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Basic Skills 
Lab 1 
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Objectives 

1. Start Windows 7 
2. Use a mouse 
3. Use the Start menu 
4. Size, move, arrange, and close 

windows 
5. Scroll a window  
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Objectives 

6. Use Help and Support 
7. Print a Help topic 
8. Use dialog boxes  
9. Use Folder windows and Libraries 
10.Change folder layouts and views   
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Objectives 

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

• Operating System 
• Desktop 
• Menu 
• Window 
• Dialog Box 
• Folders and Libraries 
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Outline  

• Starting Windows 7 
– Turning on the Computer 
– Using the Mouse 
– Exploring the Desktop 

• Using Windows 7 
– Using the Start Menu 
– Starting Windows Help and Support  
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Outline  
• Working with Windows 

– Sizing and Moving Windows 
– Scrolling a Window  
– Using Help and Support 
– Navigating Help and Support 
– Using the Browse Help Feature 
– Searching Help  
– Printing a Help Topic  
– Using the Options Menu  
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Outline  
• Working with Multiple Windows 

– Opening a Second Window 
– Arranging Windows 
– Minimizing All Open Windows 
– Using Shake and Snap 
– Closing a Window  
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Outline 

• 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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Outline  

• Viewing and Organizing Pictures 
– Using the Pictures Folder 
– Using Windows Live Photo Gallery  

• Shutting Down Windows 7 
• Key Terms 
• FAQs 
• Discussion Questions  
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Starting Windows 7  
• Purpose of computer is to run 

application software 
• All computers must load an operating 

system  
– Controls overall activity of the computer 
– Acts as an interface between the user and 

the computer 
– Microsoft Windows 7 is the newest version 

of the Windows operating system  
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Concept 1 
 

• Software 
• Helps the computer to operate 
• Consists of a collection of programs 

• Programs are a sequence of instructions 
• Programs direct the computer to perform 

tasks  

Operating System  

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 
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Main Functions of an 
Operating System  

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
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Turning on the Computer  

• Turn on the computer 
• System and hardware checks are 

performed 
• Windows 7 is loaded into main 

memory  
• Process called a cold start  

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
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Using the Mouse  

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 
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Mouse Pointer Shapes  
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Mouse Actions  

Presenter
Presentation Notes
The buttons are used to point, click, double-click, and drag
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Log On to User Account  

Type password 

 

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
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Exploring the Desktop  

Recycle Bin icon Windows 7 desktop 

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
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Concept 2 
 

• 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 
• Consists of items called objects 

Desktop  

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
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Windows 7 Icons 

2010 

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
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Windows 7 Desktop 

Screen tip about Recycle Bin 

Notification area 

Start button 

Taskbar 

Windows 
Explorer 

Launch Internet 
Explorer 

Launch Windows Media Player 

Selected icon is highlighted 

 

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
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Start Button  

Click to open Start menu 

 

 
 
 

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
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Start Button 

Presenter
Presentation Notes
Please note that in Windows 7, there are many ways to perform the same task 
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Concept 3 
 

• A list of items from which you select a 
program 

• The selection cursor appears over the 
selected item 

• Sometimes a submenu of additional 
items is displayed  

Menu  

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
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Using the Start Menu  

Opens Start menu 

Pinned Items List 

User Icon 

Four commonly accesses folders 

Features used to modify 
computer settings and to 
get help 

Used to locate files 

Opens list of all programs 

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

Software 
program 
names 

Search box 

Presenter
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
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Start Menu  

All Programs list open 

Accessories folder open 

Paint program selected 

Closes All Programs menu 

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
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Starting Windows Help and Support  

Taskbar button 
for open window 

Window border 

Toolbar 

Title bar 

Displays Windows 
Help and Support Minimize Close 

Maximize 

Scroll bar 

 

 
 

Presenter
Presentation Notes
Using the program’s Help feature is an invaluable source of information about commands and procedures
The feature is very user friendly 



Lab 1-29 

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

Working with Windows  

Presenter
Presentation Notes
A window is a box that appears on the desktop and is used to display information 
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Concept 4 
 

• A window is a frame that appears on the 
desktop 

• Used to display information and other 
programs 

• Window parts 
– Title bar 
– Menu bar 
– Toolbars  

Window  

Presenter
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
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Sizing and Moving Windows  

