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_— ODbjectives

Start Windows 7
Use a mouse
Use the Start menu

Size, move, arrange, and close
windows

5. Scroll a window _

ORI
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WINDOWS 7

_— ODbjectives

Use Help and Support

Print a Help topic

Use dialog boxes

Use Folder windows and Libraries
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_— ODbjectives

11. Navigate and sort files and folders
12.View and organize pictures
13. Shut down Windows 7
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_— Concept Preview

e Operating System

e Desktop

 Menu

e Window

e Dialog Box

e Folders and Libraries
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WINDOWS 'i Lab 1-6

Outline E

e Starting Windows 7
— Turning on the Computer
— Using the Mouse
= — Exploring the Desktop

e Using Windows 7
_ — Using the Start Menu
i — Starting Windows Help and Support
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Lab 1-7

< Outline B

e Working with Windows
s, — Sizing and Moving Windows
— Scrolling a Window
— Using Help and Support

—— — Navigating Help and Support
— Using the Browse Help Feature
___\ — Searching Help

L — Printing a Help Topic
— Using the Options Menu

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.



Lab 1-8

Outline E

 \Working with Multiple Windows
. — Opening a Second Window
— Arranging Windows
— Minimizing All Open Windows
— Using Shake and Snap
— Closing a Window

WINDOWS 7

=
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Lab 1-9

Outline E

e Using Folder Windows and Libraries
— Exploring the Computer Window
— Changing the Window Layout

==\ — Navigating the Folder Window

— Changing Folder Views

— Sorting Files and Folders

=
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Lab 1-10

Outline E

* Viewing and Organizing Pictures
— Using the Pictures Folder
— Using Windows Live Photo Gallery
o Shutting Down Windows 7

e« Key Terms

—
=

B . A0S
m

e Discussion Questions
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WINDOWS 7 Lab 1-11

. Starting Windows 7 |

Windows 7

 Purpose of computer is to run
s application software

o All computers must load an operating
. system
— Controls overall activity of the computer

- — Acts as an Interface between the user and
the computer

i — Microsoft Windows 7 is the newest version
of the Windows operating system
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Lab 1-12

. Concept 1

| Operating System ]

e Software

* Helps the computer to operate

e Consists of a collection of programs

—  Programs are a sequence of instructions
* Programs direct the computer to perform
= tasks

=
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Presenter
Presentation Notes
Helps the computer manage its resources
Consists of a collection of programs
Programs are a sequence of instructions
Programs direct the computer to perform tasks
Main functions
Manage resources
User Interface
Running application software 



Main Functions of an

Operating System

Function Description

Manage resources Coordinates the different parts of the computer system so that
all parts work together. This includes coordinating the flow of
data to and from the system unit and to and from input and

- output devices like the keyboard and the display screen. This
controls computer system resources and includes providing the
means to manage and store information on the computer.

User interface Provides the means for users to interact with the computer

Running application software Loads programs designed for specific uses such as word
processing, graphics, and spreadsheet analvsis.
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Presenter
Presentation Notes
Windows uses a graphical user interface (GUI) that uses pictures to represent familiar objects
The hardware required to interact with the computer includes a monitor, mouse, and keyboard


SNINDOWS 7

ww== Turning on the Computer

e Turn on the computer

e System and hardware checks are
performed

e Windows 7 Is loaded into main
memory

* Process called a cold start  —==
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Presenter
Presentation Notes
The Windows Welcome screen appears and displays user icons for each user account
Multiple users on a single computer are common 
Each user account requires a user name


—_ Using the Mouse

Cable

Connects and sends
electronic signals from
mouse to system unit

Optical sensor

| Left button

Single-click item to
select it; double-click

to perform an action

! Right button
Single-clicking on an

object typically displays a
shorteut menu of options

Roller ball
Converts movements
of the mouse into

electronic signals

Scroll wheel

Wheeled mouse Optical mouse

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
Symbol on the screen is the mouse pointer 
Pointer is controlled by the mouse which is attached to the computer 
Two common types of mice
Wheeled mouse which uses a rubber-coated ball 
Optical mouse which uses a light emitting diode (LED)
Ask students about other types of devices:
Trackball
Stick
Touch pad 


WINDOWS 7 Lab 1-16

Mouse Pointer Shapes

Pointer Shape Y EELTT

= =
[ Normal select
'J}._n? Link select
N I I-beam Move the insertion point
ks Area is not available
- o Busy
= I Horizontal/vertical resize
L "y Diagonal resize
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"NINDOWS 7

S Mouse Actions

Point Move the mouse so the mouse pointer is positioned
on the item you want to use.

Click Press and release the left mouse button.

Right-click Press and release the right mouse button.
Double-click Quickly press and release the left mouse button twice.
Drag Move the mouse while holding down the left or right

mouse button.
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Presenter
Presentation Notes
The buttons are used to point, click, double-click, and drag


Log On to User Account

User Name

I

Type password
»

Switch -U:‘r.'r i

. WiﬂdOWS’7 Home Premium
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Presenter
Presentation Notes
Clicking on your user account icon displays only your account icon and a password text box in the window
A text box is a box in which you type information
A blinking vertical bar called an insertion point appears in the text box indicating it is ready to accept your entry
If the insertion point is not displayed, activate the text box by clicking in it
The password will appear as a series of dots as you type to maintain the privacy of the password


SNINDOWS 7

Exploring the Desktop

orpeal s Recycle Bin icon Windows 7 desktop

Computer

&
Adobe Reader
g

E -
Internets
Explorers

1036AM |

a W 1)
= 2/1/2012
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Presenter
Presentation Notes
The desktop is the Windows screen
It is used to access the tools you need to use the computer
Think of the desktop as the top of a desk that contains all the work that needs to be done


*NINDOWS 7

Concept 2

[ Desktop 1

b

 Opening screen for Windows 7

— Place where you begin your work

using the computer

. . Provides a quick access to the tools
you need to complete your work

B\ . Consists of items called objects

- Y 7=
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Presenter
Presentation Notes
The desktop is made up of many items called objects.
 Each object consists of settings and attributes called properties that are unique to the object and that affect what the
	object looks like, what the object can do, or what you can do to the object
Just about all the objects on the desktop have properties associated with them
For example, the small pictures, called icons, on the desktop are each made of properties that control what the icon does
The desktop itself is an object that has properties
The properties can be viewed and changed if necessary to suit your needs
For example, you can change the color of the desktop background


"NINDOWS 7

-- Windows 7 Icons

Description

Opens the Documents location where documents you
create using an application program are stored

My
Documents

7~
[J-

Internets

Explorerg

Starts the Internet Explorer program

Microsoft Starts the Microsoft Word 2010 program

Word 2010
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Presenter
Presentation Notes
The right side of the desktop may display Windows Sidebar, an area where you can keep information or tools that you frequently use for easy access
Information is accessed through “gadgets,” which are small programs designed for specific purposes
Initially, a clock, a picture, and a news headline gadget are displayed


SNINDOWS 7 .

