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*Windows 7

*Qutline for Session 13
*Windows Aero
*Pin Items
*Start Menu
*Time Clock
*Display Size
*Files Management
* Accessories
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yr *Windows Aero

To close all opened Windows except the one you are working on - click and hold on blank
space on the top of the Windows and shake left to right

* Full Screen
Drag the top Window bar to the top edge of the screen
*Snap to Edge

Drag the top bar to the left or right edge - when the cursor touch the edge, the Window
snaps to fill half of the screen

* Windows Peak

Hover the mouse pointer over icons in the task bar to see a preview of the opened
window(s)

* Task Switch

Hold Alt key and press Tab to see the opened Windows and switch between Windows (each
press of Tab)

*3D Flip

Basically the same function as Task Switch but in 3D view of Windows

* Show Desktop

Hover the mouse pointer over the most right rectangle on the notification area
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*4Pin” Items

Pin a program to the Taskbar or Start menu
Right click the program and select “Pin to Taskbar”
or “Pin to Start Menu” - You can also Drag a program

To the taskbar

Pin a destination to a Taskbar Icon

Recent

Right click program Icon on
Taskbar and click the pin icon
- If the file is not listed

Open Explorer to locate the file

Click and drag the file to an
Empty space on the Taskbar
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] testDoc
] sectionVIIDup.docx
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*Customize the Start Menu

Right click the Start Button and display Properties - Select Customize
Select the Box for “Recent Items”

Also, adjust the number of items (bottom of customize screeni =
Customize Start Menu

You can customize how links, icons, and menus look and behave on the

!= @ | 3 Start menu.

() Don't display this item -

Start Menu | Toolbars [ Network

Open submenus when I pause on them with the mouse pointer

To customize how links, icons, and menus look and Customize... o Personal folder

behave in the Start menu, click Customize. (@) Display as a link
() Display as a menu
Power button action: ’Shut down V] () Don't display this item
&, Pictures

(@ pisplay as a link

Privacy () Display as a menu
[] Store and display recently opened programs in the Start menu .L',_J Don't display this item
Recent ltems =
[] Store and display recently opened items in the Start menu and @ Recorded TV
the taskbar () Display as a link |

() Display as a menu
(@) Don't display this item
[] Run command
/|, Search other files and libraries

If using Control Panel often, can be display B :

As menu on the start menu Number of recent programs to display: w02

Can also display Administrative Tools Number of recent tems to display in Jump Lists: WE
Use Default Settings 0K H Cancel l
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Monday, March 07, 2011

< March, 2011 France Japan
Su Mo Tu We Th

9728 1. 2 32
6(7] 8 9 10
13 14 15 16 17
20 21 22 23 24
27 28 29 30 31

4 5 6 7

11:25:27 AM 3:25 AM

Monday Monday Tuesday

Change date and time settings..

11:25 AM
3/7/2011

A @ 0

Make necessary adjustment

Synchronize Time with
Internet Site
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dional Time Zone

Click the Time then Change

[ e _________

Date and Time |Additiona| Clocks | Internet Timel

Date:
Maonday, March 07, 2011

"..‘ Change date and time...

Time zone

(UTC-07.00) Arizona

Change time zone...

Daylight Saving Time is not observed by this time zone.

Get more time zone information online

How do [ set the clock and time zone?

I oK H Cancel ] Apply
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*Display Size

Right Click the desktop - Select screen resolution
Click “Make text and other items larger or smaller”

Make it easier to read what's on your screen

Select size. _ _
” ’ You can change the size of text and other items on your screen by ¢
If need ed s use Magn]f]er tempeorarily enlarge just part of the screen, use the Magnifier tool.
Smaller - 100% (default) Preview
% Magnifier L= X

@ Medium - 125%

’.QQIOO% Views ¥ 9'

() Larger - 150%

After few seconds, screen changes to Magnifier Tool

N\
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*Display File Extension

P — - 9 FUIUET UpLIOns
iv.|. « Data Partition (D:) » Guyjssss

5 — — | |Genera|| View |Search|

Janize * Include in library S I

Folder views

On Windows Explorer, expand
“You can apply the view (such as Details orlc B o
1EUE areusingf?)ftgitsfoldern()allfolderstofthisty; Organ'lze and Cl]Ck “FOlder and

F

Computer 1
8 B .
. 05 (C) ﬂj B:; [ Apply to Folders l l ResetFo Search Opt-lons”
» Data Partition (D) _ Gl 4
[ bl
il it | OR—— Check the “Hide Extensions for
_ _ g : . ””
| B Solut | Files and Folders
deiness setten “1 Log [] Atways show icons, never thumbnails Known F] le Types
/. D- Documents o Ne [ Always show menus

N Display file icon on thumbnails
ﬂ_l Rec Display file size information in folder tips
[] Display the full path in the title bar (Classic the

| Databases

## My Dropbox

W win
| Spreadsheets | ﬂ__l |, Hidden files and folders
=] Wo (@) Don'tshow hidden files _or drives
I, Word Documents () Show hidden fi ers, and drives
a CB SIGs Hidg e es in the Computer folder
: ] H xtensions for known file types
I General Subject Hide protected operating system files (Recommend:
| Personal g Launch folder windows in a separate process
| D-Music 3
1 Restc
| Download E
| D-Pictures
[ (814 ] [ Manrcal
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([ J
DSCN1 Edit
Set as desktop background | |
Print n i
Preview

