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There have been some changes 

made to the desktop with 

Windows 7.  Some of these 

changes may be familiar to 

you, especially if youôve been 

using Windows Vista, others 

are completely new.  
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Sometimes called the superbar  

this is completely redesigned in 

Windows 7.  You can read more 

about the new taskbar and how 

it works later in this chapter 

but it is now 

a place from 

which you 

can both 

launch and 

manage 

running and 

non - running 

programs and 

applications.  

It is essentially a 

merging of the old 

taskbar and quick 

launch  area.  
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One of the criticisms in 

previous versions of 

Windows was how annoying 

the notification area  became.  

This is the area on the right 

side of the taskbar that filled 

up with icons and alert 

balloons, telling you about 

things happening on your 

PC. 

 

I will talk at more length 

about the new notification 

area later in this chapter.  

A call to Action  
 

¢ƘŜ ƴŜǿ ƅŀƎ ƛƴ ǘƘŜ 

ƴƻǝŬŎŀǝƻƴ ŀǊŜŀΣ 

ǘƘŜ ŦŀǊ ǊƛƎƘǘ ƻŦ ǘƘŜ 

ǘŀǎƪōŀǊΣ ƛǎ ƴƻǿ ǘƘŜ 

ƻƴƭȅ ǇƭŀŎŜ ȅƻǳ ƴŜŜŘ 

ǘƻ Ǝƻ ǘƻ Σ ǘƻ ǊŜŎŜƛǾŜ 

ƴƻǝŬŎŀǝƻƴǎ ŀōƻǳǘ 

²ƛƴŘƻǿǎ ŀƴŘ ƻǘƘŜǊ 

ǎƻƊǿŀǊŜ όƛƴŎƭǳŘƛƴƎ 

ŀƴǝ-ǾƛǊǳǎ ǎƻƊǿŀǊŜύΦ 

¢ƘŜ ƅŀƎ ǿƛƭƭ 

ƘƛƎƘƭƛƎƘǘ ǿƛǘƘ ŀ 

ŎǊƻǎǎ ǿƘŜƴ ǘƘŜǊŜΩǎ 

ŀ ƳŜǎǎŀƎŜ ŦƻǊ ȅƻǳΦ 
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The Start Menu hasnôt 

changed much since 

Windows Vista but now 

includes  jumplists  which 

will pop out when you 

click the arrow on the 

right side of some Start 

Menu items.  

 

There is also 

a search box 

you can use 

to find 

programs and 

files.  
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You can pin programs 

to the Start Menu so 

they always appear 

there.  You can do this 

by right clicking  

with your mouse 

and selecting Pin 

to taskbar .  You 

can also pin items 

to the taskbar this 

way and unpin  

items.  
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The first item in the Start 

Menu is called Getting 

Started .  You can 

click on this to 

open it in itôs own 

window or open its 

jumplist.  

 

Here you can 

perform post - install 

duties such as 

personalising your 

desktop and adding 

more users.  

 

Jumplists in the 
Start Menu 

 
{ƻƳŜ {ǘŀǊǘ aŜƴǳ 

ƛǘŜƳǎ ƘŀǾŜ ŀ ǎƳŀƭƭ 

ŀǊǊƻǿ ǘƻ ǘƘŜƛǊ ǊƛƎƘǘΦ  

/ƭƛŎƪƛƴƎ ǘƘƛǎ ǿƛƭƭ 

ōǊƛƴƎ ƻǳǘ ŀ ƭƛǎǘ ƻŦ 

ƻǇǝƻƴǎ ƻǊ ǊŜŎŜƴǘ 

ŬƭŜǎ κ Řƛǎƪ ƭƻŎŀǝƻƴǎΦ 

¢Ƙƛǎ Ŏŀƴ ǎƛƳǇƭƛŦȅ 

ŀŎŎŜǎǎ ǘƻ ŎƻƳƳƻƴ 

ŬƭŜǎ ŀƴŘ ŦŜŀǘǳǊŜǎ 

ǿƛǘƘƛƴ ǇǊƻƎǊŀƳǎΦ 

 

