Windows 7 User Guide IT HELPS YOU

Contents
TASKDAN ettt e b e bt e s h e s a e et e bt e b e e bt e s he e sae e et e e bt e nbeesneesane e 3
U] o] o S TP PP PPPPTT ORI 3
View the JUMP List fOr @ ProOgram ......cccei ittt ettt e e te e s te e e ate e staeesaseesnteessaeessneeans 3
Open an item from @ JUMIP LISt ...ccuiiiiicciee ettt et e s ste e e s te e et e e sate e e baeesnaeesaseesnaeesaseean 3
LT T T =T g1 o 3= T LT o TN T N 3
L0 0T o1 1= T T = o TSN 3
PREK ettt sttt et e b e e b s h e e a e e s bt et e e b e e b e e nhe e et e et e e bt e nbeeshnenanenas 4
Temporarily preview the deSKEOP . ... e e s e s e e s saaeeeeas 4
Minimize open windows so that they remain minimized.........cccocviieiiiiie e, 4
L YN Y o oY =T o I 1 L= PSPPSR 4
Y 017071 [a =3 Koo FU SRR 5
Use Snipping Tool t0 Capture SCrEEN SNOTS.......cccuiiiiiiiiie ettt et e et e e e rae e e e rae e e e eareeas 5
f o Xz 1 < L UL =T 1] o V1 o SN 5
TO Capture @ SNIP O @ MENU .ooiiiiiiie e e e et e e e e e e e sabae e e esntaeeeesasreeeeas 6
TO ANNOTATE @ SNP ceeiiiiiiiiiieeee ettt et e e s sttt e e e s s s s aabeteeeeesssasasssaeaaeeesssasnsssaaaeeessssnsnsne 6
QI JET= V=T T 11 6
BB (T =T 1] 411 TP SR 6
LGz Yo Fd < LSRR 6
Fi Yo Lo =2 To F= =Y PP 6
(00T o = U I == o =] 4SRRI 6
[0 (o3 o [ PSPPSR 7
WINAOWS SEAICI ...ttt sttt b e b e e s bt e s bt e s at e et e e beesbeesheesaeesabesabe e beenneennes 7
Use the search box on the STart MENU ...t 7
Use the search box in a folder OF lIDrary........oo e eee s 8
SNAP (WINAOW DOCKING) ..eecuviiiiiieeiii ettt ettt te e et e s te e e ete e e s tte e ebaeesabeeeabaeesbeesasaeessseesnseeenssaesnreeanns 9
Arrange WIindows SIde DY SIAE ......coiiiiii e e 10
MaXIMIZE @ WINAOW ...eeniiiiiiiieeie ettt st st ettt e bt e s b e s it e st e s bt e b e e beesbeesmeesmeeeneeenneen 10
SNAKE .t h e bttt ettt e bt e bt e ehe e e a et e bt e be e bt e bt e eh et eate e bt e nbeenbeeshtesaeeea 10




MV ITIESS ACCESS ...ttt ettt e e ettt e e e e e e ettt e e s eeeees s b e eeesee s s s b s essesasbasassessesssanasssssssessssrnnaaneans 10

