CUSTOMIZE YOUR
WINDOWS 7
DESKTOP




THE WINDOWS 7 DESKTOP

v, The Windows 7 desktop can now be customized
according to your needs and includes

Recycle Bin: Location of files that have been deleted

Taskbar: 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

Windows Explorer dallows you to browse your files
and folders on your computer

Notification Iltems o Show hidden icons and current
date and time
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SPLAY THE START MENU

1. Click the Start button on the Windows 7 Taskbar
2. Click the All Programs button

decycle Bin

g Internet Explorer
m Adobe Dreamweaver CS3 IR

% Microsoft Outlook 2010 Documents
=

Pictures
@ Wondershare DemoCreator

e Music
2@ Microsoft Excel 2010

Favorites

@ Microsoft PowerPoint 2010

E Adobe Photoshop CS3
E‘I Microsoft Access 2010

Computer
Control Panel
Devices and Printers

Calculator
Default Programs

WordPad

e Mozilla Firefox
% Snipping Tool

Data Sources (ODBC)

P_}.| Microsoft Publisher 2010

@ Sync Center
2 »  All Programs To s H I BA
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DISPLAY THE START MENU (CONT’D)

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.

ws Anytime Upgrade
@] Windows DVD Maker
indows Fax and Scan

. Accessories

[ [_] Calculator
E¥ Command Prompt
@ Connect to a Network Projector | =
B Connect to a Projector
(=) Getting Started
yzﬁ Math Input Panel
E Notepad
@ Paint
b Remote Desktop Connection Default Programs
i3] Run
? Snipping Tool Help and Support

L Sound Recorder

& Sticky Notes

@ Sync Center

73 Windows Explorer

[ Windows Mobility Center
Z| WordPad

| Ease of Access

1. System Tools

I\ Tablet PC

1. Windows PowerShell
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USE SCROLL ARROWS TO VIEW ALL YOUR
INSTALLED PROGRAMS

v If you have a lot of
programs installed, you
may need to use the
scroll arrows to see
programs not
immediately visible.You J s
can {5

Click the scroll arrows

Hold down the mouse
and drag the scroll box




ADD AN ICON TO THE DESKTOP

% Anicon 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 o0o0Show on Desktopdé, you can add t
from your desktop. Let 6s add t he

oComput el
Click the Start button to display the start menu
Rightclick on t he Computer Shawoon Deaktopld ¢ | Tihcek coonmpout er

I con
will now display on your desktop

oooooo

Map network drive...

Disconnect network drive...

Show on Desktop
eeeee
roperties

Search



ADD A GADGET TO THE DESKTOP

v 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.

View
Sort by
Refresh

Paste
Paste shortcut

Shared Folder Synchronization

Graphics Properties...
Graphics Options

New

i Screen resolution
) Gadgets

d Personalize




ADD A GADGET (CONT’D)

2. Double click the item on the Gadget Gallery you want to
add to the Desktop. Let s add th

on the weather icon.
3. The weather will now display on your desktop




REMOVE A GADGET

7 If you want to remove a gadget:

Point to the gadget you want to remove (weather) and
justclick on t he o0x06 t o cThegadgetwilhe gac
disappear from your desktop
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PIN A PROGRAM TO THE TASKBAR

% 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. Let 0s add t he
program to the Taskbar. If the
program isn't running:

Click the Start button, click All Programs,
Microsoft Office, Microsoft Word

Right-click it, and then click Pin to
Taskbar

W CorelLabel®O]  Open
. Games

[ Windows Media Player
£ Windows Update

< XPS Viewer

| 7-Zip

| Accessories Documents
|, Adobe

|, Adobe Design Premium CS3 Pictures

Adobe Web Premium CS5 3
‘ ‘ Music
. Amazon.com L

Troubleshoot compatibility
1 Intel® Matrix Sty
Pin to Taskbar

Pin to Start Menu

. Maintenance

1 Microsoft Office
@ Microsoft Ad
\E Microsoft Ex|
(T Microsoft In{ Sendto »
\I] Microsoft In{

‘0 Microsoft Of Cut

(N] Microsoft Of Copy
Q] Microsoft O¢
[E Microsoft Pq
[B] Microsoft P @ | Rename

Restore previous versions

Delete

\i—‘ Microsoft Sh

i @ Microsoft Wu wev
|5/ Re-install MS Office Trial
Microsoft Office 2010 Tools

I, Microsoft Silverlight

Properties

4 Back

Recent

(Ef] Word Lesson1

(] goodpresent

IE._] Excel Lesson 12 Data Filters
IE._] Excel Lesson 11 — changing ...
(E]] Excel Lesson 10 Perform Ca...
IE._] Excel Lesson 10 — Perform ...
IE._] Excel Training From Micros...
IE._] Excel Lesson 9 WorkingWit...
[EF] Excel Lesson 8 Setting up a...
IE._] Word Lesson 4 Changing t...

|E| Microsoft PowerPoint 2010
|—|’.F-’| Pin this program to taskbar |

[ Close window

If the program is already
running, right -click the
program button on the taskbar,
and then click Pin this program
to taskbar.




