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Foreword  

Sandy Senior Center  
Windows© Manual  

 

This manual is designed to assist the student  while taking classes at the Sandy 

Senior Center . The material  in this manual  has been  gathered from several 

sources  and provides a review of what is presented in class .  This course is a 

continuation of the Windows Fundamentals course. The course is designed to be 

taught in four classes each class two hours long.  The manual is generated i n 

color.  

 

The following suggestions are given to make the learning process easier.  Read 

the objectives for that weekõs class and try to determine what you greatest 

weakness are in that weekõs material.  Read the section and go back over the 

objectives ag ain.  Mark the areas where you still need more information and have 

the instructor answer any questions that the classroom presentation does not 

cover adequately.  

The following symbol will alert you to a definition or related fact which is general 

in natu re and has been inserted inline with the text you are reading to make the 

subject more understandable.  
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Use of this manual is granted to all Salt Lake County senior centers under the provision 

that the acknowledgments section remain with the manual.  Centers may modify the 

covers to reflect their center. Students may print the manual; all other uses must be 

approved by Jerry Stewart. 
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Introduction  
 

The Windows fundamentals  course was designed to help the user on day to day 

operation of th eir computer .  It presented the functions there were common to 

Microsoft Windows operating system s XP, Vista and Windows 7 .  This section will 

show more advanced  tools , some  unique to Windows 8 and provide  users the 

ability to tailor the computer for what works best for their needs .   The objectives 

for each week õs lesson will be provided prior to the information to help you study 

and do a self evaluation.  

 

Week 1: Objective  
 

Know the following terms: 

 Personalize 

 Properties Sheet 

 Registry 

 System Restore 

 Hyperlink 

 

Be Able to: 

 Customize the Start Menu 

 Customize the Task Bar 

 Use advanced features of the context menu 

 Set Default Programs 

 Restore your computer with Restore 

 Have internet automatically update date and time 

 

Understand: 

 Why copying programs onto the hard disk will not make programs work 

 
Start Menu  Customization  

 
Change the Start menu to 

match how you use the 

computer.  The default 

number of recently used 

programs that can be 

displayed on the Start Menu 

is 10.  With a modest 

resolution screen you can 

easily display 18.  Right click 

on the Start Icon and select 

Properties.  On the properties 

sheet  screen  click Customize. 
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 Notice that the Power Button action in the middle of the pop -up now says 

òShutdownó.  That is a new feature that allows you to shut down your computer 

with the power button safetly.  It sends the same command to Windows as 

clicking on the shutdown icon.  If your computer is hung up, y ou will have to hold 

the power button in about 5  seconds to override the safe shutdown co mmand.   

 

From the resulting menu look at the bottom of the sheet  for the start menu size 

selections . Type in or click on the up and down arrows to select the number you 

want.  The Number of items that are listed on the Jump Lists can also be 

increased fro m this 

screen.    The order in 

which your programs 

are listed is based 

upon the number of 

times that program is 

used by the logged in user.  If you use a lot of programs you may prefer to change 

the list to alphabetical or some other order.  To do this you need to pin the 

programs to the start menu.  To do this , just right click on each program which 

you want to fix in the  Start Menu and select Pin to Start Menu.   This will put it 

to the top of the Start Menu permanently. A dividing line will show up below t he 

bottom pinned program to identify the pinned and the most used programs.   You 

want to pin each program in the order that you want them to be fixed 

permanently.  Each new  item  pinned to the start menu will be pinned to the 

bottom of the pinned list. Noti ce you could have pinned it to the taskbar instead 

of the start menu.  In either case to unpin the item, just right click and select 

unpin.  Reserve the task bar for most used programs only. In my case I only have 

the mail program and snipping program on t he task bar.  

 

Right above the Start menu/Customize area of the Properties sheet  is a list of 

items that can be changed  on the right side of the Start Menu .  This sheet will 

allow you to modify  the selected item.   In some cases the option is only on or off  

but in most it allows you to select Display as a Link, Display as a Menu, or donõt 

display at all.  The Display as a Menu option displays the list in a similar way as 

the jump list display.   

 

If you seldom use particular items on the start menu just clic k on òDonõt display 

this itemó.  Consider turning off òhighlight new programsó.  Clicking the  òRecent 

itemsó option will give you an additional òJump Listó that lets you see the last 15 

items you did without having to remember which program you used.  
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Taskbar Customization  
 

If you have a widescreen monitor, consider moving the taskbar to the right or left 

side. If you work on documents or browse the internet  most of the time , the extra 

vertical space is handy. If you are a spreadsheet user then leave it  at the bottom.  