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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Maximized Window  Maximized window fills 
entire screen Restore 

 

 
 

Presenter
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
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Scrolling a Window  

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
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Using Help and Support  
• Windows Help and Support   

– Used to access information about 
Windows 7 

– Displays a list of Help topics you can 
select   

• Toolbar  displayed below the title bar  
– Helps you use Windows 7 
– Helps you to navigate within Help and 

Support  

Presenter
Presentation Notes
See next slide for a description of the toolbar buttons on the Windows Help and Support screen 
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Help and Support Toolbar 
Buttons  
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Hyperlinks in Help and Support  

Clicking down scroll arrow 
scrolls window content up 

Mouse pointer appears as a 
When pointing to a hyperlink. 

Presenter
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
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Navigating Help and Support  

Next page button is now available 

Presenter
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  

Displays Help table 
of contents 

Presenter
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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Searching Help  

Search results 
for “desktop” 

Presenter
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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Printing a Help Topic  
Fewer results located 
when a more exact 
search term is used 

Prints currently 
displayed Help topic 

 

Presenter
Presentation Notes
For a hard copy, print out a copy of a Help topic 
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Print Options  

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
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Concept 5 
 

• A window that is displayed whenever 
the program requires additional 
information  

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

• Contains command buttons and areas 
to select  

Dialog Box  

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

Selected printer 
is highlighted 

Prints one copy 
Prints entire document 

Command buttons 

Option buttons 

Click to print 
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Dialog Box Features  

blu
e 
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Help Options 

Turns online Help off/on 
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Working with Multiple 
Windows  

• It is common to work with 
more than application at 
the same time 

• Multitasking is the 
capability to run multiple 
programs at the same 
time  

• Each program is displayed 
in its own window  

Presenter
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  

Two taskbar buttons Active window’s button is highlighted 

Two open 
windows 

Aero interface shows 
transparency 

 

 
 

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 
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Arranging Windows  
• Use Windows 7’s standard 

window-arranging features 
• Three ways to arrange windows 

– Cascade 
– Side-by-side 
– Stacked    

Presenter
Presentation Notes
Arranging the windows will make it easier and more convenient for you while working with Windows 7 
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Window Arrangements  

Presenter
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
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Cascade Arrangement  
Open windows in cascade 
arrangement 

 
 
 

Presenter
Presentation Notes
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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Side-by-Side Arrangement 
Two windows 
displayed side by side 

 
 
 

Presenter
Presentation Notes
Notice that there is no overlapping of windows with this arrangement 



Lab 1-52 

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

Minimizing All Open Windows  

Show desktop minimizes 
open windows 

Presenter
Presentation Notes
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  

Show desktop restores all open 
windows after they were minimized 

Presenter
Presentation Notes
To restore all open windows to the desktop, click on the Show Desktop command again 



Lab 1-54 

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

SNAP – vertical  

Active window 
vertically sized 

Active window 

Help window 
minimized 
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SNAP – side by side 

Two windows 
side-by-side 
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Closing a Window  

• When finished with 
a window, exit the 
program  

• The x button in the 
title bar is used to 
close a window  

Both windows closed and no 
taskbar buttons are displayed 
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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 
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Concept 6 
 

• A folder is a named area on a disk 
• Used to store related files 
• Used to organize the information 

stored on a disk 
• Subfolders are folders with folders  

Folders and Libraries  

Presenter
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
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Concept 6 
 

• A library is a collection of files and 
folders 

• Assembled from a variety of sources 
• Monitor files and folders from these 

locations 
• Most often hold related file types 

(documents, pictures, music, for 
example) 

Folders and Libraries  

Presenter
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
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Exploring the Computer Window  
 
  

 

 

 
 

Details pane 
Navigation pane 

File list displayed here 

Toolbar 

Address bar displays location 
Computer folder window open 

Four default libraries 

Search box 

Presenter
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
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Menu Buttons on Folder 
Windows  

Views 
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Task Buttons on Folder Windows  

Presenter
Presentation Notes
Clicking on a task button immediately opens the related task feature
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Window Panes  

