CHAPTER

Getting Star
Windows 7

Are you ready to learn about
Windows 7? In this chapter,
. you learn the basics of

: starting and activating
Windows 7, getting help,
and shutting down your
system.
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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.

The first time you start your computer, you may need to run
through a series of configuration steps.

[ start windows 7 |

@ Turn 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
desktap.

. Windows 7 Utimate

@ 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 prompis you for your password right
away, so you can skip Step 2.

j“ * Windows 7 Ultimate
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9 Type your password.

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

. Windows 7 Uttimate

@ Click the Go arrow (&) or press
Em.

The Windows 7 desktop appears
after a few moments.

. Windows 7 Ultimate

O

What happens if I forget my Windows 7 password?

Most Windows 7 user accounts that are password protected are also
set up with a password hint — usually a word or phrase designed to
jog your memory. You choose the question when you set your
password, as explained in the “Protect an Account with a Password”
section in Chapter 12. If you forget your password, click the Go arrow
() and then click OK to see the password hint.




What You Can Do

with Windows 7

Windows 7 is an operating system that contains a collection of tools, programs, and resources.
Here is a sampling of what you can do with them.

Get Work Done

With Windows 7, you can run programs that enable
you to get your work done more efficiently, such as

a word processor for writing memos and letters, a
spreadsheet for making calculations, and a database
for storing information. Windows 7 comes with some
of these programs (such as the WordPad program you
learn about in Chapter 3), and you can purchase and
install others separately.

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 Internet. 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 learn about these multimedia tasks in
Chapter 5.

Get on the Internet

Windows 7 makes connecting to the Internet easy
(see Chapter 9). 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
Internet Explorer to surf the World Wide Web (see
Chapter 10) and Windows Live Mail to send and
receive e-mail (see Chapter 11).
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The Windows 7

Screen
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Before getting to the specifics of working with Windows 7, take a few seconds to familiarize

yourself with the basic screen elements.

Desktop Icon

An icon on the desktop
represents a program or
Windows 7 feature. A
program you install often
adds its own icon on the
desktop.

Mouse Pointer

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

Desktop

This is the Windows 7
“work area,” meaning that
it is where you work with
your programs and
documents.

Time and Date

This is the current time
and date on your
computer. To see the full
%ate, position the mouse

over the time. To
change the date or time,
click the time.

Notification 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.



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.

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.

\ Using a Mouse with Windows 7

CLICK THE MOUSE

@ Position the mouse 3 over the
object you want to work with.

@ Click the left mouse button.

® Depending on the object,
Windows 7 either selects the
object or performs some
operation in response to the click
(such as displaying the Start
menu).

DOUBLE-CLICK THE MOUSE

@ Position the mouse s 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).
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RIGHT-CLICK THE MOUSE

@ Position the mouse S over the obiject you want to work
with.

@ Click the right mouse button.

@ Windows 7 displays a shortcut menu when you right-click
something.

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

CLICK AND DRAG THE MOUSE

@ Position the mouse ¥ over the object you want to work
with.

@ Click and hold the left mouse button.
@ Move the mouse to drag the selected object.
® In most cases, the object moves along with the mouse .

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

View

Sort by
Refresh

Paste
Paste shortcut
Undo Move Ctrl+Z

Mew

Screen resolution
Gadgets

Personalize

S

Recycle Bin k

v

Why does Windows 7 sometimes
not recognize my double-clicks?

Try to double-click as quickly as you
can, and be sure not to move the
mouse between clicks. If you continue
to have trouble, click Start, Control
Panel, Hardware and Sound, and
then Mouse to open the Mouse
Properties dialog box. Click the Buttons
tab. In the Double-click Speed group, click and drag the
slider to the left (toward Slow).

How can I set up
my mouse for a
left-hander?

Click Start, Control
Panel, Hardware and
Sound, and then
Mouse to open the
Mouse Properties
dialog box. Click the Buttons tab. Click

Switch primary and secondary

buttons (|_| changes to [V/).



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

Most of the Help system is arranged into various categories,
such as “Security and privacy” and “Files, folders, and
libraries.” Each category offers a number of subcategories, and
each category and subcategory contains a collection of related
topics.

@ Click Start.
The Start menu appears.
@ Click Help and Support.

The Windows Help and Support
window appears.

© Click the Browse Help
button ([WJ).
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@ Alist of Help topics appears for
the category you selected.

@ A list of subcategories appears for
the category you selected.

@ Click a topic.

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.

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

O Read the article.

Note: To return fo a previous Windows Help and
Support Center screen, click the Back button (<))
until you get to the screen you want.
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Can [ protect files or folders with a password?

Mo, you can't use & password to protect files and folders in Windows, However, some
programs that run on Windows allow you te protect individual files with a password,
For more information, check the Help for the program you're using,

There are other ways Lo pretect your files and felders in Windows, Vou can encrypt
your files using Encrypting File Systemm (EFS], manually specify whe can access the
folders or files by sefting permissians, or hide them. Chaase your methed based on
how secure the folders or files need to be. Encrypting is the most secure, while hiding
the falders is the least secure.