Also you can make the taskbar wider so you can pin more programs or folders to 

the task bar.    

 Right click on  an empty spot on the taskbar and s elect Properties. Click on the 

dropdown arrow on the Taskbar location and choose.  

If you want all the desktop space you can also click in the autohide box .  When 

this done, the taskbar disappears as soon as you move the cursor somewhere 

else.  To get the taskbar to reappear, just move the cursor to the taskbar location 

and it will pop back up.  Bot h of these modifications will take a 

while to get used to so be aware.  For most people, moving the 

taskbar to the left side seems to be the easiet transition.   

 

If you make the taskbar wider you will notice that the notification 

area will also show the d ay of the week in addition to the date and 

time.  The taskbar has to be unlocked to resize it.  Move you cursor 

to the edge of the taskbar until you get the double arrow and then 
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click and drag.  You will have to move to almost twice the original size befo re you 

see it inlarge.  The taskbar changes in increments only.   

 

The last customization I highly recommend is making the notification area show 

all of the icons of the programs that are running in the background.  Open the 

taskbar pro perties sheet as dis cribed above and then click on the Customizeé 

box.  You can and choose what icons are shown from the menu but I recommend 

that you click in the box at the bottom of the sheet which says òAlways show all 

icons and notifications on the taskbaró.  This way you will know how many 

programs are running automatically on startup and be able to see the USB icon 

when you use USB Flash drives and other USB devices.  Clicking of this icon will 

allow you to safely remove (eject) your device.  The USB icon is the first i con on 

the second row in the picture above.  

 

Context menu  
 

A right click on any item will give you a context menu.  As stated in the 

Fundamentals course the right click can be your best friend because it tells you 

what you can do.  We used it there  and ab ove to select the properties sheet so 

we could modify something.  Lets take that a step futher  and use it to accomplish 

more advanaced tasks .   

1.  Open file location  

2.  Run As Administrator  

3.  Open With  

4.  Scan With  

5.  Send To  

The Search command at the bottom of the star t menu will find the file for you but 

many times you will  need to know where the file is located.  You may need to 

move it, upzip it, or check the properties to see if it is a duplicate.  Right click  on 

the file , and select Open file location. Now read the  location in Windows Explorer. 

 This is  also  handy when you have the same file name in several locations.  Using 

the details pane in Windows Explorer will allow you to pick the right file or delete 

duplicates or out of date files.   

 

There are many maintena nce tools included in windows that do not show up on 

the start menu.  Command Prompt and cmd.exe will give you a DOS screen and 

if you used òRun as Administratoró to open either program you will be able to 

accomplish all tasks.  For Example, compmgmt.msc  opened with òRun as 

Administratoró will allow you modify you storage devices. 

 

There are time s when you will want to open a file with a program other than the 

program which has been set as your default program.  By right clicking on that 

file and choosing òOpen Withó you will get a list of recommended programs that 

will open that file.   
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The picture above shows the choices that 

this computer had for a .jpg file.  Notice 

that the bottom choi ce was òChoose 

default programó. Although you could 

reset you def ault option for this file type  

with this menu,  we will show a more 

flexible program shortly  

 

The next to  last item mentioned above 

was the òScan Withó option.  The wording 

will be a little different depending on what 

antivirus and malware programs you 

hav e installed .  This is because many 

programs will install extra commands on 

the context menus.  In the example to the 

right, the black bold arrows point to 

added items.  In some cases these 

programs have multiple options such as 

7-Zip, SlimCleaner, and Nort on Antivirus . In this menu you could s can With 

Norton or scan With Malaware bytes, etc.  When you download a file, your 

antivirus program should automatically scan it and determine if it is a known 

virus.  However, if you put a flash drive or CD /DVD  into y our  computer  your 

antivirus does not scan it until you try to use the file. The same is true of your 

backup drive.  Remember there is a window of several days between the day a 

virus is put on the internet and your antivirus program is updated with the 

capability to detect and delete new viruses.  Most antivirus programs only check 

your hard drive(s).   

 

The Send -To selection will open us a secondary 

menu as shown on the right.  The Compressed 

folder will zip the selected file and  put in a folder  

with than name and the compressed folder icon . 

