WINDOWS 7

Microsoft has launched Windows 7 which is the latest Windows Operating system. Windows
7is the successor to Windows Vista. This operating system is specifically designed to fill the needs
of both business and personal users. Windows 7 was released to manufacturing on July 22,2009,
and general retail availability on October 22, 2009.

You will feel the sleek look of the new user interface as soon as you turn on a computer
running Windows 7. After working on its design, you come to rely on its new security features. You
will find many new features in Windows 7 that increase your efficiency and productivity. Finding files
has never been simpler or faster in pervious versions of Windows; simply type a word you know
exists in the file you are looking for and Windows 7 Instantly shows you all the files stored on your
system that contain the word.

WINDOWS 7 EDITIONS

There are six different editions of Windows 7, but only Home Premium, Professional and
Ultimate are widely available. The other editions are only uses for developing world or enterprise use.

START WINDOWS 7

When you turn on your computer, Windows 7 starts automatically and you see a Welcome
screen.You may be asked to enter the password.

1. Turn on your Computer.
The Windows 7 Welcome screen appears in which youhave toselect user and enter password.

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

1. Type the Password.

2. Click on the Go arrow.

3. Now, you will get the final desktop screen.
your computer

is now ready to )

work.

| Getting Started

WINDOWS 7 | @ woesiosscone
SCREEN 7| Caleulator
Before getting to the specifics knowledge of [ & ===
Windows 7, first familiaris yourself with the basic |,
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Mouse Pointer: When you move your mouse, this
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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 date, 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.
Start Manu: Start menu list all the installed programs in the computer.

GETTING HELP FROM WINDOWS 7

To find and learn how to perform a task in Windows 7 and solve troubleshoot problems, you
can use help system.

1. Click on Start button.

fGeting Ftarted
[} L]

Merncoes esPresse Latvel Design
Studio

The start menu will appear.

Calculator

2. Click on Help and Support.

Windows Help and support window appears.

1@ Windows Felp and Suport

Find an answer

========

3. Click on Browse Help button.
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The Table of Contents appears.

3 Ask Opticns »

D

= 4. Click on a topic of interest.

A list of help article appears for your |
selected topic.

I
5. Click on the article.

If the article

[ ® - W amoe-| you want s a
===ty | part of sub-topic,
| click the sub-
topic to display |
the list of articles "™ o
it contain and

4 More support options

then click on the article.

& Offline Help =

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

 Change color, paper size, or other options. See Choosing print options.

o Printthe comp. . See Take a screen

+——6. Read the article.

3, More support options

KNOW THIS TOO!!

All Windows programs have their own Help features. You can access Help in a specific program by pressing
F1 key from the keyboard.

RESTART WINDOWS 7

Restart Windows 7 means it shuts down and starts up again immediately. If your computer is
not operating properly, you can restart your computer to try fix the problem. Before restarting
Windows, make sure that you have closed all the programs which you had opened.

1. Click on the Start button.

The start menu will appear.

2. Click on Shut down arrow.

A menu will appear.

3. Click on Restart.

Windows shuts down and
your computer restart.
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1. Click on the Start button.

2. Click on Shut Down. Ngw

off the computer.

KNOW THIS TOO!!

SHUT DOWN WINDOWS 7

When you finish using your computer, you should shut down Windows before turning off your
computer. Before shutting down Windows, make sure that you have closed all the programs which
you had opened.

The start menu will appear. gt ot

Windows shuts down and turns

button without properly exiting Windows 7,
it can cause two problems. First, if you

have

documents, you may lose those changes
Second, you could damage one or more | WS v
Windows 7 system files, which could o) |ExEp

make

If you shut off the computer's power

Cyntrol Parel
es and Printers
unsaved changes in some open

Dffalt rograms

Hflp and Support

your system unstable.

discs

INSTALLING A PROGRAM

sam [
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You can install a new program on your computer. Programs are available on CD-ROM, DVD

and floppy disks.

| . |
4 HutcPlay L&S
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Abways de this for scftware and games:

covncmsksnm. s covm \ 2 2. Click on Run file, where file is the name of the installation

DVD Drive (E) LRMCFRE_EN_DWVD

I | Run setup.exe |
- t

program (usually setup.exe).

General options

Set AutoPlay defaults in Control Panel

1. Insert the program's CD of DVD into the appropriate disk drive.

<«——The AutoPlay dialog box appears.

PR R i e 3. Follow the installation instructions, the program provides.

the steps to install the program.

The

1. Insert the program's CD or DVD into the appropriate
disk drive.

2. Click on Start.4 The Start menu will appear.

3. Click on Compute.

If the AutoPlay dialog box does not appear after you

Computer window appears.

Note : Installation steps vary from program to program.

insert the disc, then follow
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4. Double-click on the CD or DVD drive icon.

Organize v System properties  Uninstal or change aprogram  Map networkdrive  Open Control Panel

R  Hard Disk Dries (4 The drive window appears.

Local Difk (C: Loal Disk (0:)

T Libraries &/ =zl
= of 310 68 S 2366 rezot 207 Go

5. Double-click on the file that launches the
installation program.

 Devices wnh'movab\e Storage (1)

- VD RW Diive (G i
&, Local Disk (€:) .\g o 1y

s Locel Disk (0r)

o e ) @D.| |« LocalDisk (C) » 1657l edeeeteSIbORSIS6e5E

( University IAS (F)

& Network Organize *  Includeinlibrary v Sherewith »  Newfold
6 B88-QEIBIFFGID ‘
(s pe & Downloads A Mame Date modified
18 SOMNATH-PC ©
: | Recent Places
5 SOUGATA . 1033.enulp

. redist

IAS-PC Workgroup: WORKGROUP Memory: 400 GB 7 Libraries
Pracessn IntellR) Pentium(R) CP... = | FESDUICES
| Documents

J‘Music
6. Follow the installation instructions, the & Fitures
program provides. B video:

§ 6
& autorun
= mediainfo

& o __ setup.execonfig it G File
. megroup = " A PR : %
Note : Installation steps vary from program 3 smapidl e

to program.

KNOW THIS TOO!!

UNINSTALL A PROGRAM

You can uninstall a program which is not needed. Removing unused programs fees up disk
space and makes your All Programs menu easier to navigate.

Click on Start button.

The start menu will

) CorelDRAW X8 ‘ Adjust your computer’s settings Viewby, Category *
appear.

Microsoft Office Excel 2007 .
Cros icE Brce  System and Security User Accounts and Family Safety

- [y . Documents . v@ Review your computer's status % Wy Add or remove user accounts
§ Microsoft Office Word 2007 2. Click on Control Panel. g it o,
Pictures Find and fix problems

Appearance and Perscnalization
Network and Inteme: Changethe theme

Music The contrOI Panel &I Weuvnetwcv(s!atusand!as‘ks Change desktop background

: &, Chocse homegroupand shaing optons A
Window appears.
Youtube Downloader HD | Hardware and Sounc q Clock, Language, and Region
L
i,

! View devices and printers Change keybeards or otherinput methods

MP Navigator EX 2.0

i) paint

Computer
Adda device

| M 3. Click on Uninstall a M-

Control Panel 7 Programs Ease of Access
PDFCreator Cliunios mimt p rOg ram. h (‘J Uil 2 pegam @‘ Let Windows suggestsettings

Devices 8o T

Optimaze visusl displey
Windows Media Center

Default Programs The Programs and

iz Help and Suppon Features windows appears.

All Programs

Windows 7 displays a
list of the  programs
installed on your computer.
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4. Click on the program, you want to
[0 + Control Panel # Programf # Programs and Festures Search Pro Uninsta”.

Centrol Panel Home

install or change a program

View installed updates ninstall 2 program, select it from the list and then click Uninstall, Change, or Repair. r B 5- C I | Ck on U n i nSta I I ( or UninSta” /
@ Tum Windows festures on or
- e = | Uninstat [ =~ @ Change)'

Publisher Installed On  Size *

ot ey Sl peitan orie A dialog box appears and asks you

E Management Engine Components Intel Cerporation 3/19/2015
be106.21 Oracle 3/19/2015 1 i i
g O Sk s to confirm that you want to uninstall it.
[TM) SE Development Kit 6 Update 25 Oracle 371972015
fralSecurity K7 Computing Pyt Ltd 5/21/2015 .
soft NET Framework 4 Client Profile Microsoft Corperation 3/19/2015 — 6 . CI | Ck on Yes .
soft NET Framework 4 Extended Microsoft Corporation 3/19/2015 |
Microsoft Corporation 311972015
icrosoft Visual C=~ 2008 -1869.02.. _Microsoft Corporaticn 4/14/2015

i s Co- 010 8 Reeriasble- 130 bicreo Copersin Siians * The program's uninstall procedure
T gt e - begins.

‘ Are you sure you want to uninstall Micrescft Visual C++ 2008 Redistributgele - 86 9.0.210227

i@ .| 7. Follow the instructions on.

In the future, de not show me this dialog bex

START A PROGRAM

You can open a program in Windows 7. Windows 7 opens the program and displays in on the
desktop.

CorelDRAW X4 . —= & Default Programs _I__ ™

@ Desktop Gadget Gallery
Microscft Office Excel 2007 & Internet Explorer 1AS

= i @ Mcazilla Firefox
Microscft Office Werd 2007 — | Windows DVD Masker Documents
- =8 Windews Fax and Scan |
Pictures = % v Pictures
MP Navigator EX 2.0 € Windows hMedia Center ictures
" Music |g Windows Media Player
) Paint = Windows Update
; < XPS Viewer

Music

Games -
Youtube Downloader HD . _ACCBBM
i:| Calculator

B Command Prompt
Connect to a Metwork Projector
o Connectto a Projector
Getting Started
Math Input Panel

Default Programs | Meotepad Default Programs
I Paint

Games

Computer Computer

Muonitor Client
Control Panel Control Panel
PDFCreator

Devices and Printers Devices and Printers

Windows Media Center

KT TotalSecurity Help and Support Remote Desktop Connection Help and Support

A list of the programs appears.

All programs button changes to Back button. Some programs have sub-menu.

In this example, we choose Accessories. Accessories sub-menu will appear.
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. Accessories
[ Caleutator
B Command Prompt
25 Connect to s Network Projector
B8 Connecttos Projector
j Getting Started
5 Math Tnput Panel
M Motepad
o Paint
%u Remote Desktop Connection
i1 Run
b Snipping Tool
1 Scund Recorder
Sticky Motes
@ Sync Center
44 Windows Explorer
|| WordPad
. Easeof Access

Documents

Pictures

Music

Games

Computer

Control Panel

Devices and Printers

—————

=it =

B UabeXx £-A-

]

Default Programs
| System Teol:

. TabletPC
Back

4. Click on WordPad from Accessories sub-menu. The Word Pad window will appear.
Windows 7 adds a button for the program to the taskbar.
UNDERSTAND PROGRAM WINDOW
You should understand the various features of its window to work easily.

Minimize Maximize
E N Button \ Button

WordPad
] utto ]

B

Title Bar: The title bar displays the name of the program. in some programs, the title bar also
displays the name of the open document. You can also use the title bar to move the window.

Quick Access Toolbar: On the title bar, there is a Quick Access Toolbar with some of the most
important buttons: Save, Undo and Redo.

WordPad Button: Under the Quick Access Toolbar there is the main toolbar. The first button on the
left side is the WordPad button which opens up the main menu WordPad.
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Tab: Home and view are the two tabs in the Paint program.
Ribbon : It displays groups of related commands in tabs. Each tab offers shortcut buttons to
common tasks.

Minimize Button: By clickihg on Minimize you can remove the window from the desktop and
display only the window's taskbar button. You can click this button again to display the window on
the desktop.

Maximize Button :
desktop, you click.

By clicking on Maximize you can enlarge the window so that it takes up the entire

Close Button: When you click on Close, the program shuts down.

MAXIMIZE A WINDOW

With the help of Maximize button you can enlarge the window to fill your screen, This lets you
view more contents of the window.

LRGN Home  View o

1.

Move the mouse pointer over

j T P
g5 Pidure Paint Dateand Insert
*  drawing time object

Maximize button in the window you want
to maximize and then click on it.

i The Window fills your screen

To return the window to its previous
size, move the mouse pointer over
Restore Down buttonand then click on it.

MINIMIZE A WINDOW

With the help of Minimize button,
you can minimize the window to remove
it from your screen, if you are not using
that window. You can re-display the
window any time.

0% (= {}

1. Move the mouse pointer over.

Minimize button in the window you want to
minimize and then click on it.

The window reduces in a icon on the taskbar.

Move the mouse pointer over its icon on the
taskbar and then click on it to re - display the
window.

KNOW THIS TOO!!

To minimize all your open windows, click on show
desktop bar on the far right side of the taskbar, orright-
click the taskbar and then click on show the desktop.




KNOW THIS TOO!!

To maximized the minimized window, press and hold the Shift key and then right-click on the window's
taskbar button. In the menu that appears, click on Maximize.

MOVING A WINDOW
The window can be shifted/moved to a different location if it covers items on your screen.

