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1 Explore Windows 7

Excerpted from Windows 7 Step by StedISBN 9780-7356-2667-6)
by Joan Preppernau and Joyce Cox

In this chapter, you will learn to

V Log on to Windows 7.
Explore the Windows desktop.
Use the Start menu

Use the Windows Taskbar.
Explore Windows 7 programs.
Explore Control Panel.

Find information about your computer system.

< < K< K< <K< < <

Update Windows system files.
V End acomputing session.

Whether you have purchased a new computer with the Windows 7 operating system

already installed on it or upgraderdearfleour c o mp
version of Windows, this chapter will help you quickly become familiar with the
Windows7user interface and the tools you wil!/ us

operating system.

Each time you turn on your computer, it goes through a startup process during which it
loads the system files necessary for you to interact with your computer and for your
computer to interact with other devices. After the startup process is complete, you log
on to Windows 7 by providing identification information that uniquely identifies you to
Windows 7. After you log on, Windows 7 presents a working environment individually
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tailored to your preferences. The process might sound somewhat complicated, but in
actual practice, it is quite simple.

When you first set up your computer,or i f 1 tds been aitwshveltye
good idea to check for and install any updates released by Microsoft to keep your
system running smoothly. You can configure Windows 7 to updat e itself whenever
updates are available (provided the computer is turned on) . By setting up automatic
updating, you can be sure that your computer system alwaysincludes the most current
features and securitytools.

When you finish working with your comput er, you can either shut down the computer
entirely or leave it in running in various ways. For example, you can log offfrom
Windows 7, lock the computer, or put the computer into Seep mode to conserve
resources.

In this chapter, youdl learn the basic sklls needed to work on a Windows 7 computer
and to complete the exercises in this book. Youdl learn about logging on to and off from
Windows 7 and explore the tools you @l frequently use to give commands to the

S

N C ¢

computer. Yo u 6 | | practi cetolocate wgurnt hecmputoed &8s har dwa

operating system specifications, and then ensure that your installation of Windows 7 is
absolutely up to date.

Practice Makes Perfectt You wondt need any practice file
chapter. See 0 U s i n Bracticé Fle®at the beginning of this book for information about

practice files.

Before working through the exercises in this book, Windows 7 must already be installed on your
computer and you must know your user account name and password (f your user account
requires one).

Logging On to Windows 7

The process of startinga computing sessionis called logging on. After you turn on the
computer and it goes through its startup processes, the Windows 7 Welcome screen
appears. The appearance of the screen and the exact processto log on to Windows
depends on whether more than one user account has been created on your computer,
and whether your account is protected by a password.
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B If there is only one account, and it is not protected by a password, the
Welcome screen displays your user accountname and picture. You dick the
picture to log on to Windows.

B If there is only one account, and it is protected by a password, the Welcome
screendisplays your user account name and picture and a password box. You
enter your password and then press Enter or click the Go button to log on to
Windows.

B If there are multiple accounts, the Welcome screendisplays the user account
names and pictures for all the active user account. Youclick your user account
picture and, if your account is password protected, enter your password to log
on to Windows.

Tip When you assign apassword to a user account, you can specify a password hint. Thenif
you enter your user account password incorrectly, Windows displays the password hintto help

you correct your error.

Resetting Your Windows Password

When you protect your Windows 7 user account by assigning a passwordto it, you have

the option of creating a p assword hint. Windows 7 displays the password hint if you

enter an incorrect password. |l f you didnoét s
the password even with the help of the hint, you can reset your password il but only if

you have created a passvord reset disk. You can create this disk on either a USB flash

drive or a floppy disk, but not on a CD.

Don't think you will ever lose or forget your password? It might sound unlikely, but it
can happen, especially in an environment that requires you to change your password on
a regular basis.Creating a password resetdisk is a simple precaution that might save
you a lot of grief.

To create a password reset disk:

1. Connecta USB flash driveor insert a disk into your computer's floppy disk
drive.

2. InControl Panel, click User Accounts and Family Safety, and then click User
Accounts. Then in the Tasks list, click Create a password reset disk .
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or

In the Start menu Search box, type reset password , and then, in the search
results list, click Create a password reset disk .

The Forgotten Password wizard starts.

On the Welcome page, click Next .