Pin items to 
the Start Menu 

 
LŦ ȅƻǳ Ǉƛƴ ŀ ǇǊƻƎǊŀƳ 

ǘƻ ǘƘŜ {ǘŀǊǘ aŜƴǳ ƛǘ 

ǿƛƭƭ ŀƭǿŀȅǎ ŀǇǇŜŀǊ 

ƛƴ ǘƘŜ {ǘŀǊǘ aŜƴǳ 

ǿƘŜƴŜǾŜǊ ȅƻǳ ǇǊŜǎǎ 

ǘƘŜ ²ƛƴŘƻǿǎ ƪŜȅΦ 

wƛƎƘǘ ŎƭƛŎƪ ǘƘŜ 

ǇǊƻƎǊŀƳ ǿƛǘƘ ȅƻǳǊ 

ƳƻǳǎŜ ŀƴŘ ǎŜƭŜŎǘ 

Ǉƛƴ κ ǳƴǇƛƴ ǘƻ {ǘŀǊǘ 

aŜƴǳ ǘƻ Řƻ ǘƘƛǎΦ 
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The new taskbar is the main 

place from which to launch 

programs and manage running 

programs.  

 

You can pin programs to the 

taskbar in the same way as 

pinning them to the Start 

Menu (see 

Pinning Start 

Menu Items ) on 

the previous 

page.  
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The live 

thumbnails have been 

improved since Windows Vista.  

Rolling over an icon on the 

taskbar will show you 

thumbnails of the program.  In 

the case (above) there are two 

tabs open in Internet Explorer 

and it will show you both tabs.  

 

Rolling your mouse over a 

thumbnail will show you the 

Window full size, making all 

other windows transparent.  

This will also work for 

minimised windows, it will 

restore them for you.  
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At the very bottom right of 

your screen (the far right of 

the taskbar) is a small 

button which will show you 

your desktop.  

 

Rolling your mouse over this 

button will make all the 

windows on your desktop go 

transparent.  Clicking it will 

minimise every window.  If 

you click this button again 

every window will be 

restored to its full - size.  

 

Using 
thumbnails to 

organise 
windows 

 
LŦ ȅƻǳ ƘŀǾŜ ŀ ƭƻǘ ƻŦ 

ǿƛƴŘƻǿǎ ƻǇŜƴ ƻƴ 

ȅƻǳǊ ŘŜǎƪǘƻǇ ȅƻǳ 

Ŏŀƴ ǳǎŜ ǘƘŜ ƭƛǾŜ 

ǘƘǳƳōƴŀƛƭǎ ǘƻ 

ƻǊƎŀƴƛǎŜ ǘƘŜƳΦ  

IƻǾŜǊƛƴƎ ƻǾŜǊ ŀ 

ǘƘǳƳōƴŀƛƭ ƻƴ ǘƘŜ 

ǘŀǎƪōŀǊ ǿƛƭƭ ƳŀƪŜ ŀƭƭ 

ƻǘƘŜǊ ǿƛƴŘƻǿǎ 

ǘǊŀƴǎǇŀǊŜƴǘ ŀƴŘ 

ǎƘƻǿ ȅƻǳ ǘƘŜ 

ǎŜƭŜŎǘŜŘ ǿƛƴŘƻǿΣ 

ŜǾŜƴ ƛŦ ǘƘŀǘ ǿƛƴŘƻǿ 

ƛǎ ƳƛƴƛƳƛǎŜŘΦ 
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The new Taskbar also 

has jumplists for many 

programs.  You can 

access these either by 

right clicking on the 

icon with your mouse 

or by left clicking with 

your mouse and pushing 

the mouse upwards, away 

from the icon.  

 

These jumplists can show 

you recent files and disk 

locations.  They can also 

contain features within a 

program you may want to 

access easily.  
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You may want to pin items 

to jumplists on the 

taskbar.  

 

You can do this by right 

clicking on the jumplist 

item and selecting pin / 

unpin to this list .  

 

This can be used to gain 

quick access to documents 

or disk locations you use 

regularly, such as a home 

finance spreadsheet.  
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If you want to pin a 

program to the new 

taskbar you can either 

right click  on it in the 

Start Menu and select 

Pin to Taskbar  or right 

click on itôs icon when it 

is running and do the same.  