1. Position your mouse pointer over the title
bar of the window which you want to move.

2. Drag the mouse where you want to
place the window.

Windows 7 moves the window along with the
mouse pointer.

3. Release the mouse button.

Windows 7 moves the window.

KNOW THIS TOO!!

If you want to move several open windows so that the windows are arranged neatly, you can right-click
an empty section of the taskbar and then click on show windows stacked. Windows 7 arranges the windows
ina tidy diagonal pattern from the top left corner of the desktop.

RESIZING WINDOW
You can easily change the size of the window displayed on your screen.

E N 1. Click the mouse pointer [ =] over
i a border of the window you want to

' resize.

g & TR wrvi v;v;'—)g’
’ S| % changes to § .« or «,
1‘5‘ (¥ YRR R SR R R CRTT FRTN ORT TRNA Ay 0 vy
\ 2. Drag the mouse pointer [I] until
the window displays the size you
want.

T Windows 7 moves the border
W along the mouse pointer.

3. Release the mouse button.
Windows 7 resize the window.
Note : Click and drag any two

corner of the window to resize two
border at once.
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KNOW THIS TOO!!

SWITCH BETWEEN WINDOWS

If you have more than one window open on your screen, you can easily switch between the
windows. You can switch between one program to another using either the taskbar or the switch

between windows button.

BY USING TASKBAR

e = (@
o el = =0 M
can W« K x| EEiE e iJ E J ) 4
BIUkXx 7-A- EE ure Mt Date and Insert

" wing  time  object

N R R Fooare oo JSERREEE 7.

101360« 5050

In the far right corner of the taskbar there is now Rl
the Aero Peek button. You can instantly minimize all
your open windows to remove them from your screen.

This allows you to clearly view the desktop.

1. Take your mouse pointer on the Show Desktop
Aero peek button.

When you hover the mouse pointer on the Show
Desktop button, all the windows becomes transparent.

You can see the desktop.

2. Now click on the Show Desktop button.

You can work only in one
window at a time. The active window
appears in front of all other windows
and display a dark title bar.

The taskbar displays a button for
each open window on your screen.

1. To display the window you want
to work with in front of all other
windows, click its icon on the taskbar.

The window appears in front of
all other windows. Youcan now clearly
view the contents of the window.

you can also display window in
front of all windows by clicking any
where inside the window.
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If you want to redisplay all windows, click on Show Desktop again.

To display only one window, click its icon on the taskbar.

Each window minimizes to a icon on the taskbar. You can now clearly view the desktop.

OPENING PERSONALIZING WINDOWS

You should know how to open the personalization window to make changes to many of
Windows 7's display options.

CorelDRAW X4

" : IAS
Microscft Office Excel 2007

Microsoft Office Word 2007

MP Navigator EX 2.0

Music

) Paint

Games

Youtube Downloader HD

Monitor Client

Control Panel

PDFCreator

Documents

Pictures

Computer

53 » Control Panel »

w |4 fll Seoren Con

2=

&4 Back up your computer
Find and fix problems

View devices and printers
Add a device

'7,

Programs

W) Uninstall 2 program

Adjust your computer's settings View by:

System and Security
Review your computer's status

Network and Internet
View netwerk status and tasks
Cheose hemegroup and sharing opticns

Hardware and Sound

Category +

» User Accounts and Family Safety

@y Add or remove user accounts
W . up parentsl controls for any user

Ly
¥
@

|Anpearance and Personalization H—
Thange the theme

Change deskicp background

Adjust screen reseluticn

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings

Windews Media Center
Default Programs

Help and Support

Optimize visual display

1. Click on Start button.

The

The start menu will appear.
2. Click on Control Panel.

The Control Panel window appears.

%, + Control Panel » Appesrance and Personalization » w|élf = 0., S
Control Panel H —
cdebic u Personalization |«
= Changetheth Change desktop background | Change window glass colors

gl Chamgesomnd i) |

Change screen saver
Network and Intemet
Display
Hardware and Sound ' ;
Make test and cther items larger or smaller |~ Adjust screen resolution  Connectto an patemal display
Programs
User Accounts and Family [ Desktop Gadgets
ety ' Add gadgetstothe desktop  Get more gadgetsonline  Urinstal 2 gadget
g g Restore desktop gadgets instlled with Windows
Personalization

Taskbar and Start Menu

Clock, Language, and Region Customize the Start menu  Customize icons on the taskbar

Change the picture on the Start menu

Ease of A
ase of Access Ease of Access Center

Accommodate low vision
Turn High Contrest on of off

Usescreenreader | Turnon easy accesskeys

3. Click on

Appearance and Personalization window appears.

@ » Control Panel » Appearance and Personalization » Personalization | %2

Appearance and Personalization.

Control Panel Home

Change the visuals and sounds on your computer

Change desktop icons Click s theme to change the desktop background, window color, sounds, and screen saver all st once.

Change mouse pointers My Themes (1)

i,

Unsaved Theme

Change yeur account picture

Get mere themes online

Aere Themes (7)

O

Windows 7

Architecture

Display

T EUEREE N SRR Mt Desktop Background Window Color Screen Saver
Ease of Access Center £ e e

(7] Folder Options

B0 Goect e oxshuble i b cpen

Show hidden files and folders

Fonts

Preview, delets, or show and hide fonts | ChangeFont Seftings | Adjust ClearTypetert

4. Click on Personalization

The Personalization window appears.

|
5.
working.

Click on the Close button when you are finished




KNOW THIS TOO!!

CHANGING DESKTOP BACKGROUND
To decorate Your desktop, you can change the color of desktop background your Windows.

1. Open the Personalization window.

W ¢ Control Panel ». Appesrance and Personalization » Personsiization

Control Panel Home.

Change the visuals and sounds on your computer

Chonge duisopioont R T a—r—— ) Note: To open persona[ization window, use the

Change mouse pointers My Themes (1)

ﬁ steps 1 to 4 from previous page.

] 2. Click on Desktop Background

Get more themes online
Aero Themes (7)

‘ ﬂ Eﬁ The Desktop Backgroundwindow will appear.
| E " el “5

indows? landecopes 3. Click on the down arrow of Picture location.

ma g s

| TRT  eeas A drop-down menu will appear.

4. Click on the background gallery you want
to use.

@ ) Control Panel b Mopearance and P

Choose your degktop background

Clicka pictureto g jt your desktop background, or select more than one picture o create # side thow.

If you want to add your own image as
the desktop background, click on  Pictures i
Library in the list. You can also click on Browse TR

Solid Colors

and then use the Browse dialog box to select the indors Pt Veve
file. -

Windows 7 displays the background in the  Windows (1)

selected gallery. i

T el s ¢ p 10 seconds
w /K4 » Control Panel » Appearance and ] g Search C E
@U E - L = = et

Choose your desktop background

(Click 2 picture to make it your desktop background, or select more than ene picture to create 2 slide show.

Picture location: |WmdowsDeslclopBackgmunds “H Browse.. lﬂ‘
[ seectal |[ Clearel |
“Xnal i —5. Click on Clear all.

-

=
B

6. Click on theimage or color you want to use.

7. Click on the down arrow of Picture position
and then click the positioning you want.

# United States (6)
| BN D /NS T D O TWEEEE ) .
Picture position: \ Change picture every: 8_ CI'Ck on Save Changes .

9. Click on Close [x] button.

\ 4
[Gesimns ]| [Eues) The picture or color you selected appears
—————_ on the desktop.




KNOW THIS TOO!!

Picture Position (Step 7)

Fill: This option displays a single copy of the image extended on all sides and keeps the ratio of width to
heigh the same, so it means that some part of the image will cut off.

Fit: This option displays a single copy of the image extended until either the width of the picture fits the width
of the screen, or the heigh of the picture fits the height of the screen.

Stretch: This option displays a single copy of the image extended on all sides so it fills the entire desktop.

Tile: This option displays multiple copies of the image repeated so they fill the entire desktop.

Center: This option displays a single copy of the image in the center of the screen.

SET UP A DESKTOP SLIDE SHOW

In Windows 7, you can display a slide show of images as the desktop background.

Windows 7 changes the images
of desktop background automatically
Change the visuals and sounds on your computer at a preset tlme lnterval

Change desktop icons Click & theme to change the desktop background, window color, sounds, and screen saver sll at once.

& § Control Panel b Appesrance and Personalization b Personalization

Contrel Panel Home

Change mouse pointers My Themes (1)

Change your account picture
ﬂ ) . Openthe Personalization window.

Unsaved Theme

Get more themes online 2. Click on Desktop Background.

Aere Themes (7)

! | .Eﬂ vy The Desktop Background
‘ ‘h ! r..:#, window will appear.

Windows 7 Architecture Characters Landscapes

]
)

n\s-play n i‘:‘% i®

Taskbar and Start Menu

Deskiop Background i for Sounds Sereen Saver
Ease of Access Center ket

3. Click on the down arrow of [ .
Picture Location. — | gotrol Panel Apgearance and Personalization » Personalization » Desktop Background

Choose your deskfop background

Click a picture to makﬁ‘rmur desktop background, or select more than one picture to creste & shide show.

A drop-down menu will appeatr.

Picture locstion: | Windows Desktop rounds =| | Browse.. |
Desktop Backgrounds

Pictures Library

4. Click on the background gallery T |Tep RetedPhres
you want to use.

]

If you wantto add your own A
image as the desktop background, —
click on pictures Library in the list. n
You can also click on browse and ra— e
then use the Browse dialog box to ‘ |
select the file. -

Windows 7  displays the (Sweghonges. | [ et |
background in the selected gallery.
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&y Control Panel »

5. Click on Clear all.

Choase your desktop background

Picture Ication: | Windows Dkt Bickgrounds

Clik  cture tomabe it your esktop background,or select morethan one picture to createa sideshow.

#"

I(Wte(tue 0]

4 (Qharacters (6)

R |

1 minute

4 |landscapes (6)
3 minutes

5 minutes
0 wnutes
15 minutes
20 minutes
30 minutes
1 hour

2 hours.
3 hours.
4 hours.
6 hours.
12hours
1 day

110 seconds

4

interval you selected.

KNOW THIS TOO!!

6. For each image you want to
T — G e include in the slide show, position the
— T mouse over the image and click the
check box.
- AMNE
v v 7. Click on the down arrow of
“?i :‘!f; 3 Change picture every.
e | )
& - A menu will appear.
- : ———8. Click on the time interval
m between pictures.
e 9. Click on the check box of
shuffle to display the pictures in
random order.

Windows 7 displays the first picture on the desktop and displays new images using the time

G
. 10. Click on Save Changes.

If you do not like the currently displayed image on the desktop, right-click the desktop and then click on
next desktop background. Windows7 immediately changes the background to the next image in the slide show.

1.

2. Click on Screen Saver.

SET THE SCREEN SAVER

You can set up Windows 7 display screen saver, a moving pattern or series of picture.

The screen saver is the moving picture that appears automatically on your computer, if you do
not use your computer for a period of time.

Open the Personalization window.

Chenge the vsuals and sounds on your computer

indon e ver ol at once

My Them

v
& Screen Saver Settings

o]

Screen Saver

[l

A

The Screen Saver
Settings dialog box appears.

—3. Click on the down
arrow of screen saver.

Screen savey

Ribbons | 54

ings...

iNone)
30 Text
Blank
Bubbles
Mystify

me, di

lence b

play logon screen

Pheotes
|Ribbons

adjusting display

- L

Preview

4. Clickonthescreen saver
you want to use.

A preview of the screen saver appears.

Apply

Note : All screen savers cannot display the small
preview. To see an actual preview, click on Preview.

After this, move the mouse pointer or press a key to
stop the preview.
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& Screen Saver Sepe o

—5. Click on the Wait up and down arrow buttons to specify the
number of minutes of computer idle time appears.

Sereen Saver

You can click on the On resume, display logon screen
check box, if you want that anyone who interrupts the screen
, saver can see your work only if he or she knows your password.

Screen saver

| nione) y - \ 4 ! 6. C“Ck on OK-

| Cin resume, display logen scleenl

Power management

Corsee ey or i seformance s s sy The screen saver appears after your computer is idle for the
» number of minutes you specified in step 5.

CHANGE THE COLOR SCHEME

You can personalize your copy of Windows 7 by choosing a different color scheme, which
Windows applies to the window borders, taskbar, and Start menu.

& » ControlPanel ¥ Appearance and Personalization ¥ Personalization -

1 kel

Control Panel Home :
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktep background, windew coler, sounds, and screen saver all at once. 1 . Open the Personalization WindOW.

Change mouse pointers My Themes (1)

Change your account picture

" e T 2. Click on Window Color.

Get more themes online

Aerc Themes (7)

=

Windows 7 Architecjure Characters Landscapes. -

Taskbar and Start Menu

The Window color and Appearance
window appears.