Windows 7 Desktop

ntains the files and folders that you have deleted.

g Screen tip about Recycle Bin

Computer

kd
Adobe Reader
g

f e N

Internets
Explorers

- =
Windows :
‘ Explorer '
Start button
’ Launch Windows Media Player ’_\

A P . r
5 /' E s hmn P

Launch Internet Taskbar Notification area
Explorer
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Presenter
Presentation Notes
Tooltip – brief description of item you are pointing to 
Taskbar – at the bottom of the screen
Taskbar buttons – active tasks 
Quick Launch Toolbar – contains frequently used programs
				 


SNINDOWS 7

Start Button

l.::"
-

Recycle Bin

A

Computer

A
2

Adobe Reader
g

Ed=
Internets
Explorers

Click to open Start menu

1038AM |

L KA S e
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Presenter
Presentation Notes
The Start button is one of the most important features in Windows 7, as it is the starting point for most features on your computer


“NINDOWS 7 Loz

Start Button

@ Internet Explorer -
b
g‘ Microsoft Office PowerPoint User Name
Viewer

Do ents
WA Microsoft Word 2010 o
(A Pictures
}{_.?l Microsoft Excel 2010

” Music
4= WordPad
=

,ZJ Paint
i Recent Items
@ Snagit 10

Computer

Notepad
";{] Control Panel

IE[ Getting Started

Games

Devices and Printers

—
L8]
2 Halcubtar Default Programs

@ Windows Media Center Help and Support

Sticky Motes

% Snipping Tool
&5{ Magnifier

.d‘i Solitaire

»  AllPrograms

Search programs and files

1039AM |
2172012
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Presenter
Presentation Notes
Please note that in Windows 7, there are many ways to perform the same task 


"NINDOWS 7
Concept 3
[ Menu ]

e A list of items from which you select a
M. program

 The selection cursor appears over the
— selected item

e Sometimes a submenu of additional
items Is displayed

=
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Presenter
Presentation Notes
If the selected item displays a , a submenu of additional items automatically appears
This is commonly called a cascading menu
Then, to choose an item, you click on it
When the item is chosen, the associated action is performed


SNINDOWS 7

Using the Start Menu

@ Internet Explorer

E Microsoft Office PowerPoint
Viewer

W \ticrosoft Word 2010
}?_‘I Microsoft Excel 2010

A= WordPad
=

,3’;}? Paint
2o

Software
Sticky Notes program

% Snipping Tool names

Q;- Magnifier

-;l Solitaire
ol

»  All Programs

| Search programs and files

Opens Start menu

McGraw-Hill

User Name
Documents

Pictures

Music

Games

Recent ltemns
Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

Pinned Items List
Four commonly accesses folders
| —

_ Used to locate flles

Features used to modify
computer settings and to
get help

Computer Shut down options: Sleep,
Restart, Lock, Logoff, Switch user

Lab 1-26
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Presentation Notes
The Start menu is used to communicate with the operating system so you can start programs and access features and items in your computer
 It is one of many menus you will see in Windows 7


Lab 1-27

SNINDOWS 7

Start Menu

] Windows DVD Maker
525 Windows Fax and Scan
=1 Windows Live Mail

All Programs list open

ia-, Windows Live Messenger
a Windows Live Movie Maker
& Windows Live Photo Gallery
€ Windows Media Center y
@ Windows Media Player
5;_1 Windows Update
<, KPS Viewer

d—

o ‘z“l"”f‘t < Accessories folder open
alculator

B8 Command Prompt
B Connect to a Projector
=1 Getting Started

ﬁ Math Input Panel =
j Motepad

¢l Paint . «— Paint program selected
'@ Remote Desktop Cl}%nection

121 Run P a

t, Sound Recorder P -
i Sticky Motes

@ Sync Center

m

QR Snipping Tool

4 Windows Explorer
= WordPad

| Ease of Access

| System Tools

|| Tablet PC

. Windows PowerShell -

1 Back Closes All Programs menu

| Seorch programs and files D | do
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Presenter
Presentation Notes
The Start menu consists of items that are used to start programs, access files and documents, customize your system, get help, search for items on your computer, and more
It is divided into three basic areas.
The first area is the left pane of the Start menu
It displays a list of names of application software programs
The program icons to the left of each name are graphic representations of the feature
The upper section of this pane is the pinned items list where the names of programs that are always 				available are listed
The lower section displays the names of frequently used programs in alphabetical order
You can customize this list to display from 0 up to 30 programs
Programs you have not recently used are removed from the list and replaced with the more recently used programs
The All Programs button at the bottom of the list provides a menu of all programs from which you can select


"WINDOWS 7 |8 |
Starting Windows Help and Support

Displays Windows

Help and Support

Toolbar

Search Help

p Find an answer quickly
@ Enter a few words in the search box above,

Not sure where to start?
Scroll bar

» How to get started with your computer
m Learn about Windows Basics

= Browse Help topics
E- -
Internets
Explorer; . v
e More on the Windows website
Check out the Windows website,
which has information, downloads,
and ideas for doing more with your
PC.

Featured this month:

m What's new in Windows 7

m Getting started with Windows 7

@ More support options

Taskbar button
for open window
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Presentation Notes
Using the program’s Help feature is an invaluable source of information about commands and procedures
The feature is very user friendly 
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s \Working with Windows

e .. . ‘5« Appearance and Personalization » Personalization » Desktop Background - Search Control Panel pel

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: ’WindowsDesktopBackgrounds ’ Select all ]’ Clear all

4 |Jnited States (6)

4 Windows (1)

Change picture every:

30 minutes Shuffle

[ Save changes ] [ Cancel

- ) % 43
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Presentation Notes
A window is a box that appears on the desktop and is used to display information 


"NINDOWS 7
. Concept 4
[ wWindow }

A window is a frame that appears on the
. desktop

e Used to display information and other
. programs
e \Window parts

= — Title bar

— Menu bar
i — Toolbars

| | Al
dERERRY 1] |
; ; e L L L
i —
| | s
| Dvooe T
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Presentation Notes
Most windows have a title bar located at the top of the window that displays the program’s name
The upper-right corner of a window displays three buttons that are used to control the window
Below the title bar you often will see a menu bar or a toolbar containing commands that are used to work with the program
The menu bar generally displays menu titles that when clicked on display a list of commands or a submenu of additional choices
Toolbars contain buttons that provide shortcuts for starting programs or using common features and commands
The content of the window is displayed in the large space below the toolbar


SNINDOWS 7

w== Sizing and Moving Windows

Button Description

| Minimize Reduces a window to its smallest size.

Enlarges a window to the full screen.

Returns a window to its previous size after a window
has been maximized.

