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I. Haas Computer Services Policy

As part of the internal audit process for IT that the campus conducted last Fall,
auditors discovered some security vulnerabilities and some risks that require
Haas Computing Services (HCS) to mitigate. The University Policy for
connecting devices to the University network infrastructure requires a
Department’s staff and faculty to have HCS review and approve the connection
of any device to the University network infrastructure before the device is
connected. Call the HCS helpdesk at 510-642-0434 for an appointment or more
information. Laptops using AirBears, the campus wireless system, are exempt.

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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II. Course Overview and Resources

A. Overview

The objective of this course is to learn how to use basic functions in Windows
Vista. This course is meant for computer users who have used a previous version
of Windows and would like to learn what’s new in the new version.

B. What’s New in Windows Vista

What most computer users notice when they first use Windows Vista is the new
desktop and interface, including the Sidebar, Instant Search and Windows
Flip3D. Also, there are several new security and multimedia features. We'll
explore the basic interface changes in this training.

C. Resources
For additional information about Windows Vista, see:

e http://www.microsoft.com/windows/windows-vista/
Official website about Microsoft Windows Vista.

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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III. Using the Desktop

Many functions in Windows Vista haven’t changed from previous versions of the
Windows operating system. For example, you will still see icons to represent
your files and folders, you can double-click to open objects, you can drag objects
around using your mouse pointer, and you can right-click objects to see context-
sensitive menus. However, the look and feel have changed, sometimes
significantly.

A. Parts of the Desktop
The main parts of the desktop have not changed. Some significant changes are
the Sidebar and the organization of the Start Menu.

lcons Desktop Sidgbar

Start Menu Quick Launch Area Taskbar Notification Area

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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B. Using the Start Menu
1. Click the Start Menu button in the lower left of the desktop. H

2. Then, click the command that you would like to perform.

Pinned Programs Quick Commands
Recently Used Programs

(Ml Irternst Splorer

—. . E-mall
w2l Microzcft Ifice Cutloc

||_YE Micrescht Hhice kel 2087

| Welcoms Center

b | Pictures

ﬂ-‘r_ P veesc M1 ¥ T Prgpec | 2007

FAusiz

™ Ficroscft 2fice ¥igio 2007 =
wearch
2.'._:‘ Picrezcft Jfice Word 2007 Bacent hems

||_1: Picroscft Ifice PowerPein: 2007 Cromgul=r

1
Eﬂ Windows bidzbar

7=
5* Wincderaes Wabiliny Cenler

"-l'\l Windows Malia Player

AY Progr anm

All Programs Menu Power and Lock Menu

Search Box

Pinned Programs Your list of frequently used programs. To pin a
program, right-click the program in the Recently Used
Programs list and select Pin to Start Menu.

Recently Used Programs | Your list of recently used programs on this machine.

Quick Commands A list of common areas to display, such as the
Documents folder or the Control Panels.

All Programs Menu A menu that displays a complete list of programs on
this computer.

Search Box A field to enter file names for searching.

Power and Lock Menu Buttons for shut down, lock user, and restart.

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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C. Power and Lock Buttons
To shutdown your computer, you have several options in the Start Menu:

Switch Uszer
Control Panel Log Off

Lock
Default Programs
Restart

Felp ard Support

Shutdown  Lock

D. Quick Launch Area

e Toadd a program to the Quick Launch Area, right-click the program in the
Start Menu and select Add to Quick Launch.

e Toremove a program from the Quick Launch Area, right-click the icon in the
Quick Launch Area and select Delete.
Note: You many need to expand the Quick Launch Area to show all your
icons by dragging the left or right border of the area. If the border is not
displayed, your Taskbar may be locked. Unlock the Taskbar by
right-clicking the Taskbar and selecting Lock the Taskbar to
remove the checkmark.

E. Sidebar and Gadgets
The Sidebar contains small productivity programs called Gadgets
on the right side of the desktop.

e To close the Sidebar, right-click the Sidebar area and click Close
Sidebar.

e To open the Sidebar again, click the Sidebar icon in the
Notification area of the Taskbar, or go to Start Menu = All
Programs =>Accessories = Windows Sidebar.

e To modify an existing Gadget, right-click the Gadget and select
Options.

e To close an existing Gadget, right-click the Gadget and select
Close Gadget.

e Tomove a Gadget, drag the Gadget up or down in the Sidebar.

e Toundock a Gadget, drag it anywhere onto your desktop.

e Toadd a new Gadget, right-click the Sidebar and select Add
Gadgets.

e To change options for the Sidebar, right-click the Sidebar and
select Properties.

View headlines

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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F. Changing the Taskbar and Start Menu
Similar to earlier versions of Windows, you can also modify the properties of the
Taskbar and Start Menu.

1. Right-click the Taskbar and select Properties. Then, click the tab at the top for
Taskbar, Start Menu, Notification Area, and Toolbars options.