U
A
%‘rg

Desktop Background Window Celer Sounds Screen Saver
Ease of Access Center iionane s De

—
lil'—1 E
K3\ )% @ « Appestance snd Personalizstion »

3. Click on the color you want to use.

Personalization » Window Color and Appearance

WlndOWS |mmed|ate|y Changes the Change the color of your window borders, Start menu, and taskbar v
color of the window border.
— -

4. Click on check box of Enable o s
transparency to make check mark off, if
you do not want to see the glass effect. P s |

Color intensity: 0 |

v Show color mixer

5. To set the color intensity, click and drag R
the color intensity slider.

Windows changes the transparency ] e
and intensity of the window.
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» Window Colar and Appearance

Change the color of your window borders, Start menu, and taskbar

Current coler: S

) Enable transparency

Color intensity:

The color mixer sliders appeatr.

7. Click and drag the Hue, Saturation, and
Brightness sliders to set your custom color.

—-8. Click on Save changes.

Windows applies the new color scheme.

A

KNOW THIS TOO!!

If you computer has a lower-end graphics cards or little graphics memory, Windows 7 is unable to use
the effects (shown in this section) such as transparency and color intensity. In that case you will see the
Window Color and Appearance Dialog Box instead of the Window Color and Appearance Window.

i

B e Py
F Window Color and Appearance

o

‘Window Color and Appeatance

. 1. Click on the down arrow of Item list.

Inactive Window A_Eﬂ _.>_<.J

Active Window [« el 2. Click on the interface object you want to
Meormal Selected customize

Window Text = i

Message Box x|
Message Text l.J
oK
To turn on Windows fiero, select 2 Windows theme. Colers and sizes| selected
here apply enly if youlhave selected the Windows 7 Basic therne or arg Ease of
Access theme. v \ 4
Trem: Celorl
Desktop - ' ~

1.

APPLY THEME

Instead of setting

Each theme also includes

Open the Personalization window.

the desktop background,
screen saver, and color scheme individually, you can
change all of these at once by applying a theme.

its own set of
desktop icons, sound effects, and mouse pointers.

2. Scroll down to view the available themes./

3. Click in each Color list and selecta color or
colors for the item.

—4. If the item includes text, click on the down
arrow of Font, Size, Color to format the text. You
canalso Bold and Italics controls to format the text.
5. Repeat Steps 1 to 3 customize other items.

—6. Click on OK.

&} Control Panel » Appearance and Personalization » Personalization v |4l 5eo £

Control Panel Home
Change the visuals and sounds on your computer

Change desktop icons Click & theme to change the desktop background, window color, scunds, and screen saver sil t once.

Change mouse pointers My Themes (1)

L

Unsaved Theme

Change your account picture

Get more themes online

Aero Themes (7)

|

Display
Taskbar and Start Menu

Ease of Access Center
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¥ Aero Themes use transparency effects,
color intensity, and high resolution

& b Control Panfl » Appearsnce and Personalization » Personalization

Contrel Panel Home v
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop backgreund, window coler, sounds, and screen saver all at once

Chi i i
2nge mouse pointers Trero Themes (7) €

i » 7 | '“” "ﬂ ¥ Basic and High Contrast Themes use
‘ s e ‘4! simple effects or high-contrast effects.

Windows 7 Architecture Characters Landscapes

background image.

)

3. Click on the theme you want to use.

s
m et aﬁl . .
~ Windows 7 applies the theme.

Nature " Scenes United States

Basic and High Contrast Themes (6)

You can see the immediate effect on the
s IS Desktop.
§7

Screen Saver

r.
¥

Display
Taskbar and Start Menu

Desktop Backgreund Window Celor
Ease of Access Center L

4. Click on Close (x).

KNOW THIS TOO!!

If you want to download more themes from Microsoft Web site, you can do this by clicking on Get more
themes online link in the Personalization window and then click the Themes tab in the Web page that
appears. Locate the theme you want to use, click on Download link, click on Open. Windows 7 applies the
theme and adds it to the personalization window's My Themes section.

ADD A GADGET TO THE SIDEBAR

You can make the Windows Desktop more useful by adding gadgets to it. A gadget is a small
programsuch as a clock or calculator that performs a specific function.

You can also remove any gadgets that you do not use. "S”e"“b '
| ort by }
ADD A GADGET Refresh
1. Right-click on the desktop. Paste
Paste shorteut
2. Click on Gadgets. Lincle bove CtrleZ
i#  Groove Folder Synchrgnization 3
The Gadget Galley will appear. |¢ Graphics Properie..
{ ) (el Graphics Options b
—3. Click on gadget. | }
ew
CPU Meter r . .
—YOU can C||Ck on ShOW B  Screen resolution 2
details to see the description of | & Gsdges |
the gadget @ Personalize

Picture Puzzle . Slide Show Weather

v Show details

|
5. Click on Add. You can also double-click the gadget.

Window} Media..

4. Right-click the gadget, If you want to add this gadget.

Windows 7 adds the gadget to the desktop.

6. Repeat steps 4 and 5 to and more gadgets to the desktop.

7. Click on the Close button.
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You can remove the gadget from the desktop when you do not use it.

Move the mouse pointer over the gadget

The gadget controls appear.
2. Click on the Remove button.
You can also right-click the gadget and then click on Close Gadget.
REMOVING PROGRAM FROM START MENU

You can remove a program that appears on my
start menu's list and is very often use.

CorelDRAW X4

Microscft Office Excel 2007

Documents

Click on Start to open the start menu.

Music

Games

Right-click on the program you want to remove.

Computer

Control Panel

. Open svices and Printers A Iist Wi" appear.

Fun as administrator

~fault Programs
Pin to Taskbar

Pin to Start Menu zlp and Support

All Pre Rernone frarn this i . Click on Remove from this list.

ADDING A PROGRAM PERMANENTLY IN START MENU

You can add a program permanently inthe start
menu which is used frequently.

Open
Microseft Office | P a0 Tuchibos

Click on Start to open the start menu. ————— . —_p[Pmtosenicns

Remowve from this fist

P Mavigator EX =
Properties

2. Right-click on the program you want to add. G e

putube Downloader HD

Games

Computer
onitor Chent
. . Control Panel
A list will appear. i R
= Dewvices and Printers
DFCreator
Default Programs

3. Click on Pin to Start Menus ’ et T

| FSRotdown |

T =




CUSTOMIZE THE TASKBAR

it o Popriney k 4 You can personalize how the task
B iome bar works and operates the way you

icaiss want to work. For example, you can

unlock the taskbar for moving or resizing,
sutoicee o temporarily hide the taskbar, and allow
Use smal igns maximized windows to cover the taskbar.

1. Right-Click on an empty section of
the taskbar.

Customize whith icons and notifications appear in the ‘C " |

2. Click on Properties.

Preview deskigp with Aero Pesk Toolbars 3 .
Tempararily vigw the desktop when you move your mouse to the The TaSkbar and Start Menu Propertles

button at end of the taskbar. Cascade windows ,
bek to preview the desktop Show windows stacked d Ialog bOX appears

Show windows side by side

- 3. Click on the Taskbar tab.

- = 14, Click on the check box to make the

e - ¥ Vel A check mark off of Lock the taskbar to
: e unlock the taskbar sothat you can resize
il or move it.

KNOW THIS TOO!!

You can resize the taskbar by clicking and dragging the top edge of the taskbar up to get more taskbar
rows. If you later find that the taskbar is too big, click and drag the top edge of the taskbar down to get fewer
taskbar rows.

5. Click on the check box of Auto-hide
the taskbar to make the check mark on for
hiding the taskbar when you are using a
program.

Taskbar | Start Menu | Toolbars |

Taskbar appearance
/| Lock the taskbar

| Auto-hide the taskbar I<

U=ze small icons |«

Taskhar location on screen: Iﬂcbtham - I(—

Hiding the taskbar allow us maximized
windows to cover the taskbar.

Note: To display the hidden taskbar, move
the mouse to the bottom edge of the
screen.

Taskbar buttons:

Motification area Combine when taskbar is full
Mever combine

Customize which icons and mﬁﬁcmmm'rm—é—*r—-l_l

notification area. tomize...

6. Click on the check box of use small
icons to make the check mark on forusing
smaller versions of the taskbar icons.

Preview desktop with Aero Peek

Temporarily view the desktop when you mave your mouse to the
Show desktop button at end of the taskbar.

/' Use Aero Peek to preview the desktop

Note : Switching to smaller icons
enables you to fit more icons on the
taskbar.

How do I customize the taskbar?

7. To change the location of Taskbar, click
on the Taskbar location on screen and
then click on thelocation you like : Bottom,
left, Right, or Top.
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\6,,;5’2’ — S == == ~ S =~ \;,,Aé%’

\ Taskbar and Start Menu Propertis == You can group taskbar buttons to show only a
e P — e — single button for any program that has multiple
Taskbar appearance windows open. To switch to one of those windows,
P o hes Aol click the taskbar button and then click the window

Auto-hide the taskbar name.

Use small icons

Taskbar location on screen: | Botbam

8. To group the taskbar button, click on the Taskbar
buttons and then click the grouping option you like.

Taskbar butbons: Always combine, hide labels
A\ fwan ombine; hide labels
Motification area Combine when taskbar is full
" . | Mever combiree
Customize which icons and notifi P

s ——— 9. To customize the notification area icons, click on
Sivicin it Mo Vol Customize. The Notification Area Icons window will

Temporarily view the desktop when you move your mouse to the
Show deskbop buthorn at end of the taskbar. appear

V| Use Aero Peek to preview the desktop

KNOW THIS TOO !!

How do I customize the taskbar?

Grouping taskbar buttons means showing only a
single button for a program that has multiple windows open.

I 10. Click on the down arrow for each
ﬁml:l“ + Control Panel » All Control Panel ltems » Motification Area cons g . . .

I notification area icon and then click the
Select which icons and notifications appear on the taskbar Settlng you prefer

I you choose to hide icens and notifications, you won't be notified about changes of updates. To view fidden icons at any
time, click the arrow next te the notificaticn area on the taskbar,

If you choose to hide one or more
notification area icons, you can click here
to display the hidden icons.

lcons Behaviors

O Acies Cen}ﬁf 4 Show icon and notifications

| Show icon and notifications

s —— - 11. Click on OK.

igfaTray Module
gfxTray Modul

W Network

| Only show notifications

The Taskbar and Start Menu
Properties dialog box appears.

| Only show netifications

€ GUIMFC Application

Turn system icons on or off

Restore default icon behaviors

PP You use the Aero Peek button,
which is situated on the right side of the
Taskbar, to move the mouse pointer on it.

734 PM

o g )
%R s

F sl
ke Taskbar and Start Menu Properties ﬁ

12. Click on the check box of Use Aero Peek to
preview the desktop to make the check mark off if you
do not want to temporarily view the desktop.

Taskbar | Start Menu | Toolbars |

Taskbar appearance
| Lock the taskhar

| Auto-hide the taskbar

13. Click on OK.

Use small icons

Taskbar location on screen: Iﬂottom

FILES AND FOLDERS IN WINDOWS

Taskbar buttons: ihhva\-'s combine, hide labels

Windows helps you to store your files and folders Motification area
in very easy way. My computer, My Picture and My Cusssinize which icor arsd foSications sppem inthe [ Guslonie..
Music are the three main folders in which Windows —————

. . . review de: L ero Hee
saves your files by default. Let me first explain you, Tl P T

what is a file and folder: Shriwr sl St of ervpef e St
4| Use Aero Peek to preview the desktop

FILE : A collection of data or information that has a
name is called the filename. Almost all information
stored in a computer must be in a file. There are
various types of files: document files, text files,

How do I customize the taskhar?
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program files, directory files, and so on. Different types of files store different types of
information. For example, if it is a document files, it contains the information, whatever
you created. If it is a program file, the information is created by the programmer, which
includes instructions and codes.

FOLDER: Just like a file cabinet in the school or in home, the computer also
stores many files. There are thousands of files in your computer. Instead of
dumping every file in your computer’'s hard drive, you can arrange them into
folders. Most folder contain files. Some folders contain additional folders, which
we call subfolders. If there will be no folder, your computer system would
become the centre of dump files. At that time, you will find difficulty in tracing
out the required files.

VIEW YOUR FILES

You can view the files you create, as well those you download and copy
to your computer that are stored on your hard drive. If you want to open or
work with those files, you first need to view them.

Click on Start button to open the start menu.

2. Click on your user name.

CorelDRAW X4
7 P—— . Windows 7 displays your user folder.

'E Microsoft Office Word 2007

i Pictures
2+ MR Navigator EX 2.0

> Music
stf) Paint

Games Organize » 5 Include inlibrary v Sharewith »  Bum  Newfolder
u Youtube Downloader HD

Computer Favorites

| S w I 5
Monitor Client “—El%l E ! | Id
Control Panel i Libraries Contacts Desktep  Downloads | Favorites Links My Music My Pictures
= WordPad & Documents A

—
e Devices and Printers o Music ) .
2 |
*w| PDFCreator i=| Pictures l p -

Default Programs B videos My Videos Saved Sesrches
Games

= Caleulator X
[ 8 Computer

&, Local Disk (C:)
- Local Diek (D)

w Local Disk (E:)

» Al Programs

i University JAS (F:)

“U Metwork
‘8 BBB-02E281FF62D
8 as-pC
M SOUGATA

Windows 7 displays the contents
of folder including subfolders.

