


¾The Windows 7 desktop can now be customized 

according to your needs and includes 

ÁRecycle Bin : Location of files that have been deleted  

ÁTaskbar:  Contains the Start button where you can 

access programs, files, folders and settings your 

computer.  Also contains buttons that indicate which 

windows are open on the desktop.  You can now pin 

items to the taskbar so it contains just the items you 

want 

ÁWindows Explorer ð allows you to browse your files 

and folders on your computer  

ÁNotification Items ð Show hidden icons and current 

date and time  
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1. Click the Start button on the Windows 7 Taskbar  

2. Click the All Programs button  
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3. Click Accessories to view the commonly used free programs on your 

Windows 7 system such as Calculator, Paint, Notepad and Wordpad.  Try 

opening some of these programs by clicking on the program of your choice.  

Calculator is particularly useful to quickly sum up numbers if you have no 

calculator handy.  
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¾ If you have a lot of 

programs installed, you 

may need to use the 

scroll arrows to see 

programs not 

immediately visible.You 

can 

1. Click the scroll arrows  

2. Hold down the mouse 

and drag the scroll box  

 

 



¾ An icon is a picture that represents a file, folder, object or program.  Some 

items are available to display on the desktop.  If you right click and see the 

option to òShow on Desktopó, you can add this item and access it directly 

from your desktop.  Letõs add the òComputeró icon to the desktop 

1. Click  the Start  button to display the start menu  

2. Right click on the Computer  icon and click on òShow on Desktopó  The computer icon 

will now display on your desktop  
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¾ A gadget is a mini-program that gives you continuously updated 

information on info you might be interested such as weather.  To 

add a gadget 

1. Right click the desktop to display a shortcut menu and click on 

Gadgets.  The Gadgets Gallery will display (see next page.  
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2. Double click the item on the Gadget Gallery you want to 

add to the Desktop.  Letõs add the weather.  Double click 

on the weather icon.  

3. The weather will now display on your desktop  

2 

3 



¾ If you want to remove a gadget:  
1. Point to the gadget you want to remove (weather) and 

just click on the òxó to close the gadget.  The gadget will 

disappear from your desktop  
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¾ You can pin a program directly to 

the taskbar so that you can open it 

quickly and conveniently, rather 

than having to look for the 

program in the Start menu each 

time. Letõs add the Word 2010 

program to the Taskbar. If the 

program isn't running:  

1. Click the Start button, click All Programs, 

Microsoft Office, Microsoft Word  

2. Right -click it, and then click Pin to 

Taskbar 

 

 

If the program is already 

running, right -click the 

program button on the taskbar, 

and then click Pin this program 

to taskbar.  



¾You can rearrange and organize program buttons on 

the taskbar so they appear in the order you prefer.  

¾To rearrange the order of program buttons on the 

taskbar, just drag a button from its current position 

to a different position on the taskbar . 

 

1. In our example, point to the Word icon on the taskbar.  

2. Hold down the mouse and drag it to its new position  



¾ Jump Lists are lists of recent 
items, such as files, folders, 
or websites, organized by the 
program that you use to open 
them.  

¾ You can open programs, 
recent items, and favorite 
items using Jump Lists so that 
you can quickly get to the 
items you use every day. 

¾ You can use standard 
Windows techniques to 
manage jump lists.  For 
instance, to change the order 
of either pinned items or 
recent items, open the Jump 
List, and then drag the item 
to a different position.  

 



¾ You can view the Jump List 

and then open items both 

from the taskbar and the 

Start menu. Try it out:  

1. Right-click the Microsoft 

Word program icon on the 

taskbar.  (You will see all 

your Recent files 

displayed) 

2. Click the item  you want to 

open 

.  

 

 

 

Note:  You can also Click the 

Start button, point to a pinned 

program or recently used 

program, point to or click the 

arrow next to the program, and 

then click the item.  



¾ You can pin a favorite item to 
a Jump List, so it will always 
appear at the top of the list. 
That way, youõll be able to 
get to the file quickly and 
easily. Hereõs how:  

1. To pin an item to a Jump 
List, right click to open the 
program's Jump List, point 
to the item, click the 
pushpin icon, and then click 
Pin to this list .  

2. To remove an item from a 
Jump List, open the 
program's Jump List, point 
to the item, click the 
pushpin icon, and then click 
Unpin from this list .  

 

 

 

Once pinned to the 

list, the Item will 

appear on top of 

your Jump List for 

easy access. 



¾You can remove a 

recent item entirely 

from a Jump List.   

1. Right click on the Word 

Program to open the 

Jump List then right -

click the file you want to 

remove 

2. Click Remove from this 

list .  

¾Note:  this does not 

delete the file, it just 

removes it from the 

Jump List.  
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¾Aero  is a visual desktop experience that 

combines translucent windows, appealing color 

and graphics effects with convenient 

functionality. Aero includes Snap, Peek, Shake 

and Flip .  

ÁAero Peek  provides you a small thumbnail view so 

you can see your open programs 

ÁAero Snap is a quick and easy way to resize your 

windows to line up side by side  

ÁAero Flip  allows you to preview or flip through all 

your open windows  

ÁAero Shake allows you to quickly minimize every 

open window except the one you want . 

 

 



¾ You can use Snap to arrange 
windows side by side, which 
can be especially helpful when 
comparing two documents or 
when dragging files from one 
place to another. Try it out:  
Á 1. Drag the title bar of a window to 

the left or right side of the screen 
until an outline of the expanded 
window appears.  

Á 2. Release the title bar to expand 
the window.  

Á 3. Repeat steps 1 and 2 with 
another window to arrange the 
windows side by side.  

 

¾ To return the window to its 
original size, drag the title bar 
away from the top of the 
desktop, and then release.  

 



¾ You can use Snap to expand 
windows vertically, which 
can be useful when reading 
long documents such MS 
Word or Excel Files 

 

1. Point to the top or bottom 
edge of an open window 
until the pointer changes 
into a double -headed 
arrow.  

2. Drag the edge of the 
window to the top or 
bottom of the screen to 
expand the window to the 
entire height of the 
desktop. The width of the 
window doesn't change.  

 

 

 

 

Just drag the title bar away from 

the top or bottom of the desktop 

to return the window back to its 

normal size.  



¾ You can use the Aero Shake 
feature to quickly minimize 
every open window except 
the one you want. Itõs easy 
to restore back to normal. 
Try it out.  Itõs great:  
 

1. Open up two pictures 
from the Pictures Library  

2. On the picture you want 
to keep open, shake the 
title bar back and forth 
quickly.  

3. To restore the minimized 
windows, shake the open 
window again.  

 

 