; r and Start Menu Properties (3]

< Taskbar Smrt’enu I Motification Area | Tunlbars|
_—

Taskbar appearance

Lock the taskbar

[ Auto-hide the taskbar

Keep the taskbar on top of other windows
Group similar taskbar buttons

Show Quidk Launch

Show window previews (thumbnails)

How do I customize the taskbar?

QK ] [ Cancel Apply

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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.:_t,l_ Taskbar and Start Menu Properties

offication Area | Tnolbars|

o

@ Start menu

() Classic Start menu

Privacy

This menu style gives you easy access to your
folders, favarite programs, and search,

This menu style gives you the look and
functionality of previous versions of Windows.

Store and display a list of recently opened files
Store and display a list of recently opened programs

How do I change the way the Start menu looks?

Ok

] [ Cancel Apply

Page 7

Customize Start Menu

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

Start menu.

EXH

»
@) Display as a link
(") Display as a menu
(7)) Don't display this item
Connect To
& control Panel
@ Display as a link
() Display as a menu
(7)) Don't display this item
Default Programs
(b Documents
@ Display as a link

| »

..

Start menu size
Mumber of recent programs to display: 9=

Use Default Settings

Show on Start menu

Internet link: [Internet Explorer

E-mail link: [Microsoﬂ: Office Qutlook

© 2008 Nishikai Consulting. All rights reserved.
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¢ Taskbar and Start Me i
| Taskbar | Start Migu | Notification Area | Tgblbars

Icons
‘fou can keep the notification area unduttered by hiding icons that
you have not dicked recently.
Hide inactive icons
System icons
Select which system icons to always show.
Clock
Vaolume
Metwork

Pawer

[ Ok ] [ Cancel ] [ Apply l
1 Taskbar and Start Menu Properties

| Tazkbar I Start Menu I Motificatid

Select which toolbars to add to the taskbar.

[ Adcress|
[7] windows Media Flayer
[ Links

[] Tablet PC Input Panel
[ Desktop

Quick Launch

[ ok || cancel |[ apply
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When you double-click a folder icon to view the contents, the folder opens in a
window using a program called Windows Explorer.

A. Parts of a Windows Explorer window

Menu Bar

Favorite Links s

Folders Pane—JB““‘"“

Status Area s

Back/Forward Buttons
| Address Bar Navigation
1

View Pane

S-:—:-alrch Box

Quick Sizing Buttons

Help

"-.'.
@LJ' LIS S ST s [

fhe o o R
. Jrgsine om VI

Drat= modified

Faurrit links
B ocumenls
E Ficturss

Wiora a

&7k
Twwie dul

4ZKE
g,

Flders

=den
E cormarts
E[ Lhesauw
F_:': Documents
IE, b RN T
. Cffize Z00F Trensit

Frprrses

Silky
cocu k..

?1

!]_ Menwarlanis -

. originals

o mems

[===[h-

- '--r| Search

Siz= Tags
- L ﬂ H
alacdir_la.. Tainy litde_rec_ri. mumpesis..
Iz e dun

Back/Forwar
d Buttons

Takes you back to the previous
folder that you were viewing. The

—
@UH . » Helen » Dot

drop-down button on the right ¥ Office 2007 Transition side
displays a list of those recent Expenses
folders.
Office 2007 Transition
Documents
Contacts
© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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Address Bar

Displays the location of your current folder.

Navigation
e To navigate to one of the folders in your file path, click the name
of that folder in the address bar.
| . ¥ Helen » |Docu&ents | Irl Office 2007 Transition » - | +3 |
e To navigate to other folders in that folder, click the drop-down
button next to the folder listed in the address bar.
| . ¥ Helen » |Ducumen15 Office 2007 Transition » - |¢?|
A
I r—. [B My Shapes
BE YIEWwWs T
Office 2007 Transition
ks Name . originals
View Pane Displays the contents of the folder.
Search Box | Searches for files or folders.
| Search o |

Quick Sizing | Minimizes, maximizes or closes the window.

Button
[=][E =
e To resize the window itself, drag a border or corner.

Help Button | Opens the Vista help system.

Menu Bar Click the drop-down arrows to see the commands that you can
perform on the current object. The menus will change depending on
what you have selected.

‘ Organize * Qp Views - rﬁ Open = s;u Print & E-mail E: Share

Egvlfrite Displays a list of folders that have been designated “favorites.”

inks

e To add a folder to the Favorite Links area, drag the folder icon into
the area.

e Toremove a folder, right-click the folder in the Favorite Links area
and select Remove Link.

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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Folders Pane

Displays the hierarchy of folders in your computer.

e To expand or hide subfolders, double-click the parent folder name
or click the triangle to the left of the folder name.
4 T Documents
;ﬂ My Shapes
4 | Office 2007 Transition
. Bxpenses

| ariginals

Status Area

Displays status information about the object currently selected.

el Silly document.docx Title: This is a silly document  Date modified: 5/7/2008 12:07 PM
= L Microsoft Office Weord Document Authors: HNishikai Tags: Add atag
Size: 9.92 KB

B. Changing the Folder View
e To change the view of the objects in the folder window, click the Views menu
button to switch among the various views.
e To select a specific view, click the drop-down arrows next to the
p p MR

WS I_" |

Views menu button and select a view. You can use the slider to  HEERESAEN

change icon size.

if Extra Large Icons

| Largelcons

a2 Medium Icons

&

2% Small Icons

E5 List

iEE Details

= Tiles

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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C. Flipping Between Windows

The Flip command lets you move between open windows by using a keyboard
command instead of using your mouse. 3-D Flip is available if your Windows
Vista version includes the Windows Aero interface.

