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About this Book

An Introduction to Windows 7 was written for you if you want
to quickly explore the workings of Microsoft's new Windows
operating system. Windows 7 manages the available
resources of your computer and ‘controls’ the programs that
run on it. To get the most from your computer it is important
that you have a good working knowledge of Windows 7.

The book is produced in full colour and covers the
Windows 7 environment with its many windows, boxes and
other controls. It explains as simply as possible: how to
organise your files, folders and photos; how to use Internet
Explorer 8 for your Web browsing and how to obtain, install
and use Microsoft Live Mail for your e-mails; how to control
your PC and keep it healthy; and how to use Windows 7’s
Accessibility features if you have poor eyesight or have
problems using the keyboard or mouse.

The material in the book is presented using everyday
language, avoiding jargon as much as possible. It was written
with the non technical, non computer literate person in mind.
It is hoped that with its help you will be able to get the most
out of your computer when using Windows 7, and that you
will be able to do it in the shortest, most effective and
enjoyable way. Most of all, have fun!
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Using the Windows Key

Using the Windows key #& with the following keyboard
shortcuts gives you very quick access to many of
Windows 7's features. These are well worth learning as they
will save you a lot of time.

&
Hﬁ?
a+d
&+
H+=>
&y+n
Ay+Pause
&+B
&+D
My+E
&+F

Hyr+Shift+M
&+P

&+R

o+T
&+Tab

My+Space
&+U
&+X

Open or close the Start menu.
Maximise -active window.

Restore or Minimise active window.
Snap active window to left.

Snap active window to right.

Open the nth program on the Taskbar.
Opens the System Properties box.
Move focus to the Notification area.
Toggle showing the Desktop.

Open Computer window.

Search for a file or folder.

Show and cycle through gadgets.

Lock your computer, or switch users.
Minimise all windows to the Taskbar.
Restore minimised windows.

Set second monitor or projector display.
Open the Run box.

Cycle through programs on the Taskbar.

Cycle through programs on the Taskbar
using Flip 3-D.

Show the Desktop using Aero Peek.
Open the Ease of Access Center.
Open the Windows Mobility Center.
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A First Look at Windows 7

Windows 7 is Microsoft's new Operating
E N System for PCs. It is the software that
'."_ manages the available resources of a
Windows 7 computer and ‘controls’ the applications
(or programs) that run on it.

Windows 7 is actually what Windows Vista should have
been to start with. It is smaller, faster, simpler, and more
focused than Vista If you were a fan of Windows Vista, you
will love it. If not, then this is the version you've been waiting
for, as Microsoft have made changes to almost everything.
Technically, Windows 7 is a major upgrade of Vista, but from
a usability point of view it is a very major one indeed.

There was a lot of negative media coverage about Vista as
an operating system. Actually we both used and liked it, but
Windows 7 is much, much better. A lot of prejudice was
involved, which should die now with Windows 7.

Windows 7 is available in Europe in four main editions.
Starter, the cheapest, sold pre-installed on Netbooks. The
Home Premium edition with extra features, such as
Windows Media Centre, Aero Desktop and Windows Touch.
The Professional edition with extra networking and
hardware protection for business users, and the Ultimate
edition for those who want all the features going.

Unlike Vista, the Windows 7 versions are true supersets of
one another. Microsoft have said “As customers upgrade
from one version to the next, they keep all features and
functionality from the previous edition”.

Most home PCs will come with the Home Premium edition
pre-loaded and users will almost certainly find that this
contains all the facilities they will need. To write this book we
have used a version of the Ultimate edition of Windows 7.
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The Windows 7 Desktop

When you switch on your PC and enter your user details,
Windows 7 opens with the Desktop (or working area of the
screen), as shown for our version in Fig. 1.1 below.

Fig. 1.1 Our Windows 7 Opening Screen

This new Desktop image for Windows 7 is certainly very
colourful, but whether you want to look at it every day is
another matter. It is very easy to change though, as we cover
later in Chapter 7. Microsoft have provided quite a few
alternative images, and even some UK photographs.

Notice the completely new Taskbar at the bottom of the
screen. Some of its new features take a little getting used to,
but take it from us, it is worth the effort.

The Taskbar

By default, the Taskbar is located at the bottom of the
Windows 7 Desktop, but as long as it is not locked (if
necessary right-click the Taskbar and uncheck the Lock the
Taskbar option), you can ‘drag’ it to any border of the screen.
In fact with a widescreen monitor the Taskbar works very
well vertically on the right side of the Desktop.
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The Taskbar is the area of the Desktop that contains the
Start button @ on the left, the Notification Area and the
Show Desktop button § on the right, and buttons for all your
pinned and open programs, as shown in Fig. 1.2.

o Mt | &

Fig. 1.2 The Windows 7 Taskbar

As with previous versions of Windows, when you open a
program or window, a button for it is placed on the Taskbar.
But Windows 7 has no Quick Launch toolbar, you add (or pin)
shortcuts straight onto the Taskbar itself.

Fig. 1.3 Windows 7 Taskbar Buttons

So the applications you use most can always be shown on
the Taskbar, whether they are open or not. Running
programs and open windows are shown by buttons with a
visible border, whereas ‘pinned’ shortcuts that are not open,
such as Media Player in Fig. 1.3 above, have no borders.

If an item is not open, just clicking its button will open it.
You can preview the contents of an open application by
hovering the mouse pointer over its button on the Taskbar. A
thumbnail appears showing a miniature version of the
window, which even works if the window has a video or
animation playing. In Fig. 1.4 on the next page, we show the
preview of what was open in our Internet Explorer at the time.

As you can see, there were three tabs open and each is
shown as a thumbnail. Moving the mouse pointer over a
thumbnail temporarily displays that window full size on the
screen so you can see in more detail what it contains — this is
called Aero Peek. Clicking a thumbnail will open the program
with that view active, and clicking the Close button & on a
thumbnail will close that tab or window. Moving the mouse
pointer away will stop the operation with everything left the
same.
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Google News - Windows Internet Expiorer

4 Google News - Windows Int... 1 Z Met OFice Faimouth: forecast EasyTide - on-line tidal predict

Fig. 1.4 Thumbnails Showing Open Explorer Tabs

So now, using the Taskbar, you can always see what
applications you have open, which is the active one, what it
contains, and quickly switch between them.

Tasks

B Discover Windows 7
BX Personalize Windows
@R Tronster your files
§ o Share with a homegroup
% Change UAC settings
’_ Get Windows Live Essentials
¥ Back up your files

Uil 2 Add new users
@ Change text size

B Getting Started
b Pin this program to taskbar

I Close window

Fig. 1.5 A Windows 7
Jump List

When the Taskbar is unlocked you
can now drag your Taskbar
buttons and place them in your
preferred order.

if you right-click a Taskbar
button, a new Jump List appears
with a list of pre-programmed, or
common, actions associated with
the clicked object.

In Fig. 1.5 we show this for the
Getting Started window, which can
be opened from the Start menu
(Fig. 1.6). The programmed actions
associated with the button are
shown as Tasks at the top of the
list. Those at the bottom are
available for all program and

window buttons, and are all you will see for most applications
not specially written with this Windows 7 feature in mind.

The Pin this program

to the taskbar option is one way to

place a shortcut to a program ‘permanently’ on the Taskbar.
Another way is to right-click a program or shortcut in the
Start menu and select the Pin to Taskbar option from the
context menu that opens (see Fig. 1.15, on page 13).
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The Start Button and Menu

Windows 7 should start up as soon as you switch

— on your PC, so you don't have to start it manually.
Then, clicking the Start button @ on the left end of
8 the Taskbar, or pressing the Windows key &,
opens the Start menu which gives you access to all

the applications and settings on your computer. Fig. 1.6
shows a typical Start menu, as well as the Recycle Bin icon.

" Gettmg Started »

Windows Cente
L]

Sticky Notes
¥ Snwpmg Too
P sant

‘: Remote Desktop Conrection

By ragnte

Fig. 1.6 The Opening Windows 7 Start Menu with Large Icons

Once you start using Windows 7, the menu in the left pane
will have two parts (Fig. 1.7 on the next page). When first
used, as shown above, Windows 7 places some useful
shortcuts on it. As you use Windows it will automatically
replace these with shortcuts to the applications you use most
frequently. You can also add (or pin) shortcuts to your most
frequently used programs to the top section of the menu. So
this section will change as you use your PC.

Windows 7 comes with new versions of Calculator -,
Paint ©°, WordPad "} and Media Centre ®. You can have
fun with these, but we don't have the space for them here.
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In the pane on the right are shortcuts to Documents, Pictures,
Music, Games, Computer, Control Panel, etc., which are
normally common to all users.

Just one left-click with your mouse on any of the shortcuts
on the Start menu will open the application or process.