Used to exit the application running in the window and
to close the window.
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Presenter
Presentation Notes
Resize the window to make it more workable
You can make the window larger, smaller, or minimize it where it resides on the taskbar 
You can drag the borders to increase or decrease the size 
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Ma?(imized window fills M aXi m i Z e d Wi n d OW

Windows Hel

& = m gj i] ﬁ&sk QOptions ~

Search Help £l

p Find an answer quickly

p

- s Enter a few words in the search box above.
Not sure where to start?

m How to get started with your computer
m Learn about Windows Basics

= Browse Help topics

More on the Windows website

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

Featured this month:

= What's new in Windows 7

- m Getting started with Windows 7

@, Meore support options

AN -l 6

& Online Help ~
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Presentation Notes
Maximizing a window is helpful when you want to be able to view the maximum amount of content possible in the window
When a window is maximized, the Maximize button changes to Restore
This button is used to return a window to its previous size


Scrolling a Window

Vertical scroll Bar Horizontal scroll Bar

Up seroll arrow ]—b » )
[ P [ Left scroll arrow

| Seroll beax el ¢ | )
r Scroll box 1

[ Right scroll arrow

[ |

[ Down scroll arrow
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Presenter
Presentation Notes
When there is more information in the window than space, a scroll bar is displayed
It is used with a mouse to bring additional lines of information into view in a space
Scroll bars can run vertically along the right side or horizontally along the bottom
The vertical scroll bar is used to move vertically and the horizontal scroll bar to move horizontally in the space
The scroll bar consists of scroll arrows and a scroll box


Lab 1-34

. Using Help and Support

e Windows Help and Support

. — Used to access information about
Windows 7

— Displays a list of Help topics you can
—= selgcty PP
 Toolbar displayed below the title bar
_ — Helps you use Windows 7
L — Helps you to navigate within Help and

Support @
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Presentation Notes
See next slide for a description of the toolbar buttons on the Windows Help and Support screen 


WINDOWS 7 Lab 1-35

1
=

Help and Support Toolbar

Buttons

Displays previous page of information
Displays next page of information after g4 is used.

Displays the opening (Home) page of the Help and
Support Center.

% En

K

Provides a table of contents list of topics from which you
can select to access subtopics.

Prints the current page of information displayed in the

Help and Support window.

ﬁ% Ask Provides links to customer support and additional
resources for getting help.

Options v Displays options to modify Help and Support settings.

McGraw-Hill
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. Hyperlinks in Help and Support

| |Search Help 2|

p Find an answer quickly

A( @ Enter a few words in the search .

m__ . box above, Mouse pOInter appeal’s asa ‘Zl:h-:l
When pointing to a hyperlink.

Adobe Reader
9

Fs

Computer

Mot sure where to start?

® How to get started with your
[J™ computer

Internet - Wi v i o
ik Lﬂ@w Clicking down scroll arrow
. = Browse Help topics

scrolls window content up

More on the Windows website

AR Check out the Windows
@, Meore support options
& Online Help =
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Presentation Notes
Notice that the topic you are pointing to appears in blue text and underlined and that the mouse pointer appears as a hand 
This indicates the item is a hyperlink
 Hyperlinks typically provide a connection to information at another location.
Clicking on a hyperlink jumps to that location and displays the information


SNINDOWS 7

Working with windows

Whenever you open a program,
file, or folder, it appears on
your screen in a box or
frame called a window
(that's where the Windows
operating system gets its
name). Because windows
are everywhere in
Windows, it's important to
understand how to move
them, change their size, or
Jjust make them go away.

Parts of a window

Although the contents of
every window are different,

In this article

Parts of a window
Meoving a window
Changing the size of a
window

Hiding a window
Closing a window
Switching between
windows

Arranging windows
automatically
Arranging windows using
Snap

Dialog boxes

Lab 1-37

avigating Help and Support

all windows share some things in comman. For one thing, windows
always appear on the desktop—the main work area of your screen, In
addition, most windows have the same basic parts.

@ @D 6

{ 7| Untitled - Notepad i @@Iﬁ}
@ s

| File Edit Format View Help
I+ | L[] r

@. Meore support opticns
€ Online Help ~
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Presentation Notes
If a button is dimmed, this indicates it is not available until another action has been performed
In Windows Help and Support,  an icon (Home button) is available to take you back to the opening (home) page 
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.. UsIng the Browse Help Feature

e v P & ﬂ §3 Ask Options ~
|SEDF‘:h Help ‘\ o

Gastatie B Displays Help table
of contents

i Getting started
Security and privacy
Maintenance and performance
i Metworking—connecting computers and devices
E Internet—geing online and using the web
i E-mail and other communications
Internets
E-::pl'n:lfe'r: ) i Files, folders, and libraries
i Printers and printing
i Programs, teols, and games
Pictures, CDs, DVDs, TV, music, and sound
i Custemizing your computer

1= ; -
. Hardware, devices, and drivers

i Laptops

ﬁ_ﬁ. More support options

e Online Help =
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Presentation Notes
This feature displays a table of contents list of topics that you can use to locate Help topics by subject 
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3

Computer

McGraw-Hill

Lab 1-39

Searching Help

Search results ‘ o O

for “desktop”

| desktop

Best 30 results for desktop
. The desktop (overview)
. What's new with the Windows desktop?
. Desktop gadgets (overview)
. Create a desktop background slide show
. Persenalizing your computer
. Change your desktop background (wallpaper)

. Customize desktop gadgets

. Move windows between multiple monitors

. Add or delete desktop icons

11.

12

13,

14.

15.

. Turn automatic updating cn er off

Remote Desktop Connection: frequently asked questions

What's new with the Windows 7 taskbar?

What is the Aero desktop experience?

Connect to another computer using Remote Desktop Connection

Desktop gadgets: frequently asked questions

@. More support options

e Online Help =
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Presentation Notes
If you can’t find what you are looking for in the list of topics, use the Search box
Type a word or tow in the text box 
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Lab 1-40

Printing a Help Topic

Fewer results located
when a more exact
search term is used

| "desktop wallpaper” ol

Computer

i
m aﬁ m 3\% Ask Options =
Ao

8 results for "desktop wallpaper”

. Change your desktep background (wallpaper)
m_.

e . Create a desktop background slide show

. Make changes to your desktop background slide show
. Make the text on your screen larger or smaller
. What's new with the Windows desktop?
TTELS . Find a file or folder
Explorers
. Make items on the screen appear bigger (Magnifier)

. Why use a standard user account instead of an administrator
account?

ﬂ Mare support options

@ Online Help =

McGraw-Hill

Prints currently
displayed Help topic

1:524M |

S0 BRan
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Presentation Notes
For a hard copy, print out a copy of a Help topic 


—_— Print Options

All Prints entire document.

Current page Prints selected page (the page the insertion point is on)
of a multiple-page document.

Pages Prints pages you specify by typing page numbers in the
text box.
Selection Prints portion of text you selected (by highlighting).
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Presenter
Presentation Notes
In Help, the default range setting, All, will print the entire displayed Help topic
In the Copies section, the default setting of one copy of the topic is acceptable


McGraw-Hill

Lab 1-42

Concept 5

[Dialog Box }

* A window that is displayed whenever
the program requires additional
iInformation

 Has a title bar at the top that identify
the contents displayed

e Contains command buttons and areas
to select Em e

© 2011 by The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
 Note that dialog boxes cannot be sized
They can be moved like a window 
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Dialog Box

Dialog hox

Selected printer = Print
is highlighted [‘Gonern [
Select Printer

(70 EPSON NX110 Series o= Microsoft XPS Documen
\lﬂ.;.E.E.S?..N..N?Fl_lp_sgri_qs.(E‘?E:-r.ll_ £ Quicken PDF Printer
= Fax = Send To OneNote 2010

Computer

4 F
Status: [ Prirt to file

Location: .
Commert: Prints one copy
Page Range /

@ Al Number of copies: 1

Selection Current Page

() Pages: 1 [ | Collate

Enter either a single page number or a single
page range. For example, 5-12

‘[ Click to print 1_" Prrt RJ[

L

manufacturer might have added other icons to the desktop
examples of desktop icons are shown below,

|

ﬁ Mare support options

O P
- W Mg Y
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Dialog Box Features

Feature Use

[ | Text box An area where you type in the requested information.

