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Microsoft Windows 7

Microsoft Windows 7 introduces a variety of visual enhancements, most notably to the Taskbar and
Start Menu.
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Taskbar

In previous version of Windows, a quick launch toolbar could be found next to the Start menu as a quick
way to launch frequently used programs. The taskbar was located to the right of the quick launch
toolbar and would display any open programs and documents. In Windows 7, the taskbar has been
completely redesigned by merging the old quick launch toolbar with the taskbar and adding some
additional capabilities. The new taskbar displays each program as a single, unlabeled button.

Open Program (single instance) Indication
Open programs are indicated by a highlighted box around the button. In the following example, there
are highlighted boxes around the Mozilla Firefox and Microsoft Word buttons, indicating the program is

Open Program (multiple instances) Indication

When multiple documents/windows are open within a program, the button has stacked boxes.

In the following example, the Mozilla Firefox button has 3 stacked boxes indicating 3 or more Firefox
windows are open. The Microsoft Word button has_~ 2 stacked boxes, indicating 2 open Word
documents.

Identifying Programs

As programs in the new taskbar are represented by a single, unlabeled button, there is a tooltip
available to identify a program. When the mouse cursor is placed over a button, a box will appear with
the name of the program. In the following example, the mouse cursor has been placed over the Mozilla
Firefox button and the title of the program appears in a box above the button.
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Program Order on the Taskbar

In previous versions of Windows, the taskbar displayed programs in the order that each program was
opened up with no way to re-arrange the order other than to close and re-open programs in the desired
order. The Windows 7 taskbar has been redesigned to allow programs to be arranged in any order at
any time. Initially, the taskbar will resemble something like the first picture below. If a different order is
preferred for applications, click and drag a program button to another location on the taskbar. In the
second picture, the Mozilla Firefox button has been moved all the way to the left and the Microsoft
Outlook button has moved further left on the taskbar.

Y L Bl e B B

Taskbar Preview

Windows 7 provides a preview feature for open programs on the taskbar to help select the desired
document/window. In the following example, Mozilla Firefox is opened and minimized (as indicated by
the multiple stacked boxes around the Mozilla Firefox button). Placing the mouse cursor over the
Mozilla Firefox button presents a preview pane that displays the 3 web site windows that are currently
loaded in Motzilla Firefox.
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Moving the mouse cursor from the Firefox icon to one of the previews displays a full screen preview of
that document/window. In the following example, the mouse cursor is moved to the middle of the 3
Mozilla Firefox preview windows and the page is displayed in a full screen format.
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©2010 - Privacy,
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Clicking on the middle of the preview windows would bring up the document/window permanently.

Moving the mouse cursor to another part of the screen without selecting any documents/windows will
return the computer to its previous state. Continuing with the previous example, the desktop would be
shown with Mozilla Firefox minimized.

F meal B eS8
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Show Desktop

In previous versions of Windows, a Show Desktop icon was available in the quick launch toolbar that
would minimize all open programs and documents. In Windows 7, this feature is still available, but has
been moved to the very bottom right of the screen (to the right of the clock). Clicking on this button will
minimize all open windows.

Show desktop

1:52pM

A 0
B Dy

Adding Programs
There are 2 ways to add a program to the taskbar. The program can either be dragged directly on to the
taskbar or added through a right-click menu item.

To drag the program, select the program in Start Menu / Desktop/ Windows Explorer and then click and
drag the program down to the taskbar. Release the click when the program is over the taskbar and a
message appears that says Pin to Taskbar.

N # Pin to Taskbar

7 © 2010 Eastman Computing Services



An Introduction to Microsoft Windows 7

EASTMAN
SCHOOL OF MUSIC
UNIVERSITY+« ROCHESTER

To use the right-click menu item, find the program in Start Menu / Desktop / Windows Explorer, right-

click on the program, and select Pin to Taskbar.

