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Welcome to Teach Yourself Windows 7!


Windows 7 is the latest version of Microsoft’s world beating operating system, and one that takes another step further along the path of making computers easier to use. It is highly graphic, so that you can see what you are doing. It offers very efficient and effective ways of storing files – it’s great for managing your digital photos and music. It’s designed for online life and for linking to others through the Internet and/or through a network in the office or at home. I’ve been working with Windows since the first working (well, almost working) version, and this is the best yet.


Working with Windows is intuitive – once you know how to ‘intuit’! When you have mastered the basics and become familiar with some applications, you should be able to apply your understanding of the ‘Windows way’ to any other Windows applications that interest you.


Happy Windowing.


Mac Bride


Southampton, 2009





1: Only got one minute?



This book introduces the basic concepts of working with Windows (the system) and windows (the framed parts of the screen in which programs run). It will show you how to set up your computer to suit the way you like to work – you can control more or less everything from the screen display down to the speed of the mouse’s response! You will find out how to manage your files efficiently, organizing your storage so that you can find things quickly and removing unwanted clutter, and how to care for your disks so they continue to perform well for a long time.


The Windows package includes many accessories and applications, both large and small. We will be looking briefly at some of these, and more closely at Internet Explorer and Live Mail. With these two tools you can browse and download files from the Internet, and handle e-mail. Windows 7 has been designed for easy Internet access, in fact, integration with the Internet is central to its design. If you choose, and if you have the hardware and the connections to support it, you can almost treat the Internet as an extension of your Desktop.


This book does not aim to cover every single aspect of Windows 7, for two very good reasons. First, there is far too much to fit into 320 pages, and second, few people will ever use all its features. Get Started in Windows 7 concentrates on the needs of the new user at home and in the office. It aims to cover the things that you need to know to be able to use your computer efficiently, and things that you might like to know because they can make using your computer more enjoyable. If you later want to learn how to get more out of your PC and/or set up a network for the PCs in your home or business, have a look at Teach Yourself Get to Grips with PC Networking.





5: Only got five minutes?



Computers don’t bite, or kick or scream. The worst they can do is beep at you, or stop working while you are in the middle of doing something. (That doesn’t happen very often with Windows 7, and if it does you can normally get back to where you were in a few minutes.) What this means is that you can feel free to try things out. When you meet something new – an application that you are using for the first time, or a feature that you haven’t used before – play with it. For example, if you want to edit a digital photo to improve the colour or create a special effect, experiment with the sample pictures or your own ‘woops-what-happened-there’ snaps (and we all have lots of those) before you try it on your only photo of Great Aunt Edna.


Windows 7 is basically a point-and-click system. To start a program or activity, to set an option or to select an object, you normally point at and click on the appropriate icon (little graphic) on the screen – either using the mouse, or the touchpad on a laptop, or the screen itself if it is touch-sensitive. (You can use the keyboard to do these things, but it’s not ideal.) It’s often obvious what an icon does, either from the picture itself or a label beside it. With some others, if you wait a moment a box will pop up and tell you what the icon is for. Overall, it’s generally fairly obvious what you can do at any point, and you can do it – whatever it is – by clicking. You will normally click using the left button, and just give a single click on it. Sometimes you double-click and sometimes you click the right button, and you’ll see when and where later.


Try it. If you machine isn’t turned on now, turn it on. There will be some icons on the screen. Click on one and see what happens. Look at the bottom left corner of the screen. That round icon with the Windows logo is the Start button. Click on that and you can get to any program or document anywhere on the PC. Try clicking on names and icons there and see what happens.


[image: Image]


All this clicking is probably cluttering up your screen with stuff that you don’t really want. No problem. Look at the top right corner of any window (the part of the screen that a program is running in) and you will see a button labelled X. Point to it and the button will turn red. Click on it and the window will close.


[image: image]


Try it! Click on icons. Run some programs, get some windows open. Then close them again. If you can start and stop things, you are in control. Start to take control of your PC now.


When you’ve had enough – or if you think that things are getting out of control – then click the Start button again, point to the arrow on the button at the bottom right, and click on Shut down.


[image: image]


If for any reason that doesn’t do the job – sometimes computers can get confused too – then turn it off at its switch.





10: Only got ten minutes?



10 minutes isn’t really long enough to cover all you need to know about Windows 7 – even in a very potted form – but it is long enough to show you just how easy a Windows 7 computer is to use, so that’s what I’m going to do. Follow the steps.