@ Mozis Frrefox Tasks
& Google Chvome o
I Prcasa3 =
} Getting Started . » “
@ Windows Medsa Center & s
Calculator ¥
Stcky Notes &
 Srppeng Tool L d
3l Part ®
% Remote Desktop Connection L]
B Mognifier
&) Soltawe

Fig. 1.7 Start Menu (Small Icons) with a Jump List Open

The Windows 7 Start menu also supports the Jump Lists
that we saw earlier. As shown in Fig. 1.7 above, the list
appears on the right side of the Start menu. According to
Microsoft, the new Start menu is also touch-friendly, but we
don't have the hardware to check this out.

The Notification Area

This is the area, also called the
System Tray, on the right of the
Taskbar that includes a digital clock
and date, as well as icons showing the status of the Action
Center P, power @ (for a laptop), network # or i, and the
volume setting of your speakers M. Other application icons
are hidden by default and their notifications are suppressed.
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When you click an icon, an  —— :
information ~ bubble  opens || ey comededix -
showing the status for that |
setting. Clicking the Network
icon, for instance, displays
information about whether you
are connected to a network, as
shown in Fig. 1.8. Fig. 1.8 Network Icon

Try clicking the Volume icon @ to open the volume
controls so you can control the loudness of the speakers
attached to your PC, or built into your laptop.

Clicking the Action Center
icon (new to Windows 7) gives
you a quick view of the status
of your PC, as shown in
Fig. 1.9. If any problems are
shown, you can click the
Open Action Center link to
find out what they are and

hopefully how you can solve
them. Fig. 1.9 The Action Center

1 ’ Action Center

By default, Windows 7 places any other
icons in a ‘hidden’ area, but you can click the
Show hidden icons button & to temporarily
show them again (Fig. 1.10).

If you don't like this default arrangement you
can click the Customize link and select which
icons and notifications appear on your Fig. 1.10
Taskbar.

The Show Desktop Button

The Show desktop button | is now on the right-hand end of
the Taskbar and has two functions. Hovering your pointer
over it temporarily closes all your open windows and lets you
see any gadgets or icons you have on your Desktop — this is
called Aero Peek. When clicked it acts as the Show desktop
button and minimises all open windows to the Taskbar.
Clicking it again re-opens the same windows.
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Windows Aero

As it did with Vista, ‘Windows Aero’ gives a strong visual
experience to Windows 7. If your PC is capable of 3D
graphics you should be able to see and use the new window
colours, themes and transparent borders, and get the Flip 3D
feature, shown in Fig. 1.11, when you hold the & Window
key down and press theTab key. Every time you press the
Tab key, or rotate the scroll wheel on your mouse, the
windows on the screen change position in really spectacular
fashion. To open a particular window, point to it and left-click.

Fig. 1.11 Flip 3D in Action

Another way to quickly identify and open the window you
want is to use the Alt+Tab keys together. This lets you flip
through thumbnails of your windows by keeping the Alt key
depressed and pressing the Tab key repeatedly. If you pause
on a thumbnail you get an Aero Peek view of its window in
the background. Releasing the Alt key opens the selected
window.

Aero also includes some new features for window
management, that don’t use the standard window controls,
which with higher and higher resolution displays are getting
smaller and harder to use.
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Aero Shake

Windows 7 includes a unique new way, called Aero Shaxe,
to minimise all windows except for the one currently active.
You just grab it by the title bar and ‘shake vigorously'. This
does not always work with older programs. Shaking again will
restore the other windows.

Aero Snaps

By dragging open windows in certain ways, you can ‘snap’
them to the edges of the screen, and maximise, or minimise
them. These methods do not work on ‘full size’ windows.

To maximise the current window, drag its titie bar up
toward the top of the screen. When the cursor touches the
top of the screen, the window will maximise.

To ‘snap’ the current window to the left side of the
screen, drag it to the left. When the cursor hits the left side of
the screen, the window will snap to that edge and resize to
occupy the left half of the screen (see also Fig. 2.9, page 24).

To snap to the right side of the screen, drag the window
to the right. When the cursor hits the screen edge, the
window will resize and snap to the right half of the screen.
These can be used together. If you snap one window to the
left and one to the right, you can very easily drag and drop
files between them.

To restore a maximised or snapped window, simply drag it
back towards the centre of the screen and it will return to its
previous size and position.

It is very easy to control Aero and Windows 7's other visual
features by right-clicking on an emw part of the Desktop and
selecting the Personalize option & from the context menu.
This opens the window shown in Fig. 7.6 on page 99, in
which you can customise most of Windows 7's features. You
can spend many happy hours here! Clicking on Window
Color, opens the very colourful window shown in Fig. 7.8 for
you to play with. You can control the colours of your windows
and set whether they are ‘transparent’ or not. These settings
will be altered, though, whenever you select a new Theme.
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User Accounts

Windows 7 makes it possible for several people to share a
computer (a family maybe) with each having their own set-up.
This is done using individual User Accounts. Each account
tells Windows 7 what files and folders the holder can access,
what changes he or she can make to the computer, and
controls personal preferences, such as Desktop backgrounds
and colour schemes.

At the top of the Start menu the name of the
current user is displayed with a picture or
icon above it, as shown here and in Fig. 1.6.
Left-clicking this icon opens the User
Accounts window shown in Fig. 1.12.

®
< benat HS Make changes to your user account i

Manage your credentials
eeeee & password for yous account
Create 8 password reset disk . . ! Phil
Link onfine IDs Y ‘ Adminestrator
Manage your file encryption ——
centificates LA
Configure advanced uses
POtS pEpaties B Manage anothes account
Change my environment B Change User Account Cantrol settngs

W Porental Controls

Fig. 1.12 The User Accounts Window

This is where the person logged on can create or change
their user password, choose a different picture or icon,
change the name or type of their account, etc.

When you log on to Windows 7, the Welcome screen
displays the accounts that are available on the computer. You
can make life easier, as we do, by only using one account,
but then everyone that uses the PC has the same access to
everything. If that isn't a problem this is by far the easiest way
to go.
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Running Programs

As Windows 7 is an operating system, it manages the other
programs you run on your PC, such as word processors,
spreadsheets, databases and games. You can double-click a
shortcut icon on your Desktop to open a program, but the
Start menu (Fig. 1.6) is the main way to access your
computer's programs, folders, and settings. As we saw on
page 5, clicking the Start button @ on the left end of the
Taskbar, opens the Start menu. To open a program shown in
the left pane of this menu, just click it. The program opens
and the Start menu closes.

If the program you want isn't
listed but you know its name, just
start typing the name into the
Search programs and files box at
the bottom of the left pane.

[ [ Search prograres and files P

In Fig. 1.13, to open the
e Notepad text editor, we
started typing its name in
e pioepad i the Search box. The
notzped
notepadbok Start menu pane
Azae instantly displayed search
B results, right from the first
letter typed, and became
M5_rrwcrosoft- winv notepad_T1bi _6.0,600] .
RS YY more selective as each
R sctapad new letter was added.
¥ notepad
B s What we were looking
S for soon appeared at the
S top of the list under the
sl | i— Programs heading, as

shown here. Clicking it
opened the Notepad
Fig. 1.13 Searching for a Program  program and closed the
Start menu.

This method saves you having to find the program in a menu,
and as the focus starts in the Search programs and files
box, you don’t even need to click it before you start typing.

11
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If all else fails, click All Programs above the Search box and
the left pane will show a long list of programs in alphabetical
order, followed by a list of folders, as shown here in Fig. 1.14.

This shows some of the
contents of the All
Programs list on one of
our computers, and the
contents of the
Windows Accessories
folder.

As with Vista, in
Windows 7, programs
are given distinctive
icons in these lists.
Clicking on the @
Notepad option, starts
the program in its own
window.

Folders, like the
Accessories folder,
Fig. 1.14 The All Programs List with  have a different icon

the Accessories Folder Opened and can contain other
folders, documents,
programs or other items.

To close an opened folder on this list, left-click it again. To
get back to the programs you saw when you first opened the
Start menu, click Back at the bottom of the menu (Fig. 1.14).

Changing the Start Menu

As mentioned earlier, the Start menu has the ability to adapt
the first of its two-column menus to the way you use your PC.
it keeps track of what features and programs you use the
most and adds them to the list at the bottom of the left
column. For example, if you use WordPad a couple of times
by selecting it from the Accessories sub-menu, next time
you click the Start button you will see this application pinned
to the bottom half of the Start menu.
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This saves time as you
don’t then have to scroll
through menu lists to find
the application you want
to use.

To remove an
application from the left
pane of the Start menu,
right-click it with your
mouse and select the
option Remove from this
list from the context
menu, as shown in
Fig. 1.16. This removes
the name of the
application from the list,

Fig. 1.15 Using a Context Menu but not the application
itself from your hard disc.