On the Create a Password Reset Disk page, select the USB flash drive or
floppy disk drive you want to use, and then click Next .

On the Current User Accoun t Password page, enter the password you use to
log on to Windows 7, and then click Next .

When the progress bar displays 100% complete click Next. Thenon the
Completing the Forgotten Password Wizard  page, click Finish.

To reset your password by usinga password reset disk:

1.

6.

On the Windows 7 Welcome screen, enter a blank password into the
password box, and then pressEnter or click the Go button.

Windows informs you that the user account name or password is incorrect.
Click OK to return to the Welcome screen, and then click the Reset password
link that appears below the password box.

The Password Reset wizard starts.

On the Welcome page, click Next .

On the Insert the Password Reset Disk page, select the USB flash drive or
floppy disk drive you want to use. Insert the password reset disk into the
drive, and then click Next .

On the Reset the User Account Password page, enter a new password and
password hint, and then click Next .

On the Completing the Forgotten Password Wizard  page, click Finish.

Be sure to store the password reset disk in a safe place, because anyone can use it to

reset your password and gain access to your computer.
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After you log on, Windows 7 loads your user profile and then displays your working
environment. Known as the desktop this environment reflects settings you make to
personalize Windows. The first time you log on to a computer, Windows also sets up a
file structure specific to your user account, which might take a few extra seconds.

SeeAlso Ifyou are new to computing, refer to the topic

Usersod in the 0l nt7d odaictiingn Watn dtolwes begi nning of
explanation of basic terminology you will encounter throughout this book.

So what exactlyare user accounts and how might they affect you ? Your computer might
be used by only you, or it might be used by several people. If more than one person
usesthe same computer, each person should log on with his or her own user account.
By using separate accounts,each person canset up the Windows 7 environment to look
and work the way he or she wants it, without
computing experience. Eachuser account is associated with a user profile that describes
the way the computer environment looks and operates (the user interface) for that
particular user. This information includes simple things such as the color schemeand
fonts used in windows and dialog boxes, the desktop background, and program
shortcuts, as well as personal informationthat you want to keep confidential, such as
saved passwords and your Internet browsing history. Each user profile includes a
personal folder not accessible by other people using the computer, in which you can
store documents, pictures, media, and other files you want to keep private.

See Also For information about making files accessible to other computer users, see

t |

0Sharing Files by Using Public Foldersd6.ibn Chapte

Tip In the high-tech world, people who use computers are referred to collectively as computer
users, or simplyusers. Although we use that rather impersonal term throughout this book, we

are well awarethat users are people too!

Each user accaint is designated as either an administrator account or a standard user
account. The first user account created ona computer is automatically an administrator
accountf every computer must have at least onefi so if you are the first or only person
using the computer, you are probably operating as an administrator.
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Important Ifa mal i ci ous person or program infiltrpates
as an administrator, your computer has a much higher risk of serious damage to its system than
if youdre |l ogged on as a st aonat@unidthepersomor Thr ough

a

program has access to allsystemfilesand settings, whereas a standard

to certain functions that can permanently damage the system. For this reason it is
recommended that you create a standard user accowunt and log on with that account for
everyday use.Then if you try to do something that requires administrator permission, Windows
7 prompts you to enter administrat or credentials that are valid for only that operation. If you
don't know the administrator credentials, you can't perform the operation, effectively preventing
outsiders from making changes you haven't authorized.

Exploring the Windows Desktop

Windows 7 presents its tools, commands, and structure through a graphical user
interface (GUI). Graphicéuser interfaces include the following types of components:

B Desktop The basic display area against which you can manipulate icons
representing programs, folders, and files.

B Icon A visual representation of a program, folder, file, or other object or
function.

B Pointing device A device such as a mouse that controls a pointer with which
you can select objects displayed on the screen.

B Window A frame, usually resizable,within which the computer runs a
program or displays a folder or file.

B Menu A list from which you can give an instruction by clicking a command.

Dialog box A fixed-size window in which you refine instructions by typing
information or selecting from the available options.

See Also For information about how to work with windows and dialog boxes, refer to
thetopic 01l nf or mati on for New Computer Use@s & eicrt itome
at the beginning of this book.