TIMKEN WIPEIESS ...ttt et st e e st e e sttt e s ab e s bt e s aateesabeeesabeesabeeenteesaneeesnnes 10
HOME WIEIESS ...ttt st sttt et e bt e s bt e s ae e st e s bt e bt e b e s beesmeesmeeenteenneen 10
Projectors and EXTErNal IMONITOIS . ......c.uiii ittt e e s e e e et e e e et a e e e esabe e e e esabeeeeenbeeeeennsenas 11
Activate projector/external MONITOL ........c..iiccii ittt et et eeetre e ebe e e tre e s beeeteeesareean 11
Disconnect projector/external MONITOr......c.c.ciicieiieiiecee e e e e s be e te e beesbaesabesabeenreenreas 11
WiNAOWS IMODITItY CENEET w.iiiiiiiie ettt e st e e e st e e e s s bte e e s sbteeessstaeeesseaeessaneeeessnes 11
2T =4 oY g =T UUUUPPNE 11
VOIUMIE .ttt b e bt s ettt et e bt e s bt e e b et sae e e a bt et e e bt e sh e e sae e e et e e bt e b e e beeeneeenreenreen 12
S =T YY1 LRt 12
Screen Rotation (TAbIETS ONIY) ... e e e e e e eab e e e e enbe e e e eenreeas 12
T T 1 DT o] = PPN 12
PrESENTAtION SETTINGS ..o i ittt et e s ettt e e e e e s e s e bt e e e e e e s e s bbbaaeeeeeseeannnnee 12
AT N LTS AT s VAT ) SRRt 12
L 02T T PPNt 12
AT T OSSOV PTO PRSPPSO 12
View ZIP Contents (WIthOUt @XEIracting) ........cccveicuiieiiie ettt et et e e sate e s be e e tae e s re e ebaeesaree s 12
Password EXpiration NOtIfiCation........cuuiiiiiiii e e e s e e e e e e areeas 13
L 011 G2 PP 14

2|Page



Taskbar

Jump Lists
Jump Lists on the taskbar give you quick access to the things you use most often.

View the Jump List for a program
e Right-click a program's button on the taskbar.

@ Documents
[ Pictures
JH Music

B videos

3 B Pin an item to a Jump List

J Desktop Open the program's Jump List, point to the item and click the
pushpin icon.

Open an item from a Jump List
Open the program's Jump List, and then click the item you
wish to start.

7 Windows Explorer
o Unpin this program from taskbar Notes: Folders are considered Windows Explorer items, and
appear in the Windows Explorer Jump List when pinned or
opened.

Unpin an item
Open the program's Jump List, point to the item and click the pushpin icon.

Notes: The next time you open an item that you've unpinned, it might reappear in the Jump
List. To remove an item from the list, right-click the item and then click Remove from this list.
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Peek
You can temporarily view the desktop using Peek. This can be useful for quickly viewing desktop gadgets

and folders, or when you don’t want to minimize all open windows and then have to restore them later.

Show desktop
saapm Ny

A ny, @ »)
-1 4 6/8/2009

Temporarily preview the desktop
1. Point to the Show desktop button at the end of the taskbar. The open windows fade from view,
revealing the desktop.
2. To make the windows reappear, move the pointer away from the Show desktop button.

Minimize open windows so that they remain minimized
1. Click the Show desktop button.
2. To restore the open windows, click the Show desktop button again.

When you open multiple windows on the desktop, it can sometimes be a challenge to view separate
windows and switch between them.

You can use Peek to take a quick look at other
open windows without clicking away from the
window you're currently working on. Peek
makes it easy for you to preview the contents
of open windows and switch to the one you
want.

Preview open files
1. Point to a program button on the
taskbar that has open file(s).
2. Point to a thumbnail. All other open
windows temporarily fade away to




reveal the selected window.
3. To preview a different window, point to a different thumbnail.
4. To restore your desktop view, move the pointer away from the thumbnails.

Tip: To open the window you're previewing, click the thumbnail.

Snipping Tool
The Snipping Tool captures a screen shot of anything on your desktop, like a picture or a section of web
page.

Snip a whole window, a rectangular section of the screen, or draw a freehand outline with your mouse
or tablet pen (or your finger, if you're using a PC with a touchscreen). Then you can annotate, save, or e-
mail the image using the buttons in the Snipping Tool window.

Use Snipping Tool to capture screen shots
You can use Snipping Tool to capture a screen shot, or snip, of any object on your screen, and then
annotate, save, or share the image.

54 Snipping Tool o B X

k% New ~ Options

Select a snip type fromthe menu @
or click the New button.

You can capture any of the following types of snips:

e Free-form Snip. Draw a free-form shape around an object.

e Rectangular Snip. Drag the cursor around an object to form a rectangle.

e Window Snip. Select a window, such as a browser window or dialog box, that you want to
capture.

o Full-screen Snip. Capture the entire screen.

