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How to Use This Book

Do you look at the pictures in a book or magazine before
anything else? Would you rather be shown instead of
read about how to do something? Then this book is for
you. Opening Simply Windows 7 allows you to read less

and learn more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this particular
technology or application. It is also for more computer
literate individuals who want to expand their knowledge

of the different features that Windows has to offer.

Using the Mouse
This book uses the following conventions to describe the
actions you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays a
shortcut menu containing commands specific to the
selected item.

Click and Drag, and Release the Mouse

Move your mouse pointer and hover it over an item on
the screen. Press and hold down the left mouse button.
Now, move the mouse to where you want to place the
item and then release the button. You use this method to
move an item from one area of the computer screen to
another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Simply Windows 7 to distinguish different
types of information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italics
[talic words introduce a new term and are followed by a
definition.

Numbered Steps

You must perform the instructions in numbered steps in
order to successfully complete a section and achieve the
final results.

Bulleted Steps

These steps point out various optional features. You

do not have to perform these steps; they simply give
additional information about a feature. Steps without
bullets tell you what the program does in response to
your following a numbered step. For example, if you click
a menu command, a dialog box may appear or a window
may open. The step text may also tell you what the final
result is when you follow a set of numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may wamn you of a situation that you want to
avoid — for example, the loss of data. A note may also
cross reference a related area of the book. A cross
reference may guide you to another chapter or another
section within the current chapter.

lcons and Buttons

Icons and buttons are graphical representations within the
text. They show you exactly what you need to click to
perform a step.

You can easily identify the tips or warnings in any section
by looking for the Tip and Warning icons. Tips offer
additional information, including tips, hints, and tricks. You
can use the tip information to go beyond what you have
learned in the steps. Wamnings tell you about solutions to
common problems and general pitfalls to avoid.
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GETTING STARTED
WITH WINDOWS 7

Are you ready to learn about Windows 77 In this chapter,
you learn a few basic techniques and concepts that will help
you get comfortable with Windows. These topics include
starting Windows 7, understanding what you can do with
Windows 7, and taking a tour of the Windows 7 screen.You
also learn how to use a mouse with Windows 7, use

the Windows 7 Help system, and activate your copy

of Windows 7. The chapter closes by showing you how to
shut down your system when you are finished using it.




START WINDOWS 7

When you turn on your computer, Windows 7/ starts automatically, but you may have to
navigate the Welcome screen along the way. You use the Welcome screen to log in to
Windows 7 using the user account and password you configured when you first set up your
computer.

If this is the first time you are starting your computer, you will have to run through a series of
configuration steps. These steps configure your main user account, your desktop background,
and a few security options. You should select the default options to ensure your computer
remains secure and up to date.

\. J

o Tum on your computer.

The Windows 7 Welcome screen
appears.

Note: If your version of Windows 7 is
configured with just a single user and no
password, then you bypass the Welcome
screen and go directly to the desktop.

% Windows 7 Uimat:

e Click the icon that corresponds to
your Windows 7 user name.

Windows /7 prompts you to enter
your password.

Note: If you are the only user on your
computer, Windows 7 prompts you for your
password right away, so you can skip Step 2.

%. Windows 7 Uttirmats
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o Type your password.

Note: The password characters appear as
dots as you type them so that no one else
can read your password.

13 ¢

_— 3T

& Windows 7 Ultimate

e Click the Go arrow (E3) or press
Em.

The Windows 7 desktop appears
after a few moments.

& Windows 7 Ultimate

If you forget your password,
click the Go arrow (E3) and OK
to see the hint — a word or
phrase to jog your memory.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



WHAT YOU CAN DO WITH WINDOWS 7

N
Windows 7 is an operating system that contains a collection of tools, programs, and
resources. You do not do anything directly with Windows 7 itself. Instead, you use its tools
and programs to perform tasks, including getting your work done, creating pictures, editing
photos, playing music, surfing the World Wide Web, exchanging e-mail messages, and more.
Here is a sample of what you can do with them.
. J
Get Work Done [ ——
With Windows 7, you can run programs that enable you to get Bini= mionees S RY
your work done more efficiently, such as a word processor for - o e s e '
writing memos and letters, a spreadsheet for making calculations, o
and a database for storing information. Windows 7 comes with 900,948 Wekone
some of these programs (such as the WordPad program you leam peme 45 g
about in Chapter 3), and you can purchase and install others "
separately. SN .

Create and Edit Pictures

Windows 7 comes with a lot of features that let you work with
images. You can create your own pictures from scratch, import
images from a scanner or digital camera, or download images from
the Intemet. After you create or acquire an image, you can edit it,
print it, or send it via e-mail. You learn about these and other
picture tasks in Chapter 4.

Play Music and Other Media
Windows 7/ has treats for your ears as well as your eyes. You can listen to
audio CDs, play digital sound and video clips, watch DVD movies, tune in to
Internet radio stations, and copy audio files to a recordable CD. You leam
about these multimedia tasks in Chapter 5.

Get on the Internet

Windows 7 makes connecting to the Internet easy. And after you are on the Net, Windows 7 has
all the tools you need to get the most out of your experience. For example, you can use Intemet
Explorer to surf the World Wide Web (see Chapter 8) and Windows Live Mail to send and
receive e-mail (see Chapter 9).

D GETTING STARTED WITH WINDOWS 7 D



THE WINDOWS 7 SCREEN

.

Before getting to the specifics of working with Windows 7, take a few seconds to familiarise
yourself with the basic screen elements, including the desktop, the Start button, the taskbar,
and the notification area. You will interact with these screen elements throughout your
Windows 7 career, so getting familiar with them early on will help you in the long run.