Presenter
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 

Dimmed commands are not available 

Selected options 
are checked 

Layout submenu 

Navigation and Details panes are displayed 

Presenter
Presentation Notes
You can change the appearance of the folder window 
Use the Organize menu option to change the layout 
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Navigating the Folder Window  

Selected item is 
highlighted 

Details pane displays information 
about selected item 

Presenter
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
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Displaying a Path to a Location  

Selected item is highlighted and file list 
displays content of selected item 

Address bar displays path to current location 
Click to return to 
previous location 

Folder icon 

File icon 

 

 
 

Presenter
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
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Navigation Pane Groups 
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Documents Library 

Contents of Documents library 
displayed in the file list 

Two folder locations 
in Documents library 

Locations link 

Library pane 
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Changing Folder Views  

Presenter
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
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Common File Icons  

Presenter
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
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Large Icon View  
Large icons view 
displays file name 
below the large icon 

Thumbnail 

Screen tip displayed 
showing file details when 
you point to an item 

 

 
 

Presenter
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
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Sorting Files and Folders  

• 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 
convenient order   
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Sorting  

File order changed to 
ascending date order 

Presenter
Presentation Notes
Clicking a heading sorts the files and folders by the selected column header 
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Viewing and Organizing 
Pictures  

• Windows includes many features 
designed for working with digital 
images and video 

• Features include: 
– Viewing and organizing images  
– Editing, sharing, and printing  
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Using the Pictures Folder 
Pictures library is 
current location 

Folder icon displays 
real content 

 

 
 

Presenter
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  

Selected file 

Pictures displayed as 
large icons 

Starts Slide show Shows path to 
location of pictures 

Toolbar contains 
context-specific buttons 

 

 
 

Presenter
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
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Advancing Through a Slide Show  

Slide show shortcut menu 

Presenter
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
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Using Windows Photo Viewer 

Jellyfish picture displayed 
in Photo Viewer 

Toolbar 

Displays previous picture Displays next picture 

Control Panel 

Presenter
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  

Edit tab contains photo 
enhancing tools 

Select picture to edit 

Groups contain related commands 

Ribbon 

 

 
 

Presenter
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  
• You can shut down Windows 7 in one of 

two ways 
– Use the Shut Down command in the Start 

menu 
– Use the Log Off command if you share a 

computer  

Presenter
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 

Shut down menu options 

Click here for Shut 
down menu options 

Presenter
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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Shut Down Menu Options   
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More Shut Down Menu Options  
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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 
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Key Terms  
• icon 
• insertion point 
• location 
• maximize 
• menu 
• menu bar 
• minimize 
• mouse 
• mouse pointer 
• multitasking 

• object 
• operating system 
• page 
• pane 
• path 
• pinned items list 
• point 
• program 
• program files 
• properties 



Lab 1-86 

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

Key Terms  
• restore 
• ribbon  
• screen tip 
• scroll arrow 
• scroll bar 
• scroll box 
• select 
• selection cursor 
• shortcut 
• shortcut menu 

• subfolder 
• submenu 
• tags 
• taskbar 
• taskbar button 
• text box 
• thumbnail 
• tile 
• title bar 
• toolbar 
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Key Terms  

• undo  
• user account 
• warm start 
• window 
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FAQs 

1. What is an operating system? 
2. What is a graphical user interface (GUI)? 
3. When I type in my password, I see a 

blinking vertical bar. What is this called and 
what is its purpose? 

4. What is a desktop? 
5. When I point to an object, a brief description 

appears. What is this called? 
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FAQs 

6. What are shortcuts? 
7. What is a window? 
8. Help! I can’t see the text at the bottom 

of the window. What can I do to see 
additional lines on the screen? 

9. What’s the difference between folders 
and libraries? 

10.How do I shut down Windows 7?  
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Discussion Questions 

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

2. What is the difference between a 
wheeled mouse and an optical mouse? 

3. Give examples of desktop objects and 
properties. 

4. What programs are found on the Start 
Menu? 
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Discussion Questions 
5. How do you resize a window in 7? 
6. What is multitasking? 
7. Discuss the ways to arrange windows. 
8. How does the Undo feature work? 
9. Discuss folders and the various views 

available in 7. 
10.Explain the options available when 

using the shut down menu.  
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