After you capture a snip, it's automatically copied to the Clipboard and the mark-up window. From the
mark-up window, you can annotate, save or share the snip. The following procedures explain how to use
the Snipping Tool.

To capture a snip
1. Open the Snipping Tool by clicking the Start button ©. In the search box, type Snipping Tool
and then, in the list of results, click Snipping Tool.
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2. Click the arrow next to the New button, select Free-form Snip, Rectangular Snip, Window Snip,
or Full-screen Snip from the list, and then select the area of your screen that you want to
capture.

To capture a snip of a menu
If you want to capture a snip of a menu, such as a drop-down menu, follow these steps:

1. Open Snipping Tool by clicking the Start button ©. In the search box, type Snipping Tool and
then, in the list of results, click Snipping Tool.

2. After you open Snipping Tool, press Esc, and then open the menu that you want to capture.
Press Ctrl + Print Screen (PrtScn).

4. Click the arrow next to the New button, select Free-form Snip, Rectangular Snip, Window Snip,
or Full-screen Snip from the list, and then select the area of your screen that you want to
capture.

To annotate a snip
After you capture a snip, you can write and draw on or around the snip in the mark-up window.

To save a snip
1. After you capture a snip, click the Save Snip button in

-(?R Snipping Tool

the mark-up window. . _
File Ed

R

2. Inthe Save As dialog box, enter a name for the snip,
choose a location where to save the snip, and then

click Save.

ave Snip |

To share a snip
After you capture a snip, click the arrow on the Send Snip button, and then select an option from the
list.

Gadgets

Gadgets put useful information at your fingertips.

Add gadgets
1. Right-click on the desktop.
2. Select Gadgets.
3. Alist of gadgets will appear.
4. Double-click a gadget to add it to the desktop.

-

Saturday Sunday

65

e Txwe | 5V g

Configure gadgets
1. Hover the mouse over the gadget.




2. Select the Options button &V that appears.
3. A configured window will appear.
4. Make your changes and select OK.

Close gadget
1. Hover over the gadget.
2. Select the Close (X) button that appears.
3. The gadget will then disappear from the
desktop.

Windows Search
Windows provides several ways to find files and folders. There isn't one best way to search—you can use
different methods for different situations.

Use the search box on the Start menu
You can use the search box on the Start menu to find files, folders, programs, and e-mail messages
stored on your computer.

To find an item using the Start menu:

e C(Click the Start button o, and then type a word or part of a word in the search box.
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| Documents (1)
| Letter for Heidi.txt
Music (30)

@) 17 Track 17.mp3
16 Track 16.mp3
15 Track 15.mp3
| 14 Track 14, mp3
2| 13 Track13.mp3

Pictures (10)

i DSC02741.0PG
= DSC02209.UPG
&= DSC02208.JPG
= DSC02207JPG

Files (1)
. Heidi's Music

tl
2

4 See more results

L heidi x| | Shutdown | » |

i -
@ i 3 wn!

( 1 | Search results 2 ) Search box

As you type, items that match your text will appear on the Start menu. The search results are based on
text in the file name, text in the file, tags and other file properties.

Note: When searching from the Start menu, only files that have been indexed will appear in search
results. Most files on your computer are indexed automatically.

Use the search box in a folder or library

Most often you look for a file that you know is in a particular folder or library, such as Documents or
Pictures. Browsing for the file might mean looking through hundreds of files and subfolders. To save
time and effort, use the search box at the top of the open window.

= I! 53 !l The search box filters the current view based on text
that you type. The search looks for text in the file name
>—| ! Search Documents el | and contents and in the file properties, such as in tags.
==+ [0 @ I
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In a library, the search includes all folders included in the library as well as subfolders within those

folders.

To search for a file or folder by using the search box:

e Type a word or part of a word in the search box.

As you type, the contents of the folder or library are filtered to reflect each successive character you

type. When you see the file that you want, stop typing.