 


1 Turn the PC (or laptop) on.


2 If several people use the machine, you may need to log on – click the icon with your name, and enter your password if you are asked for it.


3 Click the Start button. Point to Games and click on Solitaire.


[image: image]


4 This is a standard patience game. The normal rules apply. Click on the pack to turn over cards. Build red-black-red down on the seven exposed cards. When you find aces, move them to the top area, then build their suits up on them. To move a card, click on it, hold down the left mouse button, and drag it to where you want it to go, then release the button.


[image: image]


5 Play until you’ve got the hang of it, and then go on to the next step – we’ve only got 10 minutes here, you know!


6 Leave the Solitaire game running, so that you can come back to it when you have finished here. It’s time to do some word processing!


WordPad is the word processor that is supplied with Windows 7. It’s a simple one – by today’s standards – but has all that you need for writing and formatting letters, essays, reports, or even a best-selling novel (though you have to provide the story and characters yourself!). WordPad is one of a number of accessories – applications included in the Windows package. You can run it from the Start menu.


 


1 Click the Start button, then click All Programs, down at the bottom on the left.


[image: image]


2 Click Accessories – this is a folder that contains links to several programs, and we need to open it.
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3 Click WordPad at the bottom of the list of programs in the Accessories set.
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4 The WordPad window will open, and give you a blank sheet to start typing on. Here is all you need to know to type and enter text in WordPad.





Instant WordPad


The flashing line mark into the new place with the insertion point – where text will go if you start typing. It travels ahead of you as you type.


You may need to move it to correct mistakes or add more text further back. To move it either click where you want it to go, or use the arrow keys.


To remove mistakes, either:


press the Backspace key to delete to the left of the insertion point (i.e. the characters you have just typed)


or


press the Delete key to delete characters to the right of the insertion point.


You can use either key to delete selected text, as you will see in Chapter 4.





You can change the size, font, colour, alignment and other aspects of text – but that will take more than 10 minutes to explain!


 


1 Start to type something – anything! It could be the first page of your next novel, or a letter to Uncle Louis, or some notes on how to use WordPad, or a shopping list.
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2 After you’ve written the title or heading and a few lines, save your work as a file. You can then come back and add more to it later, when you have time.


3 Click the WordPad button – up at the top left, beneath the thick top frame. A menu will drop down from it. Click on Save As.


[image: image]


4 In the File Name slot type a name that will identify the file. Don’t worry about anything else here – it will be saved in your documents area, where you will be able to find it later.


5 Click the button labelled Save.


[image: image]


6 Click the X button in the top right of the window to close WordPad – in Chapter 4 I’ll show you how to reopen that file so that you can get back to work on it.


That’s it. Your 10 minutes is up. Think of what you have achieved in that short time. You have set two programs running, learned to drag and drop with the mouse, to type and edit text, to save a file and to close down a program.


Now, if you followed the steps exactly, you should still have Solitaire running, so if you’ve got time to spare, why not finish the game. It’s good mouse practice.





1


Introducing Windows 7





Experienced user?


If you have previously used any similar computer system – such as an earlier version of Windows or Apple Macintosh – skim through the next few pages, or skip them altogether, and go straight to Chapter 2.





1.1 What is Windows 7?


Windows 7 is an operating system – and more. An operating system handles the low-level interaction between the processor and the screen, memory, mouse, disk drives, printer and other peripherals. Windows 7 has drivers (control programs) for all PC-compatible processors and for most of the PC peripherals on the market – though in the first year or so after launch there will be some older peripherals that may not work with Windows 7 as their drivers are still being developed.


An operating system is a bridge between the hardware of the computer and its applications – such as word processors and spreadsheets. As a result, whatever PC you have and whoever made it, as long as it can run the Windows 7 operating system, it can run any Windows 7 application. (It will also be able to run applications written for earlier versions of Windows.)


Although the operating system is the most important part of Windows, most of it is invisible to you. You don’t even need to think about how it works or what it does as Windows 7 has its own routines for checking and maintaining the operating system.


THE DESKTOP


The most visible part of Windows is, of course, the screen or Desktop. Windows uses icons (small images) to represent programs and files, and visual displays to show what is happening inside your PC. Many of the routine jobs are done by clicking on, dragging or otherwise manipulating these images, using the mouse or keyboard.


Windows is multi-tasking – it can run any number of programs at once. In practice, only a few will normally be active at the same time but that is more a reflection of the human inability to do several jobs simultaneously! A typical example of multi-tasking would be one program downloading material from the Internet, another playing a CD, a third printing a long report, while you wrote a letter in a fourth.