You also have the menu options, Pin to Start Menu and Pin
to Taskbar. The first of these adds the program to the top
half of the left pane of the Start menu which is a more
permanent list. The second option pins the selected program
to the Taskbar, so from then on you will be able to click its
button on the Taskbar to start the program.

e When some programs are installed on your PC they
place a shortcut icon on your Desktop, like that shown
o== here. Right-clicking this, displays similar oplions to
those above, so you can pin the program to either the

Start menu or the Taskbar.

Windows 7 does not place shortcut icons on the lower
Start menu for programs you have pinned on the Taskbar,
no matter how many times you use the programs.

As with most things in Windows 7 you can customise the
Start menu and the Taskbar by right-clicking on the Start
button € and selecting Properties. We will leave it to you to
explore the options here. The Customize button is a good
place to start. This is where we changed the size of the Start
menu icons shown earlier in Figs 1.6 and 1.7.

1

13
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Ending a PC Session

When you have finished for the day, it is
important to save your work and ‘turn off’
your computer properly, both to protect
your data and to save energy. With
Windows 7 there are several options for
ending the session, all available from the
Power button at the bottom of the Start
menu as shown in Fig. 1.16. Clicking the
Start button @ and hovering the pointer
over the right arrow button I, will open the options menu
shown.

Fig. 1.16 Shut
Down Options

From here you can select to Switch User, Log Off the
current user and leave the computer running so another user
can log on, Lock the Computer so that it needs a password
before you can carry on working, Restart the computer to
clear the memory settings and reset Windows, put the PC in
Sleep mode, or use Hibernate if the option is available.

By default, the Shut Down button closes the
computer completely, but you can change this by right-
clicking the Start button @ and selecting Properties. If there
are updates to install, the Shut Down button changes to
BIETREES. When you click it in this form, Windows 7 installs
the updates and then shuts down the PC.

If you are a mobile PC user you just have to close the lid,
unless you leave your laptop where it could be stolen. In
which case it is much safer to shut down completely, so that it
does not produce any detectable signal.

In our experience, sleep and hibernation modes often don't
seem to work correctly. If this happens on your PC we
suggest you go to the Web site:

www. sevenforums.com/tutorials

and click the Power Management icon. Good luck, we have
solved many of our Power problems here, and more solutions
are added all the time.
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The Windows 7 Environment

In Windows 7 every user starts with a set of data folders
called simply My Documents, My Pictures, My Music and
My Videos stored in Libraries. To see your Libraries, click
the Start button @, then click your log-on name at the top of
the Start menu (see Fig. 1.6) and click Libraries in the left
pane. This opens an Explorer window similar to Fig. 2.1
below.

74 » Libraries » w | 4y [ Search [dvaries F-

Unganse » Mg lbeary &L - i e

Favortes Libraries
8 Desitop
8 Downloads ==
42, Recent Places & Documents J
'/ »
@ _g Libranes
= Documents
o Vs

i |/
]
-

. Videos
o} Homegroup

® Computes
& oy
RECOVERY (D))
o LACE 250 (X)

4 fems

Fig. 2.1 A Set of Personal Libraries

Libraries (see page 28) are new to Windows 7. Although not
folders themselves, they can point to different folders on your
hard disc, or on an external drive attached to your computer.
They let you quickly access files from multiple folders without
moving them from their original location. Say you have music
files on your hard disc and on an external drive, you can now
access all of your music files from the Music library.
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L % My Pictures » 2009_02_03 Snow L,‘ 49 W Search 2009 02 03 Srox
Organize v ™ Preview - Share with ~ Slede show Print E-mail Bun » g~ [ @
© 5 Fovores 5 Pictureslibrary —
. De!hcv $ INOv
i Oownloads -
) Recent Places
4 g Libraries
%[ Doduments IMG_7378 MG 739
My Documents
Public Documents
J Music
* &) Pictures
+ B My Prctures IMG 7380 IMG 7382
2009_02 03 Snow - ﬂ
Antarctic
Downlcaded Album
Downlcaded Pics MG 7382 IMG_7384 »
IMG_7381 State R Shared Tsgs: Add » tag
PG File  Date taken: 03/02/2009 08:31

Fig. 2.2 A Folder of Photos in My Pictures

The left pane of the Explorer window, called the Navigation
pane, lists your Favorites and gives you access to tree views
of your Libraries, your Computer and your Networks. The
right pane lists the folders and files in the selected location.

Clicking a link in the Navigation pane opens the contents
of that folder in the right pane Double-clicking a folder in the
right pane will open it and display its contents.

In the Navigation pane of Fig. 2.2 you can see that the
default contents of the Documents Library are My
Documents (your personal documents folder) and Public
Documents (those available to anyone that uses the
computer).

In Fig. 2.2 above, we have clicked on a folder name in the
My Pictures listing to open it. The photographs in the folder
are shown in the centre pane. The right Preview pane is
opened and closed by clicking the Preview Pane button
on the toolbar at the top of the window. This shows a larger
preview image of whatever is selected in the centre pane.
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Parts of a Window

In Fig. 2.3 below we show a typical Windows 7 Explorer
window with its constituent parts labelled and later described.
By default, menus are not shown in these windows. To see
the Menu bar in a Windows 7 window, press the Alt key, or
click the Organize button and select Layout, Menu Bar.

You may have noticed by now that the buttons on the
toolbars of the different Explorer windows change to reflect
the type of work you can do in that type of window.

Pictures windows, for example, have a Slide Show
button, whereas Music windows have Play and Play All
buttons.

File Edit View Took Help Menu Bar
Organce »  Newfoldes  Shamwih =  Bum Toolbar =~ 8 @
’ ;
Evores Documents library arngesy. Foider = includes: 2 bfary loc sons
R Desktop i |
J Downlosds
W Recent Places Help Button
_ibrary Pane
4 g Libranes .
¢ Documents
& Music
&2 Pctures. Bude conal
B Videos
&l Homegroup
—
+ % Computes

ry 53 m—m4 state: 2R Shared

Fig. 2.3 Parts of a Windows 7 Explorer Window
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The typical Explorer window is subdivided into several areas
which have the following functions:

Area Function

Minimise button

Maximise button

Close button

Navigation buttons

€191

Address bar
o »[Libraries ] -4

Quick search box
l Search Libraries L

Menu bar

Left-clicking the Minimise button
stores a window and its contents as
an icon on the Taskbar. Clicking on
such an icon will restore the window.

Left-clicking the Maximise button
fills the screen with the active
window. When that happens, the
Maximise button changes to a
Restore Down button Hz=l which
can be used to restore the window
to its former size.

The extreme top right button that
you click to close a window.

The Go Back (left) button takes you
to the previous display, while the Go
Forward (right) button takes you to
the next display. The down-arrow @
gives access to Recent Pages.

Shows the location of the current
folder. You can change locations
here, or switch to an Internet
Explorer window by typing a Web
address (URL).

The box in which you type your
search criteria. As you start typing
the first few letters, the displayed
files filter down to just the matching
terms. This makes finding your files
much easier.

The bar which only displays if you
press the Alt key. It allows you to
choose from several menu options.
Clicking on a menu item displays the
pull-down menu associated with it.



Toolbar

Scroll bars/buttons

Mouse pointer

A

Window Panes

The Windows 7 Environment

A bar of icons that you click to carry
out some common actions. The
icons displayed on the toolbar
depend on the type of window.

The bars/buttons at the extreme
right and bottem of each window (or
pane within a window) that contain a
scroll box/button. Clicking on these
allows you to see parts of a
document that might not be visible in
that size window.

The arrow which appears when the
pointer is placed over menus, scroll
bars, buttons, and folder lists.

With Windows 7’s Explorer

I e windows you can control
ml Detaiks pane which panes are open by
LIy B clicking the Organize
i toolbar button, selecting
v Librarz pane

Fig. 2.4 Controlling Panes

Option
Details Pane
Preview Pane

Navigation Pane

Library Pane

Layout from the drop-
down menu, and clicking
one of the options as shown
in Fig. 2.4.

Function
To display information on an item.

To preview the contents of a
selected file without opening it.

Shows links and folders so that you
can easily navigate around your PC.

To manage the contents and view of
the Library being looked at.

19
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Menu Bar Options

Fm, Help Each window's menu bar option has
¥ Toolbars »  associated with it a pull-down sub-menu
Status Bar (you can open the menu by pressing the
Explore far * Alt key). To activate a menu or
Bra Large keons sub-menu option, highlight it and click
© Largelcons the left mouse button.
Medium lcons
Small lcons ltems on the sub-menu marked with
List an arrow to their right », open up
Details additional options when selected.
Tiles
Content Most Windows 7 system applications
Avsageby , offer the File, Edit, View, Tools and
Sostby »  Help menu options.
Group by 3
Choose Details...
Ge Te 3
Refresh Fig. 2.5 A Typical Windows 7 Sub-menu

Note: Having activated a menu, whether from the menu bar
or a right-click, you can close it without taking any further
action by simply left-clicking the mouse pointer somewhere
else on the screen, or by pressing the Esc key.