The Documents icon will move the selected file(s) 
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to the My Documents folder.  For the Fax recipient shortcut to work you need a 

fax modem installed on your computer.  For Mail recipient shortcut to work you 

need a Mail client installed and setup.  Windows Live Mail and Thunderbird or 

free email clients.  If you have Microsoft Office you will have the Outlook mail 

client.  

 

The bottom Send -To option on the example above shows the DVD RW Drive.  If 

you click on this option,  the file(s) will be sent to a holding folder for the Optical 

drive.  The name for you Optical Drive may be different depending on its 

capability and manufacture.  For example, a Blue Ray burner may show up as 

Sony BD (D:)  You will then see a pop -up saying  you have files waiting to be 

burned.  You can go there and burn the files in the holding folder to a CD or DVD 

or you can cancel out and wait until you have all the files you want to burn have 

been sent to holding folder.  When you are ready click on Comp uter and then the  

 
 

Default Programs  

The Default Programs command located on the start menu allows you to reset 

which programs control which types of files.  Since more people now have more 

than one program for working with pictures, movies, music and oth er file types, 

they are finding that the program they want to be default is no longer performing 

that task.  This is because the latest program the user installs becomes master 

for all files it knows how to handle.  The first option (Set Your Default Progr ams) 

as shown below will allow you to select all or a set a list you choose to be opened 

by that program.  If you just want to set a few specific files types to a given 

program the second option (associate a file type or protocol with a program) is 

more us er friendly.  
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The third option allows you to set what happens when you insert a CD or DVD 

(the autoplay function).  The last option allows you to reset all associations to the 

Microsoft defaults.  

System Restore  
 

Restore is a program that will put the comp uter back into the state it was on a 

previous date.  Whenever you do a Windows update, install a program, or do a 

manual restore point, Windows will save all your program settings in a special 

hidden file.  All your setting and factory settings are contain ed in the òRegistryó. 

 The registry is part of the Windows operating system and every time you issue 

a command it is checked to see how to execute the command.  The Restore 
program does not back up any data that you have change d and does not 

delete any dat a that you have generated .  Its primary goal is to undue any 

installation of incompatible programs and operator error . Restoring the 

computer back to a previous date will fix these kinds of problems without loss of 

data.  This should be the first step you take if a program or the operating 
system does not work the way it did before you loaded a program or had 

guests on your machine.   Many times the problem may not show up for days 

or weeks because the function that was affected is not used every day.  If a 

system file was deleted or bec ame corrupted by hardware failure or power line 

interruption , th e Restore  feature will not fix the problem.  If restoring the 

computer back to an earlier time does not fix the problem  then itõs time to use 

that backup you made .  Backup will be covered in the last week.  

 

1.  Type òrestoreó into the search box or select restore from the control panel. 

 If you are not logged on as the administrator it will ask for the 

administrator password.  

 

2.  Select the date to be restored to.  The pr ogram will automatically show you 

the last restore point.  If you think the problem happened further back, you 

can select the show more restore points. A portion of your hard drive is set 

aside for this function (2%).  If you have a 500 Gb hard drive you r estore 

points could go back several years.  Once the limit is reached it will delete 

the oldest before creating a new restore point.  

 

3.  Click next and do not turn the power off until the restore is complete.  This 

may take 5 to 10 minues.  
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The Control P anel  
 
The Control Panel is the central command site for a djusting the properties of 

many Windows ® features.  In Windows 7, the control panel can be viewed in 3 

different ways.  The default method is called the category view.  This is the best 

place to star t because the items the average user needs to address are located on 

the sheet.  1: Add remove or change a user, 2: uninstall a program, 3: You also 

have the options to view  all options in the control panel  as small icons and large 

icons.  Just click on th e current view in the upper right had corner.  

This is handy if you know which program you want 

to use without going through several layers of menus.  

