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Enclosed are detailed instructions on how to perform many of the functions in Windows 7.  Please contact ESS at 438-1818 or http://at.illinoisstate.edu/ess/ if you have any questions.
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[bookmark: _Toc290547958][bookmark: _Toc290548030][bookmark: _Toc290548058]Quick Launch Toolbar vs. Windows 7 Toolbar

[bookmark: _Toc290547959][bookmark: _Toc290548031][bookmark: _Toc290548059]Enabling Quick Launch in Windows 7
1. Right click any empty area in your taskbar, and uncheck “Lock the taskbar”.
2. Right click any empty area of your taskbar again, select toolbars, then new toolbar.
3. Copy the following address, and paste it into the address bar of windows explorer.
4. Select the Quick Launch folder, and click on select folder below. (Do not double-click quick launch).
5. Now you’ll see Quick launch in your taskbar. Since we previously unlocked the taskbar, you can place the Quick Launch bar. Anywhere you want by dragging it to the leftmost or rightmost corner of the taskbar.
6. You’ll want to hide the Quick Launch text and program titles as well. Right click the Quick Launch bar and deselect show text and show title.
[bookmark: _Toc290547960][bookmark: _Toc290548032][bookmark: _Toc290548060]Gadgets
[bookmark: _Toc290547389][bookmark: _Toc290547961][bookmark: _Toc290548033]	Locating Gadgets
1. Click windows icon in the lower left corner of the screen.
2. Click all programs.
3. Click desk top gadget gallery.
         Weather Gadget
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[bookmark: _Toc290547962][bookmark: _Toc290548034]RSS Feed highlight
Feeds
1. May view four feeds at once.
2. Right click any open space on the desktop then click gadgets.
3. The gadgets window will appear, right-click feed headlines and then click add.
4. On the top-right of your desktop you’ll feed reader gadget open up. You’ll see the toolbar for it appear on the right-hand side if you hover over the gadget. Click the wrench (Options).
5. Now in the feed headlines window, click the display this feed: drop-list menu. You can select to display all of your subscribed IE feeds, or just one of your favorites.
ISU Media Relations RSS Feed
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[bookmark: _Toc290547964][bookmark: _Toc290548036][bookmark: _Toc290548062]	Setting a default printer
1. Click windows icon in the lower left corner of the screen.
2. Click devices and printers.
3. Under printers and faxes click on your printer.
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[bookmark: _Toc290547966][bookmark: _Toc290548038][bookmark: _Toc290548064]	Mapping network drives in windows 7
1. Open windows explorer by double clicking on the computer icon on the desktop.
2. Click on map network drive at the top of screen.
3. In the map network drive window select the drive letter from the dropdown list adjacent to drive.
4. Either type the name of the location of the folder to be mapped or click browse button and select the folder to be mapped.
5. In the browse for folder dialog box navigate to the folder to be mapped and press ok.
6. Click finish button.
[bookmark: _Toc290547967][bookmark: _Toc290548039][bookmark: _Toc290548065]How to open a file and then go up higher in the root of the path
[bookmark: _Toc290547968][bookmark: _Toc290548040][bookmark: _Toc290548066]	Root of the path
1. Click computer on desktop.
2. Click on drive your file is in. 
3. At the top of screen it shows the drive and file where there are also drop down arrows to go forward and backwards in the root of the file.
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[bookmark: _Toc290547970][bookmark: _Toc290548042][bookmark: _Toc290548068]	Access
1. Click on program within MS Office that you are working from.
2. Click on file at top of screen.
3. Then all the latest files that you have worked in drop down.
[bookmark: _Toc290547971][bookmark: _Toc290548043][bookmark: _Toc290548069]Display of document in detail view and showing document type
[bookmark: _Toc290547972][bookmark: _Toc290548044][bookmark: _Toc290548070]	Display of document in detail view
1. Click windows icon in the lower left corner of the screen.
2. Click documents.
3. Click the drop down arrow at the top right of screen.
4. Click details.


4) [bookmark: _Toc290547973][bookmark: _Toc290548045][bookmark: _Toc290548071]To view and switch windows: When you have lots of windows open, Windows 7 makes it simpler to find the one you want.  You can see all the windows from your taskbar and switch through them with ease.
· Hover the cursor over that program’s icon to see all of the open windows, then:
· Hover over the previews to see the full screen.
· Click on the preview to switch to the window you want to see.