Dialogue Boxes

Three periods after a sub-menu option or command, means
that a dialogue box will open when the option or command is
selected. A dialogue box is used for the insertion of additional
information.

To see a dialogue box, click the Start button and select the
Computer menu option. If necessary, press the Alt key to
display the Menu bar, click Tools and on the drop-down
sub-menu select Folder options. This opens the Folder
Options dialogue box with its General tab selected. In Fig. 2.6
on the next page we show this dialogue box with its View tab
selected so that you can see different types of option lists.
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e — D
o —

Gonesgl | Vew | Smapch
Folder views

You can apply the vew (such as Detais or lcons) that
you are usmg for thes foider to all folders of this type.

Advanced settngs

Fies and Folders .
Abways show icons, never thumbnais
Afways snow menus

[@) Dxsplay fle rcon on thumbnails

[&7] Desptay fie size irformation in foider tips
Deap'ay the full path m the ttle bar (Classic friders only)
Hidden fles and folders
@ Don\ show hidden files, folders, or dnves

Show hidden files. foiders. and dnves

[@] Hide emoty dnves in the Comouter foider

@) Hide extansions for known file types

[} Hde pretected operatng system fles (Recommended) =

= O=s

(o ][ come
Fig. 2.6 The Folder Options Dialogue Box

When a dialogue box opens, you can use the Tab key to
move the dotted rectangle, or focus, from one field to
another, or more easily, you can use the mouse.

Some dialogue boxes contain List boxes which show a
column of available choices. If there are more choices than
can be seen in the area provided, use the scroll bars to
reveal them, as above.

Dialogue boxes may contain Check boxes |, which offer a
list of features you can switch on or off. Selected options
show a tick in the box against the option name.

Another feature available is the Option, or Radio button @
with a list of mutually exclusive items. The default choice is
marked with a blue dot. Unavailable options are dimmed.

To cancel a dialogue box, either press the Cancel button,
or the Esc key enough times to close the dialogue box and
then the menu system.
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Changi&; the Date and Time

[i 03 September 2009

‘ September 2009 ’
Mo Tu We Th Fr Su
1 1 23] « 6
7 8 91011 1213
14015 16 17 18 19 2
2213 M5%D0
8 20 M 1

wg

Change date and time settings...

Fig. 2.7 Date and Time
Properties Dialogue Box

| | Dot and Tome | ddivonal Clocks | Internet Tme

Date
03 September 2009

R
|
y I‘\ /-
B\ 163126

% Change gate and tme...
Twne zone
{UTC) Dubln, Edsnburgh, Lisbon, London

Change time gone...

Oayhght Seving Time ends on 25 October 2009 ot 0200, The clock wset to
9o back 1 hour st that twne.

% Moty me when the clock changes

On the far right of the
Taskbar is a digital clock
showing the current time
as given by the internal
clock of your PC. Left-
clicking the time display,
opens the pop-up
window shown in
Fig. 2.7. Clicking the
Change date and time
settings link on this
opens the Date and Time
box, so that you can
control your clock.

As you can see here,
the clock changes
automatically between
Summer and Winter
times.

On the Internet
Time tab you can set
your clock to

synchronise with an
Internet time server,
so it should always be
correct.

On the Additional

Clocks tab, you can

Fig. 2.8 The Date and Time Box

set to show up to two
extra clocks for

different time zones. With a son in Australia, we find this a
useful feature. You can view the extra

clocks by hovering the pointer over the
normal Taskbar clock, as shown here. If
you click on the Taskbar clock, a pop-up
window similar to that in Fig. 2.7 opens, but

showing all your clocks.

03 September 2009
Locattime Thu 16:35
Fni 01:35

Sydney
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Manipulating Windows

To use any Windows program effectively, you need to be
able to work with a series of windows, and make a window
active, move it, or re-size it so that you can see all of it.

Changing the active window — If you have several windows
open on the screen, you can make one active by simply
clicking it with the left mouse button, or, if it is not visible, click
its icon on the Taskbar.

Moving a window — To move a window (or a dialogue box),
point to its title bar with the mouse, and drag it with the left
button depressed until it is where you want on the screen,
then release the mouse button. You can only do this if the
window does not occupy the full screen and it has a
maximise button M=l visible.

Minimising and maximising windows — To minimise a
window into a Taskbar icon, maybe to free up Desktop
space, left-click the Minimize button el in the upper-right
corner of the window.

To maximise a window so that it fills the entire screen,
left-click the Maximize button =8, or double-click in the title
bar. Double-clicking again will restore it.

A window that has been minimised or maximised can be
returned to its original size and position on the screen by
either clicking on its Taskbar icon to expand it to a window,
or clicking on the Restore Down button of a maximised
window, to reduce it to its former size.

Re-sizing a window — You can change the size
of a window with the mouse by first moving the
window so that the side you want to change is
visible, then placing the mouse pointer on the
edge of the window, or on a corner, so that it
changes to a two-headed arrow, then dragging
this arrow to get the size you want.

Closing a window — Any window can be closed at any time,
to save screen space and memory, by left-clicking its Close

button B

23



24

The Windows 7 Environment

New Aero Features

Windows 7 also includes some new ways to manipulate
windows. These were developed to take advantage of its new
Touch features, which if you have touch-sensitive hardware
lets you manipulate the screen with your fingers.

Aero Shake lets you minimise all windows except for the
one currently active. You just grab the title bar (keeping the
left mouse button depressed) and ‘shake vigorously’ to
minimise all the other open windows.

Aero Snaps let you ‘snap’ windows to the edges of the
screen, and maximise, or minimise them. To maximise the
current window, you drag its title bar up towards the top of the
screen. When the cursor touches the top of the screen, the
window will maximise.

To ‘snap’ the current window to the left side of the
screen, drag it to the left. When the cursor hits the left side of
the screen, the window will snap to that edge and resize to
occupy the left half of the screen.

Fig. 2.7 Date anc Tme

Properties Dialogue Box

Fig. 2.9 Snapping a Window to the Left

Fig. 2.9 shows the procedure just before the mouse pointer is
released. The gold outline of where the snapped window will
go is shown against a very colourful Desktop image.
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To snap to the right side of the screen, drag the window {o
the right. When the cursor hits the screen edge and the
mouse button is released, the window will resize and snap to
the right half of the screen. These can be used together. If
you snap one window to the left and one to the right, you can
very easily drag and drop files between them.

To restore a maximised or snapped window, simply drag it
back towards the centre of the screen and it will retuen to its
previous size and position.

When you get used to these new features, they make
working with your different application windows a pleasure.
To start with though, it can be somewhat disconcerting when
a window disappears or suddenly ‘takes off on its own'.

Aero Snap is turned on by default in Windows 7, but it is
easy to turn it off. To do this, open the Ease of Access
Center with the &F+U keyboard shortcut, click the Make the
mouse easier to use link, and check Prevent windows
from being automatically arranged when moved to the
edged of the screen. Unchecking will turn it on again.

Make it easier to manage windows
Activate & yindow by hoverng over it with the mouse

Prevent windows from being automatically arTenged when moved to the edge of the screen

Fig. 2.10 Turning Off the Aero Snap Feature

Help with Windows 7

Whatever you are doing in Windows 7, help is not very far
away. Just click the Start button @, then click the Help and
Support menu option to open the main Help window, shown
in Fig. 2.11 on the next page.

The Search Help text box gives you access to a very
powerful Help search facility. Type the word or phrase you
want help with into the text box and click the Search Help
button .£.. Try it, it's one of our favourite methods.
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Find an answer quickly

Enter a few words ma the search box above.

Not sure where to start?

& How to get started with your computer
= Learn about Windows Basic:

@ Browse Help topics

More on the Windows website

Check out the Windows website, which has information,
downloads, and sdeas for domg more with your PC

Featured this month:

» What's new in Windows 7

e Getting started with Windows 7

taMm!;uppenM
@ Online Help ~

Fig. 2.11 Windows Help and Support

You can click one of the options in the Not sure where to
start? section, or use the Browse Help button @ to open a
browsabile list.

When you are in a Windows 7 Explorer window, you can
also click the Get Help button on the toolbar, to get
specific help on the type of window you are working with.

As long as you are online, you should make sure the
Online Help button @ OnlineHelp ~| s showing at the bottom of
the Help window. This will ensure you have access to
Windows 7’s latest Help content. It is a new operating system
and Microsoft are updating Help quite frequently.
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Libraries, Folders and Files

On a computer, a file contains related information, such as a
word-processed letter, a spreadsheet, a digital photo, a
video, or a music track. Windows 7 represents files with icons
in its Explorer windows, as shown in Fig. 3.1, so you can tell
what kind of file an icon represents just by looking at it.