 
Each  icon on this sheet represent s a different set of controls.  Clicking on any of 

these will open its a ssociated Properties Sheet . Clicking on Time and date will 

allow you to set or turn off synchronization your computer clock with the internet. 

offering a number of customizable options.  The icons in your Control Panel will 

vary som ewhat from computer to co mputer because some programs will add 

their own property sheet to those provided by Microsoft.  We'll take a quick look 

at some of the more common  icons  in the next class  
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Class 2: Objective s 
 

Know the following terms: 

 Administrator Rights 

 Standard User 

 Hyperlink 

 Windows Explorer 

 HomeGroup 

 Public Folders 

 Library 

 

Be able to: 

 Add and delete users 

 Change user rights 

 Change password options 

 Customize the Mouse 

 Navigate via Windows Explorer 

 Drag and Drop to change file locations 

 Drag and Drop to copy files 

 Use the Bread Crumb Trail  

 Remove unused programs 

 

Understand: 

 File Structure 

 What features are available in the Accessibility Options 

 

Uninstall Programs  
 

In the category view of the control panel is a hyperlink  to uninstall a program.   

A hyp erlink is like a shortcut to a program but uses text rather than an icon to 

indicate where it is going to take you.  You can identify a hyperlink by watching 

your cursor change from a pointer to a hand. In the small or large icons view 

you need to look for  the òPrograms and Featuresó icon. Either method will open 

the uninstall or change programs sheet. The sheet has a new look compared to 

the previous versions of Windows.  In the example below, the program AbiWord 

has been selected.  When it was selected a hyperlink òuninstalló was added to the 

menu.  If a Suite hat has many programs, for example, Microsoft Office, an 

additional hyperlink called òChangeó would also appear.  This would allow you to 

add or remove individual programs in the suite and leave the rest of the Office 

suite installed as it was before you checked this block.   
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Uninstalling software is a complicated  business. Many programs add files to your 

Windows directory and other locations on your computer in addition to the ones 

they add to the ir own program folders. Usually, they also add entries to Windows 

system files and to  the Registry files. If you just delete a program's folder, you 

leave a lot of "orphan" files behind in other locations, clogging up your hard drive . 

 You will also end up  with error messages on start up when the registry is looking 

for a file that you have deleted.   Unfortunately, t he Uninstall wizard is only as 

good as the data provided by the software vendor.  The most common problem 

with some vendors  uninstall program i s its failure to delete all of the files out of 

the registry.  There are several free second source uninstall programs that do a 

better job than the built in program.  Ask the instructor for his recommendation 

on the most current free second source program . These programs will create a 

restore point in case you have to recover and they do additional searches to 

clean up any files missed by the vendors uninstall program.  

 

Ease of Access  
 

This icon will open the Properties Sheet , shown below, which offers a nu mber 

of ways to customize Windows for easier use by those with disabilities. The 

Explore all settings list is about twice the size as shown .  Clicking on any the 

icons in this list will provide you a list of options that can be enabled for a 

particular nee d.   The Start Magnifier and Set up High Contrast are handy for 

people with poor sight.   
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User Accounts  
 

Although this feature was available in previous versions of Windows, Windows 

7 has made it is more user friendly and it no longer requires the skill s of a 

network administrator to set up.  When you buy a computer, an account with 

administrator rights is included.  There i s usually no password installed so when 

you boot, your computer goes directly to the desktop display. You must have at 

least one acc ount with administrator rights on your computer so that you can 

make system level changes like installing or removing a program.  If you are the 

only person using a computer you should have two accounts installed.  One 

should be a standard account and one should be the account with administrator 

rights.  If two people use the same computer, you should have two standard 

accounts and one account with administrator rights.  The account with 

administrator rights should have a good password installed  and should o nly be 

used when changing system configuration .  You should use the standard 
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account for all other activity.  With two users this is even more important 

because all files you create and any customization you do is tied to the user 

account.  When you search  for pictures, music, emails, and any documents you 

create it only looks at the signed in  user account. This speeds up the search and 

prevents you having to wade through files which do not apply to you.  If you want 

to share files with other users, store t hem in the òPublic Foldersó (Public Folders 

are automatically shared between users and homegroup computers) . 

 

When you open the òUsersó program in the control panel category view you will 

see a screen similar to the one below.  

 

 
 

Notice the hyperlink near  the bottom which says òManage another accountó.  You 

will need to click on this link to set up additional users.  If you use the control 

panel category  view you can click on the òAdd or remove user accounts ó 

hyperlink and go directly to the desired scree n shown on the next page.  
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As you can tell from the two pictures above you can create accounts, add 

passwords, change passwords, account picture, etc. Leave the Guest account 

disabled to prevent hackers from using your machine.   If you have been us ing the 

account with administrator right and already have a lot of documents saved and 

customization done there is an easy fix.  