REARRANGE BUTTONS ON THE TASKBAR

7, You can rearrange and organize program buttons on
the taskbar so they appear in the order you prefer.

v, To rearrange the order of program buttons on the
taskbar, just drag a button from its current position
to a different position on the taskbar .

In our example, point to the Word icon on the taskbar.
Hold down the mouse and drag it to its new position
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JUMP LISTS

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

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.

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.

Recent

E_H listing letter
] Removed from group for non pa...
IE_|1 wan_report

IEIEJ Fall event flyer

] end of year message

®l] The South Bay Ramblers Book cl..
®l] The South Bay Ramblers Flyer

] Lease Letter

IE_|1 report_start

IE_|1 Dear Mum

(W] Microsoft Word 2010
o Unpin this program from taskbar




OPEN AN ITEM FROM A JUMP LIST

v You can view the Jump List
and then open items both
from the taskbar and the
Start menu. Try it out:

Right-click the Microsoft
Word program icon on the
taskbar. (You will see all
your Recent files
displayed)

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.

Recent
W] listing letter

@] Removed from group for non pa...

IEﬂ wan_report =
B Fall E"'E)] wan_report (C:\Users\Dawn\My Docume
W] end of 1)

] The South Bay Ramblers Book cl...
] The South Bay Ramblers Flyer

¥ Lease Letter

IEﬂ report_start

IEﬂ Dear Murn

[W] Microsoft Word 2010
o Unpin this program from taskbar



TO PIN AND UNPIN AN ITEM TO A JUMP LIST

% You can pin a favorite item to
a Jump List, so it will always
appear at the top of the list.
That way, youdol
get to the file quickly and
easi |l y. Her efs

1. Topin 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. Toremove 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

Recent

Iiﬂ listing letter

(] Reroved from group for non pa...

Iiﬂ wan_report

I_ﬂJ Fall event flyer

Iiﬂ end of yea
] The South
(] The South
] Lease Lette
Iiﬂ report_start
(] Dear Mum

[EI Microsoft

Edit O

Copy

Pin to this list

Remove from this list
Open file location

Properties

o Unpin this program from taskbar H

7 o JE
X 5 ‘l (i ] end of year message

Recent

(] listing letter

IEﬂ Removed from group for non pa...
@ wan_report

I#lJ Fall event flyer

& The South Bay Ramblers Book cl...

IEﬂ The South Bay Ramblers Flyer

Once pinned to the
list, the Item will
appear on top of
your Jump List for
easy access.

/

5] Lease Letter

IEﬂ report_start

&7 Dear Mum

] group_membership

(W] Microso ft Word 2010
o Unpin this program from taskbar




TO REMOVE A RECENT ITEM FROM A JUMP LIST

¥, YOU can remove a
recent item entirely
from a Jump List.

Right click on the Word
Program to open the
Jump List then right -
click the file you want to
remove

Click Remove from this
list .

v, Note: this does not
delete the file, it just
removes it from the
Jump List.

Pinned

|#| end of year messag
Recent

Ell_] Class File Managery
] listing letter

|#| Rermoved from gro
@I_] Excel Quiz Questior
|®| wan_report
IE:J Fall event flyer
|&| The South Bay Rarr
|| The South Bay Rarr
¥ Lease Letter

Open
Edit

Mew
Print
Save As...

Copy

Pin to this list

Remowve from this list
Open file location

Properties

(] report_start

(W] Microsoft Word 2010
o Unpin this program from taskbar
[E Close window




AERO FEATURES

v, Aero IS a visual desktop experience that
combines translucent windows, appealing color
and graphics effects with convenient
functionality. Aero includes Snap, Peek, Shake
and Flip .

Aero Peek provides you a small thumbnail view so
you can sSee your open programs

Aero Snap is a quick and easy way to resize your
windows to line up side by side

Aero Flip allows you to preview or flip through all
your open windows

Aero Shake allows you to quickly minimize every
open window except the one you want .



¥ Youcan use Shap to arrange

Y

SNAP A WINDOW T@ THE SIDE

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:
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.

2. Release the title bar to expand
the window.

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

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

TOSHIBA
2ading Innovation >

TOSHIBA
Leading Innovation 3>




SNAP A WINDOW VERTICALLY

% 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. Dragthe edge of the
window to the top or T
bottom of the screen to
expand the window to the
entire heig ht of the Just drag the title bar away from
desktop. The width of the the top or bottom of the desktop

- ' to return the window back to its
window doesn't change. Cormal Size.




MINIMIZE OPEN WINDOWS USING AERO SHAKE

v, You can usethe Aero Shake [ ===
feature to quickly minimize
every open window except
theoneyouwant. | t 6 s €=}
to restore back to normal.
Try 1t out. | LAS

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.