The desktop background you see when you log on to Windows for the first time might
be one of the photographic backgr ounds that comes with Windows 7 or, if you
purchased your computer with Windows 7 already installed, the original equipment
manufacturer (OEM) might have specified a brand specific desktop background. The
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default Windows 7 desktop backgrounddepi cts a fish underwater,
shining down through the surface of the water above. In either case, you can change the

background to one of the many beautiful photographs or artistic renderings that come

with Windows 7, to a solid-colored background, or to one of your own photos or

graphics. With any background other than a solid color, you can have the background

switch to a different image asoften as every 10 seconds

Tip Most of the graphics in this book were captured against a plain white desktop background
soastonotdetract from the screen el ement wedre |[showin

See Also For more information about desktop background options, see 0Changing the
Desktop Backgrou3id®Viirmu@H a pAtpgprear ance. 0

9:34 AM
4/3/2009

s R D)

A typical Windows 7 desktop, with the default background.
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Depending on your Windows 7 settings and the programs installed on your computer,

you might have one or more icons on your desktop. Windows 7 assigns an icon to every

item you see on your computer to make it easier to identify files, storage locations, and

programs. The icon might represent a file type (such as a document, a text file, or a

database) or storage component (such as a folder, hard disk drive, or CD drive)or it

might indicate the default program for opening a file. This visual representation can

make i1t easier to find a file or program youbod
link, or shortcut, to an item stored somewhere else, an arrow appears in its lower-left

corner.

Below each ion on the desktop is the name of the item it represents. If the name is too

l ong to fit onto two lines, it iIs truncated b
displayed in full when you click it. When you point to an icon, a ScreenTip containing

identifying information appears. Pointing to a program shortcut, for example, displays

the location of the file that starts the program. Pointing to a file displays the file name,

type, size, and modification date. You can start a program, open a folder or file, or jump

to a network location or Web site by double -clicking the associated icon or shortcut.

One of the icons Windows places on the desktop is a link to the Recycle Binwhich is
where Windows temporarily stores files you delete. When the Recycle Bin is enpty, the
icon depicts an empty trash can; after you delete items (and until you empty the Recycle
Bin), the icon depicts pieces of paper in the trash can. You can recover deleted filedrom
the Recycle Bin, or you can emptythe Recycle Bin and permanentlydelete the files to
free up space on your hard disk.

See Also For information about managing  the Recycle Bin,seed Del et i ng and Recov
Folders and Filesdé in Chapter 4, oO0Folder and File
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When you purchase a new computer, the OEM might have installed programsii either

trial or full versionsi on it. So that you know that these programs are available the OEM

might have placed shortcutstothemon t he desktop, along with 11
(advertisements) for products and services youcan purchase. Its not unusual to

purchase a new computer and find 20 shortcuts already on its desktop the first time you

start it up.

Another way icons might appear on your desktop is if you save or move files or folders
there. For example, if you download a program or other file from the Internet that you
will need to use only once, you might save it on your desktop so that you can quickly
find it, use it, and then delete it. When you install a program on your computer, you
often have the option of creating a shortcut to it on the desktop. (Some installation
programs automatically create a desktop shortcut, but others give you the courtesy of
choice.) If you created desktop shortcuts in a previous version of Windows, your existing
desktop shortcuts are still available after you upgrade to Windows 7.

Tip  You can create your own shortcuts to programs, to specific folders or files, to other
computers, or to Web sites, on the desktop or in any other folder.

See Also For information about  creating your ow n shortcuts to folders and files, see
Chapter 4, oFolder aond File Management

Tip You can delete an item from the desktop as you would from any folder. When you delete a
shortcut, however , you linrked@rogiam, fadderfoufdeh bonyythd ink et i ng t
to that item.
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Using the Start Menu

The Start menu is your central link to your computer's programs, management tools,
and file storage structure. You open the Start menu by clicking the Start button at the
left end of the Windows Taskbar, or by pressing the Windows logo key found to the left
of the Spacebar on most keyboards. TheWindows 7 Start menu looks similar to earlier
versions and features the vertical folder expansion introduced in Windows Vista.

‘ jr Getting Started
Q Windows Media Center Joan

EEE]

Documents
| Calculator

Pictures
Sticky Motes

Music
% Snipping Tool
] Games
N_:_;ﬁ Paint

) Computer
% Remote Desktop Connection

QI' Magnifier

Control Panel

Devices and Printers

.Q,‘ Solitaire

Default Programs

Help and Support
»  AllPrograms

| Search programs and files

The Windows 7 Start menu.

