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Before we start

m | am from New York and sometimes talk
too fast.

OIf needed, please just tell me to slow down or
repeat what | just said
m Please Close all open Windows

m Good Tutorial Sites:
m http://www.7tutorials.com

m http://www.msoffice-tutorial-
training.com/windows-7-tutorials.html
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On Line Demos

m There are online Videos to help you with Windows 7
m Windows Online Help Site

(http://wi ndows.m icrosoft.com/en-us/windows?/help/videos)

OHere is a sample of the videos available

If you're new to Windows 7
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Ground Rules -1

Click/Left Click means single LEFT Click
Double Click — means double LEFT click
Right Click — means single RIGHT click
Select means move mouse over item and single LEFT
Click
O The name of the button/item to select/click appears in italics.

m The screen shots have been "Cropped" and enlarged to
show the area of interest. They are NOT, necessarily,
the FULL screen shot

O Windows screens will be different on different computers
O Yours may have more or less items than these screen shots

m If you are having problems, raise your hand and a coach
will help you.
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Ground Rules -2

m Turn off your monitor when instructed

Ol will go thru the presentation explaining what
we are going to do

Ol will close the presentation, and go thru the
process so you can watch (on the projector)

Ol will go back to the presentation and leave
the instructions on the screen

OTurn your monitor back on, when instructed,
and follow the steps on the screen
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Windows Live Mall

m Note that Outlook Express is dead!

OYou have to download the replacement
(Windows Live Mail)

mdownload.live.com/wlmail

OSign up for my Windows Live course

= Go to http://www.scs-cc.com/
o Click on Printable Calendar
o Send an email to hverne@yahoo.com to register
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Windows User Account Control

m Very often, after you ask to run a program, a window will
pop up asking if you want to continue.

O If this appears as the result of an action YOU took, select
continue/Allow

» If it appears at any other time, click Cancel!

m In this class, always select}ontinue/Allow

User Account Control 5]

G Windows needs your permission to continue

Don'trun the progranm unkess you know whire 'S fron of you ve used it
befora

[] -I sefup.oe
Ufedentfied Publsher

* Cancel
1 dont bncf whave ths peogram & from o what &' for

If you started this action, continue.

@" Microsoft® Disk Defragmenter

Microsoft Windows

4
2 Allow
TR NG program. Lindw where K5 from of Tve used &t before.

) Details Continue Cancel
%) Detabs
User Account Control helps stop unauthorized changes to your computer. TR = - —
11z1201L 7

Searching

Search Features are
Everywhere
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Searching -1

m Click on the Window's

Documents (785)

Logo/Start Button B o
ODO NOT HIT ENTER sesee
OJust type the first few e ensenetns
letters of a program, \ N oee Qoo e
control panel item, email A3 565G Computer Ciub
or document a2 o
Files (1475)
= Wait patiently and they B scsce._calendar 2009 oct pdf
Wl” appear IﬁﬂJSCSCC;ignin.doc

] scsccsignin.doc
SCSCC

/ See more results
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Using The Start Menu

m Click on Windows Logo

m Type SOL in search box — WAIT -Do NOT hit
enter

m When an entry for Solitaire appears
O Right Click on Solitaire and select Pin to Taskbar
O Right Click on Solitaire and select Pin to Start Menu
O Right Click on Solitaire and Send To / Desktop

m Left Click on a blank area of the Desktop, to
remove the Start Menu

O Open the Start Menu again and observe that solitaire
is now on the menu, above the line

11/27/2011 10




T
Searching -2 :

{ard Disk Drives (13)

m Open Windows o

Total size /53!

Explorer = |

D DOUble CIICk On v]‘,] ’ dalsnm—dif\ed X

Computer /se.mmmw
= Enter text to search fo [« October, 2009 »

Su Mo Tu We Th Fr Sa

m Or Left Click in search 1 2 3
.. . 4 5 6 7 8 9 10

box for additional filter 1 12 130115 16 17

- - 18 19 20 21 22 23 24
criteria 25 26 27 28 29 30 31

A long time age
Earlier this year

Earlier this month
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Searching -3

m Even in the Control Panel
OJust type in a keyword in the search box

_
O e 0]

Eile Edit View Tools Help

a Display
Make text and other items larger or smaller

B System

How to change the size of virtual memory

‘ ‘ Ease of Access Center

®

reen using Maanifier

Turn Magnifier on or off
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Gadgets
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Win 7 Gadgets — Turn off your
Monitor
m Gadgets are those "things" on the right
hand side of the screen
OIn Windows 7, they can be placed anywhere
OYou can add new ones
OYou can delete the one(s) you have
OYou can disable them from loading
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DB#Win 7 Gadgets — Add Gadgets