- Drop-down list box A text box that displays the currently selected item
and a E button. Clicking the | ~| button displays a
drop-down list of items from which you can select, or
you can type the information in the text box.

‘@ Option button Used to select from a group of options. The selected
option displays a blu dot in the option button. Only

- one option can begselected from a list of option

buttons.

J| Check box Used to select from a group of options. The selected
group P
option displays a checkmark. More than one option
can be selected from a list of check box options.

.| List box A box displaying a list of information from which you

L can select.

Command button Instructs Windows to carry out the instructions on the
button. The two most common command buttons are
| ok |and| canel |. Others you will see are

[ Save ] [ Pt ] and[ ey |

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.



WINDOWS 7 Lo 145

Help Options

r# Help Settings '
Help Settings

Search results

T~ immvemyseachre&ltsbyusingnrdiml—ialp

- We update Help frequently. To see our latest content, select
m" 5 this check box.

I

Help Experence Improvement program
[ Join the Help Experience Improvement program
By participating you can help ug improve the quality and

relevance of your Help experience. The information
collected is not used to identify or contact you.

Adobe Reader

Read the privacy statement online

Lo ]I

0 contames The &fart buto N, Whi Ou 3 1SE

to access programs, folders, and computer settings.

For more information about the taskbar, see The
taskbar {overview).

4-|"

ﬂ Mare support options

& Online Help «

157AM |

TR
% 1 012
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"NINDOWS 7
Working with Multiple

Windows

e |t IS common to work with
more than application at
the same time

- . Multitasking Is the ==
capability to run multiple |& | ~a”25a
B programs at the same
time
* Each program is displayed
In 1ts own window

_—
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Presentation Notes
Multitasking makes your computer more like you would actually work, allowing you to switch easily between tasks without having to put one away before beginning the other 
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. Opening a Second Window

Aero interface shows

- LY uJ <« Appearance and Persona |faﬁsalf }@Afzation » Desktop Background - Search Control Panel pel

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: ’WindowsDesktopBackgrounds VI’ Browse... ] ’ Select all ” Clear all ]

i

N

é@f 8

R
| e |

4 |nited States (6)

Change picture every:

30 minutes Shuffle

[ Save changes ] [ Cancel

- iy Mg 4

Two taskbar buttons Active window’s button is highlighted

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.


Presenter
Presentation Notes
A second window opens on the desktop and the taskbar displays a button for this open window
There are now two programs running at the same time: Windows Help and Support and
Desktop Background
The active window is the window currently in use 


SNINDOWS 7

wews. Arranging Windows

e Use Windows 7’s standard
s, WINdoOw-arranging features

e Three ways to arrange windows

— Cascade

— Side-by-side

— Stacked
Y
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Arranging the windows will make it easier and more convenient for you while working with Windows 7 


SNINDOWS 7

Faartars Dascription

Cascade Layers opan wirdows, display-
ing tha active wirdow fully and
orly the titha bars of all aother
open wirdows bahind it.

Sidaby-side Resizes cach opan window ard
amangss tha windows korizon-
tally sida-by-side.

Stackad Resizes cach opan window ard
amanges tha windows wertically
stacked.

McGraw-Hill

iIndow Arrangements

v (c)
—, -
314 68 free ot
oata )
4 Devices with Removable Storage (2
p Ga
$ DVD R Drive (E)
o Pictures .
H video:
&l o0-rompinec
. ive ()
o, Homegraup =
 Compiaet
& wea ) -
BONME-PC Werkgrous: WORKGROUP Memsn: 80068

%+ Hard Disk Drives (2)

Processor: IteliR) Core{TM) 5 CP.

oy TN © @ - W Lo

=

Lab 1-49
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Presentation Notes
Cascade - Layers open windows, displaying the active window fully and only the title bars of all other open windows behind it

Side-by-side  -  Resizes each open window and arranges the windows horizontally side-by-side

Stacked  - Resizes each open window and arranges the windows vertically stacked


SNINDOWS 7 Hab 150
.. Cascade Arrangement

-

| ®@ Windows Help and Support -~ el

S U @ « W

| "desktop background” 2|

1
1]
®

Open windows in cascade
arrangement

Change your desktop background (wallpaper)

m

Your desktop background (also called wallpaper) can be a digital picture frem your personal collection, a picture that comes with Windows,
a solid celor, or a picture framed with a coler, You can choose one image to be your desktop background or you can display a slide show of
pictures, For more information, see Create a desktop background slide show and Make changes te your desktop background slide show,

« Abstract [6)

# Architecture (5}

] ¥ JP:—-\ ] 4 ¥l
B
e
-t _
¥

+ Characters (6]
% ] g fi 5 )
oy il o | P

e Lol B ==
o e N, t’] L e
Win drisve ramnoc kb Inte nf docldton hackarannd chaicec

4 | 1 | 3

& More support options
e Online Help =
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Cascading windows is useful if you want to work primarily in one window, but you want to see the titles of other open windows
Tiling is most useful when you want to work in several applications simultaneously, because it allows you to quickly see the contents of all open windows and move between them
Use a shortcut menu to access commands to change windows arrangements 
Right-click an empty area on the taskbar 
Use Undo to restore the window sixe and arrangement 
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McGraw-Hill

Lab 1-51

Side-by-Side Arrangement

Two windows

displayed side by side

)l Windows Help anc

S U

| "desktop background”

Change your desktop background (wallpaper)

Your desktop background (also called wallpaper) can be a digital picture from your
personal collection, a picture that comes with Windows, a solid celor, or a picture
framed with a color. You can choose one image to be your desktop background or
you can display a slide show of pictures. For more information, see Create a desktop
background slide show and Make changes to your desktop background slide show.

4 Abstract (6)

7 z ] T wy | (7 ./ —— ¥

@ Architecture (6}
“ t
4 Characters (6}

Windows comes with lots of desktop background choices.

G) Go to the Windows website to watch the video. (1:15)

To change the desktop background
1. 3 Click to open Desktop Background.
2, Click the picture or color that you want to use for your desktop background.

If the picture you want to use isn't in the list of desktop background
pictures, click an item in the Picture location list to see other categories, or
click Browse to search for the picture on your computer. When you find the
picture that you want, double-click it. It will become your desktop

<

@ Mere support options

File Edit View Tools Help
EPSON Easy Photo Print + {2 Photo Print

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to
create a slide show,

Picture location: IWindows Desktop Backgrounds v] [ Browse...

[ selecten | [ clearan |

by

Picture position: Change picture every:

30 minutes Shuffle

i Save changes ] [ Cancel

12:07 PM
12
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Notice that there is no overlapping of windows with this arrangement 
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Minimizing All Open Windows

Recycle Bin

3

Computer

A
2

Adobe Reader
g

m -
Internets
Explorers

 Shov desisg)

12:10 PM ’k
2/1/2012
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Minimize all the windows to see more of the desktop
Use the Show Desktop command on the Quick Launch toolbar 
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Restore Windows

. "desktop background” 2
!_: ' S X
i - = BinG el lesktop background I
G g . dl « Pers.. » Desktop.. 5, | Search Control Panel 2 p g

File Edit View Tools Help
EPSON Easy Photo Print ~ (=) Photo Print

m

ground (alse called wallpaper) can be a
your personal collection, a picture
indows, a selid color, or a picture

r. You can choose one image to be

& - Choose your desktop background

Adabe Reader Click a picture to make it your desktop background, or select more than one picture to ground or you can display a slide show
create a slide show. re information, see Create a desktop
how and Make changes to your
Picture location: ’Windows Desktop Backgrounds v] ’ Browse... ] d slide show.
| selectall || clearal |

Internet
Explorer

e 1 I
cal- | .