My Documents: Date modified: 5/12/20159:06 PM

|

4. If the files you want to view are
stored in a subfolder, double-click the
subfolder.

—_— A AR A —I— —>SL—_IGI,,L———

Windows 7 displays the contents of subfolder.

KNOW THIS TOO!!

There are four main document storage areas in Windows 7 which are set up as libraries - Documents,
Music, Pictures, and Videos. To add a folder to a library, click the locations link and then click Add.
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1.

CorclDRAW X4

Microsoft Dffice Excel 2007 A0

2.
your

) < y
Microsoft Office Word 2007 g

Pictures
MP Mavigator EX 2.0

. Mursic
§ Paim
Games

Youtube Downicader HD

your

Computer

.Q Monitor Client

See the disk ¢
Control Panel

WordPad

S PDFCreator

Dewvices and Printers

available on your computer.

3. Double-click on the item to display the

MY COMPUTER
You can simply browse through the drives, folders and files on your computer.

Click on Start button.

Dkt B QOrganize System properties Uninstall or change a prpgram Map netwerk drive  » =
Culesistor Faverites 4 Hard Disk Drives (4)
All Programs - Local Disk (C:} Local Disk (D:}
7 Libraries oy o e L — -
J, Mhsic: Local Disk (E) University _IAS (F:)
Bl Pictures S Syt e SUETTE
B Videos = >
# Devices with Removable Storage (1)
This area represents your floppy drive, | * = |-
. . & Local Disk (C:) ““@ i
CD-ROM drive ~and any other drives e i

s Local Disk (E:)
s University _JAS (F:)

€ Metwork

The Start menu will appear.

Click on Computer for viewing the contents of
computer.

This area displays the hard drives available on
computer.

contents of a drive or folder:

To view the contents of a floppy drive
or CD-ROM drive, make sure that you insert
the floppy disk or CD-ROM disc into the
appropriate drive before continuing.

.k IAS-PC Wo
o P

WORKGROUP
Intel(R) Pentium(R) CP..

Memory: 400 GB

SELECTING FILES

Before working with files, you often need to
select the files so that Windows 7 knows exactly
the ones with which you want to work. Selected
files appear highlighted on you screen.

Although you learn specifically bout selection
files in this task, the technique of selecting folders
is exactly the same.

Selecting One File

1. Open the folder containing file.

Windows 7 displays the contents of a drive or folder.

select.

2. Click the file you want to

< ¥ Libraries » Documents b |4 ]
Orgenize »  [ir Open »  Sharewith v  Print  E-mail  Bum  Newfolder el 0 @
Favorites Documents library B
Amange by Folder =
ncludes:; 2 locations
4 Libraries =7 = _—
3 i ;
giaen 8 [ = ] — A :
o Music < ¥ 1 J
- CoellUsr  MyDate  setyzdoc A Aarkhein  Aawerz a8HE Bin Tere
Pict
g Files Sources Sandh Pagal Sznam Mar
= My Pictures Kerke-  Diwena Ful Mitenge
Public Pictures Bollywee... Video _La.. Humn Full ..
B videos iz
B 1 W i R
1% Computer BIODATA | Chalte  Dhichkiyso HumUnse JagteHain  KaisaYeh  Khiladiyon 'Khuda Bhi
& Local Disk () A Ot ol Mehabat Rl P Kafhiad  FULLIDED
RN Mere Ve 2 Kerke _ Senu Kumar  1996_Ful  Song_
s becal Disk (0 GeetVaad.. Socham .. KumarSa.. Nigam K. Sanu,Kev.. HindiMo., Sunnyle..
a Local Disk (E)
ca University JAS (F)) [ m| m m
Seans-Ful TeiBindiya TumBin  Woh Ladki
" Song-Ja|  ChuraKe  Jiyalaye  BahutYaad
S Network TakHai | LeGaye_  KaiseFull  AatiHai_
/6 BEBJEIBIFFS2D  Jean (108.] Abhijeet.. HDSong.. AjayDevy..
& 1a5-PC
& SOUGATA
T Lo Title: Add a title Size: 116 KB
Micros 4 Document Authors; AS
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The file is highlighted.

= » Libraries » Documents »

Organize » W Open v  Sharewithw  Print  E-mail  Bum  Newfolder & 0 &

Information about the file appears in this area, | <= Documents ibrary
including the file type, size, date and time the file was | w==- )
last changed.

~ 1) a

CorelUser  MyData  setyadoc Lankhein 8in Tere
i iy Sources 8andh Sonam Mar

= My Pictures Karke-  Diwana Ful Mitenge
Public Pictures Bollywes... Video_La.. Hum Full ..

B Videos

1 o] B ] ] a
Dhichkiyao HumUnse JagteHain  KaisaYeh  Khiladiyon 'Khuda Bhi
: z = &, Local Disk (©) Chaite  n_lamasi Mohabbst  Hum_  PyerHasi_  KaKhiladi FULLVIDEQ
COrganize ~ Share with + E-mail Bum Mew folder £7] Sl Mere e 420_ Karke _ Sonu Kumar 199 _Full Song _

s Local Disk (D) GestYaad.. Schem .. KumarSa. Nigam, K. SenuKev.. HindiMe.. Suanyle..

D i b a Local Disk {E)
Favorites ocuments library R s University _JAS () E 5] 5

in 2 lecations Saans-Full TeriBindiya TumBin  WohLacki
Song-lsb  Chuake  Jiyadaye  BahutVaad

. Libraries = € Network TekHei  LeGeye_  KeiseFull  ActiHoi
f 8 BBB-02E2BIFF62D jasn_(108.. Abhieet,., HDSong.. AjayDevg..

: 8 1S-PC
8 SOUGATA \

» Documents » - >
t 8 Computer BIODATA | Chatte

0 |

" Documents |
e ~ 3
; CorelUser  MyDats  sstyadoc Bankhein |  Aawara
Pict
T Files Scurces Bandh Pagel Sanam Mar T S
B videos Kerke- | Diwana Ful Mitenge [E - S 3
Bollywee., | Video _Ls... Hum Full . 2 o A

&' Music

1M Computer

& LocalDisk €) = L B L
L3 L | LE L3 (<l il H H H

4 Locel Disk () Chake  Dhuchkiyso Ham Unse e weaven weesn | O€lecting Multiple Files

Local Disk (E:) Chalte n_lamai Mohabbat H Pyar Hai _ Ka Khiladi FULL VIDEC

e - Mere Ve 220 _ Karke _ Kumar 1996 _Full Song _

s University IAS (F) Gt Yard.. Sobatn_. Wasw S .| sanu Kav.. HindiMe.. Sunnyle.
& ; J 1. Open the folder containing files.
W Network b | LA 1]
% BEB02ENIFEGD  Seans-Full | TeriBindiys | Tum Bin
s Song-Jab | Churake | Jiyslaye
1% 1AS-PC Tak Hai LeGaye_ | Kaise Ful

- sougaTa o005 | Aot | W3 Song- | O 2. Click the file you want to select.

3 tems setected a0 ——r 3. Press and hold down the Ctrl key as
ﬂ! " you click each file you want to select.

—— :
Selecting A Group of Files

Organize » y  Sharewithw  E-mal  Bum  Newfolder

1. Open the folder containing files. Favortes Documents library

Inc 2 locations

7 Libraries

2. Position the mouse pointer slightly above 5 Documerts | ‘ j -,
and slightly to the left of the first file in the o Cordlser  MyData e Ay

b= Pictures
Files Sources Bandh Pagal
group. e Karke-  Diwana Ful

y Bollywoo.. Video _La..

8 Computer
3. Click and drag the mouse pointer down and & Local sk () = j = E
to the right until all the files in the group are || “ 0 |doi, 0 gme o] ol
Selected. s University IAS (F: H’\r‘r:el::}:[E G::r‘:t:;‘.‘ Su::?n__‘.. Ku‘:ﬁ:reiri..‘ o Sanu, Kav.

8 smpmsirn | Khibdion | KnudaBhi | Sasns-Full| TeiBindiya| TumBin  Woh Ladki
- Ka Khiladi | FULLVIDEQ | Song-Jab | ChuraKe Jiyalaye  Bahut Yaad
i 196 Full | Song_ | TakHsi _ | KeiseFul  AstiHai_

M SQUGATA HindiMe... || Sunny Le.. | Jazn_(108.. HDSeng .. Ajay Devg...

Share with « E-mail Bum New folder

A

nents library
2 locations

7 " 8 items selected 529 MB Date crested: 4/14/20156:06 PM - 5/5/2015 6:04 PM
Date mo

Folder ~

==
- 3/30/2015 2:48 PM - 5/5...
‘ it

Select all

Sources Bandh

]
|r. Aznkhein

y Karke-  Diwana Full
Leyout Bollywoo... Video_La..,

Z:“"“"‘"“‘" uj = ’ Selecting All File

Rename BIO DATA Dhichkiyee  HumUnse JagteHain |  Kaisa Yeh
d . Mehabbat  Hum_ | PyerHai_

gl Karke _ Sonu Kumer 1 .
Properties . 24 . Nigam,K..| Senu, Kev...

| = =

0 ) o ¥ . .
% pEB02EZEIFFEID | Khiladiyon KhudaBhi'  Saans-Full TeriBindiya TumBin  Woh Ladk 2_ C||Ck on Orgar“ze_

- KaKhiladi FULLVIDEG Song-lsb  ChuraKe  Jiyalaye  BahutYaad
1M 1AS-PC 1996 _Full Song _ Tak Hai leGaye_  KaiseFull fati Hai
& SOUGATA HindiMo.. Sunnyle. Jaan (I08., Abhijeet.. HDSong.. AjayDevg..

Open the folder containing files.

3. Click on Select All.

ot Windows selects all files in the folder.

‘w _)i 20 items selected

“O
2
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KNOW THIS TOO!!

Deselecting File

To Deselect a single file from a multiple-file selection, hold down Ctrl key and click the file you want to
deselect.

To Deselect all files, click an empty area within the folder.

To reverse the selection-Deselect the selected files and select the deselected files-press Alt key,
click on Edit and then click on Invert Selection.

CHANGE THE FILE VIEW

You can change the view of items in a window. The view you select determines the way files
and folders will appear in the window. This enables you to see larger or smaller icons or the details
of each file. Choose a view such as Small icons to see more files in the folder window. If you want
to see more information about the files, choose either the Tiles view or details view.

«e | 1. Open the folder containing files you want

<] » Libraries » Documents ¥ Y I Ligetoors tO VleW
Organize + Share with + Bumn New foider ila Medium lcons
e wort T wmaew L2 Click the down arrow of Change your

T ‘ -;@-‘ view to open the view list.

& Music

& v i
e - A Asnid >
Pickionss CorelUser My Data setya dec i Aswal

B e i S ] | 3. Click the view you want.

. Wideo _Lum

& Computer

&, Local Disk (C:) p = E E ] m o . . .
_ Local Disk (D:) Bin Tere BIO DATA Chalte Dhichkiyas HumUnze  Jagte Hain s Ver The Sllder polnts to the Ccu rl’ent view. YOU
= Lcel Disk () Sanam Ma: Chalte n_lamsi  Mchabbat Hum _ Pyar Hai _

Ml i M BN can also click and drag the slider to select a

_s University IAS (F:) Hum Full .. GeetYsad.. Soham_.. KumarSa.. Nigem, K. Senu,Kav..

€ Network ‘ E VleW

& 99E-02E2BIFFEID Khilsdiyon 'KhudaBhi Saans-Full TeriBindiya TumBin  Woh Ladki
- KaKhiladi FULLVIDED Song-Jsb  ChursKe  JiyaJaye  Bahut Yaad
las-pC 1996 _Full Song _ Tak Hai Le Gaye _ Kaise Full Aati Hai_

8 SOUGATA HindiMo.. Sunnyle.. Jaen (108. Abhijest, HDSong.. Ajay Devg. WIndOWS Changes the f||e v|ew

In this example, we change Large Icon
view into List view.

COPY A FILE

nsioatll o Print

You can copy a file on a floppy drive, another
removable disk or to a new location on your
computer to re-organize your files. When you copy a || . ...
file, the file will remain in its original location and will || === feks : -
also appear in the new location. pRreei gl =t e < frre e el

nts library
bestions

In this task we are copying a single file, but
these steps also work if you select multiple files. You || =
can also use these steps to copy a folder. - o

1. Open the folder containing file you want to copy.

[
2. Select the file 3. Press Alt key from keyboard

I
4. Click on Edit. |5 Click on Copy To Folder.
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Copy Items

The Copy Items

dick the Copy button,

Select the place where you want to copy 'BIO DATA', then

Bl Desktop

3 Libraries

A iss[<€

4 & Computer
ey Local Disk |
— @ Local Disk |
— & Local Disk |

mWa

subfolder you want.