Turn off your Monitor
m |f you wish to Add a New Gadget

m Right Click on a blank area of the Desktop

O Select Gadgets

= You see a screen showing the Gadgets installed on your
computer
o Notice the Search Field
o0 Double Click on Picture Puzzle

Search gadgets
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Win 7 Gadgets — Add New -2

m If you have a fast internet E e
connection, such as we
have in the Classroom Picture Puzzle Slide Show Stocks
O To see what additional
gadgets are available
from the Microsoft Site

m click Get more
gadgets online (on  ————

the bottom right of
the window) B

& Get more gadgets online
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Win 7 Gadgets — Add New -3

O Here in class we will add the Weather Bug gadget

£7 Windows [ 5]

Home Explore Windows Products Shop Downloads Help & How-to

Desktop gadgets

programs that offer

on Gallery home

Deskiop backgrounds ~ Gadgets

Get more extras to ¢

L ~ )
o )

amazoncom
All CPU Meter All Search Amazon.com Search Auction Sidebar Tool
Keat no name) ) Intelligroup
Get it now Get it now Get it now
11/27/2011 17
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Win 7 Gadgets — Add New -4

13Diff Search 142 72
Covgle amazon
BINg e’
“exEEoo! yulllh
Super Search Bar TOP - Vista Shutdown WeatherBug
(no name) Control WeatherBug Engineer
Get it now Markus Get it now

Get it now

Scroll Down to Weather Bu
Click on the Get It nowbutton

Click Install (Scroll down if necessary)
When asked to OPEN or SAVE - Click Open
If you get the Security Warning, Click Install
Close All Open Windows
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Win 7 Gadgets — Add New -5

m Go to the Weather Bug \ e

gadget
m TO setup Weather Bug M =
= Right Click, select Options R —

Change Location

Change your location by entering a 'City, State’ or ZIP

- In the Location Field Cede and hit 'Search’. Then Choose a station from the
o Enter our Zip Code (e.g. 89134) -~
s Click Search —— |

T5< oswel or ‘Madrid, Spain or 40259)

Select your city from the menu

I [ Select
m Click OK s Veom. WV ey
Select your station from the menu
t A Becker, Sr. MS (0.80 milese v

11/27/2011

Ernest A Becker, Sr. 80 miles Select
\ OK Cancel
19

B
Win 7 Gadgets - Delete Gadget

m Move your mouse to the top and to
the right of the Simply Weather
gadget
OClick on the "X"

OThe Gadget is deleted

= Note that since you have downloaded it
olf you Right Click and select Gadgets

= You will find Simply Weather already
listed

11/27/2011 20
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Task Bar

m The Quick Launch bar is gone
O See Advanced section for further Information

m Rt Click an icon from the desktop
O Select Pin To task bar

m You can rearrange items on the taskbar
m Active icons are highlighted

m You can show the bfank desktop by hovering
your mouse in the lower right corner

) \f?"”’}%.

b N

g = m(mwlﬂ’muPoin... A QETTTMa 0L
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Manipulating the Taskbar

m Move Mouse over open running item
OMove\nouse over preview window

05 (€)
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Taskbar Right Click Menu

m Right Click on blank area
of the taskbar ,

Cascade windows

. / Show windows stacked
OOverlay open windows T
. Show the deskto,
DArrange WIndOWS Undo Show sideiyside

Horlzonta”y Start Task Manager

Lock the taskbar

OArrange Windg Properties
Vertically

O Minimize all Windows

11/27/2011 23
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Handy Keyboard Shortcuts

m Windows key + Arrow Up

O Make Active window full screen
m Windows key + Arrow Down

O Return Active window to previous size & position
m Windows key + Arrow Right

O Make Active window Half Screen, Right Justified
m Windows key + Arrow Left

O Make Active window Half Screen, Left Justified

11/27/2011 24
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Handy Keyboard Shortcuts -2

m Hold Down the Windows key and tap Home
O This will minimize all but the current window

m Double Click Title Bar
O Maximizes window
O Repeat to restore to previous size and position
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The Right Click Menu - Turn off your
Monitor
m The Right Click Context menu provides
easy access to commonly used functions.
OThe menu is tailored to the operation you are
performing at the time. For example:

» Right Clicking on the desktop will result in one
menu

» Right Clicking on an icon ON the desktop will result
in a different menu.
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Right Click Menu -Icons

m On the desktop, Right Click on the
Solitaire Icon you created earlier

OThere are several items in this menu that are
common to most right click menus
m Cut/Copy/Paste
m Send To
m Delete/Rename

m Properties

o Allows you to view (and sometimes change) things about
the selected item

11/27/2011 27
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Right Click an Icon
§ Morilla Firefox Properties SIS IS

General | Shortcut | Compatibility l Security I Details |

m Properties
Olncludes file ) e

Slze Type of file:  Shortcut (Ink)

Description:  Firefox

OlIncludes key

Location: C:\Users\Public\Desktop

dates Size: 1.68 KB (1,726 bytes)
Size on disk: 4.00 KB (4.096 bytes)
Created: Sunday. June 17, 2007, 10:51:58 AM
Modified: Friday. July 03, 2009, 8:42:09 AM
Accessed: Sunday, June 17, 2007, 10:51:58 AM
11/27/2011 28
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Right Click Menu -Desktop

m Close any Open Windows

m Right Click on a blank area of the Desktop

OThe items in this menu let you control how
your desktop (and the icons on it) will look

OThe Personalize selection lets you tailor the

way the desktop looks
m Screen Saver
m Background Picture

11/27/2011
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Personalize Desktop

m Right Click on blank
area of Desktop
OMove mouse to view

m Auto arrange —
Windows controls Icon
arrangement

m Align to Grid forces fixed
spacing

11/27/2011
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Large icons
Medium icons

Small icons

Auto arrange icons

Align icons to grid

Show desktop icons

Show desktop gadgets

30
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Right Click Menu/Resolution

m Change Text PR —
S | e Besolation:  [280%9%0 )

\lenmum Landscape -
Make text and other items larger or smaller

m YO u h ave tO What display settings should I choose?
ViaKe IT easier 1o reaa wnat s on you
Log Off and iustresolution You can change the size of text and other items
then back on S E

Change display settings

@ Smaller - 100% (default)
Adjust ClearType text

to see the . .
change

Medium - 125%

Larger - 150%

11/27/2011 31

temporarily enlarge just part of the screen, use t

Personalize Desktop ...

m Right Click on blank area Refresh
of Desktop pase

Paste shortcut

OMove mouse to view Undo Delete
= Note Multiple Icon sizes New

Screen resolution

m Select Personalize Godgets
\»

ONote the bottom of this Personalize
screen

= X ) 1
T
2 o 229 k1
s =
Desktop Background dow Col Sounds Screen Saver
tofLibl k ndo efaul Phot
11/27/2011 32
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Personalize Desktop -1
m Right Click on blank area of Desktop

O Move mouse to view
= Note Multiple Icon sizes

m Select Personalize

«
on
<h,

i Tas
11/27/201! e

O You will get this screen

il

m Desktop Background
O Select Using:
= Windows Supplied Background
= Solid Background
m A picture from your Photos
o A slide show of your Photos
m Screen Saver
O Most people like Photos
» Change time ‘till screensaver activates
» Change screensaver Settings

O Source
o Slide Show Speed

= &

Desktop Background Window Color Sounds

11/27/2011

Personalize Desktop -2

EARTHVU Sky No Sounds

33
Screen Saver
Photos
hoto 34
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Personalize Desktop 3

*Double Click Desktop Background

O From the Dropdown
labeled Picture

Choose your desktop background
Locat|on you Can\:l\(kaplduldamaku‘ynuldﬁhnphlckgmumiarwln!mirthaﬂ[cn!)ij-:lulzic:rulzasl\des!‘mw
Select: N
= Windows Supplied
Background
= Solid Background E m E & -
= A picture from you're
My Pictures P i Chmaept ey

O You can also have the ==
Background picture
change periodically

11/27/2011 35
e b
m Screen Saver -
. - ings... Preview |
O Most people like [ :""l"l I
30 Text Ime, display logon screen
Photos Bume :
e pceby adjuting disley
O Select Photos——
= Click Settings e —
= Change time ‘ill ] =1
screensaver activates
r’P-hetns Screen Saver Settings
= Change screensaver
Settings Use pictures from:
o SOUrce My Pictures
o Slide Show Speed T N v —
Shuffle pictures
How do [ customize my screen saver?
11/27/2011 36
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Screen Resolution

=
m At the Personalization screen, Click on I -
Display (on Left Hand Panel) sek ——
Adjust Resolution
m The smaller the resolution, the bigger bl T
everything on the screen gets
O And the less you can view at one Oy (LW )
time Reoltion: 1205360+
m After you click apply, you have 20 Oreteton:[Landscpe ¥
seconds to accept the new resolution.
O If you do nothing, the screen will Mke et an ths e e o sl
revert to its old settingss What disly setingsshould ] choose
11/27/2011 37

HF
Screen Resolution

m Select Display Settings
0O On Top/Left side of Personalize

Resolution:___y (1280 x 960 |
Menu . rl%hndscape v
m You control Resolutiomusing the
Slider

O The smaller esolution, the
bigger everything on screen gets
= And the less you can view at oneti
O After you click apply, you have 20 [ “*
seconds to accept the new
resolution.