W (x:
(1]

Text File Photo Word File Excel File Video

Fig. 3.1 File Icons in a Documents Window

You control the size of the icons in the window's View
sub-menu (page 29). Fig. 3.1 above, shows Large Icons.

A folder is just a container in which you can store files or
other folders. Arranging files into logical groups in folders
makes it easier to locate and work with them.

8 e

Fig. 3.2 Folders in a My Documents Window

By default, Windows 7 provides four special folders for each
user, called My Documents, My Pictures, My Music, and
My Videos stored in the C:\Users\Username folder, as
shown in Fig. 3.3 for the ‘Username’ Phil.
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Organize = New Folder Include in library * Share with = Bum i« 1 @
i 05 ) A
Books &
Program Files :
Pl € L
i1 Contacts Bude canel Dowmioeds Do Pottery HP Laptop
IR Desitop
B Downlosds ! :
£ Favortes s 1 ’ t i |
B Lnks § A
& My Documents
grpne Invoices Joms Info My Google My PSPO Files
e My Pictures
& My Videos o ~
2 Soved Gomes i | | : :
B Public f
& My Webs Oid documents thm Scanned  ~

Fig. 3.3 The Default User Folder Structure

Libraries

In Windows 7 you can still open and use these special
folders, but now the best way to access the files stored in
them is from one of the libraries (see page 15). All of which
can be accessed from the Start menu. Each Library has a
default location to store saved files. In the Documents
Library, for example, it is the My Documents folder. We

—_ recommend that you carry on with this
: structure, so that photos and folders
created for photos would go in the My
Pictures folder, word processor and
spreadsheet files and folders would go in
the My Documents folder, etc.

In this way, when you click the Start
button @, the Libraries will be available for
you on the top-right of the Start menu, as
shown here.
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You can change how your file and folder icons appear in
Windows 7’'s Explorer windows with the Views ‘slider’ menu
on the toolbar of every folder, shown open in Fig. 3.4 below.

Open the folder you want to change. Click the down-arrow
. next to the Views button on the toolbar and move the
slider to change the appearance of the icons.

um . |
{ ! Large keons 1
Music library Folder * £ Medswm leons
4 il Small keons
List
Details
Tiles
1= Content
Beyn Terfet Cash-lennings— S

‘IIIE

Kate Rusby Martin Simpson

Fig. 3.4 Changing the Size of File and Folder icons

As shown above, the slider has eight rest positions between
Content (a new option) and Extra Large lcons. You can
fine-tune the size of the icons by moving the slider to any
point between these positions. As you do this, keep your eye
on the Views button itself. It changes to show the currently
selected view. Very neat.

The Library Pane (see page 19) in each Library window
has two controls. The Includes: setting lets you manage the
locations included in the Library. Clicking the blue link to the
right opens the Library Locations box in which you can add
and remove folders to or from the Library, and change the
Default save location.

The Arrange by: setting lets you filter all the files in the
Library and arrange them in various ways, as shown in
Fig. 3.5. These vary depending on the type of Library.
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Organize v Share with » Slide show Bum =~ 1 ®

[O=tton " Pictures fibrary
#§ Downloads

22 Recent Places

.Momh

58 Libranies .
4l Birdsounds 5
*| Documnents Ra!mg
o' Music
=/ Pictures

B Videos

1% Computer

G Network

February 2009

Fig. 3.5 Arranging the Library Contents

Creating a New Folder

To create a new folder in a Library, select Folder in the
Arrange by: section of the Library Pane, open the folder you
want it to be in, and left-click the New Folder toolbar button.

When Windows 7 creates a new folder it gives it
the very original name New Folder, places it
alphabetically in the list of existing items, and
highlights the name ready for you to rename it, as pli=Folde
shown here. You just type a new name for the folder.

Perhaps an easier way to create a new folder is to go to
the location, or folder, where you want to create it, right-click
a blank area in the window, select New, Folder from the
context menu, type a name for the new folder, and press
Enter. This is the way we usually do it.

... To rename a file or folder, first select it, then
- left-click in the name area to select the old name
‘e, and just type the new name.
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Searching for Files and Folders

. 5 Windows 7 has a facility to instantly
Search programs and files on your
computer. This appears on the Start

menu, immediately above the Start
button @, and in every Explorer type window. To locate
programs, files, e-mail messages, and other items on your
PC just type a file name, a property, or some of the text in a
file, and Search should quickly find and open it for you.

To find a specific file or folder located anywhere on your
PC, open the Start menu and start typing in the Search
programs and files box. As you type, the pane instantly
displays search results,
right from the first letter

;-'f‘;::j‘_"‘"'"""” typed, with the list

1 crabbens becoming more

:jl"::::: selective as each new

letter is added. The

B 5 2008 Cootber meetng results are listed in

e categories as shown in

Morks our example in Fig. 3.6.

ol If the file or folder you

£ bty tavorie s fo evey Offce progaen want is listed, simply
e e click it to open it.

) Recipe for work- ke balance

If not, you can click
BuSenpars ity the See more results
crabt] i i link at the bottom of the
list, to open the search
in a Search Folder as
shown in Fig. 3.7, on the
next page.

Fig. 3.6 Searching for Files

With Windows 7 you can use the Save search button on the
toolbar to save the search criteria you have used together
with the search results in the Searches folder in your Users
section (as shown in Fig. 3.3 on page 28). Double-clicking
this saved search in the future, will start a new search of the
same type.
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® 5 BRI L
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b 3 Crabbrs 26/09/1996
.:I CAlisery'Phif\ Documents\ WordPro file<\Letters

Fig. 3.7 Results in a Search Folder

If you know what folder a file is in, you can e
open it and use the Quick Search box in the | “ J

folder window to carry out your search in the
same way.

Working with Files and Folders

The longer you work with a computer the more files and
folders you accumulate. To keep things manageable you
need at least to be able to copy, move and delete them.

Selecting Files and Folders — In Windows you have to
select an item before you can do something with it. When it is
selected in Windows 7, a file or folder is given a pale blue
surround, as shown in Fig. 3.8 on the facing page.

To select one file or folder in a window just click it. To select
several you have three main options:

* If they form a contiguous list, left-click the first in the
list, then with the Shift key depressed, click the last in
the list.
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Fig. 3.8 A Random Selection of Files and Folders

* To select random objects, as above, hold the Ctrl key
down and left-click them, one by ane.

» To select all the items in a window just use the Ctrl+A
keyboard shortcut.

To cancel a selection, click in an empty area of the window.

Copying Files and Folders — When you copy a file or folder
to somewhere else, the original version of the folder or file is
not altered or removed, but when you move a folder or file to
a new location, the original is actually deleted.

To copy selected items into another folder, right-click them
and choose the Copy option from the shortcut menu. They
are then copied to the Windows Clipboard which is a
temporary storage area in memory where text, graphics and
files are stored with the Windows Cut and Copy commands.

All you need to do now is navigate to the destination folder,
right-click in it and select the Paste option from the context,
or shortcut menu that opens.
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Moving Files and Folders — To move selected items into a
target folder, choose the Cut option from the shortcut menu.
This removes them from their current place and copies them
to the Windows Clipboard so that you can Paste them into
the target folder.

Using Drag and Drop - If you are happy using the mouse,
you can drag selected objects in one folder or between two
open folders, with the Ctrl key depressed, to copy them.

If you don’t use the Ctrl key you will move them. You need
to be careful with this method though, as it is easy to drop
your precious files and folders in the wrong location. You
then have to spend ‘hours’ looking for them!

Creating Desktop Shortcuts — With Windows you can put a
shortcut to any program file or document on your Desktop or
in a folder. Shortcuts are quick ways to get to the items you
use often; they save you having to dig into menus to access
them.

The easiest way to do this is to find the program in the
Start, All Programs list and drag it to the Desktop with the
right mouse button depressed. When the mouse button is
released, select the Create shortcuts here option from the
menu that opens. This places the new shortcut on the
Desktop and you can drag it to the location on your screen
that you want. Fig. 3.9 below shows the sequence graphically
for creating a shortcut to the WordPad program.

Double-clicking a shortcut icon on the Desktop is much
easier than digging deep into the menus to open a program.

Copy here
Move here
- 9
4 Create shortcuts here I Jo
L m—

Cancel b

# Creste hnk n Desktop |

Fig. 3.9 Creating a Shortcut on the Desktop
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Deleting Files or Folders — To delete or remove files or
folders, first select them in an Explorer window, and then
either select the Organize, Delete 7 Delete option,
right-click them and select Delete, or press the Del key on
the keyboard. All of these methods open a message box
giving you the chance to abort the operation by selecting No.

Deleting a single folder or file displays a dialogue box
similar to that shown in Fig 3.10.

WordPad
Crestes and edits text document: with complex
fermatting.

Fig. 3.10 The Delete Folder Warning Box

In any of these cases, to carry on with the deletion select the
Yes option.