Running two 
instances of a 
program from 

the taskbar  
 

LŦ ŀ ǇǊƻƎǊŀƳ ƛǎ ƻǇŜƴ 

ŎƭƛŎƪƛƴƎ ƛǘΩǎ ǘŀǎƪōŀǊ 

ƛŎƻƴ ǿƛƭƭ ƻƴƭȅ 

ƳƛƴƛƳƛǎŜ ŀƴŘ 

ƳŀȄƛƳƛǎŜ ƛǘΦ  ¢ƘŜǊŜ 

ŀǊŜ ǘǿƻ ǿŀȅǎ ǘƻ 

ƻǇŜƴ ŀ ƴŜǿ 

ƛƴǎǘŀƴŎŜ ƻŦ ǘƘŜ 

ǇǊƻƎǊŀƳ όǎŀȅΣ ǘǿƻ 

ŜȄǇƭƻǊŜǊ ǿƛƴŘƻǿǎύΦ 

мύ ǊƛƎƘǘ ŎƭƛŎƪ ǘƘŜ 

ƛŎƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ 

ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ 

ǇǊƻƎǊŀƳ ǘƻ ƻǇŜƴ ŀ 

ǎŜŎƻƴŘ ƛƴǎǘŀƴŎŜ ƻŦ 

ƛǘΦ 

нύ ŎƭƛŎƪ ǘƘŜ ǎŎǊƻƭƭ 

ǿƘŜŜƭ ōŜǘǿŜŜƴ ǘƘŜ 

ōǳǧƻƴǎ ƻƴ ȅƻǳǊ 

ƳƻǳǎŜ όƛŦ ȅƻǳ ƘŀǾŜ 

ƻƴŜύ ǿƘƛŎƘ ǿƛƭƭ ŀƭǎƻ 

ƻǇŜƴ ŀ ǎŜŎƻƴŘ 

ƛƴǎǘŀƴŎŜ ƻŦ ǘƘŜ 

ǇǊƻƎǊŀƳ 
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Clicking on the flag in the 

notification area will bring up 

the action centre .  This is 

where all the alert messages, 

informing you about things 

happening with your computer 

are to be found.  

 

If there is a message this flag 

with change from plain white 

to a flag with a red cross on it.  

 

The first alert you will see 

after installing Windows 7 is 

one advising you to install anti

- virus software.  You can click 

on the message to find out 

more about it or click on open 

action centre  to see the action 

centre full size.  

Itôs in the full action centre 

that you have control over 

what alerts you choose to see.  

You can follow step - though 

guides to fix common 

problems and also view 

archived messages.  

 

The action centre is your 

first port of call to diagnose 

and fix problems with 

Windows 7.  

 

There are options here to 

Troubleshoot  problems 

with Windows or use 

Recovery  tools if Windows 

needs repairing.  

 

Alerts will be colour -coded 

red, yellow or green 

depending how serious 

Windows believes they are.  

Where have all 
the notification 
area icons gone 

 
LŎƻƴǎ ǘƘŀǘ ǘƘŜ ƴŜǿ 

ƴƻǝŬŎŀǝƻƴ ŀǊŜŀ 

ƘƛŘŜǎ ōȅ ŘŜŦŀǳƭǘ Ŏŀƴ 

ōŜ ŘƛǎǇƭŀȅŜŘ ōȅ 

ŎƭƛŎƪƛƴƎ ŀ ǎƳŀƭƭ ǳǇ 

ŀǊǊƻǿ ǘƘŀǘ ŀǇǇŜŀǊǎ 

ƴŜȄǘ ǘƻ ǘƘŜ ŀŎǝƻƴ 

ŎŜƴǘǊŜ ƅŀƎΦ 

/ƭƛŎƪƛƴƎ ǘƘŜ 

ŎǳǎǘƻƳƛǎŜ ƭƛƴƪ ƛƴ ǘƘŜ 

ǿƛƴŘƻǿ ǘƘŀǘ 

ŀǇǇŜŀǊǎ ǿƛƭƭ ŀƭƭƻǿ 

ȅƻǳ ǘƻ ǎŜǘ 

ǇǊƻƎǊŀƳǎΣ ǎǳŎƘ ŀǎ 

ŀƴǝ-ǾƛǊǳǎ ǎƻƊǿŀǊŜΣ 

ǘƻ ŀƭǿŀȅǎ ŘƛǎǇƭŀȅ ƛƴ 

ǘƘŜ ƴƻǝŬŎŀǝƻƴ 

ŀǊŜŀΦ 
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As with previous versions 

of Windows, Windows 

Explorer is the main way 

you access and organise 

your files and folders.  Itôs 

not changed much since 

Windows Vista, but there 

are important changes 

none the less.  