=

m

e =6 B=a

4 Windows (1)

L3

)

W oT e 010 Picture position: Change picture every:

[ m| l 30 minutes Shuffle
Fill -

[ Save changes ] [ Cancel “

& Online Help ~

ﬁ

i

Show desktop restores all open
windows after they were minimized
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To restore all open windows to the desktop, click on the Show Desktop command again 
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SNAP — vertical

— .

Search Control Panel pel

< Personalization b Desktop Background -

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.,

Picture location: ’Windows Desktop Backgrounds V” Browse..,

Computer [ Select all H Clear all l

=k EE

@ Active window
=l vertically sized

a Windows (1)

Picture position:

Change picture every:

|30 minutes v| Shuffle

TR

/
%
7 E 8 D ED

Fill ¥

Help window
minimized

[ Save changes ] ’ Cancel ]

10:16 AM
2/1/2012

PO bl |I- (]

N Active window
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SNAP — side by side

———— ‘. ]

File Edit View Tools Help

| "desktep background”

Lab 1-55

EPSON Easy Photo Print v {Z) Photo Print

Choose your desktop background Change your desktop background (wallpaper)

Click a picture to make it your desktep background, or select more than ene picture te
create a slide show,

Selectall | | Clearall |

4 Architecture (6)

-
r’ -- L
. =

T A
A | 5

Picture position: Change picture every:

30 minutes Shuffle

Your desktop background (also called wallpaper) can be a digital picture from your
personal collection, a picture that comes with Windows, a solid celor, or a picture
framed with a color, You can choose ene image to be your desktop background ar
Picture location: ’Windows Desktop Backgrounds 'l ’ Browse... you can display a slide show of pictures, For more information, see Create a desktep

background slide show and Make changes to your desktep background slide show,

4 Abstract ()

LR i T wy | s Prm—— ¥
i 0 { ;\:' - |

P % il ; .

et | J

# Architecture (5}

¥ ] )Fr - | ] v
L Y
o

# Characters (5}
& o B0 M

Windows comes with lots of desktop background choices.

@ Go to the Windows website to watch the video. (1:15)
To change the desktop background

1.
2.

= Click to open Desktop Background.
Click the picture or color that you want to use for your desktop background.

If the picture you want te use isn't in the list of desktop background
pictures, click an item in the Picture location list to see other categories, or
click Browse to search for the picture on your computer. When you find the
picture that you want, double-click it. It will become your desktop

<

[ Save changes ] ’ Cancel ]

m

& Meore support options

Two windows

side-by-side

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.




_— Closing a Window

e \WWhen finished with
=i a window, exit the
program

. ° The x button in the
title bar 1s used to
T\ close a window

£ .
Both windows closed and no
' taskbar buttons are displayed
7 s Co
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Using Folder Windows
and Libraries

Files store program instructions or data

Program files contain the software
Instructions used to run programs

Data files or documents store the '

Information created while using an
application program

Libraries manage like file types from
multiple locations for easy access

© 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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. Concept 6

[Folders and Libraries ]

—— A folder Is a named area on a disk
e Used to store related files

e Used to organize the information
stored on a disk

e Subfolders are folders with folders

=
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Presentation Notes
Four folders included on the Windows 7 Start menu—Documents, Pictures, Music, and Games—
are provided by default to help you organize your document files, image and picture files, and audio files
In addition, there are several Windows folders that provide links to specialized tasks
	Computer
	Control Panel
	Network 
Windows includes your personal folder, the folder that is labeled with the user name
The personal folder is a folder that contains your most frequently used folders, making it a quick and convenient method to access those folders


“NINDOWS 7

Concept 6

[Folders and Libraries 1

* Alibrary is a collection of files and
W folders

 Assembled from a variety of sources

. . Monitor files and folders from these
locations

 Most often hold related file types
i (documents, pictures, music, for

example) ﬁﬁﬁ]
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Presentation Notes
Four folders included on the Windows 7 Start menu—Documents, Pictures, Music, and Games—
are provided by default to help you organize your document files, image and picture files, and audio files
In addition, there are several Windows folders that provide links to specialized tasks
	Computer
	Control Panel
	Network 
Windows includes your personal folder, the folder that is labeled with the user name
The personal folder is a folder that contains your most frequently used folders, making it a quick and convenient method to access those folders


"NINDOWS 7
Exploring the Computer Window

Computer folder window open

Address bar displays location

. Search Compige, P |

— |
Uninstall or change a program £|l| 0l @

-

Organize =

System properties

!'-""'-", i Favorites 4 Hard Disk Drives (2)

Computer B Desktop WINT (C:)
& Downloads = — |

Toolbar

% T
S| Recert Places 321 GB free of 372 GB
DATA (D)
- ; : o |
e S S5 cBre of 55068

.r_}l Documents

: i = & Misic 4 Devices with Removable Storage (2)
Four default libraries _ .
[&=] Pictures -t )
:;@ DVD RW Drive (E)

E Videos
s 4
& Homegroup B BD-ROM Drive (G2
=

1M Computer
&, WINT (C)
o DATA (D)

G'! Network

File list displayed here ]

' |  BONMIE-PC Workgroup: WORKGROUP Memory: 8.00 GB
g | Proceszor: Intel(R) Core(TM) i5 CP...
Details pane
Navigation pane
o -_'/,—\
" i h 2 _"_-..’
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Presentation Notes
The Address bar displays the location you are currently viewing 
The location can be a disk drive, folder, or other place in which you can store files and folders 
To the right of the Address bar is a Search text box where you can enter text to locate files in the current location
Below the Address bar is a toolbar that contains both menu and task specific buttons


WINDOWS Lab 1-61

— Menu Buttons on Folder
Windows

Organize v Used to perform basic file tasks such as renaming,
maving, copying, and deleting. It contains com-
mands for controlling the layout options and the
configuration of the folder window.

£ Views Controls the display of the folder by allowing you
to view Details, Tiles, or Large lcons.

the manufacturer and the processor speed

- System properties Shows information about your computer such as

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.



"NINDOWS 7
. Task Buttons on Folder Windows

@@ Help Opens Windows Help and Support and displays
i help information about current window.

Uninstall or change a program | Ininstalls (remowves) or changes the installation of 2
program on your computer.

Map network drive Creates a shortcut to a shared folder or computer
on a network.

i3 Open = Used to open a selected file folder or document.

Share with + Used to share a selectad file folder or document
with other people on a network.

- Burn Used to burn the selected file folder or document

to disk.

Slide show Used to display all or selected pictures and videos
as a slide show.

