoft Word 9...
1% B4RDEKL Sla = M — —
= 20 items
7
20 items

) Include Folder in Documents ==
& )=[E > Computer » Windows (©) » Bl 2]
Organize v Newfolder @
4 Neme ° Date modified Type
¢ Favorites = -
AT Learning 202011 106PM_ Filefolder
B Desitop
E dell 6/7/2010957 A Filefolder
& Downloads . X
§ DULAN 3/27/200910:59 AM  Fillfolder
] Recent Places
Tntel 6772010958 AM  Fillfolder
) NDPS 2/B/20111102 AM  Filefolder
= Libraries o
a Perflogs 7/13/2003 1120 M File folder
[% Documents o a
Profile 67720101159 AM  Filefolder
@ Music
Program Files 127/2011138 PV File folder
& Pictures
> H via Program Files (:36) : File folder
ideos
= Recovered Documents File folder
_ Temp File folder
1™ Computer L
= Users 23/2011154PM  Filefolder
£, Windows (C:) . )
Windows B/ 952AM  Filefolder
9 MASSDATA (P
5 MEDIA QURHEA) = ¢ | i
Folder AT Learning
Include folder | Cancel
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Meozilla Thunderbird

Magn'lf‘ler o Fi DUWindows7
The Magnifier will enlarge certain e i

parts of the screen so that the user i
can see them more clearly. The user —
can find the Magnifier by hitting the s
Start button and typing Magnifier Recent ltems
into the Search feature, or by clicking B
All Programs and selecting the Control Pane!

Magnifier out of a list.

Devices and Printers

\ Default Programs

Help and Support

Matke your taskbar in Windows 7 look
like 1t does in Windows XP

==

1. Right-click the Taskbar and select Taskbar | 5tart Menu | Toolbars
Properties. Taskbar appearance

Lock the taskbar
|| Auto-hide the taskbar

2. Check Use small icons and select

Never combine from the Taskbar
drop-down menu, then select OK.

3. Right-click your desktop and select - Teskoar ocaton onsreer:_(Boftom 3
Personalize. Scroll down and [resar utons: [Never combine 21
choose the Windows Classic Notification area
theme (see below). ﬁ;l;ﬁ:cgggnm::::;icons and notifications appear in the

Preview desktop with Aero Peek

Temporarily view the desktop when you move your mouse to the
Show desktop button at end of the taskbar.

Use Aero Peek to preview the desktop

How do T customize the taskhar?

Windows 7
theme [ [8]4 J ’ Cancel ] ’ Apply ]

o Windows 7 2 Make the Windows 7... ' % WTVN-AM Player - ... win/_quickref.docx [...
y

Windows
r Classic

I:'Startl @ @ * @ . Windows 7 | E Make the Windows 7 Tas... | E WTVM-AM Player - Goodgl. .. | @ win7_quickref.docx [Co. ..
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