= If you do nothing, the screen will revert
to its old settings

Display: 1. Acer X223W 'J

High

1680 x 1050 (recom mended)

1440 % 900

800 x 600

11/27/2011 38
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Start Menu — Jump List

m Select a program, move mouse over arrow

(x, Microsoft Office Excel 2007 » Pinned
[iw. Microsoft Office Word 2007 » ] StockOrdersxls &
@ Microsoft Office PowerPoint 2007 |E] Optionl.xls
@ Microsoft Office Excel 2003 » 3_.] 2009 Medical s
thinkorswim &_'] ClassSep.
E StrategyDesk &ﬂ Semjmdr/ and Classes HV.xls
B4 thinkTDA ) sWRgh.xs
O] Windows Media Player » Recent
& Windows Mobile Device Center »ia_-] Volunteer Names 2009.xls
]| Notepad > B 3 Timerxds
(=) DTaskManager.exe B PBT_DT Timerxds

O Note you can pin items to force them to stick

11/27/2011 39

ngjAdding Menu Bar to Windows

Explorer

m Often the default [0t | ey = oun_ tevioon
Windows Explorer 1 =

Cut

does not have the 17,
Menu Bar. To -
Enable it; o o —
0 On The Toolb

Preview pane

< H <« [«

Click
= Organize
= Select Layout
= Click Menu Bar

Navigation pane

1

11/27/2011 40
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Windows Explorer Options

m Double Click on
COMPUTER

m Click on
Tools/Folder
Options

m Select View Tab

OScroll Down to Use

Folder Options

General | View | Search

Folder views
You can apply the view (such as Details or lcon:
you are using for this folder to all folders of this ty

Reset Folders

Advanced settings
V| Hide empty drives in the Computer folder
Hide extensions for known file types
Hide d system files (R wded)
Launch folder windows in a separate process
Restore previous folder windows at logon
V| Show drive letters
V| Show encrypted or compressed NTFS files in color
V| Show pop-up description for folder and desktop items
V| Show preview handlers in preview pane

Check Boxes/, V| Use check boxes to select items
OCheck Box

Using Win 7 Help
Don't be afraid to ask for help!
Turn off your monitor!

42
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Using Win 7 Help

m Click on Windows Logo

m In the right hand pane, click on Help &
Support

OYou will may get a popup asking Do You
Want to get the Latest Online Content ...?
m Here in class, to keep things simple, select No

= At home, if you do NOT have a dialup
connection, click Yes
o You can change this later if you wish

11/27/2011 43
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Typical Home Help Screen

@ Windows Help and Support [E=3Ech ===
m Click on the . ® & BulS
"Book" tO”SE’e/ () Find an andiver quickly
the table of P sl
contents Not sy where to start?
OYou can think of
Help as an

On I | ne b00k More on the Windows website
Check out the Wir website, which has more
“ information, downloads, and ideas for getting the most
O Best approach =" out of your Windows 7 PC.

is Search Bar

&3, More support options

/& Offline Help ~

11/27/2011 44
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Example, Using Screen Saver

9 Windows Help and Support

m Enter Screen Saver e

R screen saver

In SearCh Bar and 23resultsforscreenm
tap Enter L Chongeyourscren s

2. Use pictures as a screen saver

m Note the Option of [———
going to Web Site ©© X
for a Video

Change your screen saver

Windows comes with several screen savers. You can also crea
savers from personal pictures that you've saved on your com|
screen savers available to download from the web.