 

1.  Generate a new account, check the administrators rights box, add  

     a password and select the picture you want to use.  

2.  Go ba ck to the control panel and change the account type of the user 

you have been using to òstandard useró.  Add a password if you want 

to protect your new account from other people that could have 

physical access to your computer.  Kids or Grandkids  for examp le. 

3.  Continue to use the new òstandard useró account. 

 

If you want your kids or grandkids to be able to use your computer, set up an 

account for them also.  Consider using the parental controls available with 

Windows or download the advanced parental contro ls available under Windows 

Live Essentials.  
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Mouse  
 

The Mouse Properties Sheet  offers various options for tweaking mouse 

sensitivity and speed. The easiest way to find this sheet is to change the Control 

Panel to the small icons view and look for Mouse. If you are a southpaw using a 

left -handed mouse, you can change the button settings here to meet your needs. 

Also on this first sheet is a slider to make double clicking easier.  We set the 

computers in the lab to ¼ speed to make it easier for first time us ers.  

Double clicking on the folder allows you to test the setting.  

  
The next tab called pointers allows you to change the look and size of the pointer 

on your screen.  Click on the down arrow and a list of options will appear.  If you 

use a laptop in bri ght light, selecting Windows Aero Extra -large Black will make 

the cursor easier to see.  The Pointer Option tab also has several choices that 

make the cursor easier to see. Displaying a pointer trail and show location of 

pointer when I press the CTRL key ar e common choices.   

 

Moving the slider under pointer speed will increase or decrease the sensitivity of 

the mouse.  All of these options also apply to a track pad if you are using a laptop 

instead of a computer with a mouse.   
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File Structure  

One of t he primary jobs of the operating system is to manage your storage 

devices.  The details of how management is done are  not necessary for a user to 

know but how the file structure is organized is important to the user.  NTFS 

(Network Terminal File Storage) i s the default method of file storage in Windows 

7.  Previous versions of Windows have used (File Allocation Table) FAT  12 , FAT 

16 and FAT 32. Each version allowing larger file sizes.  Windows 7 is backward 

compatible with files saved in these formats.   Ap ple and Linux use a different 

primary file structure but have the capability to read the older FAT formats.  For 

this reason Flash drives and external hard drives normally come formatted in the 

FAT32 format so they can be compatible with all computers.  Th e newer NTFS in 

Windows and equivalent Apple/Linux formats provide better recovery and error 

prevention capabilities than FAT. FAT32, for example, can only handle files up to 

4GB in size. When it was developed, that size file was almost unheard of but now,  

a DVD can have files that large or larger. So, if you are trying to copy a movie from 

a DVD onto your FAT32 -formatted hard drive it likely won't copy as most 

full -length movies are files larger than 4GB.   

If you do not need compatibility with Apple or Lin ux consider reformatting your 

external hard drive and larger flash drives to NTFS.  Remember, you will lose all 

data on a drive that is reformatted so reformat before you use the drive or back 
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up the drive first.  To format, right click on the drive and se lect format from the 

context menu.  

The operating system uses the NTFS or FAT file system to keep track of where 

your files are physically located on your storage device.  It also keeps track of files 

that have been deleted and where they are located so tha t space can be reused. 

 What the user sees is the family tree that is generated by Windows and can be 

modified by the user.   

1st Floppy Drive 2nd Floppy  Drive 1st Hard Drive

A:/ B:/ C:/ D:/
E:/

CD or DVD) Next storage
 Device

Windows Program Files
Program 
Files x86 Other Folders

Users

User with
Administrator
Privileges

Public 1st Std User

Documents Music Pictures Videos Downloads

Your 1st

Folder

Bold are generated by Windows others added by you or someone else

file file
1st 2nd

If installed If installed If installed

(System files) (System files)
(System files)

Partial Window 7 family tree

70,000+ 3000+
26,000+

  

When you generate a new user whether  it be a Standard User or a User with 

administrated rights, the Bold  folders shown below th e User with Administrator 

privileges is added to the new user.  CDs and DVDs have their own file structures 

and do not use FAT or NTFS.   