Each program runs in a separate area of the screen – a window – and these can be resized, moved, minimized or overlapped however you like. Managing windows is covered in Chapter 3.


UTILITIES AND ACCESSORIES


Apart from the operating system, Windows 7 contains a number of programs. Some of these are utilities for managing the system – organizing file storage on the disk, adding new peripherals or fine-tuning the way that they work. Others are applications for your use and amusement. You’ve got WordPad, a good word processor, Media Player for playing downloaded music files, CDs and DVDs, a calculator, some games, a set of multimedia tools and applications for the Internet, including Internet Explorer, and a bunch of gadgets for livening up your Desktop.


There is a second set of applications, called Live Essentials, which are intended for use with Windows 7 but have not been packaged with it – you need to download them from the Internet. These include Live Messenger, an instant messaging service that runs across the Internet, Live Mail, for sending and receiving messages by e-mail, Photo Gallery, for displaying images from your digital camera, and Movie Maker, for editing home videos. You will find out how to download and install them in Chapter 8 – it’s free, simple and takes only a few moments.


All of the essential utilities and the more useful applications are covered in this book.


INTEGRATION WITH THE INTERNET


Windows 7 offers a high level of integration with the Internet – it can become almost an extension of your Desktop. Integration works best if your PC is connected to the Internet through a broadband line, giving fast, easy access. A dial-up connection is OK if all you want to do is e-mail and a little Web browsing from time to time but for anything else it is far too slow.





Author’s tip!


At the time of writing, 90% of the UK population has access to a broadband connection, and full coverage should be reached by 2012. If you are still using a dial-up line, upgrade to broadband as soon as you can.





MULTIPLE USERS


Under Windows, a PC can be set up for multiple users. Each user will have their own space on the hard disk for storing files and can customize the look and feel of the PC to suit themselves.





Plug and Play


These built-in control routines come into play when you add new hardware, such as a joystick, printer or extra hard drive, to your PC. Windows 7 will normally recognize their presence automatically, and install the software needed to control them. The ‘plug and play’ approach makes it easy to add peripherals to your system.






1.2 The Desktop


The screen should be treated as if it really were a desktop. This is where you keep your tools – utilities and applications – and you can arrange things so that those tools you use most often are close at hand. This is where you create your documents – and you may have several under way at the same time, in the same or in separate applications. You can arrange these so that you can read two or more at once if you want to compare them or to copy material from one to another. If you have finished with an application for the time being, you can tuck it out of the way – but it is still ready to be restarted with a click of the mouse.


WHAT’S ON THE DESKTOP?


What do you see when you look at the screen? The answer will vary, of course, depending upon what you are doing and how you have set up the system, but some or all of these items should be visible.


[image: image]


Figure 1.1 The Desktop showing some of the main features.


Background


This may be a flat colour, a pattern, or one or more pictures or photographs – you can have a set of images that change constantly, so that every time you see the background, there’s something different to look at. The background display can be changed at any time without affecting anything else.


Shortcuts


These are icons with links to programs, documents, folders (for storing files on the hard disk) or places on the Internet. Clicking on the icon will run the program, open the document in the appropriate program, open the folder or take you off into the Internet. There are some shortcuts there already, more are available and you can add your own.


Taskbar


This is normally present as a strip along the bottom of the screen, but can be moved elsewhere (Chapter 11). It is the control centre for the Desktop, carrying the tools and buttons to start and to switch between applications.


Programs that you use regularly can be pinned to the Taskbar so that they are always at hand.


Start button [image: Image]



Clicking on the Start button opens the Start menu. Any application on your system can be run from here. You can also use it to open any documents or files that you have been working on recently, and to access the Help and Support centre and other utilities.


NOTIFICATION AREA


This holds icons for a variety of mainly system programs. The volume control is also here.


Clock


This is optional, but useful. The clock keeps excellent time – it even adjusts itself at the start and end of Daylight Saving Time!



Show Desktop


If you point to the little blank rectangle at the extreme right of the Taskbar, the application windows will become transparent so that you can see the Desktop underneath – and you can also see from the outlines how many windows you have open. If you click on the Show Desktop button, it shrinks all open applications out of the way so that you have a clear view of the Desktop.


[image: image]


Figure 1.2 Pointing to show Desktop lets you see through the windows!


Application windows


When you run an application, such as Windows Explorer (Chapter 8), WordPad, or Paint (both in Chapter 12), it opens in a window. This can be set to fill the screen or to take up a smaller area so that part of the Desktop is visible beneath (see Chapter 3 for more on windows).