See Also For information about customizing the Start menu, see OModi fying the Sta
Menu" in Chapter 7, "System Settings and Behavior."
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Exploring the Left Pane of the Start Menu

The left pane of the Start menu provides efficient accessto programs and other items
installed on your computer.

Pinned Items Area

You can quickly accessspecific programs, folders, or files by inserting links to them in
the pinned items area at the top of the left side of the Start menu. This areais not visible
until the first time you pin an item to it.

See Also For information about pinning and unpinning Start menu links, see "Modifying
the Start Menu" in Chapter 7, "System Settings and Behavior."

Recently Opened Programs List

The recently opened programs list displays links to the last 10 programs you started.
You can adjust that number, or remove the list entirely.

The first time you log on to Windows 7, the list displays links to some of the new and
improved programs that come with Windows 7, including Windows Media Center, Sticky
Notes, the Desktop Gadget Gallery, the Calculator, the Math InputPanel, and Paint. The
programs that appear here might vary depending on the edition of Windows 7 running
on your computer and any programs installed by the OEM.

See Also For information about the different editions of Windows 7 and how they are
addressed in this book,see 0 | nt r od u c i n goatwhe begionimg of this book.

All Programs Menu

The All Programs menuprovides access to most of the programs and utilities installed
on your computer. These include programs installed as part of Windows 7, programs
installed by the OEM, and programs you have installed. (Most program setup utilities
add a link to the program to the Start menu.)

978-0-7356-2667-6 by Joan Preppernau and Joyce Cox Page|2lof 35
Online Training Solutions, Inc. (OTSI)



Windows 7 Step by Step Advance ContentdSubject to Change

You display the All Programs menu by pointing to or clicking All Programs at the
bottom of the left pane of the Start menu . Some programs are available from the menu
itself, and some are grouped in folders. Clicking a folder expands it to make its
programs accessible. Newy installed programs or folders are highlighted to make them
easy to find. If you want to close the All Programs menu without starting a program, you
can point to or click Back to return to the standard Start menu .

iéﬁi Default Prograrms
W' Desktop Gadget Gallery
& Internet Explorer
“ Windows DVD Maker
=) Windowes Fax and Scan
 Windows Media Center
Windows Media Player
27 Windows Update
| HPS Viewer
. Bccessories
, Garnes
J Maintenance
'-:ﬁ_-@; Backup and Restore
Iy Create a Systern Repair Disc
'ZE}' Help and Support
oL Windows Remate Assistance
. Microsoft Office
J Startup

1 Back

| Search programs and files

The All Programs menu.

The Windows 7 programs and utilities that are not available from the root of the All
Programs menu are grouped in these folders:

B Accessories This folder includes links to the following programs and utilities:
Calculator, Command Prompt, Connect to a Network Projector, Getting
Started, Math Input Panel, Notepad, Paint, Remote Desktop Connection, Run,
Snipping Tool, Sound Recorder, StickyNotes, Sync Center, Windows Explorer,
and WordPad. Also included are the Ease of AccessSystem ToolsTablet PG
and Windows PowerShellsubfolders.
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On a desktop PC, theTablet PCfolder is a subfolder of the Accessoriegolder,
and contains links to the Math Input Panel, the Tablet PC Input Panel, and
Windows Journal.

On a tablet PC

B The Tablet PCfolder is on the All Programs menu, and contains the
Pen Flicks Training and Personalized Handwriting Recognition tools

B The Accessoriedolder contains the link to the Math Input Panel and
to an additional tool A Windows Mobility Center.

B The Windows Journal link is directly on the All Programs menu rather
than in a subfolder.

B The Tablet PC Input Panelis available as a toolbar from the Windows
Taskbar shortcut menu.

B Administrative Tools This folder includes links to the following system
management tools: Component Services, Compiter Management, Data
Sources, Event Viewer, iSCSI Initiator, Local Security Policy, Performance
Monitor, Print Management, Services, System Configuration, Task Scheduler,
Windows Firewall with Advanced Security,and Windows Memory Diagnostic.

B Extras andUpgrades This folder, which might not be available in some
editions of Windows 7, includes links to online resources where you can
download additional features as they are made available.