Example: Suppose your Documents

library looks like this:

e -

Q' Jw! s » Libranes »
\J

Osganize » Shace with v

@37 Favorites
B Desitop
# Downloads
2. Recent Places
y Faomily photes

Documents » v|éy
Burn New foider
Documents library

ccatior

Invoice reports

gv\ jw| 7 » Search Resuks in Documents »

Oeiganize Seve search Bum
¢ Favorites Documents library
B Desitop caech Resuits
# Downioads

2. Recent Places
y Farsly photes

Iwoice reports
CA\Users\Putiic\ Documents

Meetings
4 Libranes Sudget
Y Doc ts Letter for Had
} New imoice
o Musc
-~ Pictures "0)“‘5
H videes Fecepts
Schedule
B Computer Trvel
- Tewp report -
S 16 gems
~7
J
EE—)
N that 're looking f
- ow, suppose that you're looking for

Iwoice 09
4 Libranes e e M8
« Documnents /
\ C\Usery\Pubiic\ Documenty\lmeice reperts
o' Musc
W Pictures Old invoice records
E Videos ChUsers\Pubiic\Documents\invoice regonts
New invoice
™ Compntter ) 1e T - %68%8

/f:) 8 zems

Snap (Window Docking)

You can use Snap to arrange windows side by side, which is helpful when comparing two documents or

your invoice files, so you type "invoice"

in the search box. As you type, the view

is automatically filtered and you see

something like this:

moving files from one place to another. Also, Snap can maximize a window, making it easier to focus on

that window instead of other open windows.
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Arrange windows side by side
1. Drag the title bar of a window to the left or right side of the screen until an outline of the
expanded window appears.
2. Release the mouse to expand the window.
3. Repeat steps 1 and 2 with another window to arrange the windows side by side.

To return the window to its original size, drag the title bar away from the top of the desktop and then
release.

Maximize a window
1. Drag the title bar of the window to the top of the screen. The window's outline expands to fill
the screen.
2. Release the window to expand it to fill the entire desktop.

To return the window to its original size, drag the title bar of the window away from the top of the
screen.

Shake

You can use Shake to quickly minimize every open window except the one you're shaking. This feature
can save you time if you want to focus on a single window without minimizing all your other open
windows one by one. You can then restore all of those windows by shaking the open window again.

Minimize windows using Shake
1. Forthe window you want to keep open, drag (or shake) the title bar back and forth quickly.
2. To restore the minimized windows, shake the open window again.

Wireless Access
The following section describes how to access Timken and home wireless networks using your Windows
7 computer.

If the Turn Wireless On button on the Wireless Network tile is unavailable, you may need to use
the hardware switch on your computer to turn on the wireless adapter.

Timken Wireless

Laptops are setup with ThinkVantage Access Connections which manages the wireless connections. A
Timken laptop will automatically connect to the Timken wireless anytime it is disconnected from a
docking station or network cable. No VPN connection is required!

Home Wireless
To setup your home wireless connection, use the procedure below. Once set up, your computer will
automatically connect to your home wireless.
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Press Fn + F5.

Select Find Wireless Network.

Select your home wireless network.
Select the Connect button (bottom-right).

vk wnN e

Change the Location Name to something relevant —i.e., Home.
a. If your wireless network is password protected you'll need to select the Security
Type and provide the password.
6. Select the Save button.

Projectors and External Monitors
You can use Presentation feature to interact with a projector or external monitor.

Disconnect Projector Duplicate Extend Projector only

|

A N

Activate projector/external monitor
1. Connect the projector/external monitor to your computer.

2. Press Windows E +P.
3. Click the appropriate mode: Duplicate, Extend or Project only.

Disconnect projector/external monitor

1. Press Windows E +P.
2. Click Disconnect Projector.
3. Disconnect the video cable.

Windows Mobility Center

With Windows Mobility Center, you can quickly access your mobile PC settings in one convenient

location. To open the Windows Mobility Center press Windows E + X.