Application buttons


When you run an application, a button is added to the Taskbar. If you point to this button, you will see a thumbnail image of the application’s window. Clicking it will bring the application to the front of the Desktop.



GADGETS AND THE SIDEBAR


On the right of the Desktop is the Sidebar where you can display your ‘gadgets’. There are about a dozen of these supplied in the Windows package, and more are available online. They include a clock (and you can have any number of these, each set to a different time zone), a calendar, your contacts lists and utilities that will pull headlines, share prices or weather information off the Internet. We’ll look at gadgets in Chapter 6.





Customizing the Desktop


The appearance of the Desktop and the way that you interact with it can be changed to suit yourself (see Chapter 6).





1.3 The mouse


The mouse is almost essential for work with Windows – you can manage without it, but not as easily. It is used for selecting and manipulating objects, highlighting text, making choices, and clicking icons and buttons – as well as for drawing in graphics applications. There are five key ‘moves’.


Point


The easy one! Move the mouse so that the tip of the arrow cursor (or the finger of the hand cursor) is over the object you want to point to. If you point to an icon, and hold the cursor there for a moment, a label will appear, telling you what the icon stands for. If you reach the edge of the mouse mat before the pointer has reached its target, pick the mouse up and put it down again in the middle of the mat.


Click


A single click of the left button will select an object or position the cursor in a block of text.


Right-click


A single click of the right button will open a shortcut menu.



Double-click


Two clicks, in quick succession, of the left button will start a program or open a document. You can adjust the double-click speed.


Drag


Point to an object or place on the Desktop, hold down the left mouse button and draw the cursor across the screen.


1.4 The keyboard


The keyboard is mainly for entering and editing text, but can also be used for controlling the system. Note these keys:


[image: Image]





Easier access


If you find either the mouse or keyboard difficult to use, the options in the Ease of Access Center may be able to help. See page 217.





1.5 The Start menu


Any work that you want to do on your PC can be started from the Start menu (see Figure 1.3) – and many jobs can also be started from elsewhere, as you will see. The menu has been designed to give you quick access to things that you are likely to need most. It has three areas:


 




	The black buttons down the right lead mainly to documents, or rather to the folders in which documents are stored. Some lead to utilities, such as the Control Panel which you can use to configure Windows.


	
The entries on the right are to programs. At the very top you normally find Internet Explorer and Windows Mail. Below them are listed those programs that you use most often. (At the very beginning, there is a selection of Windows programs here.) If you want one that isn’t listed here, clicking All Programs opens a menu through which every installed application can be reached.



	If a program name has an arrow on its right, when you point to it, a list of the files that you recently worked on with that program will appear. Click on the filename to open it and run the program.


	In the strip across the bottom are the shut-down options and a special search facility.





We’ll come back to the use of the Start menu in Chapter 2, and in Chapter 11 look at ways of customizing it.


[image: image]


Figure 1.3 The Start menu as it first appears – you will probably have a different selection of application links on the left.





The smart Start menu


The Start menu learns as you work. It displays the programs that you use most often, and will change this if you start to use other programs more, and it constantly updates the lists of recently-used files for each program.






1.6 Menus in applications


In many current and in most older Windows applications, the commands and options are usually grouped on a set of pull-down menus. They follow simple rules:


 




	If an item has an [image: Image] on the right, a submenu will open when you point to the item.


	If an item has [image: Image] after the name, a dialog box (page 16) will open when you point to the item, to collect information.


	If an item has [image: Image] to its left, it is the selected option from a set.


	If an item has [image: Image] to its left, it is an option and is turned on – click to turn it off or on again.


	If a name is in grey (‘greyed out’), the command is not available at that time – you probably have to first select something that it can be applied to.
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Figure 1.4 A typical application menu – this is in Skype.



MENUS AND THE MOUSE


 




	To open a menu, click on its name in the Menu bar.


	To run a command or set an option, click on it with the mouse.


	To leave the menu system without selecting a command, click anywhere else on the screen.





MENU SELECTION USING THE KEYBOARD


When the work that you are doing is mainly typing, you may find it more convenient to make your menu selections via the keyboard. Here’s how:


 


1 Hold down [Alt] and press the underlined letter in the name on the Menu bar.


2 Press the underlined letter of the name to run the command, set the on/off option or open the submenu.


Or


3 Move through the menus with the arrow keys – up/down the menu and right to open submenus – then press [Enter].
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