To use the regular Flip command, press Alt on the keyboard and tap the Tab
key. Keep the Alt key held down, and press Tab until the icon for the window
that you want is highlighted. Then, let go of the Alt key.

Computer

F'*EE- - |

E
To keep the Flip selection window open longer, press Ctrl-Alt-Tab. The
window will stay open until you select an icon.

To use the Windows Aero interface for 3-D flip, click |5
the Switch Between Windows button in the Quick
Launch Area of the Task bar, or press # - Tab. Then, click a window or press
one of the arrow keys until the window that you want is on top.

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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When you save a file in Windows Vista, the Save As dialog box can be displayed

with or without folders.

A. The Save As dialog box without Folders
If you try to save a file and the Save As dialog box looks very minimal, then
the folder display has been turned off. You can still name your file, select a
tile type, and navigate through the Address Bar at the top of the dialog box.

ﬁ: Save As =
QQ mi <« Users » Helen » Documents » - | ¢?| | Search o
File name: Bookl.xlsx -
Save as type: ’Excel Workbook (*xlsx) -
Authors: Helen Mishikai Tags: Add atag
[[] Save Thumbnail
=/ Browse Folders Tools - [ Save l [ Cancel
e To display the folders, click the Browse Folders button.
B. The Save As dialog box with Folders
If the Save As
dialog box displays | [x/Savess s
the folders Ql\_z"‘ |EE « Users » Helen » Documents » - | 3 | | Search ol

interface, you can
easily navigate to
any folder in your
computer using the
Address Bar,
Favorite Links,
Folder Pane, or
View Pane. You can
Organize, change
Views, and create a
New Folder using
the menu bar.

e To hide the folders,
click the Hide
Folders button.

By Organize = g2f Views ~+ [ Mew Folder

Name)

BM}r Shapes
. Office 2007 Transition
. originals

30 My Testxlsx

Favarite Links Date modified Type Size Tags

EE. Documents

Mare »

Folders b

Bl Desktop
|ﬁ Helen [
. Public
18 Computer

|,

=3 Floppy Disk Dr
&, Local Disk (C3)

. Program File ™

File name: Bookl.xlsx -

Save as type: [Excel Workbook (*.xlsx) -

Authors: Helen Nishikai Tags: Add atag

[ Save Thumbnail

= Hide Folders

Tools = Save ] [ Cancel

© 2008 Nishikai Consulting. All rights reserved.
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VI. Searching for Files and Folders

There are new several methods to search for files and folders in your computer.

A. Searching inside a Certain Folder
If you know that your file is somewhere inside a certain folder, whether it’s at the
top level of the folder or inside a subfolder, you can use the Instant Search

function.

1. Open the folder that you want to search through.

2. In the Search box, start typing part of the file name.
| Search 2|

3. Asyou type, the View Pane will display a filtered result set of all the files in
that folder which match the typed text.

T
o
@U' 4 » Search Results in Documents v| x |
By Organize ~ £ Views ~ M SaveSearch M Search Tools -
Favarite Links MName Date modified Type Folder
EE Documents IEﬂW’izard of Oz.doc 3/7/2006 5:20 PM Microsoft Office ... originals (C:\Users...
EEI o I—“Tﬂ.ﬂmimal Farm.dec 1/17/2006 4:39 PM Microsoft Office ... originals (C\Users...
ictures
; id you find what you were searching for?
EB‘MUM Did you find what hing for?
1 Adwvanced Searc
More » Ad d 5 h
Folders hd
EE Pictures e
m Saved Games
EB Searches
m Videos
J Public
M Computer
2 Metwork !
Control Panel 3
£ Recycle Bin | &
4y Search Results in Documents - |4 T b
I/’ 2 items

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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4. If you don't find the file that you're looking for, you might have the wrong
name. You can click the Advanced Search link to select other search options.

fo =] ¢

i » Search Results in Documents

G-

~ [ 42| an

% |

Name Specify name

[]Include nen-indexed, hidden, and system files (might be slow)

Views ~ M SaveSearch

‘ Organize

MName

W Wizard of Oz.doc
W Animal Farm.doc

Favorite Links
ﬂ.- Documents
FE Pictures
F[_J Music

More » Advanced Search

Folders
FE Pictures

| Show only: E-mail  Document  Picture  Music  Other
Location [Fr Documents ’l
lDate v] [any v] 0,/0,/2008

Tags Addatag

Authors  Add an autho

¥ search Tools ~

Date modified

3/7/2006 5:20 PM
1/17/2006 4:39 PM

Type
Microsoft Office ...
Microsoft Office ...

