Windows 7
1. Logging In

a. Ctrl + Alt + Del

b. Provide password

2. Start Menu (Windows Key)

a. Search box (Win + F)
i. Can be used to search Programs, Files, Folders, Contents

b. All Programs

i. Location of computer programs

ii. Click once to expand each folder

iii. Click again to close open folder

c. Start Menu

i. Can be used to pin/unpin documents for fast access

ii. Right click and select Pin to Start Menu to “pin”

iii. Right click and select Unpin from Start Menu to remove

d. User Profile

i. Link to all documents stored in the user profile.

ii. Location of My Document, My Music, My Videos, My Pictures

e. Documents

i. Shortcut to Documents folder

f. Pictures

i. Shortcut to Pictures folder

g. Music

i. Shortcut to Music folder

h. Computer

i. Shortcut to Computer (Win + E)

i. Devices and Printers

i. Shortcut to Printers.

ii. Where default printer is changed.

j. Shutdown

i. Click Shutdown to power off computer

ii. Click arrow to receive more options

1. Log off logs current user off

2. Lock will lock the workstation (Win + L)

3. Restart will shut down and reboot machine

3. Taskbar

a. Navigation

i. Click once on icon to open

ii. Right Click for open options

1. Close Window closes program

2. Unpin from Taskbar removes shortcut

3. Clicking program name again opens new instance

b. Selecting windows

i. Click icon to open when only one window

ii. Click or hover mouse over open icons to view windows

iii. Move mouse to previews to see full sized image

iv. Click to select window

c. Closing windows

i. Click red “X” on preview to close window

ii. Right click and select Close all Windows to close entire group

d. Arrange

i. Click and drag icon to rearrange order

4. Notification Area

a. Speakers

i. Adjust computer volume

b. Time/Date

i. Click once to open calendar for reference

c. Show Desktop

i. Small rectangle in lower right hand corner

ii. Used to minimize all windows

iii. Click once to hide all windows

iv. Click again to restore

5. Dock Windows

a. Side by Side

i. Click and drag title bar of first window to one side of the screen

ii. Click and drag title bar of second window to other side of the screen.

iii. Drag away or maximize to remove

b. Full Screen

i. Click and drag title bar to the top of the screen

ii. Double click on title bar

c. Isolate Window

i. Click and hold title bar of window and shake

ii. Repeat to bring remaining windows back up