 

By default now, starting 

Windows Explorer will 

show you the new 

Libraries .  Iôll write about 

these more later in this 

chapter.  The toolbar along 

the top of the screen now 

has handy text labels that 

will change depending on 

the content youôre looking 

at.  These commands will 

allow you to do things from 

creating folders to burning 

files to CD or DVD.  

 

The Breadcrumb bar also 

still sits at the top of 

Windows Explorer and Iôll 

talk about this more in a 

moment.  

 

The biggest change is the 

Navigation pane along the 

left side of the window.  

b!±LD!¢Lhb t!b9 
 

The new navigation pane on 

the left side of explorer 

windows allows quick access 

to Libraries , drives and your 

network.  

 

Each section is collapsible and 

folds out into a full tree.  In 

addition you 

can view your 

Homegroup  

(more on this 

in the chapter 

Connecting )  

There is also a 

new Favourites  

section into 

which you can 

drag and drop 

folders, 

drives and 

other 

locations for 

quick and 

easy access 

to them.  

 

Itôs well 

worth 

spending 

some time 

putting your 

most 

commonly 

used places 

into the 

Favourites  

section as 

itôs an 

enormous 

time saver.  

Customise your 
favourite links  

 
/ǳǎǘƻƳƛǎƛƴƎ ǘƘŜ 

ŦŀǾƻǳǊƛǘŜ ƭƛƴƪǎ ƛƴ 

ǘƘŜ bŀǾƛƎŀǝƻƴ tŀƴŜ 

ƻƴ ǘƘŜ ƭŜƊ ǎƛŘŜ ƻŦ 

ŜȄǇƭƻǊŜǊ ǿƛƴŘƻǿǎ 

Ŏŀƴ ōŜ ŀ 

ǘǊŜƳŜƴŘƻǳǎ ǝƳŜ 

ǎŀǾŜǊΦ 

IŜǊŜ ȅƻǳ Ŏŀƴ ŘǊŀƎ 

ŀƴŘ ŘǊƻǇ ȅƻǳǊ 

ŦŀǾƻǳǊƛǘŜ ŀƴŘ Ƴƻǎǘ 

ŎƻƳƳƻƴƭȅ ŀŎŎŜǎǎŜŘ 

ŦƻƭŘŜǊǎ ŀƴŘ ŘǊƛǾŜǎΣ 

ŜƛǘƘŜǊ ƻƴ ȅƻǳǊ ƻǿƴ 

t/ ƻǊ ƻƴ ŀ ƭƻŎŀƭ 

ƴŜǘǿƻǊƪΦ 

LǘΩǎ ǿŜƭƭ ǿƻǊǘƘ 

ǎǇŜƴŘƛƴƎ ǎƻƳŜ ǝƳŜ 

ǎŜǩƴƎ ǘƘƛǎ ǳǇΦ 
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As with Windows Vista the 

breadcrumb bar is your main 

way of navigating Windows 

Explorer through the drives 

and folders on your PC.  

 

Each section (folder) is 

separated by an arrow.  

Clicking this arrow will display 

a drop -down menu that will 

allow you to instantly move to 

any 

other 

branch 

in that 

point of 

the tree.  

For 

instance, 

in the 

image 

(above) 

you can see weôre on the 

Windows 7 (C:)  drive, in the 

Users folder and then in the 

Mike  and Contacts  folders, 

both sub - folders of that.  
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In the top left of explorer 

windows are left and right 

arrows to take you to back 

and forward between the 

folders and disks youôve 

looked at.  

 

You can also jump directly to 

anywhere 

youôve 

recently been 

by clicking 

the down 

arrow 

between 

these buttons 

and the 

breadcrumb 

bar.  
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The default way of viewing 

files and folders is by no 

means the only way of doing 

so.  

 

In the top 

right of 

explorer 

windows 

are 

two 

icons 

to 

change the view you can see.  