B Games This folder includes links to the games that come preinstalled with
Windows 7, to the Games Explorerwindow, and to the Game Providers page
of the Microsoft Web site, from which you can download additional games.

B Maintenance This folder contains links to the following preventive
maintenance tools: Backup and Restore, Create a System Repair Disc, Help
and Support, and Windows Remote Assistance.

B Startup Thisfolder contains links to programs that you want to start
automatically with Windows 7.

We 0 | | re enaspof tleese programs and utilities in this book.
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Jump Lists

In earlier versions of Windows, a right-pointing arrow next to a link or menu item
indicated that additional options for that entry were available. This functionality has
been expanded in Windows 7 to create a very useful feature of the Start menu called
jump lists.

On the Windows 7 Start menu, pointing to (not clicking) a right-pointing arrow
associated with an item in the recently opened programs list or the pinned programs
area might display a jump list of files recently opened with that program , of related
tasks,or of common actions you can perform within that program. For example,

pointing to Word Padin the recently opened programs list displays a list of the Word Pad
d o c ume nt gecentty bervworking with.

Start Menu Search Box

In the lower-lef t corner of the Start menu, youdl Il fi
Windows 7i the Start menu Search box.This feature made our Top 3 Favorite Features
l' ist when it was introduced in Withednews Vi st a,

savings it provides are just amazing.

The first thing to note about Start menu Sear
regardl ess of what youdr e c 8mplyelicktthe $tartd oi ng on
button A or press the Windows logo key if your keyboard has onefi and the Start menu

expands with the insertion point already active in the Search box. Then type any

characters in the Search box, and Windows immediately displays a list of programs,

Control Panel items, documents, music, videos,and e-mail messages containing that

string of characters, group ed by category. As you type more characters, Windows refines

the search results almost instantly.

You can open any item that appears in the search results by clicking it, or you can open
the folder containing that item by r ight-clicking the item and then clicking Open File
Location. To view more information about the search results, click See More Resultdo
open the Search Results In Indexed Locations window:This window displays the file type
icon (or for certain types of graphics, a thumbnail of the actual graphic), name, location,
date, and size ofeachitem in the search results For documents and HTML files, the first
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150 or so char act e arsdispdyedtTiheesearfch réseltéremamont ent
available in the Search Results In Indexed Locations window until you close it.

See Also For more information about Start m enu Search, see the sidebar 0 Di f f er ent

Ways of Opening Control P a n e.Forihforreatiocs dbodt at er i n t hi
efficient search techniques,see0 Fi ndi ng Speci fic | nf oWNntowtandoné i n |
Folder Navigat i on. 6

Exploring the Right Pane of the Start Menu

The right pane of the Start menu is divided into three sections whose contents can vary
depending on the Start menu properties you specify. The possible options are as
follows:

B The top section displays your user account picture and name and links to your
personal folders. These can include theDocuments Pictures Music, and
Recorded T\Molders associated with your user account.

B The middle section can display links to games installed with Windows 7, to
your Internet Explorer Favorites menu, to a list of the 15 files you have most
recently worked with, to a window that display s the contents of your
computer, and to a window that di splays the computers, programs, folders,
and files you can access on your network.

B The bottom section can display links to existing network connections, to the
Control Panelwindow from which you can access all the Windows7 system
settings, to the default settings for opening various types of files and media,
to the Devices And Printers window, and to the Windows Help And Support
center.

At the bottom of the right pane of the Start menu, the Power button and Shut-down

Options menu provide options for ending your computing session.

See Also For more information about the Windows 7 shut-down options ,see0 Endi ng a
Computing Session ¢ later in this chapter.
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Using the Windows Taskbar

The taskbar that appears, by default, across the bottom of your screen is your link to
current information about what is happening on your Windows 7 computer. In Windows
7, the taskbar functionality has been significantly upgraded. The default taskbar is twice
the height that it was in previous versions of Windows, so you can more clearly see its
contents. The Start button still appears at the left end of the taskbar, and the clock and
date still appear toward the right end . However, what appears between them has
undergone a transformation. Larger icons, improved grouping, grouped thumbnail
window previews with built -in controls (using a technology called Aero PeeR, and
control over the location of taskbar items all contribute to the increased u sefulness of
this feature.