Warning

® You should download screen savers from trusted sources
\ can contain malicious software or spyware

@ Go to the W vebsite to watch the video (1:36)

» Tochange a ver
11/27/2011 45

» Toinstall a screen saver

il

Example, Using Screen Saver

EX Screen Saver Settings

m YOou can Sreen Sover |
actually be
taken directly
to the right
program

Screen saver

‘ (None) - '

3D Text Lme, display lego
Blank
|Bubbles

Mysti

Phyot:z nce by adjusting
Ribbons

Windows Live Photo Gallery

11/27/2011 46
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Signing up for SCS-CC Mailings

m Open up internet explorer

m Sign on to your email provider
OMail.yahoo.com
OMail.google.com
OWebmail.cox.net
Owebmail.centurylink.net/webmail
Owww.hotmail.com

m Sign in with your username and password

11/27/2011 47
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Signing up for SCS-CC Mailings

m Create/Compose a message

m Address it to
OSCSCC News-subscribe@yahoogroups.com
OSend it and close internet explorer

m When you get home, check your inbox

OYou should have a message from Yahoo
Groups asking you to confirm that you want to
join this group

OClick on the link in this message

11/27/2011 48
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Reference Material

The following material may be use
to those of you whose skills are
beyond basic. They will NOT be
discussed during class
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m Enter SCS-CC.COM into the address bar @Home
of your browser (tap Enter) S
m Click on Seminar Handouts (Left column P';':"efg:ﬁ: C“;g:g“'
of the page) oy ST
= Right Click the desired seminar/tlass Gigalyss Gacatte
February 2010
handout ——
O Select Rrint Target SCSCC0Budet . |
Web-Based\Email w Q&
Windows 7 Adkanced Class m
Windows 7 Basich\Class k Seminar Handouts Lo
T . Mer
Windows 7 Libraries T All Handouts
Windows 7 - Upgrading  Open in new window Donating / Recycling —
Windows Live Essential{ Save target as... Webmaster
Windows Live Mail Clas Print target ———————
. . Gigabyte Gazette Back Issues 1
Windows Live Photo Ga Cut ) 2010
anuary
December 2009 \
11/27/2011 50
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System Repair Disk

m Go to Start and type System Repair

I, Create a system repair disc Send Feedback = &

Select a CD/OVD drive and insert a blank disc into the drive.

A system repair disc can be used to boot your computer. It aiso contains Windows
system recovery tools that can help you recover Windows from a serious error or
restore your computer from a system mage.

Drive: <™ DVD RW Drive (G:) -

Createdsc | [ Cancel

m Available Functions on Boot
O Startup repair, System restore

O System image recovery, Windows memory diagnostic

O Command prompt

11/27/2011

Access Center — Having Troubles

Seeing Cursor? Icons? Text?
m Click Logo

OType access
m Select Ease of Access Center

Explore all settings
When you select these settings, they will automatically start each time you log on.

Adjust settings for the keyboard

11/27/2011

12 Start Magnifier ™ Start Narrator
=4 Start On-Screen Keyboard r Set up High Contrast
) Not sure where to start? Get recommendations to make your computer easier to use
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Upgrading

Upgrade TO
m Custom = |
Upgrade FROM e - ) =
Clean

Pl Custom ustom tom
I n Stal I 32:bit. R— Install Install
Windows Vista. Starter
- Custom ustom Custom
= http://www.mi o

crosoft.com/w ;i Y windowsita |
indows/windo %; ~ =
WS- ;% & Windows Vistz o s
7/get/uparade | = -
-advisor.aspx | ”"’" :
S
|
i
11/27/2011 53
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Web Links

m http://www.microsoft.com/windows/windows-
7/default.aspx
m * Windows 7 Upgrade Advisor

O http://www.microsoft.com/windows/windows-7/get/upgrade-
advisor.aspx

m * Microsoft Security Essentials Download
O http://mww.microsoft.com/protect/

m * Windows Live Essentials Download
O http://explore.live.com/windows-live-essentials
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Web Links-2

m » Windows 7 Easy Transfer Tool

O http://mwww.microsoft.com/windows/windows-
7/features/windows-easy-transfer.aspx

m » Windows 7 Tips

11/27/2011
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Web Links-3

m http://technet.microsoft.com/en-
us/magazine/ee851557.aspx

m + PC Magazine: Windows 7 Page

O http:/mww.pcmag.com/search_redirect/?gry=windows+7&x=0&y

=0&searchSection=0&site=3

m * ZD-Net: Windows 7 Page

O http://news.zdnet.com/2463-9595 22-
286664.html?tag=trunk;popular

m < Windows 7 Pocket Guide (PDF)

O http://dl.dropbox.com/u/304490/Win7/Windows-7-Pocket-
Guide.pdf

11/27/2011

56

28



11/27/2011

Shut Down

mShut Down Windows 7

OTap Windows Key
OTap Right Arrow Key
OTap Enter

mTurn off the Monitor
mGive the coaches a big hand!!
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