Clicking the first icon will 

bring up a slider control you 

can use to change the 

thumbnail and icon size 

for files and folders in 

that explorer view.  You 

can also select other 

views here including List , 

Details  and my personal 

favourites, the very 

interesting and helpful 

Tiles  and Content.  

 

Change the 
default 

explorer view 
 

.ȅ ŘŜŦŀǳƭǘΣ 

²ƛƴŘƻǿǎ 9ȄǇƭƻǊŜǊ 

ǿƛƭƭ Ƨǳǎǘ ǎƘƻǿ ȅƻǳ 

ŀƴ ŀƭǇƘŀōŜǝŎŀƭ ƭƛǎǘ 

ƻŦ ŀ ŦƻƭŘŜǊΩǎ 

ŎƻƴǘŜƴǘǎΦ 

LǘΩǎ ǿƻǊǘƘ 

ŎǳǎǘƻƳƛǎƛƴƎ ǘƘƛǎ 

ǾƛŜǿ ǘƻ ŀƴƻǘƘŜǊ 

ǘƘŀǘ ƛǎ ƳƻǊŜ ƘŜƭǇŦǳƭ 

ŀƴŘ ōŜǧŜǊ ǎǳƛǘǎ  

ȅƻǳǊ ǇŜǊǎƻƴŀƭ 

ƴŜŜŘǎΦ   

Cƻƭƭƻǿ Ƴȅ ǎǘŜǇ-ōȅ-

ǎǘŜǇ ƎǳƛŘŜ ƻƴ Ƙƻǿ 

ǘƻ Řƻ ǘƘƛǎ ƭŀǘŜǊ ƛƴ 

ǘƘƛǎ ŎƘŀǇǘŜǊΦ 
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By default the standard 

view of files and folders in 

Windows Explorer isnôt very 

helpful, being just a simple 

alphabetical list.  You can 

change this as per previous 

versions of Windows easily 

though.  

 

Right clicking  anywhere in a 

blank space in the 

explorer window will 

bring up a context menu 

that will allow you to sort 

and group files by 

different criteria such as 

when they were last 

modified, how big they 

are or, my personal 

favourite, what type of file 

they are.  

 

Sorting files by a criteria 

will keep them as one large 

list.  Grouping them will 

separate them into groups 

determined by the criteria 

you have set.  
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Just next to the help button 

in the top right of explorer 

windows is a button to 

toggle the preview pane.  

This will open up at the side 

of the window and will give 

you a large preview of 

many file 

types 

when 

you click 

on them.  
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When you are viewing files 

and folders organised by 

groups you can collapse some 

groups to make it easier to 

see and get access to the files 

you want.  

 

At the left side of each group 

is a small arrow you can click 

to collapse and restore the 

group.  
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While the Favourites  in the 

Navigation Pane  and the 

Breadcrumb bar make it easy 

to navigate through your files 

and folders, if you have lots of 

files sitting together in your 

documents folder, creating 

additional folders you can 

move some files into can help 

make things easier to find and 

organise.   

 

The New Folder button on the 

explorer toolbar will allow you 

to do this.  

Sorting and 
Grouping by 
more criteria  

 
¢ƘŜǊŜ ŀǊŜ ƳƻǊŜ 

ǘƘŀƴ Ƨǳǎǘ ǘƘŜ 

ǎǘŀƴŘŀǊŘ ŎǊƛǘŜǊƛŀ ŦƻǊ 

ǎƻǊǝƴƎ ŀƴŘ 

ƎǊƻǳǇƛƴƎ ŬƭŜǎΦ  

/ƭƛŎƪƛƴƎ ƻƴ aƻǊŜΦΦΦ 

²ƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƭƻƴƎ 

ƭƛǎǘ ƻŦ Ƴŀƴȅ 

ŘƛũŜǊŜƴǘ ŎǊƛǘŜǊƛŀ 

ȅƻǳ Ŏŀƴ ǎƻǊǘ ŬƭŜǎ 

ŀƴŘ ŦƻƭŘŜǊǎ ōȅΦ 

¢ƘŜǎŜ ƛƴŎƭǳŘŜ 9ȄƛŦ 

Řŀǘŀ ŦǊƻƳ ŀ ŘƛƎƛǘŀƭ 

ŎŀƳŜǊŀ ŀƴŘ  ŀǊǝǎǘ 

ŀƴŘ ŎƻƳǇƻǎŜǊ 

ŘŜǘŀƛƭǎ ŦƻǊ ƳǳǎƛŎ 

ŬƭŜǎΦ 

 