Did you find what you were searching for?

m Saved Games ]

I/ 2 items

@

mn

Advanced Searchi:/_'\:}|

r

Folder

originals (C\Users...
originals (C:\Users...

B. Using the Search Box

If you don’t remember the folder
location of your file, you can use the
Search Box to search through Indexed
Locations or the entire hard drive.
Indexed Locations is a set of
commonly-used locations such as
your personal folders (Documents,
Pictures, Music, Desktop, etc.), e-
mail, and offline files.

1. Click the Start Menu button, and
select Search.

£ Internet
( Internet Explorer

—.. E-mail
L) Microsoft Office Outlook

!E Microsoft Office Excel 2007
:;| Welcome Center
J Windows Sidebar
Microsoft Office Word 200
Microsoft Office Project 2007
Microsoft Office Visio 2007
q Microsoft Office PowerPoint 2007

Windows Mobility Center

| Windows Update

All Programs
Start Search

HES S @

>

Helen
Documents
Pictures
WILSIC

Recent iems 4
Computer

Network

Connect To

Control Panel

Default Programs

Help and Support

© 2008 Nishikai Consulting. All rights reserved.
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2. In the Search Results dialog box, type a part of your file name in the Search

box.

[E=SECE >,

e e
(I~ |

v Search Results

'dl

]

| Show only: E-mail

Document  Picture  Music  Other

To begin, type in the search box

To search more of your computer, use Advanced

SN

Advanced Search| V ) |

Search.

3. As you type, the Search Results will display a list of files that match your file

name.

= fE &S

GO-

4 » Search Results in Indexed Locations

v [49][ e

x |

| Show only: E-mail

Document  Picture  Music  Other

Favorite Links Mame Date mod‘lfled Type Folder A
[ Documents [#2 Launch Internet Explor... 9/9/2008 4:02 PM Shortcut Quick Launch (C:h...
- [#8Internet Explorer 9/9/2008 4:02 PM Shortcut Programs (C:\User... E
B Pictures [#8Internet Explorer (No A... 9/0/2008 402PM  Shortcut System Tools (C:\...
B Music NishAAS site 0/8/2008 2:49 AM  Internet Shortcut Links (C:\Users\H...
More » tumadu aas site 9/7/2008 11:19 AM  Internet Shortcut Links (C:hUsersiH...
Folders I |Il?‘i];C\CI\ﬂE Regional Salesax... 5/7/2008 5:16 PM Microsoft Office E...  Office 2007 Transi... H
B Desktop 5] ACME Regional Salesax... 5/7/2008 5:16 PM Microsoft Office E..  Office 2007 Transi.. H
B Helen B9 test.docx 5/7/2008 5:15 PM Microsoft Office...  originals (C\Users.. H
.' Public @ACME Corporation.docx  5/7/2008 12:06 PM Microsoft Office...  originals (C:\Users... H
18 Computer E“’]_]ACME Corporation.docx  5/7/2008 12:06 PM Microsoft Office...  originals (C\Users.. H
& Network [F] Testl xdsx 4/18/200810:34 AM  Shortcut Recent Items (Ch...
Control Panel @ Templates 3/14/2008 7:57 AM  Shortcut Recent Itemns (Ch...
& Recycle Bin 7 Test Message 1 2/21/2008 2:36 PM Outlook E-Mail M...  Inbox (Personal Fo... N
_:; Search Results in Indexed Locations 21 Microsoft Office Outlo...  2/21/2008 2:36 PM Outlook E-Mail M...  Inbox (Personal Fo.. M
i Lunch Meeting Numb... 2/21/20082:22 PM  Outlook Appoint...  Sentltems (Perso... N
i Lunch Meeting Numb... 2/21/20082:21 PM  Outlook Appoint...  Calendar (Persona... N
 Lunch Meeting Mumb...  2/21/2008 2:21 PM Outlook Appoint..  SentItems (Perso.. N
@Lunch Meeting Mumb...  2/21/2008 2:20 PM Outlook Appoint..  Calendar (Persona.. N
;‘?Lunch Meeting about ... 2/21/2008 2:20 PM Outlook Appoint... Clalendarfpersona... N T
“ 1 ¢
I/ 86 items
© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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e This search result is only for your Indexed Locations. If you want to search
through your entire hard drive, select the location from the Folders Pane on
the left side and then type your file name in the Search Box.

e To search using other criteria, such as date or file size, click the Advanced
Search button to view other search options.

C. Using the Start Menu Search
You can also search through all folders in your Indexed Locations by using the
Search Box in the Start Menu.

Click the Start Menu button.

The Start Menu will display the files that match your file name.
To view the results in a window, click the See all results link. This will also
allow you to change the location to the entire hard drive if needed.