() Desktop

This is the Windows 7 “work area’’,

meaning that it is where you work with

your programs and documents.

Desktop Icon

An icon on the desktop represents a
program, a Windows 7 feature, or a

document. Programs you install often
add an icon on the desktop.

@ Mouse Pointer

When you move your mouse, this
pointer moves along with it.

(@ Time and Date

This is the current time and date on
your computer. To see the full date,
position the mouse [ over the time.
To change the date or time, click the
time.

O Nofification Area

This area displays small icons that notify
you about things that are happening on

your computer. For example, you see

notifications if your printer runs out of
paper or if an update to Windows 7 is

available over the Internet.

() Taskbar

The programs you have
open appear in the taskbar.
You use this area to
switch between programs
if you have more than one
running at a time.

@ Taskbar Icons

You use these icons to
launch some Windows 7
features with just a mouse
click.

@ start Button

You use this button to
start programs and launch
many of Windows 7's
features.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



USING A MOUSE WITH WINDOWS 7

\.

Windows 7 was built with the mouse in mind, so it pays to learn the basic mouse techniques
early on because you will use them for as long as you use Windows. These techniques
include clicking the mouse, double-clicking, right-clicking, and clicking-and-dragging.

If you have never used a mouse before, remember to keep all your movements slow and
deliberate, and practice the techniques in this section as much as you can.

Click the Mouse

0 Position the mouse & over the
object you want to work with.

@ Click the left mouse button.

@ Windows 7 selects the object
or performs some operation in
response to the click (such as
displaying the Start menu).

Double-click the Mouse

0 Position the mouse & over the
object you want to work with.

@ Click the left mouse button twice
in quick succession.

Windows 7 usually performs
some operation in response to
the double-click action (such as
displaying the Recycle Bin
window).

_‘1 Gettng Stited

g Windows Mesia Center
:‘J Casgutates
Sticky Netes
(% Seiipping Tocl
.‘ﬁ Paint

h) Remote Devktop Connection

& Magnifier
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Right-click the Mouse

a Position the mouse & over the
object you want to work with.

e Click the right mouse button.

Windows 7/ displays a shortcut
menu.

Note: The contents of the shortcut menu
depend on the object you right-clicked.

Click and Drag the Mouse

ﬂ Position the mouse & over the
object you want to work with.

a Click and hold the left mouse
button.

e Move the mouse to drag the
selected object.

In most cases, the object moves
along with the mouse .

e Release the mouse button when
the selected object is
repositioned.

@ If you are left handed, click
Start, Control Panel, Hardware
and Sound, Mouse to open the
Mouse Properties dialog box.
Click the Buttons tab. Click
Switch primary and secondary
buttons ([C] changes to [¥).

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D

If your double-clicking does

not work, open the Mouse
Properties dialog box and click
the Buttons tab. In the Double-
click Speed group, click and
drag the slider towards Slow.



GET HELP

You can find out more about Windows 7, learn how to perform a task, or troubleshoot
problems by accessing the Windows 7 Help and Support system.

Most of the Windows 7 Help and Support system is arranged into categories, such as
“Security and privacy” and “Files, folders, and libraries”. Each category offers a number of
subcategories to help you find the specific area you are looking for. Within each category
and subcategory, you see a collection of related topics and these topics provide the
instructions or information.

. J

() Click Start.

The Start menu appears.

@ Click Help and Support.

The Windows Help and Support
window appears.

e Click the Browse Help button
(w).

The Table of Contents appears.

@ Click a category.

W Getting started

B 5ecuriny and privacy

Bl Muintenance snd pedomance

W rirteniing — conmecting computens and deaces
B Intemet — going onling and using the web

W &t ana other communications

B Filew flder and ibraries
B Frinters and prnting

[ e pe—
"R
B Pictures, COx DV, TV, mustie, and scund
B custominng your cemputer

W Herdware, devices, and drivers

videes, snd mevies

4, More suppert options
@ Online Help =
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@ A list of Help topics appears
for the category you selected.

A list of subcategories appears
for the category you selected.

o Click a topic.

The item you selected appears in
the Windows Help and Support
Center window.

Note: If the topic you want is part of a
subcategory, click the subcategory to display
the list of topics it contains and then click
the topic.

G Read the article.

Note: To return to a previous Windows Help
and Support Center screen, click the Back
button (&) until you get to the screen

you want.

7
@ You can access Help in a

specific program by clicking
Help on the menu, by pressing
@ or by clicking the Help
button (@).

& o P o WG A open -

| Search Help P

Ay b Files foldert bnd Bbraries 2 l

Categories

B Using files and progeams

B Creating opening. and swving

Topics

B trarching and emanizing
W Cepying
W Baching up and restaring
B Deieting

W Hidiey and shoving files

W Fiie snat poicter permissiany

B Encryption
B 55 documents v
{4, Mere uppent optiens
@ Onine Help =
m——

@ o W 5 s open -

[Seanh Hele |

Can [ pratect files or folders with a password?

Me, you can't use 8 prasword to protect files and foldens in Windows. Howeves, some
[pregeams that rim on Window allow you te protect indnadisl tiles with # paarword.
Fer mere check the Help for o

There are other ways to protect your files and folders in Windows. You chn encrypt
year files using Encrypting File System (EFS), marually specify wha can sccess the

fﬂdﬂlafﬂﬂhiﬂ.llq of hude them, Choose your

how i il 16 be. Enerypting is the while hiding
the folders is the least secure.

Fex more bout EFS, see What ic Enceypbing Fue Sytben (EFS]? For mone
& son abrout sares, e Vit iori?

Wiy this helpful?

[ ves [ Mo [ somewhat

Raadd the prevacy clatement orlne

Iﬂmnmpmnlm
@ Onine Help =
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