Notice in the drawing above, that Documents, Music, Pictures, Videos and 

Downloads are at the same level in the tree.  If you click on the Users name in the 

start menu you will see these folders and others generated by the manufacture 

and programs that have been installed on your computer.  A new feature in 

Windows 7 is the Libraries function.  The Library function allows you to link 

folders together and view them at the same time.  
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 There is a library  icon  on the taskbar that will display your 

 libraries  without you having to use the start menu.   If you click on the Library 

Music icon shown in the Library it will show you  the music located in the User 

Music folder and the Public  Music folder at the same time.  You can add other 

folders to this library including network drives  and folder in other computers in 

your homegroup .  When you have a library open, click on the locati ons hyperlink 

and it will bring up a menu that will allow you to add or remove locations to the 

library.  

 

 

Windows Explorer  
 

Any time you open a folder or library  you are using a program called Windows 

Explorer . Do not confuse Window Explorer with Micros oftõs web browser Internet 

Explorer.  Unlike most programs there in no name in the title bar, just the 

minimize, maximize and Exit icons. Let us examine the  illustration below  and 

learn the names of the different parts of this program.  The box next to the  left and 

right arrows is called the address bar.  It tells you where in the computer you are 

viewing .  If you know where you want to go, you can type in the address there.  To 

the right of address bar is the Search  box.   Below the address bar is the Menu Bar 

and below that is the Command Line Bar. On the left below the command bar is 

the Favorite Links and Folders section. These two sections are part of the 

Navigation pane.  Whatever you click in the navigation pane is expanded and 

shown in the right hand pane and reflected  in the address bar above.    

 

In the example below, note that Documents has been selected and the address bar 

shows that this is the Documents folder of the Users Libraries.   

If you enter a subject in the search box at the top right side  it only searches in 

folders and sub -folders of what is in the address bar.  This feature makes 

searching for a document that you have written must faster than the search 

available in older versions of windows. This is particularly handy if you wanted to 

find a file on a flash drive, CD or DVD.  Since these are removable devices they are  
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not indexed and the search command on the start menu will not find files on 

removable devices.  Click on any storage device shown in Computer and then type 

in the file n ame in the search box.  

 

The address bar in Windows 7 has a new feature called the Bread Crumb Trail.  It 

allows easy navigation back through the path you have traveled.  In addition to 

clicking on the forward and back arrows you can click on any of the sep aration 

arrows and it will drop down a menu of what was contained in that folder as 

illustrated below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

If you double click on any of the folders shown in the Bread Crumb Trail, that 

folder will immediately open.  If you need the conventional view, click on the folder 

icon at the beginning of the address bar.  The above address would then change to 

 C:\ Users \ Worker \ Documents \ Manuals \ Windows 7 Upgrade course .  To return 

to the Bread Crumb View you will have to exit Windows Explorer.  

 

The navigat ion pane on the left side makes dragging files from one folder to another 

much easier.  You need to expand the folders in this pane until where you want to 

go is displayed.  Now you can draw any file or folder from the right side to the left 

side of the wi ndow.   This will move the selected item(s) into the folder you want.  
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As you drag the item over, a box will 

appear under the item being dragged 

which confirms which folder the file 

will be moved.  Make sure you do not 

release the mouse button until the 

correct folder name appears.  If you 

want to copy instead of move, right 

click and drag.  When you release 

the button, a menu will appear 

which will allow you to select copy or 

move.  In the example to the left, you 

have sixteen folders shown. By 

moving the cursor on the navigation 

frame down, you could navigate to 

any folder in your computer.  
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Class  3: Objective s 
 

Be able to:  

 Use the bar and ribbon in WordPad and Paint 

 Add the top menu to Window Explorer, Internet Explorer and Media Player 

 Change line spacing in WordPad 

 Indent Paragraphs in WordPad 

  

 

Restore Top Menus  
 

The familiar Top Menu has disappeared in several of Microsoft products in favor 

of the Bar and Ribbon.  However, you can restore them in  a few programs.  To 

restore the top menu in  Windows Explorer and Media Player, click on the Organize 

icon and then click on the Layout icon and you will get a sub -menu as shown 

below.  In the default condition, the  Menu bar option does not have a check mark. 