£ Internet
( Internet Explorer . ‘S Testl.xlsx

oy E-!'nail ) = . Templates
=4 Microsoft Office Outlook -
Ill§1Test2
5] Testl
Docurments @test.docx Docurments
. Temporary Burn Folder
Pictures (& Launch Internet Explorer Browser Pictures
glii Windows Sidebar o £21] ACME Regional Salesxlsx
— I E31) ACME Regional Sales.dsx
_ 9] ACME Corporation.docx
Search — X Search
9] ACME Corporation.docx
B ACME Regional Sales 8 LONG.xds
) Fairy Tales.doc
IﬂﬂFair}r Tales.doc Computer

1
2. In the Search Box, start typing the name of the file.
3
L]

Helen

]
= Microsoft Office Excel 2007

Welcome Center

Music

W= Microsoft Office Word 2007

Microsoft Office Project 2007

Recent ltems Recent Items

Microsoft Office Visio 2007 Computer

Communications

=3 Mi i i MNetwork Network
Microsoft Office PowerPoint 2007 etworl £ Test Message 1 Network

(21 Microsoft Office Outlook Test

Connect To Connect To

Control Panel
Default Programs
Help and Support

4

o ra

Windows Helpand ...

4+ Seeall results

' Search the Internet

te

TS
) = 9 @

Control Panel
Default Programs

Help and Support

| ——
0] a

Windows Helpand ...

© 2008 Nishikai Consulting. All rights reserved.
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D. Saving a Search Results

If you find that you perform the same search over and over, you can save the
search so that you can run it again easily.

1. Find your files using any of these Search methods. View the results in a
Search Results window.

2. In the Search Results window, click the Save Search button.

‘ Organize = Views ¥ F. =dve Search I ¥ Scarch Tools ~

3. Inthe Save As dialog box, give your search a name. Click Save.

? Save As @
Gl'\.._./'l EB b Helen » Searches » - | +4 | |5Eﬂn:h P
SN Rl est (2).search-ms -
Save as type: [SEarch Folder (*.search-ms) v]
Authors: Helen Tags: Add atag
\* Browse Folders Save ] [ Cancel ]

Favorite Links
e To perform the search again, go to any folder

window and view the Folders Pane. Under the I D_Cc"'me”ts
Searches folder, you should see the search that B Pictures
you just saved. Click the search to run it. B Music
Mare »
e Toremove a search from the Searches folder,

Folders
right-click the search name and select Delete.

E[J' Music

!E Pictures
m Saved Games
EB Searches

|# Recent Documents
|# Recent E-mail

|# Recent Music

|# Recent Pictures and Videos =

|4 Recently Changed

|2 test

; Public

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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VII. Using the Control Panel and Personalization Features

The Control Panel has a new look and some “properties” are now called

“personalizations”.

A. Viewing the Control Panel

1. Go to the Start Menu and select Control Panel.

2. The Control Panel dialog box displays different task groups and some
common tasks under each task group. You can click a task group name to
view all the tasks for that group, or click a common task to make changes

only to that task.

[ = S|

=2 F » Control Panel »
El

-4l P

s Control Panel Home

Classic View

Recent Tasks

Choose whether to keep
Sidebar on top of other
windows

System and Maintenance
Get started with Windows
Back up your computer

Security
Check for updates
Check this computer's security status

@ Allow a pregram through Windows
Firewall

. Network and Internet
| View network status and tasks

Set up file sharing

Hardware and Sound

Play CDs er other media autematically
Printer

Mouse

Programs
Uninstall a program
Change startup programs

8,
.

User Accounts
1# Add or remove user accounts

Appearance and
Personalization

Change desktop background
Change the color scheme
Adjust screen resolution

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

Change display language
Ease of Access

Let Windows suggest settings
Optimize visual display

Additional Options

© 2008 Nishikai Consulting. All rights reserved.
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3. If you click a task group name, the Control Panel will display various tasks
for that task group. To select another task group, click the link on the left side.

@@vkﬁ v Control Panel » Clock, Language, and Region =7 | 3 | | Search » |

Contrel Panel Home I .

—.~ Date and Time
= Setthetime and date | Changethetimezone | Add clocks for different time zones
Add the Clock gadget to Windows Sidebar

Systemn and Maintenance
Security

Network and Internet . .

st ,9 Regional and Language Options
Hardware and Sound "¥ @ Install or uninstall display languages | Change display language
Programs Change the country or region | Change the date, time, or number format

et Accn il Change keyboards or other input methods

Appearance and
Persenalization

Clock, Language, and Region

Ease \ccess

Additional Options

Classic View

Recent Tasks
Mouse

Choose whether to keep
Sidebar on top of other
windows

© 2008 Nishikai Consulting. All rights reserved. hn 09/2008
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B. Viewing the Classic Control Panel

1. Go to the Start Menu and select Control Panel.

2. On the left pane, click Classic View. This will display the control panel tasks

as icons, similar to previous versions of Windows.
|l

v| + Control Panel »