See Also For information about changing the size of the taskbar and the taskbar
buttons,see 0 Modi fying the Taskbardé in Chapter 7,

Tip The Quick Launch toolbar that was availableon the taskbar in previous versions of
Windows is, by default, not displayed in Windows 7 because you can now pin programs directly
to the taskbar. If you miss this feature, you can display the Quick Launch toolbar byadding the
Microsoft\Internet Explorek Quick Laund folder located in your personal Roaming profile to the
taskbar.

For information about adding toolbars to the Windows Taskbar, seed Modi f yi ng t h
Chapter 7, 0System Settings and Behavior. o

Taskbar Buttons

In addition to the Start button, butto ns for starting Internet Explorer, Windows Explorer,
and Windows Media Playerare pinned to the left end of the Windows Taskbar by
default. In addition to these pinned buttons, almost any action, such asstarting a
program or opening a file, dialog box, or Control Panel window, adds a corresponding,
temporary button to the taskbar. These new, larger buttons are identified by their
program icons. When multiple files or windows of the same type are open, they are
stacked under one taskbar button.

Tip  Windows Explorer windows stack under the pinned Windows Explorer button , and Web
pages stack under the pinned Internet Explorer button .

978-0-7356-2667-6 by Joan Preppernau and Joyce Cox Page |260f 35
Online Training Solutions, Inc. (OTSI)

e

0OSyst

Task



Windows 7 Step by Step Advance ContentdSubject to Change

ole 6 T

The default Windows 7 taskbar.

See Also For information about pinning  and unpinning taskbar buttons ,seedo Mo di f yi ng
the Taskbaré in Chapter 7, 0System Settings and

The maximum number of buttons that can fit on the taskbar varies depending on your
monitor and display settings. When you exceed the maximum, Windows displays a scroll
bar so that you can display hidden buttons.

The number of taskbar buttons you can fit on each row of the Windows 7 taskbar varies
depending on your screen resolution and whether you are displaying the standard large
icons or have switched to small icons. The following table provides examples of the
taskbar capacity.

Screen resolution Large icons Small icons
800x600 10 15
1024x768 15 22
1280x1024 20 29
1600x1200 26 39

Pointing to a taskbar button displays large thumbnails of each open window of that

type. The currently active window is indicated by a blue background. You can switch to a
window by clicking its thumbnail. Pointing to a thumbnail temporarily displays that
window and makes all other windows transparent, so you see only the selected window
and the desktop. (If the window was minimized, it appears in its most recent location.)
Pointing to a thumbnail also causes a Close button to appear inits upper-right corner,
so you can close the window without making it active.
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©Fe 6

Large groupedthumbnails make it easier to manage multiple open windows.

Tip  You can use keyboard shortcuts to minimize, maximize, close, and switctbetween
windows. For more information, see 0 Ke y b o ar d isthecQuitkRefeérence section at the
beginning of this book.

Right-clicking a taskbar button displays a shortcut menu of related files and commands.
The list varies depending on the type of item the taskbar button represents. For
example:

B Right-clicking the Internet Explorer taskbar button displays your Internet
Explorer browsing history so that you can access a recently visited Web site
directly from the taskbar.

B Right-clicking the Windows Explorer taskbar button displays a list of windows
you frequently open.

B Right-clicking the Windows Media Player button displays a list of tasks related
to the media that is currently accessible on your computer.

B Rightcl i cking a running programb6s taskbar b
recently opened with that program, and gives you the option s of pinning that
program to the taskbar and closing all the open program windows.

The shortcut menu for every taskbar button includes links to start the associated
program and to remove the button fro m the taskbar.

Tip  You can rearrange buttons on the taskbar by dragging them.
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Notification Area

The notification area at the right end of the taskbar displays information about the

status of programs, including those running i
need to interact with), as well as links to certain system commands. Some notification

icons and system iconsare hidden by default, and you can choose to hide others that

you dondt actively want to monitor.

) H

The notification area displays information and links concerning programs and your compter system

See Also For information about di  splaying and hiding icons, see the sidebar 0 Sy st e m
|l cons and Notification Area |l conso6 in Chapter 7,

The Show Desktop button appears at the far right end of the taskbar.( | f youdve usec
previous ver si ons tecefthatWe lbudoo appearangechasichahged o

significantly.) Clicking the Show Desktop button minimizes all currently open window s

so that you can access your desktop icons and shortcuts (Pointing to the button makes

all the open windows transparent so that you can seethe desktop.) Clicking the button

again redisplays the open windows.