Play all Used to play all or the selected music files in the
selected folder.
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Presentation Notes
Clicking on a task button immediately opens the related task feature


SN Window Panes

o

Dtails pane Displays details about a selected file such as the file size and the last modified date,
Preview pane Displays a preview of the contents of the selected file,

Navigation pane Displays a list of Favorite links (shortouts to folders you fraquantly use), libraries,
saved searches, and an expandable list of foldars, Use to move to locations that con-

- tain the files you want to see,
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Presentation Notes
The main window space also can display up to four panes, described below
The panes can be turned on or off
Initially, the Computer window area displays the Navigation and Details panes
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... Changing the Window Layout

Organize menu

- __ Search Compu... D |

| » Computer »

Organize « System properties Uninstall or change a program » g; - Ml @

Cut

i sk Drives (2)
Computer SoP¥ M7 (:)
| Paste |
Undao 21 GB free of 372 GE
fiedo Dimmed commands are not available ]
Select all F48 GE free of 550 GB
] Layout 4 Menu bar je (2)

Folder and search options

v | Details pane
7 Delete ] Previewpar‘le\

Rename v' | Navigation pane <€— Selected Op'[lonS
Remove properties TE0ROMrive (G are checked
Properties
Close
a DATA (D) [ Layout submenu ]
“' MNetwork

Navigation and Details panes are displayed ]

- |  BONMNIE-PC Workgroup: WORKGROUP Mermory: 8.00 GB /
i | Processor: Intel(R} Core(TM] i5 CP...

8:33 PM
2/1/2012
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Presentation Notes
You can change the appearance of the folder window 
Use the Organize menu option to change the layout 
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Lab 1-65

Navigating the Folder Window

McGraw-Hill

=

3y

Computer

=)
+ Computer » - Search Computer P

Organize = Properties System properties 5=+ [ @

4.1 Favorites WIN?. (C)

—
P Desktop &/ 310 GB free of 372 GB
& Downloads

i DATA (D:)
=1 Recent Places

& packing S0 515 6B free of 550 GB

Selected item is
o 5 .
4[5 Libraries $ DVD RW Drive (E}) highlighted
3 iﬂ Documents -
b J‘? Music \E@‘

I» =] Pictures GE.E]”‘
4 E Videos

BD-ROM Drive (3:)

I # Homegrou
group

| 4% Computer | Details pane displays information

> & WINT () about selected item
I =5 DATA (D)

> 'G'j Metwork

_ WIN7 (C:) Spaceused: s | Totalsize: 372 GB
w Local Disk Space free: 310 GB File system: MNTFS
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Presentation Notes
The Computer folder provides an overall view of the organization of the drives on your computer
To actually see the contents of the C drive, you need to change to that location
There are several methods that can be used to navigate in a folder window
You can use the Address bar and either type or click a new location
From the file list, you can double-click on any displayed folder icon to make it the current location
You can use the features in the Navigation pane


SNINDOWS 7

= Displaying a Path to a Location
i

= Search WINT (C:)

Click to return to

ctoretm - .
previous location GG = Computer ) WIN7 C)

!': Organize « Share with - Burn MNew folder = ~ [l @.
- - 4 Favorites o Folder icon emedtee e
GelmLi Bl Desktop || 01lcomm32 3/1/20101:22 PM  File folder
& Downloads .. Avaya_Support 3/1/201012:17 PM File folder
l;‘_‘I Recent Places . CourseTechnology 3/16/2010 4:01 PM File folder
)_\( | packing L ExamView 8/17/2010 4:27 PM File folder
i :IEL e . Intel 2/28/2010 3:52 PM  File folder
wl "”“g Rl 4 Libraries || Perflogs 7/13/200911:20 PM  File folder
> @ Documents .. Program Files 2/22/2011 3:05 PM File folder
> J’ Music .. Program Files (x86) 1/3/2011 12:06 PM File folder
> E| Pictures . Users 10/5/2010 12:12 PM  File folder
= r
Im" ol » E Videos . Windows 3/30/2011 7:34 PM File folder
Nternet 5
Explarer | RHDSetup 11/13/2009 12:26 ...  Text Document
> t\& Homegroup
4 M Computer P
i File icon
i I e WINT (C:)
aeligiss) e a DATA (D) &
@ > €l Network
- Selected item is highlighted and file list
it i i
e bion) : «| displays content of selected item ,
11 items
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Presentation Notes
The first item in the Address bar identifies the starting point of the path—in this case, the name of the Computer folder
This is followed by the subfolder names


www= Navigation Pane Groups

. N L

Favorites By default, shows Desktop, Downloads, and Recent Places. Favorites can be customized.
Libraries Libraries allow easy access to categories of files. They do not store your folders ar files, but
- rather point to folders on your hard drive or other external drives attached to your com-

puter, so you can easily locate related groups of files no matter where they are stored.

Homegroup A Homegroup makes it easy to share pictures, music, documents, videos, and printers with
other people on your home network.

Computer Shows drives and external devices on your computer.

Network Provides access to shared devices if vour computer is part of a network.

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.



WINDOWS 7 Hab 168
Documents Library

@ + Libraries » Documents » -

Share with - Burn EENR S Eil @

Search Documents yel

Organize «

457 Favorites Documents library
Bl Desktop Includes: 2 locations,

Library pane

A 17 hd
Computer Arrange by:  Name

& Downloads

Mame madified Type

Locations link =

=] Recent Places
201211:36 AM  Microsoft

17 2012 Tour Schedule

y =, |4 packing
ventureTravel.acc ] v A il
L | Ad Travel.accdb 3/29/201112:21 PM ACCDE Fil
Adobe Reader A3 Librar || ARF3.accdb 3/29/201112:21 PM  ACCDB Fil{ =
9 o Libraries - o i
= @ Documents | |i=| ATT Lego 9/12/2007 2:56 PM JPEG irmag)
T f |d I . > [ My Documenks 3 ATT Sales 1/31/2011 12:28 PM Mlicrosoft ¢
. Wwo Toiaer Oca:tlons X Public Documebts E ATT Tour Schedule 2/2/201211:36 AM  Microsoft )
in Documents |Ib|‘ary . J’ Music || CafelInventory.accdb 3/29/201112:21 PM ACCDB File
> [i5] Pictures @I_] Discovering Scuba Diving 2/2/201210:25 AM Microsoft

|=| Elephants 2/2/201212:17 PM JPEG imagy
J| Hiking 9/12/2007 2:56 PM Bitmap imi
Income Analysis 2/2/2012 11:39 AM Microsoft
earnSeft.accdb 3/29/201112:21 PM ACCDE File
9/12/2007 2:56 PM JPEG imag

> E Videos

> i@ Homegroup

a8 Computer

> &L, WINT (C3) ] Ma 2/2/201211:39 AM  Microsoft\
= -
+ —y DATA (DY) ] New 2/2/201211:39 AM - Microsoft )
=] .
| ] New Tolrs Brochfire 2/2/201211:36 AM Microsoft )
= ) (el 17/, 5 V Microsoft }
>G¥ Metwark :; Mew Tour 1/17/2011 4:05 PM Microsofth _
Walleigereiin i o | :
\/Verde01U]

= 51 it 5td "
= HEE™ S Contents of Documents library
—

displayed in the file list
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wwwe. Changing Folder Views

D

_ ) 5xra Legeors Displays sxtra large icons across rows with the narme below,
Displays large icons across rows with the name below,

Displays medium icons across rows with the name below

=4 Meadium lconc

) smallors Displays small icons across rows with the narme to the right,

Displays very small icons deswn a multiple-column list with the name to the right,

colurnns tothea right,

2 il Displays medium icons across rows with the name, type, and size to the right.