Control Panel Home

s Classic View

vl‘f“Searrh P|
-
Name Category i
3 . {’:w @ b /
| 3 L L
ad 1% A= . Y % o
Add Administrat.. AutoPlay  Backup and  BitLecker Caler Date and
Hardware Tools Restore C...  Drive En.. Management Time
© & Q F hWe
Default Device Ease of Folder Fonts Game Indexing
Programs Manager Acce., Optigns Controllers Optigns =
- - On "h .
— ' @ i J u. @
= g ' .
Internet  iSCSIInitiater  Keybeard Mail Mouse  Metwork and  Offline Files
Options Sharing Ce...
/ 3 E & P -
Penand  People Near Performance Personaliz.. Phoneand Power Printers L&
Input Devices Me Informatio... Muoderm .. Options
iy i & = @ 4
: e E1] T
Problem Programs  Regional and Scanners and  Security Sound Speech
Reports a... and Features Language..  Cameras Center Recegniti...
PN - | - =B y By T - == s
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C. Personalizing the Desktop

1. Right-click anywhere on the desktop, and select Personalize.

2. In the Personalization Control Panel, select the type of personalization you

would like.

v|g + Control Panel » Personalization 2 | 4 | | Search L |

Tasks

Change desktop icons

Iy Adjust font PI)

See also
Taskbar and Start Menu

Ease of Access

Personalize appearance and sounds

“ Window Celor and Appearance

Fine tune the color and style of your windows.

! Desktop Background

Cheoose from available backgrounds or colors or use one of your own pictures to decorate the
desktop.

Sereen Saver

-

Change your screen saver or adjust when it displays. A screen saver is a picture or animation that
covers your screen and appears when your computer is idle for a set period of time.

Sounds

¢

Change which sounds are heard when you do everything frem getting e-mail to emptying your
Recycle Bin.

Mouse Pointers
Pick a different mouse pointer. You can also change how the mouse pointer looks during such
activities as clicking and selecting.

Theme

Change the theme. Themes can change a wide range of visual and auditory elements at one time
including the appearance of menus, icons, backgrounds, screen savers, some computer sounds,
and mouse pointers,

R 5

Display Settings

Adjust your menitor resolution, which changes the view se more or fewer items fit on the screen.
You can also control monitor flicker (refresh rate).
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VIII. Getting Help

The Help system has a new interface as well. You can still find Help topics by
content or keyword, and you can also find Help topics online.

A. Using the Help Button

1. Inany dialog box or window, if you see a Help button, you can click it to
view Help information about that dialog box or window.

%VE '|‘f||5€a:rh

=
Favorite Links Mame Date modified Size Folder path
E B,
E| Documents Contacts
E Pictures File Falder @Windwrs Help and Support =S I=R
Musi
E usIe _ | Documents
Mare » "i File Folder | Search Help L
Felders v
Favorites i i 7
Ml Desktop - Lo Working with the personal folder
E: Helen L _." The personal folder is a convenient location that stores your most frequently used folders in
EI Contact i one place. The personal folder appears on the Start menu and displays the name that you use
ontacts MUS'C to log on to the computer. Because this folder is associated with the user account of the
l] Desktop o File Falder person who is logged on to the computer, its contents are unique for every user on the
E| Dacuments computer, Therefore, your personal folder contains files that belong to you, but does not
m Downloads | Saved Gam contain files that belong to other users. The personal folder includes the following locations:
E Favorites r _ File Folder s Contacts
m Links * Desktop
. Videos
Music ) D t
ﬁ . E File Folder ¢ Hocuments
E Pictures * Downloads
% saved Games | . * Favorites
Searches
) + Links =
ﬁ Videos ] =
| Public & Music
1M Computer 57 e Pictures
11 items * Saved Games
® Searches
* Videos
Here are Help topics that provide additional information about working with files and folders
in Windows:
+ Folders: frequently asked questions
+ Find a file or folder
# (Change thumbnail size and file details
# Files and folders: recommended links
& Save your search results b |
For more information about working with files and folders in Windows, search for "files and
folders” in Help and Support.
®  Ask someone or expand your search
*' Online Help +
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B. Browsing through Help ' @ nteme
Internet Explorer
1. Go to the Start Menu, and select Help and — E_tma“t ’
Support_ —'C::r Microsoft Office Outlook
E}?E Micresoft Office Excel 2007

2. In the Windows Help and Support dialog
box, click the Browse Help button at the
top.

Welcome Center

Windows Sidebar

Micrasoft Office Word 2007

Microsoft Office Project 2007

Micrasoft Office Visio 2007

Micresoft Office PowerPoint 2007

d
%ﬁi
=
=
i
<

Windows Mobility Center

Windows Update

£

'@' Windows Help and Support ‘ E@
& 2!

All Programs

Start Search =
e

Bl St O =’ @

Searfh Help

Find an answer

£ > v

Windows Basics Security and Maintenance Windows Online Help
“] $ o
Table of Contents Troubleshooting What's new?

Ask someone

» Use % Windows Remote Assistance to get help from a friend or offer help.
* Post a question or search for an answer in Windows communities,

# Fortechnical assistance, contact Microsoft Customer Support online.

* More support options...

Featured on our website

1. Demo: Get a little help from your friends with Remote Assistance
2, Howto buy a laptop
3. Checkers, anyone? Play games with Windows Live Messenger

e Looking for more help or inspiration? Discover additional demos, articles, and tips on
Windows Help and How-to.