IAS

’—-—7. Click on Copy.

Folder:

i Windows copies

s Make Mew Folder 'f

In this task we are moving a single

4

v Libraries ¢ Documents »

dialog box appears.

the file.

MOVE A FILE

6. Click the location you want to use to store the copy

If the folder you want to use to store the copy is
inside one of the displayed disk drives or folders, click

here to display the location’s folder, and then click the

You can move a file on a floppy drive, another removable disk or to a new location or your
computer to re-organize you files. When you move a file, the file will disappear from its original
location and will appear in the new location.

eby: Folder »

A

e
48HI

Kaisa Yeh
Pyar Hai _
Kumar
Sanu, Kav...

-
Move Items

=

Select the place where you want to move 'BIO DATA', then
dick the Move button.

The Move Items dialog box appears.

ME Desktep *
73 Libraries
4 ‘B Computer
& Local Disk (C)
o Local Disk (D)

6. Click the new location you want to use for the file.

File ToolHalo
file, but these steps also work if you select || oc umewon P NS, SE—— -
multiple files. You can also use these steps ' Y Hs tibrary
to move a folder. o il

% opy trleC =

Paste CerlsV —
1. Open the folder containing file you want —M\,Dm‘ e v e
& Copy to folder.. ources Fet sl
to move. f M:,yemfom,m | : Ko Bw.fange'Full
A \ 4 Bollywoo.. Video _La..
' Select all Ctrl= & ‘r__;::
2. Select the file. i Imetseesso N .
cu Local Disk (D:) BinTere | BIDDATA Chalte  Dhichkiyae HumUnse  Jagte Hain
s Local Disk (&) Sanam Mar Chalte _Jamai  Mohabbat Hum _
i 2 3 Mitenge Pere Ve 420 _ Karke _ Sonu
3. Press Alt key form keyboard. -—~;"S"’E’:-‘;;LAS‘F‘ o Fol . GeetYsad.. Shham_.. KumarSa.. Nigam, K..
e i = oy |
The window’s menu bar appears g e e i B DA e e
' ‘% BEE-02EIBLFFEID 1985 _Full Song _ Tak Hai eGaye_  KaiseFull  AstiHai_
M 1AS-PC HindiMo.. Sunnyle.. Jasn (108.. Abhijeet,.. HDSong.. AjayDevg..
4. Click on Edit. IR
£ ] BIO DATA Title: Add a2 title Size: 116 KB
Microsoft Office A 188
5. Click on Move To Folder.

If the folder you want to use for the new location is inside one
of the displayed disk drives or folders, click here to display the
| location’s folder, and then click the subfolder you want.

s Local Disk (E:) -

Folder: a5

| MakeNewFok:Ier | Maove Cancel |

HE=S

7. Click on Move.

1 Windows Moves the file.

COPY FILES TO CD OR DVD

@ transport storage, or backup.

You can copy files and folders to a recordable disc, if your computer has recordable CD or
DVD drive. This enables you to store a large amount of data in a single place for convenient

@
b=
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1. Insert a recordable disc into your recordable CD or DVD drive.
A dialog box may appear asking what you want Windows to do with the disc.
—2. Click the Close button to close the dialog box.

3. Open the folder containing files you want to copy to the disc.

4, Select the files.

To see how much data you are copying,
read the Size number in the Details pane.

If you selected more than 15 files and you
want to see the total size of the selection, first
click on Show more details,

5. Click on Burn button.

Note : If you want to copy everything in the
folder to the disc, do not select any file or
folder just click on Burn button.

If you have used the disc for copying files,
the Burn a Disc dialog box appears.

How do you want to use this disc?

Disctitle: | File Backup j—

’—6. Type a title for the disc.

P _ 7. Click on the radio button of Like a USB flash drive.
- Save, iles on the disc anytime. The dizc will
work on computers running Windows KP or [ater, (Live File 8 CIle on Next
System} . .

With a2 CD/DVD player . . q .
Burn files in groups and individual files can't be edited or A Warnlng dlalog box will appear te”mg you that the

removed after burning. The disc will alsc work on most formatting will take a |Ong time.
computers. {hastered} _
dlchoosel

; i The format might take a long time. You should not shut down the computer until the format
" is complete,

Do you want to continue with this format?

9. Click on Yes.

on DYD RW Drive (E)
About 8 Minutes remaining

Windows 7 formats the disc and displays the dialog box
to show you the progress.

When the format is complete, the formatting dialog box
disappears.

Windows 7 copies the files in the temporary folder of disc.
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. .. A window appears, displaying the files
A%y Tammite b DV RW Dive ) e s : & . .

s e S being held in a temporary storage area on

Py W g e ~ || your computer and any files currently stored

= et mhe
i Recent Piacy 09122000082 .

Do) | . mm : If the window displays a file you no

i Pictures

e s m longer want to copy to the CD, you can
4% Computes "' de/ete the fl/e

& tocei Dk i
<iip New Volumd 0
% DVD RW Dfe ()

ok ’ : —10. Click on Burn to disc to copy the files
— Bt to the CD.

Prapare this disc

%‘ 2% ite:

The Burn to disc wizard appears.

. . . _ @ [ ewfies berv burned i the d replace any fies aready on the dist if o
The name of disc you gave appears in this area. e, s e e el oy fes skt on e et

Same riame.

Ciose the wizard after the fies have been burned

The name you specify for the CD will appear in
My Computer window when the CD is in a CD drive.

11. Click on Next to copy files to the CD.4

Buming the data files to the disc.

Estimated tme l=ft: 30 sezonds

Windows starts copying files in the CD.

This message appears when Windows has
successfully copied files to the CD.

To close ths wizard, cick Finish, Windows will automatically eject the CD
from your recordable CD drive when the copy is
complete.

12. Click on Finish to close the wizard.
KNOW THIS TOO!!

Windows 7 uses a new system that enables you to copy, recopy, and delete files with any type of
recordable disc. Normally, CD-R and DVD-R discs allow you to copy files to the disc only once. After you
finalize the disc, it is locked and you cannot copy more files to the disc, or deletes files from the disc.
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RENAME A FILE

~ %

You can rename a file to better describe the contents of the file in a better way. Renaming a
file can help you quickly in locating the file in future. You can rename folders in the same way you
rename files.

Make sure that you only rename those documents which you have created yourself or that
have been given to you by someone else. Do not rename any of the Windows 7 system files or any
files associated with your programs.

sai=wwessll 1. Open the folder that contains the
file you want to rename.

Organize « )? Open = Share with « Print E-mail Bumn Mew folder &l . :
E— _ ‘ 2. Click the file you want to rename.
a pents library o
=8 2 lecations e s

- Y — 3. Click on Organize.

Unde - 5

=] I
Er My Data satya doc A Aznkhein Aawara ABHI _4. CI'Ck on Rename.
Select all Sources Bandh Pagal |7
Earke - Disvana Full
Layout Bollywoo.. Vides _La..

A text box appears around the

Felder and search cptions| = .
elee v | 'j = = A @F | file name.

Rename |e BIO DATA) Chalte Dhichkiyac ~HumlUnse  Jagte Hain Kaisa Yeh

= lar alte n _Jamai ichabka um var Hai
Remove properies i veeve i ime S %es | Note: You can also press F2 Key
Properties eet Yaad.,. oham _ .. umar 5a... igam, K. anu, Kav. H . A
mie Gﬁ S "é ”b'f - form keyboard after clicking file to
Lot __J . B S = rename it.
€ Network Khiladiyen KhudqBhi' Saans - Full  Teri Bindiya Tum Bin Woh Ladki
.—I. 6 ORRIE f;g:hil;dlwl FIJEL VIDED S:i‘_nal-‘Ja.b -Lihgra Ke ;wgal.;yi th-tﬂ':a.ad
W AS-PC Hindi Me...  Sunny ber—fmenith— Lh,'y,: T S 5. Type a new name for the file and
8 SOMMATH-PC then press the Enter key.
‘M SOUGATA
,J A Tide: Add atte Size: 997 KB A file name cannot contain the
Microsoft Office Word Document Authors: JAS “
: /\ ?“ <> or! characters.

If you change your mind while typing a new file name, you can press the ESC key to return to
the original file name.

The new name appears under file’s icon.

CREATE A NEW FILE , :
= ¥ Libraries » Documents » |4l 5 D el
. Organize +  Sharewith v  Bum  New folder =& ©
You can instantly create, name and store a | mp: - .
new file in the location you want without starting a '
. . . . - Libraries = =
program. Creating a new file without starting a 3 Do - A
H H @' Music | @] Shorteut | %7
program allows you to focus on the organization of | .0, i WO e |
your files rather than the programs you need to Wiies i . WindousBimaplmage
. [ Contact
accomplish your tasks. Timee | S, 3 e g
. . . - t:::zz: E Group by * @] Wicrosoft Office PowerPoint Presentation ;:‘:"‘;:"
Open the folder in which you want to create file. aprotcns | | e s
o A5 KM ) e ) icrosof ice Publisher Document o, R
Paste short B WinRAR archive
Right-click an empty section of the folder. o e B
: ?jﬁﬁmlmm‘ Fhemm i "B WinRAR 7P srchiv
. ™ o 0| New v |8 Briefeese
Click on New. . P '
0 item:
Click the type of file you want to create.
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subfolder.

press the Enter key from keyboard.

An icon for the new file appears in the folder.

Note : If you click Folder, Windows 7 creates a new

< » Libraries » Documents »

5. Type the name you want to use for the new file and

DELETE A FILE

L =L

You can delete a file that is not needed. You should
also make sure that you only delete those documents that
you have created yourself or that have been given to you
by someone else. Do not delete any of the Windows 7
system files or any files associated with your programs,
otherwise your computer may behave erratically.

Orgenize » JPlay =  Sharewithv  E-mail B New folder
Favorit Documents library
cludes: 2 locetions
i Libreries = =
% Documents bio) ‘ (£
o Music L E I.
CorelUser  MyData  satyadoc A Aanknein
B Y
; . Files Sources Bandh
Videos .
Karke o |
T
& Computer iz
&, Local Disk (C) W @
s Locsl Disk (D) BinTere  BIODATA Chalte  Dhichkiyso  Hum Unse
Sanem Mot Chate  n_lemei  Mohabbet
Mitenge Mere Ve o Kerke _
Hom Full .. Geet Yaad.. Soham_.. KumarSa..
- 1A KM ()
5] ] |
O Network Khilsdiyon  'Khuds Bhi'  Ssans-Full  Ter TumBin  WohLadki
- e KeKhiladi  FULLVIDED  Song-Jab JigaJeye  Bahut Yoad
BEB-02E2B1FFEID 1996 _Full Seng_ Tak Hai LeGaye_  KaiseFull  AstiHai_
= 185-PC HindiMo.. Sunnyle. Jsan (10B.. Abhijest .. HDSeng.. AjayDevg..
& SOMNATH-PC
B SOUGATA

E E, E Aawara Pagal Diwana Full Video _ Lahu K... Lengtn: 00:05:24

= ] New Microsoft Office Word Document

5] Contains deleted tiles.

1. Open the folder that contains file

you want to delete.

RESTORE A DELETED FILE

Does not contain deleted files.

Note : Another way to delete a file is to click and drag it to the desktop Recycle Bin icon.

Grgize - fiw, Open = Share with = Print E-mail Burn Mew folder i [l @ \ \
J ca A r— 2. Click on the file you want to delete.
= Copy Ziocations = —
e |l Note: If you want to remove more than
Unie Delete File - [ . .
5 : one file, select all the files you want to
4 = Are you sure you want to move this file to the Recycle Bin?
Select all F ¥ = Mew Microsot Office Word Document delete.
s Type: Microsoft Office Word Document
= Loyt 4 ‘E'-:';, o ek A5 A P 3. Click [0} .
Folder and zearch options s s — 9. ICK On rganize.
i | | | 9
|r Delete [« 1 )
o i @ I —4. Click on Delete.
Remove properties I:r Yo M | |
Properties — — —— —— L = A
i e . =—=x—| . The Delete File dialog
Close > I"_V::
& appears.
= B = e
Khilediyon  'Khuda Bhi' Mew Sazns - Full  TeriBindiya| Tum Bin Wih Ladki
" BBB-02E2B1FF6ID Kakhiladi  FULLVIDED | Micrescft | Semg-Jsb  Churske | Jiyalaye  Bahut Yaad .
M JAS-PC 1996 _Full \S-ang_ Office TsEHai Le Gaye _ m?ﬂr - 5. Click on Yes.
B SOMMATH-PC HindiMe.. Sunnyle.. | Word Doc... | Jaen_{108.. Abhijeet, . HDSong.. Ajay Devg..
8 SOUGATA . .
The file disappears from
tle: Add a title folder

The Recycle Bin stores all the files you have deleted. You can easily restore any file in the
Recycle Bin to its original location on your computer if you have deleted any file by mistake.

You can restore a deleted file because Windows 7 stores each deleted file in a special folder
called the Recycle Bin, where the file stays fo a few days or a few weeks, depending on how often
you empty the bin or how full the folder is.