Perhaps now is the time to do some housekeeping and
delete any duplicate or unwanted image files. Take care
though and make sure you really don't want them! Do carry
out this suggestion as we need to demonstrate what happens
to deleted items next.

The Recycle Bin

As you can see from the Delete Folder message box above,
by default all files or folders deleted from a hard disc, are
actually placed in a holding folder named the Recycle Bin.

If you open the Recycle Bin, by double-clicking
its Desktop icon, shown here, you will see that it is ‘
just a special folder. It lists all the files, folders, RecycleBin
icons and shortcuts that have been deleted from
fixed drives since it was last emptied, as shown in Fig. 3.11
on the next page.
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Fig. 3.11 Emptying the Recycle Bin

Windows 7 keeps a record of the original locations of the
deleted files and folders, so that it can restore them if
necessary. To restore all the items in the Recycle Bin, click
the Restore all items button. To finally delete its contents
click the Empty the Recycle Bin option pointed to above.
Beware though, you won't be able to get the data back again.

To restore specific files or folders, first select them, then
click the Restore selected items button. To delete an item,
select it and press the Delete keyboard key.

Every now and then you should open the Recycle Bin and
delete unwanted files or folders to free up hard disc space.

Sorting and Filtering

As long as you are in Details view, you can control what files
are displayed in an Explorer window (filtering) and in what
order (sorting). You do this by clicking the headings above
the file list.

Just clicking a header will sort the displayed files based on
the header. The Name header sorts alphabetlcally, Size sorts
by file size, etc. Clicking the header again reverses the sort
order. In Fig. 3.12 we sorted the files alphabetically by
cllckmg the Name header, as shown. Folders are sorted first
in the listing, followed by files.
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Fig. 3.12 A Folder Sorted by Name

You filter your files when you only want ones with a particular
property to be displayed. You do this by clicking the arrow to
the right of the heading that you want to filter by. The
drop-down menu that opens, depends on the heading
clicked. In Fig. 3.13 for instance, you can select to only show
files that were last modified in a certain date range, by
clicking the arrow to the right of the Date modified heading,
and selecting the date range in the ‘calendar box’, or by
ticking the boxes next to the types you want.

Documents library Foder *
9/10/2009
Name Date moddred ¥ Type
o O ! 8 date ¢ rge
NZ Vacation
« 2009 L
Tax 2008 Mo T wh”m Fr Sa Su
v e
&) Confurnation emad 1/ 21 31 41 5|
| &) 7/ 8! 9/10/1 12|
13114115 16 117118 18|
Subfolders |20/ (218104]25]6|
FAF 1T ED
A long time ago
Earber ths year
Last week
Yesterday
Todsy

Fig. 3.13 Date Filtering a Folder

3
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Copying to a CD or DVD

To copy files or folders to a CD or DVD, you will need a disc
recorder fitted to your PC and a supply of suitable discs.

By default, Windows 7 uses the Live File System format
for burning CDs and DVDs. With this format you can copy
selected files immediately and as often as you want straight
to the disc in the recorder drive, just like a USB flash drive or
floppy disc. BUT, the discs produced are only compatible with
Windows XP, Vista and Windows 7.

To start the process, locate and select the files or folders
you want to copy to disc. Make sure that they do not exceed
650 MB for a standard CD or 4.7 GB for a standard DVD.
Click the Burn button on the Explorer window toolbar,
as shown earlier in Fig. 3.8. A balloon message may open
on the Taskbar as shown in Fig. 3.14, or you may just be
asked to Insert a disc.

© You have files waiting to be burned to disc ® X
To view the files now, click this balloon

Fig. 3.14 A CD Burn Notification Message

If you insert a blank recordable or rewritable CD or DVD in
the recorder when asked, the format procedure will start.
Type a title in the Burn a Disc box that opens (Fig. 3.15).
When you click the
Next button, Windows

How do you want to use this disc? | will format the disc
T after first checking with
R ey B you. This took a few
S i s delcte s onthe dc s, The i vt minutes for us _wuth a
System) ’ new CD-RW disc. A
With a CO/DVD player DVD would take
i gy ot e o longer. But it only
computers. (Mastered) needs doing once.
Which gne should | chogse!
_ Fig. 3.15 Preparing a
— 1 Blank Disc
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Fig. 3.16 Burning Selected Files to a New CD

When the formatting is complete a new Explorer window
opens onto the CD drive. You simply drag the selected files
into this as shown in Fig. 3.16. The burning process is then
started and the selected files are copied to the disc. You can
leave the disc in the drive while you are working and copy
more files to it, or delete files from it, whenever you want.
This method is useful for making manual backup type copies
of your data.

Playing Media Files

Windows 7 comes with an excellent new version of
Windows Media Player, which by default, is used to
play your audio and video files (music and films)

Selecting a video file in the Videos Library or an audio file
in the Music Library and clicking the Play button E#s  will
open the file and play it in a Media Player window (Fig. 3.17).
Double-clicking the file name will also do this.

Clicking the Play all button ®=2 in the Music Library will
add all the tracks in the current folder to a Play List and start
playing them ali in the Media Player.
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G_O.' <« Music » MyMusic » Bob Dytan » Modern Times v ‘, Search po
Organize v | flcy - Play alt Share with Bum New folder « ] 7]
@' Music T Music library
m My Music
Buds
Bob Dylan
Blonde on Blonde 01 Thunder on the Mountain
Modern Times (#)02 Spirtt on the Water
Saved (2103 Rotin’ and Tumbhin
Bryn Terfet 04 When the Deal Goes Downll
Cadgwith Singers {205 Someday Baby }
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Joe Stead 1] 09 The Levee's Gonna Break i
Johnny Cash . -
01 Thunder on the Mountain State: R Shared

Fig. 3.17 Playing a Music Track with Media Player

Moving the pointer over the Media Player window opens the
player controls, as shown in Fig. 3.18. We don't have the
space to go further here, but you should really have fun
finding your way around this superb feature.

Fig. 3.18 Windows Media Player Controls
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Photographs

As we have seen, in Windows 7 the Pictures Library points
to the My Pictures folder provided for storing all of your
digital pictures. It is the default location for saving pictures
and importing them from your digital camera or scanner. We
put most of our images in sub-folders of the My Pictures
folder, as it makes it easier to keep track of them. The folder
below holds some splendid photos from the US Antarctic
Program Web Portal of the National Science Foundation.

Pictures library

-"—'“_
Zm
albatross antarctic auro0l .
Pubbic Pictures - -
.y’m > -

- surd3 hunting whale orca A

—

Fig. 3.19 A Folder of Photos

You should have noticed by now that the toolbar buttons
change depending on what you are doing. Fig. 3.19 shows a
typical Pictures folder toolbar with no files selected. As soon
as you select a file, the buttons on the bar are changed, as
shown below.

Organize * =] Preview = Share with Side show  Print E-mait  Bum
Fig. 3.20 An Extended Pictures Folder Toolbar
We have already used the Organize, Views and Burn

buttons, so perhaps it's time we had a look at some of the
other toolbar options.
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Printing Photos

Selecting pictures and clicking the Print button I
displays the Print Pictures window shown below.

Prunteg: Paper e Qualay: Paper type ®

HP Photosmart CS100 series - a4 w | 600 £ 600 dots perinch * | | Automatic -

Copies ot eachpictors: 1 18] | W pictue o rame P

Fig. 3.21 Printing Photos from an Explorer Window

From here you can select the Printer to be used, Paper size,
Quality of print, Paper Type and a variety of layouts for your
pictures. All you have to do then is click the Print button.

Slide Show

Clicking the Slide show button _
'_ | starts a full-screen slide s
show of any selected photos or Hae
videos in the current folder. You i
close, or control the show, from its S :’:“‘

right-click menu shown in Fig. 3.22.
Shide Show Speed - Slow

©  Slide Show Speed - Medium
Slide Show Speed - Fast

Fig. 3.22 Slide Show Controls A [
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The Windows Photo Viewer

By default, double-clicking a picture in an Explorer folder. or
clicking the Preview toolbar button .iiamém, opens the
Windows Photo Viewer, as shown in Fig. 3.23.

Fig. 3 23 A Mauritius Sunset in the Windows Photo Vievser

The Toolbar at the top of this window offers similar options to
those of the original Explorer window. You can use the
controls at the bottom to navigate through the current folder,

Fig. 3.24 Program Options

view the pictures in your folder
as a slide show, zoom in or out,
rotate the image, and delete it
from your hard disc.

Clicking the Open button, or
the down-arrow = next to the
Preview button of an Explorer
window, opens a list of
programs available for editing
your photo files.
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Windows Live Essentials

Windows 7 does not come packaged with a program for
handling and editing photographs. But Microsoft has made
Windows Live Essentials available as an optional
download. This includes a number of new versions of
applications designed to work with Windows 7, including
Windows Live Photo Gallery. Please see Chapter 5 for
details of how to carry out the downioad.