Rotate clockwise

Rotate counterclockwise

Scan with Microsoft Security Essentials...
Scan with Ad-Aware

Submit with ThreatWork Alliance

Right click file to be opened,
Select “Open with” and select the

L

Open ith +{ | Wicoso# s 2010 Desired program for that file type
Share with v %f Paint
) sacktp e If pfogram not listed - click “Choose

Bl Scan with Malwarebytes' Anti-Malware

3 3 Windows Live Photo Gallery
Restore previous versions

Windows Media Center
. Windows Photo Viewer

efault program” - if still not listed
Double click “Other Programs”
o i i If still not listed, use Browse

Choose the program you want to use to open this file:

¥

J

"
& Windows Live Movie Maker

&

o

Send to L~

&,
D < File: DSCMN1568.IPG
R| Recommended Programs
a7 Microsoft Office 2010 ) Paint
Lﬁ-l Microsoft Corporation i Microsoft Corporation
S FPhotoshop Elements Editor © Windows Live Movie Maker
Adobe Systems Incorporated Z" Microsoft Corporation
A Windows Live Photo Gallery Windows Media Center
W Microsoft Corporation @' Microsoft Corporation

"= windows Photo Viewer
Bl Microsoft Corporation

Other Programs

[¥] Always use the selected program to open this kind of file Browse

If the program you want is not in the list or on your computer, you can look for the appropriate program .
the Weh.
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rd.dd
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*File Check Box

| General| View |Search|

2nt.d

Folder views
You can apply the view (such as Details or lcons

are using for this folder to all folders of this type. USG check bOX to select flle

[ pemyoroces | | Resfose  golact 5 Folder, click Organize
And Folder and Search Options.
Check Box “Use check boxes to

Advanced settings:

[] Hide extensions for known file types
Hide protected operating system files (Recommended
[] Launch folder windows in a separate process
[] Restore previous folder windows atlo

Select items”
(7] Show diive letters | Now, a check box appears when
Show encrypted orco sed NTFS files in color X . .
[¥] Show pop-up Btion for folder and desktop items MOV]ng the po]nter over a file

Sho w handlers in preview pane
[] Use chck boxes to selectitems
Use Sharing Wizard (Recommended)
| When typing into list view
() Automatically type into the Search Box

(@) Selectthe typed item in the view N noray & AL Wi bumn
-~
= . @ = L@ =
Backup-rest Basic
ore.doc Computer.d
oc
Type: Microsoft Word 97
& i Size: 26.0 KB
‘, Date modified: 11/28/20
| Pages: 1
CBlowor—x: vogo
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*Password a File

“ e JUETS Fdye LdyuuL REIEIEIILED Iy REVIEW view

= save . .
Information about WordSig-Basel  \ith file opened (Word, Excel, PowerPoint)

DAGuy\D- Documents\Word Documents\CB SIGs\WordSig-E

& open Click File Tab and Info. Select Permissions

o - Perifhesions

Nw o E;gﬂﬂi’iMh Passyvord”

prnt oy P B sessseceoans 1YPE @ password for the file

Save & Send Checkfor | D€ | [ RestictEditng Folder canngt be Password protected
el e e Encryption gf File or Folder is only

5 nets o Vesio | g MemiaPemisientyrerie  Available wjth Windows 7 Professional

2 options :]3 % Th their ability to edit, copy, or print. Or Ultimat

; Manage . Add a Digital Signat .
& & Versions - *) o LT Encrypt Document | B pAS

Ensure the integrity of the document
by adding an invisible digital signature. .
Encrypt the contentglof this file

Password:

Caution: I you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

oK l [ Cancel
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*Encryption

File| Advanced Attributes l

g CBSlGs Propertijl

Choose the settings you want for this folder.

Type:
Location:
Size:

Size on disk:

Contains:
Created:

Attributes:

General

When you click OK or Apply on the Properties dialog, you
asked if you want the changes to affect all subfolders an
as well,

Archive and Index attributes

|| Folder is ready for archiving

Alluw files in this folder to have contents indexed in addition
file properties

Compress or Encrypt attributes

|| compress content save disk space

Encrypt contents to secure data Deta

Read-only (Only applies to files in folder)

[ % P [ D A |
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Available on Windows 7 Professionel
Or Ultimate

Right click a folder or a file

Click Properties, then advanced
The check box “Encrypt contents to
Secure data” could be checked.
With Home Premium it is grayed

3/21/2011



*Accessories

*Calculator *System Tools
*NotePad *Disk Cleanup
*Paint *Disk Defragmenter
*Snipping Tool *System Information

*
*Gti cky Notes System Restore

*Windows Explorer
*WordPad
*Ease of Access

*Windows Easy Transfer

* Magnifier
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