- = Netaike Displays stmall icons in a single colurmm listwith details about each item in separate

1S Content Displays a smaller version of the icon and file or folder name on the left, and the date
. modified and the size to the right,
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Presentation Notes
Icons in a folder window can be viewed or displayed in seven different ways
These views change the icon size, the display order, and the amount of information about the files and folders


— Common File Icons

\ Plain text document

g Rich Text document

Microsoft Word document

Microsoft Excel document
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Presentation Notes
An associated file is a file that has a specific application program attached to it that will open when the file is opened


"NINDOWS 7 |
Large Icon View

Large icons view )
displays file name

IR L » docment o the large icon |71 | oo dsamens o)

Organize « Share with = Burn = « O |

47X Favorites Documents librgry Thumbnail

- Arrange by:  Name ~
Bl Desktop Includes: 2 locations

& Downloads

£ Recent Places a
|4 packing w [

4 Libraries
| 4 @ Documents 2012 Tour AdventureTravel. ARF3.accdb

& | 2| My Documents Schedila accdh Item type: JPEG image
Tags: Airplanes; Travelers

d 00 Public Documents ] [ Fe | L| Rating: Unrated
= s s \ .
L b o) Music , Y: w. - == Dimensions: 600 x 520
Internet 4 . ] > L= (= Size: 101 KB

Explorer g I» [&5] Pictures -

- B Videos .ii

ATT Sales ATT Tour Cafe Discovering
> 1@ Homegroup Schedule Inventory.accdb Scuba Diving

a8 Computer X= = o
» & w7 () S ._ I -H Screen tip displayed
b s DATA (D) : Hy ‘f il showing file details when

you point to an item

> €l Network Elephants i Income Analysis

EEiE -

51 items State: 2& Shared
—r
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Presentation Notes
Each icon appears as a large icon with the folder or file name below it
The objects are arranged across rows in alphabetical order


Lab 1-72

- Sorting Files and Folders

s ° Folders initially appear first as a group,
followed by files

* Folders and files are displayed In

. ascending alphabetical order by name
« Sorting allows you to choose a more
S convenient order

[ _camma |

=
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Computer

Explarer

=
Akl

reropatdiere

McGraw-Hill

Sorting

@ b Libraries » Documents »

File order changed to

ascending date order

Organize « Share with = Burn

W Favorites
Bl Desktop
& Downloads
= Recent Places

| packing

4 Libraries
@ Documents

J’F Music

[E5] Pictures

B8 Videos
q@ Homegroup
1M Computer

&, wWiNT (C)

—a DATA (D)

Gﬁ Network

|
|E|~] O @

Documents library

Includes: 2 locations
Mame

|| wnl3_Turtle

=l ATT Logo

| Hiking

li=!| Lions

|55 wn02_Meoon

|57 wn2_Shuttle

|| wn3_Cup

|| wn3_Floor Plan

£/} sampleSNAG

] New Tours

i3] ATT sales

@ Travel Tips

| wn02_Computer Competency
@ wnl03_South America Flyer

| 1) Windows_7_Student_Data_Files
|| AdventureTravel.accdb

|| ARF3.accdb

Diate m odtifi ed A

9/12/2007 2:56 PI&
9/12/2007 2:56 PM
9/12/2007 2:56 PM
9/12/2007 2:56 PM
9/12/2007 2:56 PM
9/12/2007 2:56 PM
9/12/2007 2:56 PM
9/12/2007 2:56 PM
4/13/2010 5:49 PM
1/17/2011 4:05 PM
1/31/2011 12:28 PM
1/31/2011 12:29 PM
2/21/2011 11:36 AM
3/11/2011 3:43 PM
3/29/2011 11:01 AM
3/29/201112:21 PM
3/29/2011 12:21 PM

Arrange by: Name ¥

Type

Bitmap image
JPEG image
Bitmap image
JPEG image

GIF image

GIF image

Bitmap image
Bitmap image
Snaglt Editor Image
Microsoft Word D...
Microsoft Office E...
Microsoft Word D...
Text Document
Rich Text Format
Compressed (zipp..
ACCDB File
ACCDB File

4

& 5litems State: 2B Shared

<>

Lab 1-73

12:46 PM
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Presentation Notes
Clicking a heading sorts the files and folders by the selected column header 


WINDOWS 7 Lab 1-74
Viewing and Organizing
Pictures

. < Windows includes many features
designed for working with digital
images and video 3]

= |
e Features include:
— Viewing and organizing images
- g g g g

— Editing, sharing, and printing

A
Qo

©

0o
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Using the Pictures Folder

Pictures library is
current location

Q] | Pictures » - .| Search Pictures

Organize = Share withl « Slide show Burn Mew folder = = @

4 +r Favorites Pictures library
BE Desktop Includes: 2 locations
4 Downloads
i Folder icon displays
|4 packing 4
real content

Arrange by:  Folder »

4 Libraries
p |3 Documents Sample Pictures
[ .J? Music
[* || Pictures ¢ h
B ﬁ Videos

I #d) Homegroup
PR Computer
o &y WINT (C)

b a DATA (Ds)

[ Gﬁ Network

1 item State: 2B Shared

.
O

4:37 PM

< o [mz T 21,012
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Presentation Notes
Open the Pictures folder from the Favorites Links section of the navigation pane 
Files are displayed by default as thumbnail images so you can see not only the file name but a preview of the images 
This is also the default location to import pictures from a digital camera or other media device 
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Sample Pictures Folder

Toolbar contains
context-specific buttons

Shows path to
location of pictures

» Libraries » Pictures » Sample Pictures

Organize = =] Preview v Share with = Slide show
0 Favorites
B Desktop

& Downloads

Sample Pictures

Selected file

=1 Recent Places

|4 packing

o4 Libraries
= Documents
J? Music
|| Pictures

B videos

Lighthouse
Q@ Hemegroup
& Computer

&, wINT (C)

—a DATA(D:)

fj Network

State: 2& Shared
Date taken: 3/14/2008 1:59 PM

Chrysanthemum
JPEG image

McGraw-Hill

Pictures library

Chrysanthemiim

Starts Slide show

| eofJ] Search Somple Pictur=s P |

Print E-mail Burn Mew folder =« [ @l

Arrange by: Folder ¥

Jellyfish

Pictures displayed as
large icons

Penguins

Tags: Add atag Dimensions: 1024 x 768

Rating: 5 %d Wl %

4:39 PM
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Presentation Notes
The Sample Pictures folder is a special folder that has been customized to display picture files in Large Icon view
Notice that the toolbar now displays a number of context-specific buttons for working with images
Preview
Slide Show
Burn



Lab 1-77

~m,

\. y :
(o s |
v Q

MNext
Back

Shuffle
Loop

Slide Show Speed - Slow
@ | Slide Show Speed - Medium
Slide Show Speed - Fast

Exit
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Presentation Notes
If you want to advance more quickly through the images, simply click the mouse
You also can display a shortcut menu of options that can be used to modify how the slide show runs
You can change the slide show speed, temporarily pause the display, go to the next or previous image, or even change the order of the images displayed by shuffling them