Ae Gotogaliery File * Fx £-mad Print * Make * Shoe show Extras ~ ®-

1of41 4 P D ¢ X T = +
Fig. 3.25 Windows Live Photo Gallery

With the Windows Live Photo Gallery you can view
(Fig. 3.25), edit and sort your photos and display them in
different ways: by date, using star ratings, or using
descriptive tags. Once your photos have been fixed and
organised, you can save a folder of photos to a blank CD or
DVD, or click a button to make a slide show with Windows
Live Movie Maker. More exploration required here! You
could even look for our book BP710 An Introduction to
Windows Live Essentials.
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Using the Internet

The Internet links many millions of computers around the
world and has revolutionised how we get information and use
our computers. How did we ever manage without it? Amongst
the many facilities available are browsing the Web and using
e-mail to keep in contact with family and friends.

Once you are connected to the Internet you can send
e-mail messages to anyone with an e-mail address anywhere
in the world. Its free and almost instant. No wonder it's so
popular. If you are like us, almost the first thing you do every
day is check your e-mail!

The Web (or World Wide Web to use its full name) consists
of millions of web sites which give a magazine-like view of
almost everything you can think of, but with sound and video
as well.

You view the Web with a Web browser, and when
Windows 7 is first installed, Microsoft's Internet Explorer 8 is
installed with it. That is what we will briefly cover in this
chapter, but you can install and use another Web browsing
program if you prefer.

Internet Explorer 8

) To start Internet Explorer, either click its icon on

f the Taskbar g, or click Start, All Programs,
and select Internet Explorer @ intemet Explorer  from

- the Start menu. Either of these options, opens
Microsoft's Internet browser. The first time you do

this, you will probably be stepped through the process of
establishing a connection to the Internet.
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There are three ways of doing this; Wireless, Broadband, or
Dial-up. For a Wireless connection you need a wireless
router or a network. For a Broadband connection you need a
broadband modem, also called DSL (Digital Subscriber Line),
or a cable modem. For the slowest option, a Dial-up
connection, you will need a modem. We think most people
these days use a wireless router.

Whichever method you

b
T ey select you will need to
i @ nw sttt subscribe to an
i seo. - Internet Service
| o wivet Prvate et setangs Provider (ISP) and you
Add.. might have to

add o, purchase additional

hardware.  Normally,

s et o e b e S ISPs provide you with
o a CD which automates
the setup process, but

you could also use the

el AL Tools toolbar icon &=
LSt et o s yreper—— in Internet Explorer.
Select Internet

Options from the

— = drop-down menu and

click the Setup button

Fig. 4.1 Starting Connection Setup on the Connections tab
sheet, as shown here
in Fig. 4.1,

However, before starting this operation be sure to find out
from your ISP, exactly what settings you will need to enter.
They usually send you a letter or e-mail with these details.

The first time you manage to access the Web you will
probably get a page supplied by Microsoft or your Service
Provider. But you can control what Web page is displayed
when you start Explorer (called your Home page), in the
General settings sheet opened with the Tools, Internet
Options menu command. Select Use current to make any
currently open page your home page, or Use blank to show
a clear window whenever you start Explorer.
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Searching the Web

There are many millions of Web pages to look at on the Web,
so where do you start? Our favourite place is Google, so let's
take a quick look. Start Explorer, if it is not already going, log
onto the Internet (this is done automatically with broadband),
then type www.google.co.uk into the Address bar (see
Fig. 4.3), and press the Enter key on the keyboard, or click
the Go to button . to the right of the address bar.

T v Pagev Safetyv Yok~ @~ | AIJ DL
y Favorites % £ Get More Add-ons = 38 Suggested Sites =

Google

Google Search I'm Feeling Lucky
Search ® the web pages from the UK

Advertising Programmes - Bus s - About Google - Go to Google com

Make Google my homepage
@ Internet | Protected Mode: On L 100% -

Fig. 4.2 The Google UK Search Page

If all is well and your connection is good you should see
Google UK's search page, as in Fig. 4.2. Bear in mind that
this (and other Web site screens in the book) may be
different at the time you access them. Google especially, like
to change their opening logos often and particularly for
special events.

Moving the mouse over the underlined links, and some
graphics on the page, changes the pointer to a hand b.
Clicking the hand pointer, jumps you to different parts of the
Web site, or to other sites. This is how the Web works.
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The Address and Status Bars

In Internet Explorer the Address Bar is where you type, or
paste, the address or URL of a Web page you want to open.

_g(_)ogle,co.uk v| & i 4| X .

Fig. 4.3 The Address Bar

This will open the Web page shown in Fig. 4.2 when the Go
to button % is clicked. Note that the Go to button then
changes to the Refresh button s which reloads the Web
page shown in the Address bar when it is clicked.

B Bretp. voww google ook
http://weww.google.co. Shift + Entes
hetpe// go.microseft.com felink, "Linkld =69157

sl The Address bar is the main
way of opening new Web pages

-
The Kantaris' Home Page

AVG Antwvirus and Security Software - Existing ...
Windows Compatibility Report.htm

driver mstallation - Google Search

HP bstant Support - Drver Check

v

when you know their URLs
(Uniform Resource Locator, a
fancy term for Web page
address). A drop-down menu of
the most recent locations you

See how to work yous way with Windows 7 Beta have entered, can be opened by
om eomepricel Akematne 1 L= clicking the black down-arrow at
e — the right of the address box.

Windows Update
Free Hotrnad
The Status bar, at the bottom
of the screen (Fig. 4.5), shows
the loading progress of the
selected Web page. The URL of the specific Web page
appears momentarily, but is then replaced by the green
loading progress bar. Clicking the down-arrow at the extreme
right of the Status bar opens a menu of zoom options, as
shown in the composite screen dump below.

Fig. 4.4 Drop-down Menu

Toomin Cor o
Zoom Out o
L
0%
150%
5%
* 0%
ne
%

Cumtom_

@ Internet | Protected Mode: On *00% -
—_—

Wadting for ntipe//were |l

Fig. 4.5 The Status Bar
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Explorer Buttons

As with other Windows 7 windows, Internet Explorer is fully
equipped with toolbars, which have buttons you can left-click
to quickly carry out a program function.

| Fie [Ede Yiew Fvorites Jook Help Menu Bar

i

-8 - o v Pagev Sefety~ Tooksv @~ | 4 Command Bar
w Favorites .y @ Get More Add-ons ~ @8 Suggested Stes ~ Favorites Bar

“5 = @ The Kantars’ Home Page

2§ Google 8 Amazonco.ulk low pric_ X

Fig. 4.6 The Internet Explorer Address Bar and Toolbars

As you can see, there are several toolbars below the Address
bar, which can be switched off if you don't need them by
clicking the Tools button on the Command Bar (below the

Menu Bar

favorites Bar
Compatibility View Button
Command Bas

Status Bor

Windows Live Toolbar
Adobe POF

<] <«

v Lock the Toolbars
Customize

Fig. 4.7 Toolbars

Menu Bar) and selecting Toolbars,
which opens the sub-menu shown in
Fig. 4.7. With the Customize, Add or
Remove Commands option you can
control what buttons display on the
Command Bar, by adding or removing
them in the Customize Toolbar box,
shown in Fig. 4.8 below. From here
you can not only Add or Remove
buttons, but you can also rearrange
their position on the bar.
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Most of the buttons on the Address bar and other toolbars
are pretty self-explanatory. Those on the Address bar have

the following functions:
Button

6 Back
o Forward

w  Recent
Compatibility
42 Refresh

Stop

& Search

Function

Displays the previous page viewed.
If there isn’t one this is ‘greyed out’.

Displays the next page on the
History list.

Opens a drop-down menu of recent
pages you have visited.

Improves the display of Web sites
designed for older browsers.

Brings a fresh copy of the current
Web page to the viewer.

Halts any on-line transfer of page
data.

Searches for the text typed into the
Search box. You can choose which
search engine to use as a default
by clicking the down-arrow to the
right of the search box.

The Menu bar is located below the Address Bar. You can
close this if you don’t want it to display (see Fig. 4.7).

The Command Bar, below the Menu Bar has the following
default buttons, but you can add more (see Fig. 4.8):

Button

L ] Home

El Feeds
Read Mail

Function

Displays your specified home page,
with a Microsoft page as the
default.

View Feeds on the open Web site.
If a feed is not detected the colour
of the icon remains grey.

Opens your mail client so that you
can read your e-mail messages.



. Print

Safety v

“- Help
Blog This

€ Research

Jsing the Internet

Prints the open Web page, or
frame, using the current print
settings.

Opens a menu that allows you to
open a new window, save the
current page, send it or a link to it
by e-mail to a recipient, zoom the
page, or change the text size on it.