Exploring Windows 7 Programs

Each release of Windows has brought with it new and improved features, tools, and a

variety of programs. Windows 7 includes many programs, some familiar and some new,

but i f youdre an eXx,yaumigh also rotice iVat sedemahvprograms e r
available in previous versions of Windows are missing. Microsoft has removed some of

the less operating systemdcentric programs from Windows. (Butd ondt worry, al |
games are still here!)
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Absent Programs

Specific programs that were available in earlier versions of Windows and are not in
Windows 7 include:

B Windows Live Messenger (formerly Windows Messenger)
B Windows Mail (formerly Microsoft Outlook Express)

B Windows Contacts

B Windows Calendar

B Windows Meeting Space

Some of the programs that are no longer part of Windows are among those you can
download, free of charge, from the Windows Live Web site located at home.live.com

See Also For more information about the programs and services available through
Windows Live,see O Ex pl ori ng Wi ndows Live Programs and Ser)
OPrograms. o

Windows Essentials

A fresh installation of Windows 7 includes many programs through which you can
manage your Windows computing experience, create things, or communicate. The
programs that you are most likely to use are:

B Windows Internet Explorer 8 The latest version of Internet Explorer introduces
many new features, some of which were borrowed from other popular Web
browsers. Internet Explorer still holds the lead in worldwide browser usage,
but the popularity of Firefox seems to have encouraged Microsoft to reach
higher. The winners inthis competition are Internet Explorer users, who can
now enjoy an expanded feature set as well asseamless interaction between
their Web browser and common information -management programs, such as
Microsoft Office Word, Microsoft Office OneNote, Windows Live Mail, and
Windows Live Writer.

See Also For information about using and managing Internet Explorer 8 , See
Chapter 6, olnternet Access. 0
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B Desktop Gadget Gallery This new feature replaces theWindows Sidebar
introduced with Windows Vista. From the Desktop Gadget Gallery, you can
place gadgets that display a variety of information directly onto your desktop.
You can move the gadgets to any location on the desktop, and tailor the
information each gadget displays to suit your needsfi you can even have
multiple instances of one gadget, each displaying different aspects of the
same type of information.

. © § PR v Vo

Y Sl e D S e J,
You can display the current weather in your home towrand in your favorite vacation spots.

See Also For information about managing desktop gadgets, se eoUsing and

Modi fying Desktop Gadgetsd in Chapter 5, oPr.
B Windows Update Thisessential tool monitors the Microsoft Update site and

alerts you to updates available for your operating system, for programs

installed on your computer, and for device drivers that interact with the

devices connected to your computer.

See Also  For step by step Windows Update instructions,see o0 Updati ng
Windows System Filesd | ater in this chapter
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Media Management

Digital media is now available to the average consumer in somewhat overwhelming
guantities. Many devices are available for recording, playing, and processing still photos,
video and audio clips, and streaming media.

B Windows Media Center Originally, Microsoft offered a separate Media Center
edition of the Windows operating system for people who wanted to run a
dedicated in-home media server, but now Media Center is built right in to
Windows 7 so that anyone with the interest and know-how can take
advantage of it. Using Media Center, you can view movies, recoded television
programs, and photo slideshows on your computer screenjust as you would
by hooking a playback device to your television. If your computer has an
internal or external TV tuner, you can stream network television directly from
your television service provider to your computer and record your favorite
shows. And many televisions available now havebuilt-in computer input
ports, so you can play audio and video through that nice new 50-inch flat-
screen TV You can listen to live radio programs, music from your personal
music library, and music from online sources, dl on one machine (and watch a
slideshow of your vacation photos at the same time). This is notnearly as
difficult as it might sound, and with the rapidly dropping price of computers
featuring 500 gigabytes (GB) or more of storage space, you can take the
opportunity to store all your music and digital media in one place and then
enjoy it with ease.

B Windows Media Player A simpler option for playing recorded music and
videos from your personal library, including content that you access or
purchase online.