 Clicking in this box will bring the t op menu back for this program.  In Internet 

Explorer 9 the Menu Bar can be added by right -click in the top gray area of the title 

bar and selecting Menu Bar from the resulting  context  menu.  
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BAR and Ribbon  

So how does the bar and Ribbon compare to the traditional menu and how do you 

use it if you have Microsoft Office or  want to use  Wordpad and Paint in Windows 

7.  First the concept; instead of having each menu drop down when you click on 

them, one menu is always shown in the form of shortcut icons inst ead of words 

(the ribbon).  The bar has tabs on it and clicking a tab displays that subjects 

menu on the ribbon.  In the case of Wordpad and Paint, there are only two tabs 

and the tab you use the most is displayed by default.  In the Office suite, there 

are many tabs.  The File menu which is the first tab on the traditional menu is 

not one of the tabs but an icon in the upper left corner .  See figure below.  A hand 

drawn red arrow in the figure below points to the icon.  

 

 If you click on this icon, a tra ditional menu 

will pop down giving you the choices you 

would normally see under the òFileó menu. 

 See figure below.  Another change is that 

the Help menu seen at the end of the 

traditional Top Menu has been replaced 

with a blue circle icon  and is 

located  to the far right on the tab bar. 

  

 

Notice the icon to the left of Document  - 

WordPad .  This a drop down  icon to 

customize the toolbar.  It will provide the 

menu shown below.  
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In Office 2007, the òFileó menu is located in the same 

area as wordpad and  paint but the Icon is the Office 

logo.  

 

The Ribbon is the same as  the tool bar in the conventional top menu  except it 

contains all options instead of select few .  You should also look at the title bar 

which contains some often used tool bar icons.   

 

 

 

The icon shown in the blue square gives you the drop down View 

menu, the red circle will turn on/off the new preview pane 

 

One of the changes in WordPad that most people do not like is that Microsoft has pre-programmed 

extra space between lines.  This is fine if you are using WordPad to write a quick small note. If you 

want to write something larger you will need the change the document before you start.  If you 

forget, you can do a Ctrl+A . and accomplish the same task after the fact. 
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  Click on the paragraph shortcut shown 

circled in red to bring up the Paragraph 

Menu.  Notice in the illustration there are 

two black arrows added.  The default 

Line spacing is set to 1.15.  If you want 

single line spacing click on the down 

arrow and select.  The larger culprit is 

the box that says ñAdd 10pt space after 

paragraphsò.  If you are using a 10 or 12 

point font that is like an extra line space. 

If you want a complete paragraph to be 

indented you can also use this screen to 

accomplish that.  Just highlight (select) 

the paragraph to be indented, open this 

dialog box and type in the size of the 

indent in inches.  You can use decimal 

sizes like .25 or .5.  To really may a 

paragraph standout on a page indent the 

right side also.  This is much easier than 

trying to use Tabs and Carriage return to 

control the spacing.  

 

 

 

Network ing  
Microsoft continues to make home networks easier to implement for the layman. 

The latest entry is called the Homegroup.  The bad news is that  to use this feature  

requires all computers on the n etwork to be running Windows 7 .  The good news 

is that if you have all Windows 7 machines on your network Homegroup will 

automatically set up all security protocols for all computers on the network to be 

able to share internally but protect your computers from outside penetration. 

When you first connect your computer into your network it will detect the router 

and ask if this is a Home, Work or Public network.  Home and Work locations 

provide identical features and are the same except for  the  name  and  the  

Homegroup function . Having both  allow s you to set up separate restrictions for 

your system when you have your computer at home or work.  The Public choice 

automatically sets up a high er level of security that you would need at a n airport 

or Internet cafe.  If you have XP and Vista computers on you network you should 

choose the Work  option  so that you can see and work with these computers.  You 

will have to manually set the Workgroup name to the same name you were using 
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on your XP or Vista computers. The Home  choice will automatically set 

Homegroup  as your workgroup name  and set up security that  it  will allow other 

Windows 7 machines to join but  will not  allow you to see your XP and Vista 

machine s.  If you have already selected homegroup you can exit the group  and 

reset your network to Work from the òNetwork and Sharing Centeró icon in the 

Control Panel.  

 

If you are using a portable computer be aware that  Windows 7 is òlocation awareó. 

It does this by looking at  tcp/ip number  and checking to see where it  is reg istered. 

In addition to letting your Internet Browser to displays sites closest to you first, 

it enables the OS to know when you connect to a new network.  Before you 

connect to a new site it will ask if it is Work, Home or Public again.  This allows 

you to  select òPublicó when you are at a location other than home. Depending on 

your ISP, your computer may say you are in Salt Lake City instead of Sandy .   