Different views 
in different 

folders 
 

¢ƘŜ ǾƛŜǿ ȅƻǳ ǎŜǘ ŦƻǊ 

ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŦƻƭŘŜǊ 

ǿƛƭƭ ƴƻǘ ŀũŜŎǘ ŀƴȅ 

ƻǘƘŜǊǎΣ ǎƻ ȅƻǳ Ŏŀƴ 

ǎŜǘ ŘƛũŜǊŜƴǘ ǎŜǘǎ ƻŦ 

ŦƻƭŘŜǊǎ ǘƻ ŘƛǎǇƭŀȅ 

ŬƭŜǎ ŘƛũŜǊŜƴǘƭȅΦ 
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Along the bottom of explorer 

windows sits the details pane.  

Clicking on a file will bring up 

information about that file 

here.  This information could 

include the date the file was 

created, itôs size, tags or 

ratings (for information on 

tags and ratings see the 

chapter Searching ).  

This can be especially useful 

with digital photographs where 

the details pane can show 

what camera the photo(s) 

were taken with, the resolution 

of the photograph and 

additional information.  

 

You can change the size of 

the details pane by right 

clicking  in it when 

no file is selected 

and choosing how 

big you want 

from the size  

context menu 

that appears.  

The bigger it is 

the more information it will 

display.  
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Along the top of every 

explorer window is the menu 

bar.  The menu items will 

change depending on the 

content the window is 

displaying but can include 

options from sharing files to 

burning them to disc.  

Use the details 
pane 

 
¢ƘŜ ŘŜǘŀƛƭǎ ǇŀƴŜ 

ŀƭƻƴƎ ǘƘŜ ōƻǧƻƳ ƻŦ 

ŜȄǇƭƻǊŜǊ ǿƛƴŘƻǿǎ ƛǎ 

ƛƴǘŜǊŀŎǝǾŜΣ ȅƻǳ Ŏŀƴ 

ǳǎŜ ƛǘ ǘƻ ŀŘŘ ŀƴŘ 

ǳǇŘŀǘŜ ƛƴŦƻǊƳŀǝƻƴ 

ŀōƻǳǘ ŀ ŬƭŜΣ ǎǳŎƘ ŀǎ 

ƛǘǎ ¢ŀƎǎ ƻǊ wŀǝƴƎ 

όǎŜŜ ǘƘŜ ŎƘŀǇǘŜǊ 

{ŜŀǊŎƘƛƴƎ ŦƻǊ ƻǊŜ 

ƛƴŦƻǊƳŀǝƻƴ ƻƴ 

ǘƘŜǎŜύΦ 

 

Want more 
detail on files? 

 
LŦ ȅƻǳ ǿŀƴǘ ƳƻǊŜ 

ŘŜǘŀƛƭǎ ŀōƻǳǘ ǘƘŜ 

ŬƭŜǎ ȅƻǳ ŎƭƛŎƪ ƻƴ 

ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ 

ŘŜǘŀƛƭǎ ǇŀƴŜ ȅƻǳ 

Ŏŀƴ ǊƛƎƘǘ ŎƭƛŎƪ ƛƴ ǘƘŜ 

ŘŜǘŀƛƭǎ ǇŀƴŜ ǿƘŜƴ 

ƴƻ ŬƭŜ ƛǎ ǎŜƭŜŎǘŜŘ 

ŀƴŘ ŎƘŀƴƎŜ ƛǘǎ ǎƛȊŜΦ  

¢ƘŜ ōƛƎƎŜǊ ƛǘ ƛǎΣ ǘƘŜ 

ƳƻǊŜ ƛƴŦƻǊƳŀǝƻƴ ƛǘ 

ǿƛƭƭ ŘƛǎǇƭŀȅΦ 
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With most photos from 

digital cameras named 

DSC123 we donôt really 

need to know what the 

names of the photos are.  