The appearance of the Recycle Bin indicates whether or not the bin contains deleted files.

the
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g% &= =

Favorites : IMG - Copy
- S

3 Libraries : g <t
B IMG - Copy (2) ™
¢ Documents ¢

@ Music

Recydle Bin =| Pictures
H videes
E! CUsers\IAS\Desktiop\IMG - Copy (2) Date modifie

cannot be restored.

SEARCH FROM THE START MENU

Documents
Pictures

Music

Games

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

EMPTY RECYCLE BIN

The Deleted Multiple Items dialog box appears.

SEARCHING FILES

1. Click on Start button
to open start menu..

2. Click in the Search
box.

3. Type your search

1. Double-click Recycle Bin icon on the desktop.

The Recycle Bin Window appears, displaying
all the files you have deleted.

2. Click on the file yo want to restore.
3. Click on Restore this item.

The file disappears from the Recycle Bin and
reappears in its original folder.

You can empty the Recycle Bin to create more space on your computer.

When you empty the Recycle Bin, files are permanently removed from the computer and

1. Click on Empty the Recycle Bin button on the Recycle Bin window.

2. Click on Yes to permanently delete all the files in the Recycle Bin.

You may have Windows search tools for the file on your computer, if you don’t remember
exact name or, location of a file you want to work with.

You can search from the Start menu or use the Search box in a folder window.

Computer Courses Book

<1

[ Book- daLLy

h"’;] EMBANSEM Brand management

T ela-grade-8-sample-question:

= Arindam chatterjee

Chandan Ghorai

Sl on o

text.

As you type,
Windows 7 displays the
programs, documents,
and other data on your
system with a name that
matches your search text.

4. If you see the
program or document you

"= SUNT_KUMAR_PRAMANIK
= SUKANTA_SEKHAR_SAHU

Subhadip_chakraborty

SUNIL_JIAMA

= SWaPAN_DAS

-
-
-

TAPAN_KUMAR_PAL
U_SATYAMARAYAN
SMRITIKONA_MAITY
ANUP AW CHOWDHURY

See more results

| bock

want, click it to open it.

S ﬁ@;@f ~ &E;‘ @f S 473;; @‘ > %’;:77 =
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1. Open the folder in which you
want to search.

2. Click on the Search box.

Organize v ) Open. » Save search Bum = - o

3. Type your search text.

Favertes

Student Record Book Final (C )

i As you type. Windows 7
. displays the folders and
D Whasic  Libraries (M Computer 2 Custom... [ Intemet | 2| File Contents documents in the current folder
;Pidures with names, contents, or keywords
B videos that match your search text.

Student Record Book Final (C)  Title: Add atitle Rating 4. If yo see the folder or
CorelDRAW ¥4 Graphic document you want, double - click
it to open it.

Subject: Specify the subject

SAVE YOUR SEARCH

You can save the search which you run frequently.

—I=__1 1. Run the search you want to save.
2. Click on Save Search.

The Save As dialog box appears.

—3. Type a File name for the search.

4. Click on Save.

Windows 7 saves the search in the Searches
e T — folder. Double-click that folder to rerun your search.

OPEN PICTURE FOLDER

Windows 7’s Pictures folder is a special . a
folder designed specifically for storing images. [§/x= ' e
Before you work with your images, you need ; fice Word 2007 PEELIEE
to view them on your computer. b o A Picturs

I e Music
1|. Click on Start. 2. Click on Pictures. o Games

Computer

The Pictures folder appears.

Control Panel

VIEW YOUR IMAGES cem——

You can use Windows 7's Windows f| i e s
Photo Viewer to navigate through images in
the Pictures folder backwards and forwards, if
you want to look at several images.

~
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Organjze + =] Preview |« [\ Share with = Slide show Print E-mail  » =

Elvortes @ Adcbe Photoshep

B8 Corel PHOTO-PAINT(R) Amange by: Foldes
Microsoft Office Picture Manager

3. Click on Windows Photo Viewer.

i Lipraries ad

3 ocumEB Mero CoverDesigner i . .
Z Q. Niso Photosiap Viewsr i - .ue,.,‘ The image appears in the Windows
Plcturesy 1 P Photo Viewer.

-
=
B lideo: ®  Windows Media Center

\ 4 Hydrangeas Jelhyfish
|"-‘ Windows Photo Viewer . i
L T —— 4. To get a closer look at the image, click
i > | " on the image, click on the magnifying glass
a pocal Bisk (Bx) Kpsls Lighthouse Penuum Tulips d th I' k d d th I'd
e and then click and drag the slider up. —
« University TASTF ™
: 2 Shared Tags: Add atag

11/2008 11:32 AM

Bum v Cpen ¥

- Jeliyfish
e Y :-_’: e Dat

Windows Photo Viewer zooms in on the image.

5. To view the previous image in the folder, click on
the Previous button.

6. To start a slide show of all the images in the
folder, click on the Play Slide Show button.

7. To view the next image in the folder, click on the
Next button.

8. Click on the Close button to shut down Windows
Photo Viewer. I

REPAIR AN IMAGE

To improve the look of images, you can use Windows Live Photo Gallery. A special Fix
window that is the part of Windows Live Photo Gallery offers anumber of tools for repairing various
images like images’ brightness, contrast color temperature, that and saturation. You can also crop
and rotate an image and fix red eye.

By default, windows Live is not
installed in some computer using Windows
7. In that case you have to install Window
Live through Microsoft Web site.

B 1. Click on start button.
S 2. Click on All Programs to view a list of
B the programs.

Default

A list of the programs appears.

> Al rograns

All  Programs button changes to Back
button.

3. Click on Windows Live.

P& YOUTY c% y
<
z RIOWIES
g
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Windows Live Photo Gallery window appears.

' '-5. Click on the images you want to repair.
6. Click on Fix.

The Fix window appears.

6. Click on Adjust Exposure and then
click and drag the Brightness and
Contrast sliders to change the exposure.

7. Click on Adjust Color and then click
and drag the color Temperature, Tint, and
Saturation sliders to change the color.

If you are not sure how to use these
tools, click on Auto Adjust to have Photo
Gallery to make adjustments for you.

8. To remove red eye from a photo, click .
on Fix Red Eye. , = =

9. Click on Crop Picture to crop the
picture.

10. Click on the down arrow of Proportion
and choose the dimension you want.

8

Click on Original to keep the same /éﬁ

relative height and width; click on Custom |7
to crop to any height and width.

11. Click and drag the handles to set the
new size of the image.

12. Click on Apply.

T A EEER 13, Click on Back To Gallery after
repairing the image.

Windows Live Photo Gallery applies the repairs.

KNOW THIS TOO!!

While repairing the image you don’t like the final result, you can get back your original image because
Windows Live Photo Gallery always keeps a backup copy of the original image.

Click on image and then click on Fix. In the Fix window, click on Revert and then click on Revert to
Original to undo all your changes and get the original back.
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Documents

Pictures

e | P

Games

Computer

Control Panel

PRINT AN IMAGE

You can print an image from the Pictures folder.

You can print either single or multiple images. If you
work with multiple images, you can print them
Individually or print two or more images per sheet.

Devices and Printers
Defautt Programs

Help and Support

3. In the Pictures folder, select the image

or images you want to print.

4. Click on Print.

The Print Pictures dialog box appears.

computer, click on the down arrow and printer you

Click on Start. % Click on Pictures.
(= ][ B e |
@ =, =/ v Librariezs » Pictures » Sample Pictures - i 4y Il s 5 el
Crganize » =] Preview - Share with + Slide show L Print | = = - T
Faverites Pictures library Send the selected f i B b

-4 Libraries s s

| Documents |

o Music 1 v M_._

b=/ Pictures »”

B videos Chrysanthermum Desert Hydrangeas Jellyfish

G ] el "

& Computer L . } .

&, Local Disk (C) % lj‘

e Lokl Dk |

— Kosls Lighthouse Penguins Tulips

u Local Disk (E:)

« University IAS (F ™
Hydrangeas State; BB Shared Tacf: Add atag
PG File Date taken: 3/24/2008 4:41 PM
u

How do you want to print your pictures?

5. If you use more than one printer with your [ ree

[ Lasedet 1020 - [= ] [00 <800 -]

want to use.

you are using.

6. Click on the down arrow and the type of paper

Full page phote

idid

4x6in. (2)

How do you want to print your pictures?

Printer Paper size: Quality:

[P Lasertet 100 o [ ~| [s00xe00. B

[ ]

7. Click on the down arrow and choose printout l‘l‘

quality.

- Copies of each picturer 1 = 7| Fit picture to frame Optiens...
[Prnt_] [ Cancel |

Note : Print quality is measured in dots per inch
(dpi). The higher the dip value, the better the print
quality.

8. Click on the layout you want to use for the
printed image.

The Wizard displays a preview of the printout.

Copies of each picture; 1 D‘ J/Fit picture te frame
<

o —9. Click on the Next button to see previews of
== [ other pages.

10. Click on the arrows to select the number of

[e<] &=} copies you want.

[
11. Click on Print.

The Wizard sends your image or images to the printer.
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LOGO fHffLLL

Network

1. Click on start button.

WINDOWS MEDIA PLAYER

Windows 7 enables you to play audio as well as video
with  Windows Media Player. At first, you must learn how to
open and close the Windows Media Player window.

view a list of the programs.

S Adobe ImageReady 7.0
B Adebe Phetoshop 7.0
BB rdobe Readerd
i Defaylt Droorany

1AS

3
# 2. Click on All Programs to
M Pictures )
: 0 A list of the programs
s appears.
b Games
4 Computer Al Programs  button
M; = changes to Back button.
i Devices and Printers 3. Click ~on Windows
y/ Definl Protraisi Media Player.
| Sty Help and Support
prr— The Welcome to
Windows Media Player
dialog box appears when
you first time you start the

@ Desktop Gadget Gallery

& Internet Explorer

@ Moczills Firefox

= Windows DVD Maker
i3 Windows Fax and Scan
) Windows Media Center

Documents

Pictures

Music

Windews Media Player

Games

= Windows Ug Piay dgital media includingd music, videos, CDs, and DVDs

4 XPS Viewer
Accessories
airtel
Akruti
Cancn Utilities
CancScan LIDE 100
CorelDRAW Graphics Suite X4

Control Panel
Devices and Printers

Default Programs

5. Click on Finish.

program.

4. Click on theradio button of Recommended settings.

Q\_/ ¥ Library » Music » Album »
» Cri g

B
v =
N\ Lib Other

i ¥ Playlists T
rﬁ 4 JJ Music ¥+ ©
i 4, Artist | 3 A 3
N ) Album 3‘ i
( 5 Genre e
ﬁ\v,‘ B Videos vipKHAM. Col::
o8 =| Pictures =

b

)} Py
Q@) & Media Guide ~
N

it

¥ 0

i

i

P
———

for media.

@ -

Address Bar: This area shows your current location in the Media Player library.

Games

Help and Support

The Windows Media Player window
Play Burn Sync appeal’s
P~ i@ |dSsavelist P~
= 6. When you have finished with Media Player,
; click on the Close button to close the window.
| 4
The Windows Media Player Window close.

Drag items here

NAVIGATE THE MEDIA PLAYER WINDOW

Before you play audio files or view videos
and DVDs Windows Media Player, you should
familiarize yourself with the various elements of
the Windows Media Player Window.

Tabs: The tabs are links to the key features of Windows Media Player.

Toolbar: You can use the Media Player toolbar to access commands, change the view, and search

Navigation Pane: You use this pane to navigate the Media Player library’s categories.

=N ==z

—

SN

S

/\P~5'YOUTH OO@ y @\
<
5 RIOWIES
g
,5)7




b Library ¥ Music b Adist *

Organize »  Stream w  Createplaylist v |

Address Bar

& Other

avipKHAN.CoM::
4 J3 Music 0
L Artict 1

) Album

b| Playlists

01 - Piya© Re Piy
01 - Aaje Nachl

01 aashiq banaya sapne
01 AB TERE DIL MEIN

01 AE NANNEEN SUNO ...
01 Chheti Chhoti Raatéin

O Genre

[ Videos
= Pictures
%) Recorded TV
5 IAS KM

01 chureliya hai tumne
01 dil il

01 Dil diwana na jaane {..
01 Dil Pagal Deewana Hai
01 HAD KAR DI AAP NE

01 hum tum ke nigahen...

01 jean meri j& rahi sanam
01 KOITO SAATHI

01 MAT POOCH MERE ...

01 mujhe pyar hua allzh...
1 Pehli pehli baar meha...

01 tere naina mere nain...

Navigation
Pane

01 tum saenso main(re...
01.Humke Deewana Kar...
01.Pehla

01.Teri

Mhaids

f ' Medis Guide +

Details
Pane

A

Y

% 0 ) —-

Playback Controls: These buttons control how a video or music file plays, and enable you to make

adjustments to the sound.