The Help and Support program has excellent tutorials on networking and 

wizards are included in the Contr ol Panel to change and modify your network.  

There are three basic types of hardware available for home use, the wired method 

where you have to run cables between your computers, wireless, and power -line. 

The power -line is the most expensive.  You will hav e to buy adapters that plug 

into a wall socket near each computer.  The adapter put the signal on top of the 

115v power line and takes it off on the other end.   You can use a single method 

or combine them. The wired method is the least expensive and easie st if the 

running of the wires is not a problem.  If your computer does not have  a Ethernet  

connector, you can add a card into your computer or an USB to Ethernet adapter 

externally.  If you have a modem with a hub/switch built in, you can use straight 

Eth ernet cables and connect direct to the hub/switch.  Many modems have 4 

wired connections and a wireless access capability.  With this setup up you could 

wire 2 to 4 computers connected to the hub/switch and run 1 or more wireless 

computers at the same  time .  If you have a network printer it can plug into one 

of these ports.  If you do not have a network printer, you can plug the  printer into 

one machine and share it.  For someone else on the network to use the printer, 

the machine that is connected to the p rinter must be turned on and Windows 

running.  The wireless method replaces the wires with radio wave just like your 

wireless phone or cell phone.  Many laptops come with built in wireless adapters. 

 Desktop computer normally do not  but it is becoming more  common .  If you have 

more than two devices, then you will need a wireless access device to act as a 

traffic cop.  As mentioned before, many DSL modems and cable Modems come 

with this capability.   The hub or switch provides this function for wired systems . 

 A switch is just a smart hub that increases the speed at which you network 

works.   

The local wireless capability standard is described by IEEE 801.11x.  There are 

currently 4 levels.  IEEE 801.11a is the oldest and slowest; 801.11n is the fastest 

and l atest.  IEEE 801.11  b and g are still very common  and most wireless access 
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points or backward compatible to these standards .   

 

Now it is even possible to connect to the internet via internal or external cell 

phone adapters that work like the wireless mode m but do not require an outside 

antenna.   
 

 

  
When you connect to the HomeGroup the first time it will generate a password for 

the homegroup.  You will need this password for each computer when it first joins 

the network.  If you forget this password or want to change it you can click on the 

HomeGroup hyperlink in the bottom left hand corner of the Network Sharing 

Center page shown above or type in homegroup in the search box of the start 

menu.  

 

Action Center  
 

Windows 7 has added a function called Actio n Center to consolidated system 

errors and notifications.  Click on the white flag in the taskbar notification area 

and any actions that need to be takes will be shown.  One of the actions will be 

to setup your backup system.  This will be covered in the l ast class.  If a program 

or driver creates an error, a message is sent to Microsoft and an error database 

is searched.  If a fix for the problem has been found, a link to the fix will be 

included in the Action Center.   
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To the l eft  is  what you  want to see  

when you click on the flag.  If there are 

errors listed in the middle, click on 

òOpen Action Centeró to correct any 

problems.  If you have no antivirus 

program installed or working correctly, 

to box will display that problem.  The 

Action Center is also av ailable via the 

control panel icons view.  

 

 

Sticky Notes  

Another free program included with Windows 7 is Sticky 

Notes.  Those who love a messy desktop will love this 

program.  Notepad which has been included with 

Windows for generations is primarily there  for 

programmers for writing scripts and other programming 

tasks.  It can be used for simple note taking but the 

resulting file is stored in the documents folder by default.  Sticky Notes saves the 

data written to the desktop with the wording visible witho ut having to open any 

file.  Great for reminding yourself to pick up some milk, pay the bills, etc.  If the 

program is not on the start menu, just type òstió in the search box.  Click on 

Sticky Notes and write your note.  If you already have a sticky note on the 

desktop you can just click on the plus sign in the upper left hand corner to 

generate a new one.  To delete a sticky note just click on the òxó in the upper right 

hand corner.  

Help and Support  

The Windows help function continues to be the most chang ed item in each 

version of Windows.  Microsoft is still trying to figure out the best way.  The Table 

of Contents has been hidden and the index function is no longer available.  To get 

the table of contents back, click on the book at the top of the window.   See red  

arrow in picture below . The list provided in the table of contents is very useful 

and clicking on the book icon in front of each topic will expand the list. The 

content in these help files are text but extremely informative. See second  

illustrat ion below.   
