Displays a drop-down menu that
allows you to delete the browsing
History, Browse in private, see the
privacy policy of Web pages, turn
on the SmartScreen Filter so that
unsafe Web sites can be reported,
and activate Windows Update.

Displays a drop-down menu that
allows you to diagnose connection
problems, reopen the last browsing
session, manage pop-ups, specify
your Internet options, and generally
control how Explorer works.

Opens a drop-down menu giving
quick access to Help topics.

Opens Windows Live Writer to
create or add content to your blog.

Allows you to carry out research
into a specific subject.

The Favorites Bar has the following buttons:

Button

¢ Favorites

> Add to

Function

Opens the Favorites Center from
which you can choose the

Favorites, Feeds or History bars.

Adds a favourite site to the
Favorites bar.

In addition, there are links to suggested Microsoft Web sites.
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Favorites

Using Favorites, or Bookmarks, is an easy way to save Web
page addresses for future use. It's much easier to select a

X Forom ]| o page from a sorted list, than to
i B . manually type a URL address into
o AE faalin. * the Address field. You don’t have

Favorites | Feeds | History to remember the address and are
* less likely to make a typing error!

Financial Links

MEDIA : With Internet Explorer your

[ MicrosoftWebsites Favorites are kept in the Favorites

S Center, shown in Fig. 4.9, opened
&) The midden - Haze by clicking < feess | the Favorites
£ 181 Internet Ltd, button.

'dayshop.com - Online St
2 ;do,,,s,,,::,u,( e To keep the list open in a
£ ADSL guide separate pane, you click the Pin
8 ALCS Copyright fees the Favorites Center button #.
&  AtlasDirect Insurance -

To close it again, click its Close
Fig. 4.9 Favorites Centre  button X/,

Adding a Favorite — There are several ways to add a
‘Favorite’ to your list. When you are viewing a Web page that
you want to visit again, right-click in the page and select Add
to Favorites from the context menu. Another way is to click
the Add to Favorites button 4 and select the Add to
Favorites menu option, or you can use the Ctri+D shortcut.

All of these methods open the Add a Favorite dialogue box
(Fig. 4.10) in which you can give the new Favorite a name,
and choose a folder to put it in. Then just click the Add button
to finish.

r a - Add & Favarte

Add thes webpage as » tavarte. To access yous favortes, wet the
Favoes Corter

Fig. 4.10 The Add a Favorite Box
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Browsing History

Internet Explorer stores details of all the Web pages and
files you view on your hard disc, and places temporary

€1 bbc (www.bbc.co.uk)

£, google (www.google.co....
£ metoffice (www.metoffi...

), news.bbc (news.bbc.co....

€, news.google (news.goog.—
%1, search.bbe (search.bbe.c.

Fig. 4.11 Web
Browsing History

pointers to them in a folder. To return
to these in the future, click the View
History tab in the Favorites Center, to
open the History list shown in
Fig. 4.11.

In this list you can see what Web
sites you visited in the last 3 weeks.
Clicking a listed site opens links to the
individual Web pages you went to.
Clicking any of these will open the
page again.

The length of time history items are
kept on your hard disc can be set by
clicking the Tools button and selecting
Internet Options to open the tabbed
dialogue box shown in Fig. 4.12.

weneroors NN -~ Clicking the
Geners | Securty | Privacy | Content | Comectons | rograms | Advances | Settings button in the
rem2pn Browsing history
B e section, pointed to
here, opens an add-
| S (S |t|opa| dialogue box in
bicaed o) which you can select
@ D oy e ek coves, ceved ememerts, the number of days
et broweng hesory on et that History files are
v sewn g kept (between 0 and
o= 999). To delete all
Tt 1 — history items click the

Tabs .
g s st antineret . G Delete button, which
will release the hard

o disc space used.
Cglors arguages acogasbaty
) s Fig. 4.12 General Internet
Options
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Web Feeds

Web feeds (feeds for short) are usually used for news and

blogs and contain frequently updated

content published by a

Web site. You can use feeds if you want updates to a Web
site to be automatically downloaded to your PC.

When you visit a Web page that contains feeds, the grey
Feeds button & on the Internet Explorer toolbar changes to

orange B). To look at the feeds, click
the feed symbol B). To get content
automatically downloaded to your
computer, you will need to subscribe
to the feed. This is very easy to do,
and doesn't cost anything! Just

clicking a Subscribe 1o this feed
link, like that shown in Fig. 4.13,
opens the Subscribe to this Feed
box shown in Fig. 4.14. Clicking the
Subscribe button adds the feed to
the ‘Common Feed List

in the

Subscribe to this Feed
When you sub to afeed, it is &
Io the Favortes Center and kept up © date

Add to Favortes Bar

) (s

What is a Feed?

Fig. 4.14 Subscribe to this Feed Box

BBC News | News Front Page |
UK Edition

You are viewing a feed that
content. When you subscribe 1o a
feed. it is added to the Common
Feed List. Updated information from
the feed 15 automatically downloaded
to your computer and can be wewed
m Internet Explorer and other
programs. Learn more about feed

& Subscnbe to the: rw‘.‘:
Fig. 4.13 Subscribing
to a Web Feed

Favorites Center, and
updated information

from the feed will be

automatically down-
loaded to your
computer for viewing in
Internet Explorer.

All your subscribed
feeds will be listed in

Favorites | Feeds  History

Feeds for United Kingdom

Microsoft Feeds
[ BBC News | News Front Page | UK Ediion
B Tetegraph Man Utd

Fig. 4.15 Feeds List

the Feeds section of
the Favorites Center.

Clicking an item in the Feeds list,
shown in Fig. 4.15, will open it in
the main Explorer pane so you
can keep up to date. We use this
feature to try and keep ourselves
up to date.
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Tabbed 'Browsin_g

With tabbed browsing you can open several Web sites in one
Explorer window each in its own tab, and switch between
them by clicking on their tab. To create a new tab, click the
New Tab icon .77, pointed to in Fig. 4.16, immediately to the
right of the existing tabs.

77+ @ The Kantaris' Home Page @ BEBC News | England [ .. 8 Amazon.co.uk: low .

B -
— — {?. - =

Fig. 4.16 Creating a New Tab

The first time you do this a special tabbed browsing
information page opens as shown in Fig. 4.17 below.

R

3

@ btesmet | Protected Mode On s v XIO% v

Fig. 4.17 The What Do you Want to Do Next Tabbed Browsing Page

Please read the above text, and note that the ‘link’

about:Tabs is highlighted in the Address Bar so you can

simply type a new Web address, or click the Favorites button
feeass  and open one of your Favorites.

Explorer 8 has an InPrivate browsing mode opened by
clicking the Browse with InPrivate link shown above. This
opens a new window with [EZZZ in the Address Bar. You
can then safely browse without leaving any traces. Just
closing the InPrivate window returns you to standard mode.
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Using Quick Tabs — When you have several Web sites open
in different tabs a new button appears to the left of the first
tab. This is the Quick Tabs button & which displays all the
tabbed Web sites as thumbnail images when it is clicked, as
shown in Fig. 4.18.
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Fig. 4.18 Using Quick Tabs

In this view you can click a thumbnail to open its Web page,
or click the Close Tab button (x| on a thumbnail to close it.
Clicking the Quick Tabs button again closes the thumbnails
and opens the last Web page you were viewing.

Saving and Opening a Group of Tabs — To save a group of
tabs so that you can open the pages again, do the following:
Open the Web sites you want to save, maybe ones with a
common theme. Click the Favorites button & Fwitss  to open
the Favorites Center, then click the down-arrow by the Add
to Favorites button, and select Add Current Tabs to
Favorites from the drop-down list.

In the displayed dialogue box give a name to the folder to
contain the selected Web sites — we called it Best Buys,
(Fig. 4.19) and click the Add button.

——————
Add Tabs to Favorite:
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‘ P! Tive & foider name for the open tabs you wart 10 804 10 your
fevortes, To access your favortes. viet the Favortes Certer.
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Fig. 4.19 The Add Tabs to Favorites Box
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To open a group of tabs, click the Favorites button i fssie |
select the group folder you want to open (see Fig. 4.20), and
either click the arrow to the right of the folder name % fo
open all the tabbed sites in the group, or click the folder to
display all the Web sites in it and select one of them.
>
7 7dayshop.com - Ondine Store I
[ Fight booking, hotels and car hire...
Auto Trader UK

8 ure's Best Supplements
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Fig. 4.20 Opening a Group of Tabs

Compatibility Mode

You may find that Internet Explorer 8 does not render some
older Web pages correctly. One of our online banking sites
for example has some problems with pagination. To resolve
these types of problem, just click the Compatibility View
button g at the right end of the Address Bar. This displays
the Web site as it would be if viewed in Internet Explorer 7,
and usually corrects display problems like misaligned text,
images, or text boxes.

This only affects the Web site that was active when you
pressed the Compatibility View butt