B Windows DVD Maker A simple means by which you can create professionat
looking DVDs of your photos, videos, and music, complete with chapters,
titles, and special effects. This is a great way to preserve baby photos and
videos and share them with family and friends.
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Communication Tools

Windows 7 comes with two free word -processing programs and a simple graphics
program, as well as several other programs with which you can convey information.

B

Notepad You can usethis simple text editor to edit unformatt ed documents
or HTML files.

WordPad This more sophisticated word-processing program supports rich
text formatting and character and paragraph styles.

Paint You can use this simple graphics program to produce drawingsin a
variety of graphics formats (including .bmp, .gif, .jpg, .png, and .tif) and to
savescreen imagescaptured by using the Print Screen utility.

Tip WordPad and Paint have been updated with a Windows Ribbon command
interface similar to the Microsoft Office Fluent Ribbon introduced with many of the
Office 2007 programs.

Windows Journal This electronic note-taking program resemblesa simplified
version of Microsoft Office OneNote, which is distributed with Office 2007
Home and Student Edition and is also available as a freestanding program.
Using Journal, you can record handwritten and typed notes and import
existing notes and pictures from other files.

Windows Fax and Scan Using this program, you can send and receive faxes
through an analog phone line and a modem, or through a fax server. Received
faxes appear in your Inbox in the Windows Fax And Scan window and can be
viewed in much the same way as an email message in an e mail program. If a
scanner is connected to your computer, you can also use Wndows Fax And
Scan to scan text documents and graphics to your computer as digital files
that you can then send as faxes or email message attachments. Most modern
scanners areplug-and-play devices that you can simply plug into an
appropriate port on you r computer.
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Games

For those who enjoy the distraction of simple computer games, Windows 7 comes with
many preinstalled games: Chess Titans, FreeCell, Hearts, Internet Backgammon, Internet
Checkers, Internet Spades, Mahjong Titans, Minesweeper, Purble P¢&, Solitaire,and
Spider Solitaire Th er e d s it ddvwnloadind morelgames from Microsoft.

Utilities
Finally, we get to the fun stuff, the handy little tools that you might find yourself using

quite frequently. These programs and many others are available from the Accessories
folder of the All Programs menu.

B Calculator An essential program for many Windowsusersii t 6 s al ways at
fingertips when you need it! In Windows 7, the Calculator has been
transformed into a multidimensional tool that can meet a variety of
specialized calculating needs.

See Also For information about different ways to use the Calculator, see

oOUsi ng Wi Acdesserg Programséi n Chapter 5, oOPrograms. o
B Math Input Panel Designed for tablet PC users, thsis a new utility in which

you can convert simple and complex mathematic equations to text. Math

Input Panel supports algebra, calculus, analytic geometry, statistics, and many

other types of math.

B Sticky Notes You can use this program to attach electronic note-taking areas
to your computer deskt op thepapet fersion®faame way
sticky note to your physical desktop.

B Snipping Tool Using this nifty program, you can capture images of screen
areas. You can annotate an image with handwrittennotes, save it as an HTML,
PNG, GIF, or JPEG file, and send it by-mail from within the Snipping Tool
program window.
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Exploring Control Panel

Control Panel is the central location from which you can manage all the aspects of your
Windows 7 operating system: how it looks, how it works, how it communicates, and so
on. When you open Control Panel, it& displayed in a unique instance of Windows
Explorer; the taskbar button representing Control Panel and the various Control Panel
windows appears on the taskbar independent of the Windows Explorer taskbar button.

Control Panel Categories

In Windows Vista and Windows XP, ControlPanel offered two views: category view and
classic view.To help guide users to the correct Control Panel item, category view
described the tasks you might want to perform. Classic view provideddirect access to
the Control Panel items, and retained the look and feel of the Windows 2000 Control
Panel (In classic view you had to know or guess which item to use.)

In Windows 7, the Control Panelwindowii its home pagefi can be displayedonly in
category view, which provides access to these eight categories of iems:

Appearance and Personalization Network and Internet

Clock, Language, and Region Programs

Ease of Access System and Security

Hardware and Sound User Accounts and Family Safety
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On the Control Panelhome page, the Control Panelitems are divided into eight categories. Links to the most

common tasks are available under the category name.

The most common tasks performed within each category are listed below the category
name so that you can go directly to the window or dialog box in which to pe rform that
task. Alternatively, you can browse through a category to the windows, dialog boxes,
and tasks related to that category.
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