[ Windows Mobility Center [E=TIEN ) Brightness

Display o) e Fully charged S . : H
B . | @ o i G | sl ot comeces Move the slider to temporarily adjust the
Q| = - brightness of your display. To adjust the display

Brightness Volume Battery Status Wireless Network

. brightness settings for your power plan, click the
= E;pnlztad @ zl:rt:::;hip; @ Mot presenting

icon on the tile to open Power Options in Control

| Disconnectdisplay | | [ syncsettings | | | Turn on Panel.

External Display Sync Center Presentation Settings

&
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Volume
Move the slider to adjust the speaker volume of your mobile PC or select the Mute check box.

Battery Status
View how much charge remains on your battery or select a power plan from the list.

Screen Rotation (Tablets only)
Change the orientation of your Tablet PC screen, from portrait to landscape, or vice versa.

External Display
Connect an additional monitor to your mobile PC or customize the display settings.

Presentation Settings
Adjust settings, such as the speaker volume and disable the screensaver, for giving a presentation.

7-Zip (like WinZip)
7-Zip is a free third-party tool installed on all Windows 7 computers. This tool provides the ability to
unzip and zip files to and from a variety of formats. 7-Zip usage is described below.

Unzip
1. Right-click on a zipped file. ‘E
2. Select 7-Zip > Extract to... Bei  Open
3. Anew folder will be created in the -zip 4l |[Openarchive
A A A EditPlus Extract files...
directory, which contains the Open with v|  EdractHere
unzipped content. Share with | LExt=cEtofEsamally
. . Test archive
Restore previous versions
Add to archive..,
iiﬂiia » s
Zip
N o 1. Right-click on the file or folder
Bl 1-Zip Add to archive... you wish to Z|p
. Compress and email...
share with ) . 2. Select 7-Zip > Add to...
(5] Shared Folder Synchronization it e p
Restore pravious versions Compress to "Bxample 2" and email 3. A new ZIP file will be created in
Include in library Add to "Bxample.zip” . . .
Compress to "Example.zip” and email the dlreCtOI’y, Wh'Ch ContaInS
Send to

the zipped content.

View ZIP Contents (without extracting)
1. Double-click on a zipped file.
2. The 7-Zip File Manager window will display the content of the zipped file.
3. Browse the files as needed.
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a. You may open files by double-clicking on them, but it is recommended that you

unzip the content before modifying data.

Password Expiration Notification

Windows XP displays the password expiration warning when the 14 day limit is reached. Windows 7 has
shortened the password limit to five days. Additionally, a prompt will not appear during the login
process. Instead, a notification will display in the system tray by the clock. To change your password,
use the following procedure:

vk wNe

’ X TEC-Tech Ctr CTN
Press Ctrl + Alt + Delete. . TER-TERI Bangalore
Select Change a password... =
Type your current password.

@ Consider changing your password % *

Tvbe vour new pbassword twice Your password will expire in 3 days.
ypey P ) To change your password, press CTRL+ALT+DELETE and

Press Enter. then click "Change a password...".
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Hotkeys

In the table below, functions and associated hotkeys are listed.

Function Hotkey

Show desktop Windows + D

Switch window Alt + Tab Windows + Tab
Open taskbar application Windows + Shift + [NUM]*

Activate taskbar application Windows + [NUM]*

Snap left Windows + Left arrow

Snap right Windows + Right arrow

Maximize Windows + Up arrow

Restore/Minimize Windows + Down arrow

Switch window to next monitor Windows + Shift + Right arrow  Windows + Shift + Left arrow
Open Run Windows + R

Open Computer Windows + E

Open Windows Search Windows + F

Open Mobility Center Windows + X

Open System Properties Windows + Pause

Open application as administrator Ctrl + Shift + Left click

Open Start menu Windows Ctrl + Esc
Open Task Manager Ctrl + Shift + Esc

All windows transparent Windows + Space

Display presentation options Windows + P Fn + F7
Lock computer Windows + L

'"Where [NUM] is a number (1 — 9) associated with the applications pinned to the taskbar. The left-most
application on the taskbar is equal to 1.
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