Details Pane: This pane displays information about the contents of the current library location, such

Playback Controls

2 -@

-

bed Savelist

>

as the album art and title, and the title and length of the song or video.

Library feature manages all media files on your computer. When you start using Windows
Media Player first, you should add the media files on you computer to the library.

NAVIGATE THE LIBRARY

1. In the Navigation pane, click on the category

USING LIBRARY

Crganize »| »

you want to use.

2.

If the category includes subcategories, click a

Unsaved list

Drag items here
to create a playlist

Play favorites

lists

subcategory to see its contents.

3. Double-click the item you want to use.

Media Player displays the contents of the

item in the details pane.

Jd Mogic
A Artist
2 Album

1 Genre

uvipKHAN, CoM::
1 01 - Tum Ho Mera Pyar....

047

A

= Videos

~| Pictures

Fy ey
& Media Guide ~

You can also click on the items in the
address bar to return to a category or
subcategory.
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CHANGE THE LIBRARY VIEW

G\J b Library » Music b Artist »

1. Click on the down arrow of the View options.— 77— gy
i t i lcon bhat
2. Click on the view you want to use. =y s L,|;;—t|
a 1 Music 5 o — a‘.s I : :
rtist o B [
Media Player changes the view. Syt \,5 & 3 J‘) ‘ ), ‘
> Genre ‘ '\%‘é'ﬁf | 4
KNOW THIS TOO!!! ol
swvipKHAN.CoM: i1 1
y edia Guide ~
The library automatically groups music into the RY vesuous .
categories based on their media content information. [ iar s P .
Media content information also identifies the file type. e S iy i
g PLAY AUDIO OR VIDEO FILE

Windows Media Player uses the Library to play audio files that you store on your computer.
When you select an audio file from the Library folder and play it in Windows Media Player, you can
also switch to the Now Playing tab to view a visualization along with the song.

Use the library to navigate to the
folder that contains the audio or
video file that you want to play.

Organize »  Stream +  Createplaylist

2. Click on the audio or video file.

ol

s pla&hm ivipKHAN.Cold: = 3. Click on the Play button.

5 M- T TH Y A
vl Ul - Tum Ho Mera Pyar

4 [ Music
+, Artist
<) Album
) Genre

= Videos

| Pictures = . !E n X {
| (1]

&7 Media Guide

—4. Click on Switch to Now
Playing to view the album art while
an audio file plays.

fi\ nvipkHAN.., 00:13

ot

Windows Media Player begins playing the audio or
video file.

5. Move the mouse into the Now Playing window.

The Playback buttons appear, which enable you to
control how the song or video plays.

You can click on Switch to Library to return to the
Media Player library.

ADJUST THE VOLUME

You can adjust volume in Windows Media Player up or down to get the audio just right.




S ;._é%?ah S=== =

T

@KJ « Music b Artist b ovipkHAN.CoM:

Organize v  Stream v  Create playlist

avipkHAN.CoM:

| Playlists 51 B - Tum Ho Mera Pya

W

4 JJ Music
+, Artist
=) Album
.y Genre

& Videos

| Pictures

A& Media Guide -

L 1.
slider to left (to reduce the volume) or
to right ( to increase the volume).

= g : 3 2

Click and drag on the Volume

Click on the Mute button, if you
ant to silence the playback,

To restore the volume, click the

) =N

Playing ‘01 - Tum Ho Mera Pyarvi-. o

Sound button.

-

{%} uvipKHAN... 00:13

ADJUST THE VOLUME IN THE NOW PLAYING WINDOW
1. Move the mouse within the Now Playing window.

The Playback controls appear.

2. Click on the down arrowand drag the Volume slider left
(to reduce the volume) or right (to increase the volume).

To silence the playback, click on the Mute button.

PLAY A MUSIC CD

You can your favorite music CDs in Windows Media Player. You can control
options using the Now Playing window, but you can also _
switch to the Media Player library for more options. ' =
Udit Marayan

some playback

PLAY A CD
1. Insert a music CD into your computer’s CD or DVD drive.

The Now Playing window appears and the CD begins
playing, If Media Player is not already running. >

\

On Commercial CDs, the album cover appears here.

2. Move the mouse within the Now Playing Window.

The Playback controls appear.

KNOW THIS TOO!!

If you want the Now Playing window always stays on top of any other window that you have open on
you desktop so that you can control the playback. Just right-click on the Now Playing window and then click
on Always show Now Playing on top.




1.

Documents
Pictures

Music

appear.

Games

window appears.

By opening Network and Sharing Center, you can see the
current status of network.

Click on Start button.

The start menu will

R e - 2. Click on Control
e Panel.
Der
e The Control Panel
P e Sepees window appears.
The Control Panel

Programs

uninstal 2 progrgm

3. Click on View network status and tasks.

The Network and Sharing Center window appears.

This line represents the connection between your computer and the network.

This line represents the connection

The Status dialog box appears.

nd Sharing Center el v y<)
s o 9| between your network and Internet.
View your basic networ mfurmat\mand set up lonnections
Change edapter settings -._
Chunge vancs sharng — K28 — A green line means you are
s o {This computer) t d d d I
iy me st connected ana a re Ineé means you are
e Netwak 2 not connected.
Ty twverk Commisioen: [ Local Area €
P — This is the name of your network.
i Setup anew connection or netwaork
' Setup s wireless, brosdband, dial-up, ad hoe, or VPR connection: or et up & route or sccess point. . . .
4. Click on Local Area Connection if
nnectto s network
. Cohnectiorraconnect i sidbless wisel il of VER PO Commesiion. you experience network problems.
@d Choose homegroup and sharing options
Access files and printers Iocsted on other network computers, or change sharing settings. ~
HemeGroup w Local Area Connection Status ﬁ
Internet Options = Troubleshoo!
Wi Pt Dlegnose mrepw network problems, or get troubleshocting information ol
- Connection
IPv4 Connectivity: Internet

IPwE Connectivity: Mo Internet access

Media State: Enabled
5. Click on Diagnose and then follow the instructions given by g i
Windows. —_—
6. When you have finished repairing, click on the Close button | ..
to Close the Status dialog box.
The Network and Sharing Center window will appear Byt
again.
4 Properties
7. When you have finished working, click on the Close button
to Close the Network Center. W
-
P HOO,%%TM
5 RIOWIES
g
&




Currently connected to:

MNetwork 2
Internet access

WIRELESS NETWORK CONNECTION

You can connect to Wireless connection to access
you network and Internet, if you have a wireless
network in your home or office. A security key or
password is needed in many wireless networks, so you
should know the key or password before attempting to
connect.

Open Metwerk and 5H

1. Click on the Network
notification area.

icon in the taskbar’s

| Connect |

A

Windows 7 displays a list of wireless networks in
your area.

-~ "=

=

D)

2. Click on your network.

3. Click on Connect.

If the network is protected by a security key or
password, Windows asks you to enter it.

4. Type the security key or password and then click
on OK.
2:11 PM

6/4/2015 5. Windows 7 connects to the network.

VIEWING THE HARD DISK SPACE

You can view the amount of used and free space on a disk. You should check the amount of
free space on your computer’s hard disk at least once a month. your computer will operate most
effectively when at least 20% of you total hard disk space is free.

1. Click on Start to display the Start menu.

(LR l-
Organize v+ Properties  System properties ninstsll or change a program~ » . . .
. p, e — 1] 2. Click on Computer. The Computer window will appear.
Foorites 4 Hard Disk Drives (4)
i i < 3 To view the amount of space on a disk, click on the
< Pecuments - - ~ - .
disk of Interest.
(WY W
b Local Disk {C; ocal Digk (0t} Local Disk () University JAS . .
oy = == frf: To view the amount of space on a floppy disk of CD-
Wik, || * Oeviesswith Remorable Storage (1 ROM disc, you must insert the disk into the appropriate
s Jocal Disk (C:) . .
g drive before performing step 3.
o focaloisk ) m
| B 4 Information about the disk appears in the Details Pane.
5 DVD RW Drive
o Nftwork ()
a ol —This value tells you the amount of free space on the drive.
Loca\VD\skiC‘: F used
—This value tells you the total amount of space on the drive.

This bar shows the amount of free and used space and it turns red when disk space becomes low.

—4. Click on the Close button to close the Computer window.
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DISK CLEANUP

You can use disk Cleanup to remove unnecessary files from your computer to free the disk
space.

1. Click on Start. 2. Click on All Programs. 3. Click on Accessories. 4. Click on System Tools.

=

5. Click on Disk Cleanup. The Disk Cleanup 'mmup':w g
Options dialog box appears.

The Drive Selection dialog box appears, if Select the drive you want o clean up.
your computer has more than one drive. Drives:
7. Click on the down arrow of drives and then -
click on the hard drive you want to clean up.

8. Click on OK.

This area displays the total amount of disk

Ciok: Chmerace space you can free up.
.'3‘ You can uss Disk Cleanup to free up to 165 MB of disk ) ) i ]
spaceon (€9 This area displays the type of files Windows
Files to delete can delete and the amount of disk space each type
T e— iyt of files uses.
| =J Temporary Intemet Files TS KB & ) 4 i )
| £3 Offine Webpagse 221 MB 9. Windows will delete each of file type that displays
& Recycle Bin 7.38 MB a check mark. You can click the box beside a type
sl aacxd of file to add or remove a check mark.
|T-Dta| amaurt of disk space you gain &5.2 MB
Disscription This area displays the total disk space Windows
Dawnloaded Program Files are ActiveX controls and Java applets will free up by deleting the types of file you have
downloaded automatically from the Intemet when you view cerain selected.

pages. They are temporarly stored in the Downloaded Program
Files folder on your hard disk.

| . |
| | Disk Cleanup ﬁ

Are you sure you want to permanently delete
these files?

I_ g Claan up system files |

How does Disk Cleanup waorc?

10. Click on OK to delete the files.

" | |
Delete Files | | Cancel |
A

A dialog box appears, confirming that
you want to delete the files. L

11. Click on Delete Files to permanently delete the files.
DEFRAGMENT YOUR HARD DISK

You can improve the performance of your computer by defragmenting your hard disk. You
should defragment your hard disk at least once a month.
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5. Click on Disk Defragmenter.

schedule (recommended ). —

The Disk Defragmenter window appears.

w3.* Disk Defragmenter consclidates fragmented files on your computer's hard disk tc improve system
@' performance. Tell me more about Dick Defragmenter

Schedule;

6. Click on Configure schedule. ; greTtatior s tormedom »| % Configuescheduie. |
Run at 1:00 AM every Wednesday
Mext scheduled run: 6/10/2015 1.53 AM
The Disk Defragmenter : Modify | ... ...
Schedule dialog box appears. = — e
¥ iai] 6/3/2015 8:18 PM (0% fragmented)

@ 7. Click on the check box of Run on a

6/3/2015 8:22 PM (0% fragmented}
6/3/2015 8:22 PM (0% fragmented)
6/3/2015 8:23 PM (0% fragmented)

@)

aUniversity _IAS (F)

-

Disk Defragmenter: Modify Schedule

==

Cinly disks that can be defragmented are shown,
To best determine if your disks need defragmenting right now, you need to first analyze your disks.
Disk defragmenter schedule configurationf
!__“- y Analyze disk _! I_“- - Defragment disk |
| 4 Runcnaschedule(reccmmended_:|<_ r K\
Frequency: || Weekly = I‘_‘ =
B [Wedneste '|<—_8' Click on the down arrow of Frequecy and then
! select the Frequency in which you want yo defragment (
Time: [1:00 am | Daily, Weekly, or Monthly).
Disks: ; q .
St ks . 19. Click on the down arrow of Day and than click on
the day of the month.
| || e | 710. Click on the down arrow of Time and then click on
the time of day to run Defragment.

i

11. Click on OK.

»  Disk Defragmenter conselidates fragmented files en your computer's hard disk te improve system
« performance. Tell me more about Disk Defragmenter.

Schedule:

The new schedule appears here.

12. If you want to defragment your drives

Scheduled defragmentation is turned on

Run at 1:00 AM every Wednesday
Mext scheduled run: 6/10/2015 1:53 AM

now, click on Defragment now.

Current status:

)

s University [AS (F)

Last Run

6/3/2015 8:18 PM (0% fragmented)
6/3/2015 8:22 PM (0% fragmented)
6/3/2015 8:22 PM (0% fragmented)
6/3/2015 8:23 PM (0% fragmented)

Cinby disks that can be defragmented are shown,
To best determine if your disks need defragmenting right now, you need to first anflyze your disks.

13. Click on Close.

ogress

CREATE SYSTEM RESTORE POINT

If you facing problems with your
computer, you can use the feature of
\ 4 System Restore to get your computer

| % Analyze disk

||__*osmemeae | | back to the same position where the

problems occurred.
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CorelDRAW X4

A menu appears. 3. Click on Properties.—l

The System window appears. R MAmR IS S
W25 Microsoft Office Word 2007 Documents
4. Click on System Protection. OB MP Navigator EX 20 5

Music

Games

Ol niaico

Control Panel b Systemn and Security » System et

Computer

System Properties

Contrel Panel Home Open

Manage

»
fomputer Name | Hardware | Advanced| Svstem Protection | Remate
Device Manager

Us= eystem protection to undo urwanted system changes and

Map network drive...
B4 restore previous versions of fie

Remote settings

Discennect network drive...