5) [bookmark: _Toc290547974][bookmark: _Toc290548046][bookmark: _Toc290548072]Aero Peek:  You no longer have to dig through lots of open windows to see something on your desktop.  You can now peek at your desktop and gadgets without touching any of your open windows with Aero Peek.

· Hover your cursor over the small rectangle in the bottom right hand corner of your screen (your windows will become transparent), or
· Click on it to minimize all of your open windows.
· Click on it again to bring your windows back.
· Or you can [WIN + Space bar] will provide a peek of your desktop.

6) [bookmark: _Toc290547975][bookmark: _Toc290548047][bookmark: _Toc290548073]Pin:  You can pin the programs you use most on the taskbar so that you can access them with one click.
· Hover your cursor over the favorite program and drag it to the taskbar, or
· Right click on it and choose “pin to taskbar”.
· Your program will then be pinned to the taskbar.  To open the program, just click on the icon on your taskbar.  You can unpin any program at any time.

7) [bookmark: _Toc290547976][bookmark: _Toc290548048][bookmark: _Toc290548074]Snap:  Snap helps you quickly resize windows for better viewing and easily compare two documents side-by-side.
· Drag the window to either side of the screen.  When the mouse pointer hits the side of the screen, the window will snap to half of your screen.
· To expand a window vertically, drag either the top or bottom border to the edge of your screen.  When the mouse pointer hits the edge, the window will snap to maximize vertically while keeping the same width.

8) [bookmark: _Toc290547977][bookmark: _Toc290548049][bookmark: _Toc290548075]Keyboard Shortcuts for Managing Windows

· [Win+M] – Minimize all open windows
· [Win+Shift+M] – Undo all window minimization
· [Win+D] :- Toggle showing the desktop
· [Windows+Up] – Maximize window
· [Windows+Down] – Minimize windows / Restore
· [Windows+Left] – Dock window to the left side
· [Windows+Right] – Dock window to the right side
· [Windows+Shift Up] – Maximize vertical size of window
· [Windows+Shift Down] – Restore vertical size
· [Windows+Shift Left] – Move window to left monitor
· [Windows+Shift Right] – Move window to right monitor
· [Win+Spacebar] – Aero desktop peek
· [Win+Home] – minimize/maximize all inactive windows
· [Alt+F4] - Close the active window
· [Alt+Tab] - Switch to previous active window (repeat for next program)
· [Alt+Esc] – Cycle through all open windows
· [Win+Tab]- Flip 3D
· [Ctrl+Win+Tab]- Persistent Flip 3D (Arrow keys to choose program, Enter to select)


9) [bookmark: _Toc290547978][bookmark: _Toc290548050][bookmark: _Toc290548076]Keyboard Shortcuts for General Use:

· [Win+P] – show presentation mode projector options
· [Win+G] – show desktop gadgets
· [Win+L] – Lock computer
· [Win+X] - Mobility Center
· [Win++] - Zoom in
· [Win+-] – Zoom out
· [Win+=] – Magnifier

10) [bookmark: _Toc290547979][bookmark: _Toc290548051][bookmark: _Toc290548077]Keyboard Shortcuts for Managing Your Taskbar:

· [Win+Any number (1, 2, 3, .., 0)] – open the corresponding taskbar pinned program.
· [Ctrl+Click a pinned taskbar icon] – cycle through the program’s open windows.
· [Shift+Click a pinned taskbar icon] -run a new instance of the program.
· [Ctrl+Shift+Click a pinned taskbar icon] – run a new instance of the program as administrator.
· [Shift+Right-click on icon] – Show window menu (Restore, Minimize, Move etc).
· [Shift+Right-click on grouped icon] - Show window menu (Restore All, Minimize All, Move All etc).
· [Win+T] – Cycle through applications on taskbar (showing its live preview).
· [Win+Shift+T] – As above, but in reverse order.
· [Win+R] - Opens Run dialog box.


11) [bookmark: _Toc290547980][bookmark: _Toc290548052]Keyboard Shortcuts for Windows Explorer:

· [Alt+P] - Show/hide Preview Pane
· In windows explorer, this shortcut will activate a preview pain of your selected file; it can be an image, document or even a sound or video file.
· [Alt+Up] - Go up one level.
· [Alt+Left/Right] - Back/forward.
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1) Web Slices
2) Instant Search

[bookmark: _GoBack]
2

image1.jpeg




image2.jpeg




image3.jpeg




image4.png
Alumni Maga

Web Extra: One-roor

Web Extra: Alumnus

Reggie Reads: liove

Matching dreams

=M OO