Run as adminigtrator
Scan with S®hos Anti-Virus
Pin to Taskbar

Pin to Start Menu

Restore previous versions
Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

Removing Programs

To remove a program from the taskbar, right-click on the program and select Unpin this program from

taskbar.
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Jump Lists

Jump Lists are lists of recently or frequently opened items, such as files, organized by the program that is
used to open them. In the following example, right-clicking on the Word button in the taskbar opens up
a jump list. On this jump list, there are 2 documents that are pinned and 4 documents that were

opened recently. If there is a Word document that is frequently used, it can be pinned so that it always
appear in the Pinned list. If there is a Word document that was recently accessed, it can be accessed
from the Recent list. Jump Lists can also be found in the Start Menu and work in the same manner.

Pinned

Win7.docx
¥ Doc2.doc

Recent -

Docd.doc
] Doc3.doc

Docl.doc
Win7.doc

@ Microsoft Office Word 2007
o Unpin this program from taskbar

An item in the recent list can be moved to the Pinned list by right-clicking on it and selecting Pin to this
list.

Pinned —

B Win7.
] Doc2.

|| Recent -

Doc5.

@ Docd. Remove from this list

) Doc3. Properties
[#) Doct.doe

] Win7.doc

fw, Microsoft Office Word 2007

/ & Unpin this program from taskbar
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Start Menu
The Start Menu is the launching area for a computer’s programs, folders, and settings.

To open the Start Menu, click the Start button e in the lower-left corner of the screen or press the
Windows logo key & on the keyboard.

Clicking on this menu will present a menu similar to the following:

The upper portion of the left-hand pane is
used to open programs installed on the e

_\I’ Getting Started

computer. By default, the left-hand pane ! Eonneiiionriedion Eastman, George
will display frequently accessed and pinned
(favorite) programs. kg Remote Desktop Connection Docmes
Pictures
Sticky Notes
- Music
(\% Snipping Tool
Directly underneath the frequently accessed = Computer
and pinned program area is the All Programs |
button. Click the All Programs button to -~ Contsot Panct
change the left-hand pane to display all of the o T
programs that are installed on the computer. < XPS Viewer

Default Programs
l @ Magnifier
l Help and Support
E Adobe Reader 9
,e Connect to MVS
[t/ Desktop Gadget Gallery
'fé Internet Explorer (64-bit)
':é Internet Explorer
Paint.NET
@ PowerDVD DX
] Windows DVD Maker
% x:::z:zm:g:: E,:;:r At the bottom of the left-hand pane is the Windows
< XPS Viewer search box. This box can be used to search for
i Accessories programs and files. Please note that this will only

. EMS Campus 2.0 . . .
o pb. ac - search the local hard drive, it will not search network
., Hummingbird Connectivity V8.0

| iTunes drives.

 Microsoft Office

. Mozilla Firefox

J Meuratron

, QuickTime

 Real When on the All Programs pane, click the back button
4 o ¢ to return to the default pane in which the frequently

accessed and pinned programs are shown.

All Programs

| |55:f:r" programs and files
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Pinned & Frequently Accessed Programs
Windows 7 allows favorite programs to be pinned to the top

of the left-hand pane of the start menu for easy access. In the W22 | Microsoft Office Word 2007 ¢
example to the right, there is a horizontal line in the left pane. —

This line differentiates pinned programs from those programs L] Microsoft Office Outlook 2007

that are frequently accessed. Programs that are above the line
are pinned (favorite) programs [in this case, Microsoft Office
Word 2007, Microsoft Office Outlook 2007, & Microsoft Office

3| Microsoft Office PowerPoint 2007

PowerPoint 2007] while programs below the line are frequently Sticky Notes
accessed programs. The frequently accessed list is dynamic and Caleulatar
will change based on the programs that are used most often.

ng‘; Paint

Pin Programs to the Start Menu
To pin a favorite program to the Start Menu, right-click on the program and select Pin to Start Menu.