Far mare infarmaticn ahout EFS, see What is Encryating File System (EFS)? Far mare
i an about pemmissions, see What are permissicns?

Was this helpful?
| ‘Yes ]l Somewhat ]

Read the privacy statement paline

53, More suppart options
& Online Help ~

)

How do I get help for a specific program?

Almost all Windows programs have their own Help features. You
can access Help in a specific program one of three main ways:

e Click Help from the menu, and then click the command that
runs the Help features (it may be called Help Contents, Help
Topics, or Program Help, where Program is the name of the
program (for example, Microsoft Word Help).

® Press D

e In a dialog box or program window, click the Help button ().




Activate Your Copy

of Windows 7

To avoid piracy, Microsoft requires that each copy
of Windows 7 be activated. Otherwise, your copy
of Windows 7 will refuse to run after the
activation period has expired.

This section assumes that Windows 7 has not yet prompted you to
start the activation. If you see an icon in the notification area with
the message “Activate Windows now,” click that message and then
skip to Step 5.

\ Activate Your Copy of Windows 7

@ Click Start.

The Start menu appears.
@ Right-click Computer. -
© Click Properties. gf:dm:? .
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The System window appears.

» Control Panel » All Contrel Panel ltems » System +3

Note: If the System window shows the Ask for

Genuine Microsoft Software logo in the Windows Control Panel Home System
Adtivation area, then you do not need fo perform - Rating: ETE) windows Experience Index
the rest of the steps in this section. Click the Close i acomcee sctings Processor AMD Turion(tm) X2 Uttra Dual-Core Mobile ZM-62 220 GHz
button (B3 ) to close the System window. #) System protection Installed memory (RAM): 400 GB (275 GB usable)
H‘ Advanced system settings System type: 32-bit Operating System
o Click the Activate Windows Pen and Touch: Pen and Single Touch Tnput Available
. Computer name, domain, and workgroup settings
now Ilnk. Computer name: MultiTouchPC ¥ Change settings
Full computer name: MultiTouchPC

Computer description:

Workgroup: WORKGROUP
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Action Center
Windows Update

Windows activation
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' ools
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The Windows Activation dialog
box appears.

@ Click Activate Windows online

now. You must activate Windows within 12 days to continue using all Windows features,

Activate Windows now

Windows 7 confirms that it has
been activated.

O Click Close.

W Activate Windows online now J

+ Ask me later

& Show me other ways to activate

Activation was successful

Activation helps verify that your copy of Windows is genuine, With
a genuine copy of Windows 7, you are eligible to receive all
available updates and product support from Microsoft.

6
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Can | activate Windows 7 on more
than one computer?

No, not usually. The activation process
creates a special value unique to your
computer’s hardware configuration.
When you activate Windows 7, your copy
of the program is associated with this
unique hardware value, which means
your copy works only with that one
computer. However, if that computer
breaks down, you can telephone
Microsoft to let them know, and they
should allow you to activate Windows 7
on another computer.

How can | activate my
copy of Windows 7 if | do
not have Internet access?

If you do not have Internet
access, perform Steps 1 to 5
anyway. After a few moments,
Windows Activation displays a
list of options. Click Show me
other ways to activate.

If your computer has a
modem attached, click Use
my modem to connect
directly to the activation service. If you do not have a
modem, click Use the automated phone system, instead.

=




Restart

Windows 7

You can restart Windows 7, which means it shuts
down and starts up again immediately. This is
useful if your computer is running slow or acting
funny. Sometimes a restart solves the problem.

Knowing how to restart Windows 7 also comes in handy when you
install a program or device that requires a restart to function
properly. If you are busy right now, you can always opt to restart
your computer yourself later, when it is more convenient. Restart

[ Restart windows 7 |

@ Shut down all your running

programs.
Note: Be sure to save your work as you close your ] Gevingseanes
programs. € vivsous e Centar
. :’ Calculator
@ Click Start. =
Sticky Motes
The Start menu appears. @, sipping oo
fi i Paint
% Remnote Desktop Connection
%' Magnifier
‘.1 Solitaire
}ﬂl Programs

@ Click the power button

arrow (k).
@ Click Restart.
@ Windows Media Center
Windows 7 shuts down and your ] cacueor

computer restarts.
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Shut Down

Windows 7

When you complete your work for the day, you should
shut down Windows 7. However, do not just shut off
your computer’s power. Follow the proper steps to avoid
damaging files on your system.

Shutting off the computer’s power without properly exiting Windows 7 can
cause two problems. First, if you have unsaved changes in some open
documents, you may lose those changes. Second, you could damage one or
more Windows 7 system files, which could make your system unstable.

[ Shut Down windows 7
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@ Shut down all your running
programs.

Note: Be sure fo save your work as you close your
programs.

@ Click Start.

The Start menu appears.

© Click Shut Down.

Windows 7 shuts down and turns
off your computer.

® If you want Windows 7 to
automatically reopen all the
programs and documents
currently on your screen, click the
power button arrow () and
then click Sleep, instead.
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