§ If you're an administrater or want technical information, visit the Microsoft website for
IT professionals.

2007 Microsoft Corperation, All rights reserved.

2%, Ask someone or expand your search

%' Online Help ~

Helen
Documents
Pictures
Music
Search

ent Itemns

Computer

Connect To

Control Panel

Default Programs
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3. Under Contents, click a link to browse to various Help topics.

Contents

All Help

Getting started

Security and privacy

Maintenance and performance

MNetworking - connedting computers and devices
Internet - going online and using the web
E-mail, newsgroups, and other communications
Files and folders

Printers and printing

Programs, tools and games

Pictures, videos, and movies

Music and sounds

Customize your computer

Hardware, devices, and drivers

Mobile PC

¥ Ask someone or expand your search

' Online Help =

Page 25
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C. Searching through Help using a Keyword
1. Go to the Start Menu, and select Help and Support.

2. In the Windows Help and Support dialog box, type a keyword in the Search
Help field, and press Enter on your keyboard.

@ Windows Help and Support

Find an answer

&

e

Windows Basics Security and Maintenance Windows Online Help
-] ¢ 6
Table of Contents Troubleshooting What's new?

Ask someone

* LUse > Windows Remote Assistance to get help from a friend or offer help.
# Post a question or search for an answer in Windows communities,

# Fortechnical assistance, contact Microsoft Customer Support online.

+ More support options...

Featured on our website

1. Demc: Get a little help from your friends with Remote Assistance
2. How to buy a laptop

3. Checkers, anyone? Play games with Windows Live Messenger

& Locking for more help or inspiration? Discover additional demos, articles, and tips on
Windows Help and How-to.

i If you're an administrator or want technical information, visit the Micresoft website for
IT professicnals.

22007 Microseft Corporation. All rights reserved.

someone or expand your search
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10,
11,

12,

13,
14,
15,
16,
17,
13,
19,
20,
2,

22,
® Ak cormenne or e T
¢ Ack someone or expand your search

copy files Fe

Best 30 results for copy files

Copy a file or folder

Copy files to another computer

Eliminate duplicate files

Copy files to a maobile device

Copy and paste from a remote computer

Copy information between files

Burn a CD or DVD

Maoving and copying files by using the drag-and-drop method
Delete a file or folder

Live File System [definition)

Select multiple files or folders

Ask Options -

How do I use protected files after transferring them to a new computer or upgrading

Windows?

Save a copy of a picture (Save As)

Back up your files

File Transfer Protocol (FTP): frequently asked guestions
What to do if you lose your file encryption key

Rip music: frequently asked guestions

Temparary Internet files: recommended links

Burn a CD or DVD in Windows Media Player

Are shared files and folders secure?

Find a file or folder

Chanae a read-anlv file

<! Online Help -

| »

Page 27
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D. Turning on Online Help

1. In the Windows Help and Support dialog box, click the Online Help drop-
down menu at the bottom.

Find an answer

" ” 4

Windows Basics Security and Maintenance Windows Online Help
la. ¢ O
Table of Contents Troubleshooting What's new?

Ask someone

* Use 3 Windows Remote Assistance to get help from a friend or offer help,
# Post a question or search for an answer in Windows communities.
# Fortechnical assistance, contact Microsoft Customer Support online,

= More support opticns...

Featured on our website

1. Demo: Get a little help from your friends with Remote Assistance
2. How to buy a laptop
3. Checkers, anyone? Play games with Windows Live Messenger

ﬁ Looking for more help or inspiration? Discover additional demos, articles, and tips on
Windows Help and How-to.

a If you're an administrator or want technical information, visit the Microsoft website for
IT professicnals.

22007 Microsoft Corporation. All rights reserved.

¥ Ack someone or expand your search

-

' Online Help +

2. Select Get online Help. This will display online help
topics for your content and keyword searches. You

must be connected to the Internet for this feature to
work. Get offline Help

@  Get online Help m

Settings...
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E. Finding out What’s New

Page 29

1. In the Windows Help and Support dialog box, click the What’s New icon.

Windows Help and Suppert

Search Help pe

Find an answer

£

Windows Basics Security and Maintenance Windows Online Help

W ? 3]

Table of Contents Troubleshooting What's new?

—~——

——

Ask someone

* Use 3 Windows Remote Assistance to get help from a friend or offer help,
# Post a question or search for an answer in Windows communities.
# Fortechnical assistance, contact Microsoft Customer Support online,

= More support opticns...

Featured on our website

1. Demo: Get a little help from your friends with Remote Assistance
2. How to buy a laptop
3. Checkers, anyone? Play games with Windows Live Messenger

Windows Help and How-to.

IT professicnals.