Fortunately we can turn 

this feature off when 

looking at a folder of 

pictures.  

 

Right click  

anywhere in 

a blank 

space and in 

the context 

menu that 

appears 

select View  

and then 

Hide file 

names .  You 

will now only 

see 

thumbnails 

of the 

pictures in 

that folder.  

 

 

{²L¢/ILbD .9¢²99b 

²Lb5h²{ 
 

There are two ways to 

switch between open 

windows.  Hold down 

the Alt  key on your 

keyboard while 

pressing the Tab key 

will bring up each 

window in a panel of 

thumbnails across the 

middle of your screen.  

C[Lt о5 
 

 

 

 

A more attractive way to 

switch between windows is to 

hold down the Windows key  

while also pressing the Tab 

key will bring up Flip 3D .  This 

will show all your windows in 

an attractive three -

dimensional way.  

 

You can cycle through these 

by pressing the Windows key  

+ Tab  or by using the scroll 

wheel on your mouse.  

Hide the 
names of all 
your pictures 

 
¸ƻǳ ƳƛƎƘǘ ǿŀƴǘ ǘƻ 

ƘƛŘŜ ǘƘŜ ƴŀƳŜǎ ƻŦ 

ŀƭƭ ȅƻǳǊ ǇƛŎǘǳǊŜǎΣ 

ŜǎǇŜŎƛŀƭƭȅ ƛŦ ŀƭƭ ǘƘŜ 

ƛƳŀƎŜǎ ƻƴ ȅƻǳǊ t/ 

ǘŜƴŘ ǘƻ ōŜ ŘƛƎƛǘŀƭ 

ǇƘƻǘƻƎǊŀǇƘǎΦ 

¢ƻ Řƻ ǘƘƛǎ ǊƛƎƘǘ ŎƭƛŎƪ 

ƛƴ ŀƴȅ ŦƻƭŘŜǊ 

ŘƛǎǇƭŀȅƛƴƎ ƛƳŀƎŜǎ 

ŀƴŘ ǎŜƭŜŎǘ ±ƛŜǿ ŀƴŘ 

IƛŘŜ ŬƭŜ ƴŀƳŜǎΦ 

¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ 

hǊƎŀƴƛǎŜ ōǳǧƻƴ ƛƴ 

ǘƘŜ ǘƻǇ ƭŜƊ ƻŦ ǘƘŜ 

ŜȄǇƭƻǊŜǊ ǿƛƴŘƻǿ 

ŀƴŘ CƻƭŘŜǊ ŀƴŘ 

{ŜŀǊŎƘ ƻǇǝƻƴǎ ŦǊƻƳ 

ǘƘŜ ƳŜƴǳ ǘƘŀǘ 

ŀǇǇŜŀǊǎΦ 

Lƴ ǘƘŜ ǿƛƴŘƻǿ ǘƘŀǘ 

ǇƻǇǎ ǳǇ ŎƭƛŎƪ ƻƴ ǘƘŜ 

±ƛŜǿ ǘŀō ŀƴŘ ǇǊŜǎǎ 

ǘƘŜ  !ǇǇƭȅ ǘƻ ŦƻƭŘŜǊǎ 

ōǳǧƻƴΦ 



 

Click on the Change your view  

button near the top right of any 

explorer window.  

 

Here you can select the view you like.  My 

preference is Tiles .  

 

 

 

 

 

 

 

 

Right click anywhere in a 

black space in the explorer window 

and select Sort by  or Group by  and 

then select a criteria.  

 

My preference is so group by Type .  

This will separate files and folders into 

their file type.  

 

 

 

 

Click the Organise  button in 

the top left of the explorer window 

and select Folder and Search options .  

 

 

 

 

 

In the window that appears, click on the View  

tab and press the button Apple to Folders .  All your 

documents 

folders 

will not 

take on 

this 

appearance.  
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By default all Explorer  

windows will always open at 

the same size, but this size 

may not suit you.  The good 

news is that this is easily 

changed.  

 

You can resize the window by 

dragging and dropping it from 

a corner.  When you have it 

the size you want hold down 

the ctrl  key while closing it.  