Adobe Reader 9

.t Connect to MVS

@ Desktop Gadget Gallery
(@ Intemet Explorer (64-bit) Pin to Taskbar
@ Internet Explorer

[Ef Paint.NET

O PowerDVD DX Restore previous versions
@ Windows DVD Maker

@ Windows Media Center

Windows Media Player Cut
-4 XPS Viewer Copy
) Accessories
J) EMS Campus 2.0 @ Delete

Hummingbird Connectivity V8.0 @ Rename

Troubleshoot compatibility

Send to

iTunes
Microsoft Office
. Mozilla Firefox

. Neuratron Help and Support
. QuickTime

Properties

Uciauil Flogiains

. Roxio Creator DE
) Sibelius Software
. Sophos

»

')

W

y

}

J

1) Real
)

)

3

| Spider4
1

Back

I Search programs and files
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Remove Pinned Programs from the Start Menu
To remove a pinned program from the Start Menu, right-click on the program and select Unpin from

Start Menu.
[ &

Eastman, George

ar—
125 microsoft Office Word 2007

—
w Microsoft Office Outlook 2007

Dlm st e

el
hﬂal Microsoft Office Pow

Open

Unpin from Taskbar
Unpin from Start Menu

Remove from this list

Sticky Motes

Cal

Calculator

,;\’._;JZI. Paint

Properties

Control Panel

What's in the right pane?
The right pane of the Start menu contains access to various folders and system settings.

“Your Name” — name of the person currently logged on to Windows. »

. Eastman, George
Documents — shortcut to the Documents library. f ?

¢ Documents
1ection

Pictures — shortcut to the Pictures library. 3
Iictures

Music — shortcut to the Music library.

Music

. . . Comput
Computer — opens Windows Explorer with access to drives, cameras, -

printers, scanners, and other hardware.

Control Panel — opens the Control Panel, where the appearance and
functionality of the computer can be customized.

Devices and Printers — view information about the printer, mouse, and
other devices.

Default Programs —choose the default programs for Windows to use.

Help and Support — opens Windows Help and Support, to browse and
search Help topics about using Windows.
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Power options
The controls for turning off, restarting, and logging off a computer can be found at the bottom of the
right-pane. Clicking on the Shut down button will turn off the computer.

Q] Magnifier

Switch user
Log off
Lock

»  AllPrograms Restant

Sleep
, Search programs and files pel ’ Wi Hibernate

BB ) E B &

To the right of the Shut down button is an arrow that when clicked will bring up a menu with additional
power options, such as restarting or logging off.
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Windows Explorer
Windows Explorer in Windows 7 has been further refined. Upon opening Windows Explorer, the
following window will appear:

. . ~[F v Libraries » - |+ Search Libraries
vy T B +

Organize Mew library = - 0 @
0 Favorites Libraries

Bl Desktop Open a library to see your files and arrange themn by folder, date, and other properties,

4 Downloads —

=) Recent Places & Documents (@ Music

- "“"‘-.h_.li' Library = Library
4 Libraries
= ;_1 Pictures i Videos

E EﬂDCL-ImEI"ItS < Library e Library

usic
[ Pictures
B Videos

Lol Computer

ﬁhﬂ MNetwork

i 4 items
-uu—ellJ

Libraries
Libraries are a new feature in Windows 7 to help with the management of documents, music, pictures,

and other files. Unlike a folder, a library doesn’t actually store files, but monitors folders that contain
files and presents them in one area —the library. For example, pictures on an H: drive and on a flash
drive would all be displayed in the Pictures library. Windows 7 includes four libraries by default —a
Documents library for documents such as Word and PowerPoint files, a Music library for music such as
MP3s, a Pictures library for images such as JPGs and PNGs, and a Video library for videos such as MPGs

or MOVs.
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Computer

When Windows Explorer is opened, it shows the Libraries area by default. To view the drives, click on
the Computer folder on the menu navigation pane. The drives will be displayed in the area to the right
of the| navigation pane.