22007 Microsoft Corporation. All rights reserved.

and your search

iy

ﬁ Looking for more help or inspiration? Discover additional demos, articles, and tips on

i If you're an administrator or want technical information, visit the Microsoft website for

Online Help +
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2. The What’s New article gives a summary of the various new features in
Windows Vista.

b Windows Help and Support
copy files pe
What's new in Windows Vista Enterprise N
Explore new features for searching, staying connected, In this article
networking, syncing devices, and managing files on e Searching and organizing
your computer, Find things fast, get down to business, o Internet Explorer
and focus on what matters to you. o Security E
Searching and organizing » Windows Aero
I folder in Wind the Search b s Mobile PC features
n every folder in Windows, the Search box « Networking
appears in the upper right corner. When you .
type in the Search box, Windows filters the view * Sy.nc and sharlr?g bl
based on what you're typing. Windows looks for words » Windows Mesting Space
in the file name, tags that you've applied to the file, or o Tablet PC features
other file properties. To find a file in a folder, type any & Windows Easy Transfer
part of a file name in the Search box to find what you're # Pictures
looking for, You can also use Search folders when you e Ease of Access Center
don't know where a file is located or when you want to
do an advanced search using more than just a single file name or property.
* Demo: Working with files and folders
Internet Explorer
Web feeds, tabbed browsing, and always-available search are just a few of the new
features available in Internet Explorer.
Web feeds provide frequently updated content published by a website that you can
subscribe to for automatic delivery to your web browser. With a feed, you can get content,
such as breaking news or updates te a blog, without having to ge to the website, Tabbed
browsing allows you to open multiple websites in a single browser window. You can open
webpages or links on new tabs, and then switch among them by clicking the tabs,
* = Click to epen Internet Explorer.
» Internet Explorer at a glance
Security
] ] ) New and improved Help
Features such as Windows Firewall and Windows
Defender can help keep your computer mare Windows Help and
secure, Windows Security Center has links for Support has been
checking your computer's firewall, antivirus software, and completely updated far
update status. BitLocker Drive Encryption allows you to thic vercinn e the nlare 5
¥ Ask someone or expand your search
*! Online Help ~
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IX. Troubleshooting

If your computer is stuck, you can still use the Task Manager to force quit out of
programs.

A. Using the Task Manager
1. Press Ctrl-Alt-Delete on the keyboard.
2. In the Task Manager dialog box, click the Applications tab.

I =

1% Windows Task Manager = [ =[]
File Options View Windows Help
Applications |F‘ru::esses | Services | Performance | Metworking | Lsers |
-~
Task Status
1 Documents Running
ﬁ Microsoft Excel - Excel2003_commands_map.xls ... Running
@ﬁ.’u’indows Help and Support Running
EndTask || SwitchTo || NewTask...
Processes: 47 CPU Usage: 1% Physical Memory: 36%

3. Select the application that is not responding, and click the End Task button to
end that task.

e It’salways a good idea to restart the computer after you have force quit out of
a program.
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NOTES
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NOTES
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	III. Using the Desktop
	A. Parts of the Desktop
	B. Using the Start Menu
	Click the Start Menu button in the lower left of the desktop. 
	2. Then, click the command that you would like to perform.

	C. Power and Lock Buttons
	D. Quick Launch Area
	E. Sidebar and Gadgets
	F. Changing the Taskbar and Start Menu 
	1. Right-click the Taskbar and select Properties. Then, click the tab at the top for Taskbar, Start Menu, Notification Area, and Toolbars options.
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	2. In the Search Box, start typing the name of the file.
	3. The Start Menu will display the files that match your file name.
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	VII. Using the Control Panel and Personalization Features
	A. Viewing the Control Panel
	1. Go to the Start Menu and select Control Panel.
	2. The Control Panel dialog box displays different task groups and some common tasks under each task group. You can click a task group name to view all the tasks for that group, or click a common task to make changes only to that task.
	3. If you click a task group name, the Control Panel will display various tasks for that task group. To select another task group, click the link on the left side.

	B. Viewing the Classic Control Panel
	1. Go to the Start Menu and select Control Panel.
	2. On the left pane, click Classic View. This will display the control panel tasks as icons, similar to previous versions of Windows.

	C. Personalizing the Desktop
	1. Right-click anywhere on the desktop, and select Personalize.
	2. In the Personalization Control Panel, select the type of personalization you would like.
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	A. Using the Help Button
	1. In any dialog box or window, if you see a Help button, you can click it to view Help information about that dialog box or window.

	Browsing through Help
	1. Go to the Start Menu, and select Help and Support.
	2. In the Windows Help and Support dialog box, click the Browse Help button at the top.
	3. Under Contents, click a link to browse to various Help topics.

	C. Searching through Help using a Keyword
	1. Go to the Start Menu, and select Help and Support.
	2. In the Windows Help and Support dialog box, type a keyword in the Search Help field, and press Enter on your keyboard.
	3. In the results window, click a link to open that Help topic.

	D. Turning on Online Help
	1. In the Windows Help and Support dialog box, click the Online Help drop-down menu at the bottom.
	Select Get online Help. This will display online help topics for your content and keyword searches. You must be connected to the Internet for this feature to work. 
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	1. Press Ctrl-Alt-Delete on the keyboard.
	2. In the Task Manager dialog box, click the Applications tab.
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