Advanced system settings Swstem Restars

Show on Desktop

You can undo system changes by reverting | Rename

your computer to 3 previous restors poirt System Festors.

Fratection Settings

Avsilable Drives Protaction
&L Local Disk (C: on

o Local Disk (D) ot

s Local Disk (E) off

If the user Account Control dialog
box appears, Click on Continue.

Configurs restors ssttings, manage disk spacs, =
and delete restore paints o
Action Center Create a restore point right now for the drives that e—
hawe system pratection tumed on

Windews Update A

Performance informetion and The System Properties dialog
: = box appears.

5. Click on the System Protection tab. 6. Click on Create.
[ System Protection |ﬁ‘

Create a restore point

The System Protection dialog box appears.

7. Type a description for your restore point.—

Type a description to help you identify the restore point. The current date and
time are added automatically,

8. Click on Create. el Prier |
System Restore creates the restore point N 1
:! Create I Cancel |
="
System Properties ""( ks 4

Computer Name | Hardware | Adwvanced | System Protection | Remate

The dialog box appears telling you that your
Use system protection to undo unwarted system changes and restore pOlnt was Created

| L ‘ restore previous versions of files. What is svstem protection?

System Restore 9. Click on Close.
éi% System Protection

@ I -10. Click on OK.

0 The restore point was crested successfully.

=Y. 11. Click on the Close [x] button to close the /f%,ﬂ
(e ] System window.

« Local Disk (D) Off

T
e v D (] of = KNOW THIS TOO!!

Corfigure restore ssttings, manage disk space,

and delets restors pairts. sl You should always create a restore point before
Creste a restore point right now for the drives that O you InSta” any SOftWare, Whel;her you p.urChased the
have system protection tumed an. E program at a store downloaded it from the internet.

_ Cancel You should also create a restore point before you
add any new hardware devices to your system.

= 2{\\ - S ﬁé‘% S {\ S
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7.

3. Click on All Programs.

6. Click on System Restore.

Recommended restore.

different restore point.

8. Click on Next.

How do I choose & restore point?

Current time rone: GMT +5:30

APPLY A SYSTEM RESTORE POINT

1. Save all your open documents and close all your open programs.

4. Click on Accessories.

If you are experiencing problems with your computer, you can use the feature of System
Restore to get your computer back to the position where the problems occurred.

2. Click on Start.

5. Click on System Tools.

The System Restore window appears.

System Restore will show the most likely restore if you click on this radio button of

Click on the radio button of Choose a

Date and Time Description Type ar

6/5/2015 10:46:39 M| InstallPrint _____________________[Marual ____|

€/1/2015 7;23:25PM ‘WiSetup Install

&/1j2015 712217 PM ‘Windows Live Essentials Uninstall

/1201571741 PM ‘Windows Update Install

&/1/2015 7:06:56 PM ‘WLSetup Install

6/1/2015 7:06: 19 PM Installed Directx Install

6/1/20 15 7:06:05 PM Installed Directx Install

6/1/2015 7:05:50 PM Installed Directx Inctall A
Show more restore poinks | 5can for affected programs r

11. Click on Finish.

12. Click on Yes.

The Confirm restore point window appears.

Restore sysfem files and settings

System Restore gan help fix problems that might be making your
computer run slodly or stop responding.

System Restore does not affect any of your documents, pictures, or
other personal data. Recently installed programs and drivers might be
uninstalled. Is thig oro versible?

Recommended restore:

Select this option to undo the most recent update, driver,
or software installation if you think it is causing prablems.

Time: 6/1/2015 7:23:25PM
Description: Install: WiSetup
Current time zone: GMT +5:30

»l% o ;
P| © Chaose 5 different restare point |

;I Mext > I\
' =

Cancel
= =}

The Choose a restore point window

appears.

9. Click on the restore point, you want to apply.

= [== ==} 40. Click on Next.

System Restore asks you to confirm that you

want to restore your system.

a il

Once started, System Restore cannot be interru
to continue?

ted. Do you want

System Restore cannot be undone until after it has completed JIf System Restore is
being run in safe mode or from the System Recovery Options fneny, it cannot be
undene.

Confirm your restore point

A ‘four computer will be restored to the state it was in before the event
in the Description field below,

Time:
Description:

6/5/2015 10:46: 39 AM (GMT+5:30)
Manual: Install Print

Drives:

Local Disk [C:) (System)

If you have changed your Windows password recently, we recommend
that you create a password reset disk. Create a password reset disk,

System Restore needs to restart your computer to apply these changes.

Before vou proceed, save anv open files and dose all programs.

System Restore applies the restore point

and then restarts Windows 7.

N

/\P5~Y0UTHO

%W

&
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When Windows 7 restarts, you see a message
telling you that your system has been restored.

System Restore completed successfiully, The system has been

13. Click on Close.

KNOW THIS TOO!!

When you apply restore point, the work you have
done like created document, e-mails you received, web
page favorites you saved, and so on will not affected.

BACK UP FILES

You can make backup of your important files by
using Backup program of Windows 7. This is useful
when a system causes you to lose one or more files,
you can restore them form the backup.

restored to £/5/2015 10:45:39 AM, Your documents have not been
affected.

P

| -
| Close
,! |

LA

Com puter

ANAL
PRESENTA.
Accessories
Akruti
Cancn Utilities
Canc5can LIDE 100
CorelDRAW Graphics Suite X4 Documents

Games

1. Click on Start.

GIGABYTE Pictures

Geoegle Chreme
Music

2. Click on All Programs.

3. Click on Maintenance———

GoogIE DIve
HP
K77 ctalSecurity

Maintenance)

Games

Computer

Click on Backup and Restore.——

The Backup and Restore window appears.
| S 4 9 e

’ ‘,é‘b Control Panel b System and Security » Backup and Restore v‘v,
-

Centrel Panel Home .
I Back up or restore your files

# Create a system image Backup

Create a system repair disc Windows Backup has not been set up.

Restore

Windews could net find & backup for this computer,

& Backup and Restore
Ty Creste 2 System Repair Disc

¥ Help and Support
(|

Control Panel

Windews Remote Assistance

Devices and Printers
Micrescft Office

Menitor Client
Mero B
PDFCreater

Default Programs

Help and Support

Back

L,

J&* Set up backup

Action Center

' Windows Easy Transfer

ﬁ

Select where you want to save your backup

We recemmend that you save your backup on an extemal hard drive. Guidelines for choosing a backup |

Save backup on:

|
5. Click on Set up backup.

The Set Up Backup dialog box appears.

6. Click on the drive where you want to store

Backup Destination FreeSpace  Totsl Size
= Lecal Disk (D:) 20396 GB 207.00 GB )
o Local Disk (€} 1413768 207.00GE /z

P
Uniiversity IAS 17254GB 20700 GB i

]

|—>|,

Refresh

the backup.

Click on Save on a network, for a network
backup and then click on Browse, click the

1 Other people might be able to access your backup on this

Save on a network...

ocation type. Mo

network folder, and then click on OK.

=1

e info

Cancel

7. Click on Next.

_———

D i
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— The What Do You want to Back
£ 19 St vp backup Up ? dialog box appears.

What do you want to back up?

- 1 | 8. Click on the radio button of Let
| @bt Windows choose (recommended)

Windews will back up data files caved in libraries, on the desktep, and in default Windows folders.
These itemis will be backed up on a regular schedule. How does Windows cheose what files to back
up?

OR
| @ Let me choose ::

Yeou can select libraries and folders and whether to inciude 2 system image in the backup.
The items you choose will be backed up on a regular schedule

If you want to specify what to
include in the backup, click on Let me
choose, and then make your
selections in the next dialog box.

9. Click on Next.

Y

| MNext I!ic.anzel |

The What do you want to back
up dialog box appears ?

10. If you not want to include a file type in e —————————————— . O
the backup, click on its check box to make | %2 & stuwece

|t Off What do you want to back up?

Select the check box of the items that you want te include in the backup. $Vhat files are sxcluded B

11- CIiCk On Next. Hefault from the backupd

a 52 Data Files

158 Back up data for newly created users
The Review Your Backup Setting

4 ;B Computer

. . Local Disk (C:)
dialog box appears. e iaE e o

. Local Disk (E:)

o« University LAS (F:)

12. Click on Save settings and run
backup.:l

If you are backing up to a CD or
DVD, Windows Backup asks you to
insert a blank disk. P Tior ] [ Concel |

The selected backup location does net suppert the creation of system images.

-

13. Insert a blank disc in the drive. UNCR M ro

Label and insert a blank media

ﬁ; l* Set up backup Please write the fellowing label on a2 blank media and
insert it intc G,

Review your backup settings

LAS-PC 6/5/2015 1:43 PM Drive 1

Backup Location: DVD RW Drive (G}
Backup Summarny: I O I | Step backup |
tems Included in backup
% ]
2 All users Default Windows folders and lo...

14. Click on OK.

Windows Backup asks if you are sure you
want to format the disc.

Schedule: Every Sunday at 7:.00 PM Change schedule

15. Click on Format.

DVD RW Drive (E:)

> T )
P> Save settings and run backup | [ Cancel | The media needs to be formatted before it can be used
o Formatting will completely erase all data on the media

Windows Backup formats the disc and resumes the backup.
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A progress dialog box appears while the program backs up your documents and settings.
If the medium to which you are backing up is full, a pop-up appears.

16. Remove the full medium, replace it with a new one,
and then click on OK.

If your backup requires multiple media, you should
give each medium a label, such as Backup 1, Backup
2, and so on.

Finished

Open the Bagh

i to view settings

’ » When the backup is done, the Windows Backup
Has Completed Successfully dialog box appears.

I
17. Click on Close.
UNDERSTANDING DOCUMENTS

Documents are files that you create or edit yourself. Some examples shown here are the basic
document types that you can create using the programs that come with Windows 7.

Text Document : In Windows 7, Notepad program is used to create text documents. A text
document is one that includes only the characters that you see on your keyboard and contains no
special formatting, such as colored text or bold formatting, although you can change the font.

Word Processing Document: In Windows 7, Word pad program is used to create word processing -
or Rich Text Format-documents. A word processing document contains text and other symbols. You
can format the text in the Word Processing Document.

Drawing: In Windows 7, Paint program is used to create drawings. A drawing is a digital image you
create using special tools that create lines, boxes, polygons, special effects, and freeform shapes.

STARTING WORDPAD

You can open Word pad program in Windows 7. Windows 7 opens the program and displays it
on the desktop.

1. Click on Start Button.

Recent documents

2. Click on All Programs. A list of the programs appears.

en | MNew (Ctrl+N)

3. Click on Accessories. Accessories sub-menu will appear.

4. Click on Word pad from Accessories sub-menu. The
Word pad window will appear.

CREATE A DOCUMENT WITHIN A PROGRAM

1. Click on Word pad button.

2. Click on New.
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The program creates the new document.

3. Type the text for your document.

When you reach at the end of the line, Word pad automatically moves the text to the next line.
You need to press the Enter key form keyboard only when you want to start a new line or
paragraph.

PAINT

You can use Paint to transform your mental images into pictures, If you have some artistic
skills. It is often referred to as MS-Paint of Microsoft Paint. You can create logos for your business
letters, create your own clip art, and even paint pictures for your home or office.

To draw on paper you need pencil, rubber, scale and colors.

To draw on computer, you need MS-PAINT. Paint helps you to draw objects on a computer.

STARTING PAINT

1. Click on Start button. 2. Click on All Programs. 3. Click on Accessories.
4. Click on Paint. The Paint program will appear on your computer screen.

PAINT ENVIRONMENT

After you open Paint you will see that the interface is completely modified compared to older
versions of Paint. Now all the items are on the top side of the window.

Quick Access Toolbar g RRibbon|
[pait | [RR——T= : ; <= On the title bar, there is a
Eian 5 — d~voo =m Y anmmn mams y | Quick Access Toolbar with
o =5 e rq B DAL S o o “ . | some of the most important
buttons: Save, Undo and Redo.

|Quick Access Toolbar|
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Under the Quick Access
Toolbar there is the main toolbar.
The first button on the left side is

the Paint button which opens up '
the main menu of Paint.
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When you click on this button, a menu will appear.
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In the menu you can Open a new or existing image, Save an
image, Print, Acquire an image from a scanner or camera, Send an
image in e-mail, Set as desktop background the current image, see
the Properties of the current image and Exit Paint.
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Home and View are the two tabs in the Paint program.
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L |n the Home tab you will get all the main
image editing tools that you will work with.
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GAMES EXPLORER

Games included with Windows have been modified to showcase Windows 7’s graphics

capabilities. Windows 7 comes with Free Cell, Hearts, Minesweeper, Purble Place, Solitaire, and
Spider Solitaire.
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