(o o=l
s " My Computer » - Search Compurer
Orggnize = System properties Uninstall or change a program Map network drive  » 5- - [l @
4°5[ Favorites 4 Hard Disk Drives (1)
B Deskiop Local Disk (C:)
4 Downloads -_—
. o 48.9GBfreeof74.2 GB

”

=} Recent Places

4 Devices with Removable Storage (1)

4 Libraries P
[ Documents A@ DVD RW Drive (D3]

[>
[> Music
& [@h Pictures 4 Network Location (3)
[ Videos B geastman (\\esmfiles\users) (H:) _ mainhall {\\esmfiles) (M:)
e | = |
“e&@ 610 GB free of 8.00 GB “&@ 500 GE free of 500 GB
I |8 Computer N N
Adrissions (\Vesmfiles) (51
=" J
> € Network <, 500 GB free of 5.00 GB
Favorites

The Favorites section on the navigation pane allows specific folders and drives to always be conveniently
displayed on the navigation pane without the need to traverse a folder structure. In the example below,
there are favorites created for the Desktop, Downloads folder, and Recent Places.

-

Organize «
e | il Desktop Downloads
Shortcut Shortcut
Bl Desktop 454 bytes ) B69 bytes
lﬂ' Downloads i Recent Places
1= Recent Places =& Shortcut
P 363 bytes
- Libraries
@ Documents
J‘! Music
[E5| Pictures
B videos

Favorites that are created in Windows Explorer will carry over to the Open/Save dialogue window in
many applications, such as Microsoft Word.
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Add a Favorite
To add a folder or drive to the Favorites section, drag the folder or drive up to the Favorites area until a
black line and a popup window labeled Create link in Favorites appear.

Propertiesl System propertig Uninstall or change a program Map network drive  »» ==~ [ I@

-

4 Hard Dfsk Drives (1)
/- Local Disk (C:)
— 5 403 GE free of 74.2 GB

X
i Recent Pl'aces[' Create link in Faverites |
=—pevices with Removable Storage (1)

4 Libraries P
> [& Decuments DVD RW Drive (D)
) Music .-
> [&=] Pictures 4 Network Location (3)
[ E Videos _ geastman (Viesmfiles\users) (H:) _ mainhall (\\esmfiles) (M:)
HEQ l?.99 GE free of 8.00 GB | -ﬂ I5.0(] GEB free of 5.00 GB

| 48 Computer
b & Local Disk (C)
[ 5 geastran (Mesmfilesius:
I 5@ mainhall (Wesmfiles) (M:
[ 5@ Admissions (\\esmfiles) |

_ Admissions (\esmfiles) (5:)

# | J

“&@ 500 GB free of 5.00 GB

Remove a Favorite
To remove a favorite, right-click on the Favorite and select Remove.

=
S T T At
Organize » Burn MNew folder == » [l @
45% Favorites Name ’ Date modified Type Size |+
Bl Desktop | Academic Affairs 1/4/2010 8:10 AM File folder
4 Downloads | Accompanying 3/24/2009 10:54 AM  File folder
| S mainhall (esmfiles) (1 Arlmissinne 2/24/2010 6:10 PM File folder
"5l Recent Places Restore previous versiens 10/23/200810:55 .. File folder
Open folder location 1/26/201011:05 AM  File folder =
4 Libraries Scan with Sophos Anti-JArus 10/23/2008 10:55 ... File folder
[ @ Documents Open in new windo 7/6/2009 3:47 PM File folder
> Jﬁ Music Disconnect 2/24/201010:20 AM  File folder
> [&=] Pictures 2/13/200911:39 AM  File folder
b B Videos Send to b 10/23/200810:57 .. Filefolder
Cut 7/29/20091:48 PM  File folder M
FEL Computer Copy 7/14/200912:53 PM  File folder
[ & Local Disk (C:) 11/17/2009 4:33 PM  File folder
I L geastman (\esmifil 10/22/200912:36 ...  File folder
&> 58 mainhall (\esmifile Rename 10/14/2009 9:39 AM  File folder
I @ Admissions (\\esm Properties 10/23/2008 10:57 ... File folder
L 2/4/2010 1:40 PM File folder
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