The next time you open that 

windows it will be the size you 

want.  
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Your hard drive is a big block 

of storage space, a bit like a 

garage.  In this space is 

installed your copy of 

Windows 7 and also kept here 

are all your documents, 

photographs, music and 

video.  

 

Windows 7 is extremely stable 

but disasters do  unfortunately 

happen.  Should your copy of 

Windows 7 become corrupt 

and need a fresh install, those 

files could be wiped.  

 

You can back up your files 

and restore them from that 

but how recent will your 

backup be?  Will you still lose 

files?  

 

A simpler way is to move your 

files to another hard disk or 

partition.  When you partition 

your hard drive, you divide it 

into several sections using 

software, each of which is 

treated as its own drive.   
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Why do we need to see drive 

letters (C:, D: etc) and file 

extensions (.doc, .pdf) in 

Windows?  Fortunately theyôre 

easily turned off.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Organise  button in 

the top left of an explorer 

window and select Format and 

search options .  Under the 

view  tab you can untick Show 

drive letters and toggle Hide 

extensions for known file 

types , which will be on by 

default.  

Keep your 
documents safe 

 
.ȅ ŘŜŦŀǳƭǘ ŀƭƭ ȅƻǳǊ 

ŘƻŎǳƳŜƴǘǎ ŀǊŜ 

ǎǘƻǊŜŘ ƛƴ ǘƘŜ ǎŀƳŜ 

ǇƭŀŎŜ ŀǎ ²ƛƴŘƻǿǎ 

ǎǘƻǊŜǎ ŀƭƭ ƛǘǎ ŬƭŜǎΦ  

¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ƛŦ 

ŘƛǎŀǎǘŜǊ ǎǘǊƛƪŜǎ ŀƴŘ 

²ƛƴŘƻǿǎ т ƴŜŜŘǎ ŀ 

ŎƭŜŀƴ ƛƴǎǘŀƭƭΣ ŀƭƭ 

ǘƘƻǎŜ ŘƻŎǳƳŜƴǘǎ 

ǿƛƭƭ ōŜ ǿƛǇŜŘΦ 

¸ƻǳ Ŏŀƴ ǳǎŜ ŀ 

ǎŜŎƻƴŘ ƘŀǊŘ Řƛǎƪ ƻǊ 

ŎǊŜŀǘŜ ŀ ƴŜǿ 

ǇŀǊǝǝƻƴ ƻƴ ǿƘƛŎƘ 

ǘƻ ƪŜŜǇ ȅƻǳǊ ŬƭŜǎ 

ǎŀŦŜƭȅΦ  Cƻƭƭƻǿ ǘƘŜ 

ǎǘŜǇ-ōȅ-ǎǘŜǇ ƎǳƛŘŜ 

ƭŀǘŜǊ ƛƴ ǘƘƛǎ ŎƘŀǇǘŜǊ 

ŦƻǊ ŘŜǘŀƛƭǎ ƻƴ Ƙƻǿ 

ǘƻ Řƻ ǘƘƛǎ ŀƴŘ ƪŜŜǇ 

ȅƻǳǊ ŘƻŎǳƳŜƴǘǎΣ 

ǇƘƻǘƻƎǊŀǇƘǎ ŀƴŘ 

ǾƛŘŜƻǎ ǎŀŦŜΦ  
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Moving your documents away from the drive Windows 7 is installed on can remove any 

chance that your files will be lost if there is a serious problem with the operating 

system.   

 

If you have two separate hard disks on your PC, or your hard disk is already partitioned 

into separate drives you can ignore steps 1 to 6 

and go straight to step 7.  

 

Always back up your files before doing 

this .  If you can move them to an external 

disk while you partition your disk you will be able 

to shrink your Windows 7 disk more.  

 

t!w¢ мτ/w9!¢LbD ! b9² t!w¢L¢Lhb 
 

Firstly, make sure all your files are backed 

up.  Changing anything with the partition 

structure on your computer can 

occasionally result in disaster!  

 

Open the Start Menu  and type computer  into the 

search box there.  When Computer Management 

appears, click to run it.  

 

If you already have third

-party partitioning tools 

you can also use those.  

 

 

 

In the window that 

appears click on Disk 

Management  in the left 

column.  

 

 

Next right click  on your Windows 

7 drive and in the context menu 

that appears select Shrink 

Volume .   