Lab 1-78

Toolbar

File = Prnt =  E-mail

Jellyfish picture displayed
in Photo Viewer

Adol

Displays previous picture Displays next picture

R 14 » X
o @ | II ) O ¢

™ Control Panel

N

asieMm |

27172012

o D |
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Presentation Notes
The Windows Photo Gallery is a program that comes with Windows 7
It offers many options that make it easy to view, organize, edit, share, and print digital pictures 
Above the photo is a toolbar similar to the toolbar in the Pictures folder
 Below the picture is a control panel that allows you to change the display size and orientation, rotate the photo, launch the slide show feature, or delete the photo
The control panel also has navigation buttons for moving forward or backward through images in the folder
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Windows Live Photo Gallery

Wil
it

ndows Live Photo Gallery
e . b 2

Edit Find Create Wiew

=0 Rename

ok ] Resize

7= = ] N I —
. Sl B Y R E O |
. 3 Auto  Straighten  Moise Color Exposure ; |
Computer =l E 7~ % Adjusttime | adjust = reduction T+ - 5 iy
ge Properties Cuick adjustnle?s/' Effects

L 1 1 L |

= L
] [
T | == - ]
|- Revert to Wiew

ariginal = file

Edit tab contains photo IS All photos and videos
enhancing tools & Pictures Groups contain related commands
&= My Pictures

. Public Pictures
.0 Sample Pictures

f E Videos

[o = B My Videos [}

Internet I} Public Videos [ Select picture to edit ]

Explorer
i3] Devices # Fe bruary, 2008 (5 items, 1 selected) /
== EPSON NX120/5X125/TX1 i

8 itemns, 1 selected

=l CH E”T
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Presentation Notes
Tags are descriptions that you add to a file that can be used to organize files into easily identifiable categories
so that you can quickly locate and view images that have a particular tag
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Shutting Down Windows 7

e You can shut down Windows 7 in one of
two ways

— Use the Shut Down command In the Start
menu

= -
E——
— Use the Log Off command if you share a
computer
___\ e
i G
DOWN-
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Presentation Notes
What is the difference between the two methods?
Log Off ends the session but leaves the computer running at full power for the next user 
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Shutting Down

L@ Internet Explorer

E‘ Microsoft Office PowerPoint User Name
Viewer
Wﬂ Microsoft Word 2010 orcummcats

b Picture
i?f—'l Microsoft Excel 2010 S

Music
j;) Paint
@ Snagit 10

|jl Getting Started

Games
Recent fems

Computer
A= WordPad
— Control Panel
=

¥ Calculator
i Devices and Printers

g Windows Media Center Default Programs F"‘

Sticky Notes s
|

% G Click here for Shut
mipping Too )
down menu options

‘| Motepad
a.qf P
Switch user

Q; Magnifier Log off

Lock

» All Programs
Restart

| Search programs-and files ; Sleep

5:39 PM

W W
B L
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Presentation Notes
The Power button by default puts the computer into a sleep power-saving state 
This can be modified so that the computer goes into a state of hibernation or is either shut down 
The Lock button is used to lock your computer so that others can’t access it while you are away 
See the next slide for a list of options for the Lock button 
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v Shut Down Menu Options

Switch User Allows another user to log on and use the computer while
your programs and files remain open. You can easily
resume work by logging in again and everything is just as
you left it. Because Windows does not automatically save
files that are open before switching usears, if the other
user shuts down the computer, any unsaved changes vou
hawve made to files will be lost. Be sure to save any open
files before switching users.

Log OFff Closes yvour programs and files and ends yvour Windows
sassion, but does not turn the computer off. Another user
can then log on without the need to restart the computer.

Lock Locks the computer wihtout turning it off. Once locked,
your computer cannot be used until vou unlock it with
your password.

Restart Sawves any settings vou have changed in Windows Vista,
writes anything stored in memory to the hard disk, and
restarts Windows. This feature is commonly used when a
program stops running and the system freezes up on vou.
This is called a warm start. A warm start does not per-
form a memory check, but it does initialize the equipment
for use. This feature is commonly used when a program
stops running and the system freezes up on you or after
installing a program or program update.

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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s More Shut Down Menu Options

Option Effect

Sleep Saves open documents and programs to memory and
puts computer in low-power state in order to maintain
your work in memory. The work session can be quickly
resumed by pressing the power button on the computer.
Sleep is the default power setting.

Hibernate Saves open documents and programs to hard disk and
turns off the computer. To resume the session, press the
power button on the computer and your work session is
restorad, just as yvou left it. Because hibernation turns the
computer off, it uses the least amount of power of all the
power-saving states.

and turns the computer off. You must save your work and
exit each program before vou shut down the computer.
You restart the computer using the computer’s power but-
ton. Then, you must restart the programs and open the
files vou want to use. Use shut down only when you need
to install or repair hardware, add memory, or vou do not
plan to use the computer for several days.

- Shut Down Saves any settings vou have changed in Windows Vista

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.



WINDOWS 7

Lab 1-84

Key Terms

active window
aero peek
application software
associated file
button

capacity
cascade
cascading menu
click

cold start

data files

desktop
dialog box
disk size
double-click
drag

file

folder

graphical user interface
(GUI)

home page
hyperlink

McGraw-Hill
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WINDOWS 7

——— Key Terms

e icon e oObject
 Insertion point e oOperating system
* |ocation e page

* maximize e pane

e menu e path

e menu bar e pinned items list
* minimize e point

* mouse e program

* mouse pointer e program files

e multitasking e properties
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WINDOWS 7

— Key Terms

e restore e subfolder
e e ribbon e submenu

e screentip e tags

e scroll arrow o taskbar
____ N e scroll bar e taskbar button

e scroll box e text box
- e select e thumbnail

e selection cursor o tile
i e shortcut o title bar

e shortcut menu e toolbar

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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WINDOWS 7

—_—— Key Terms

e undo

e user account
e Wwarm start

e window

McGraw-Hill © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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FAQS @

nat Is an operating system?
nat is a graphical user interface (GUI)?

nen | type in my password, | see a

blinking vertical bar. What is this called and
what Is Its purpose”?

4. What is a desktop?

5. When | point to an object, a brief description
appears. What is this called?

McGraw-Hill
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| FAOS 0

6. What are shortcuts?
— /. What I1s a window?

8. Help! I can’t see the text at the bottom
= of the window. What can | do to see
additional lines on the screen?

. 9. What's the difference between folders

and libraries?
L 10.How do | shut down Windows 77?

© 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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_
=

1.

2.

3.

4,

Discussion Questions ﬁ g

Explain the difference between a cold
start and a warm start.

What Is the difference between a
wheeled mouse and an optical mouse?

Give examples of desktop objects and
properties.

What programs are found on the Start
Menu?

© 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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Discussion Questions ﬂ

5. How do you resize a window in 77

6. What is multitasking?

/. Discuss the ways to arrange windows.
8. How does the Undo feature work?
9.

—=—==
—

DIscuss folders and the various views
=\ avallable in 7.

10. Explain the options available when
using the shut down menu.

© 2011 by The McGraw-Hill Companies, Inc. All rights reserved.
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