Getting Around the
Desktop

New to Windows 7? Even thoughK S BJSt@hZommon with the version of Windows that you had
before, you might still need a hand getting up to speBisguideis filled withusefulinfo about
personalizing your RC

It covers the topics thandy Sweeshowed you in higideo: Getting around the desktap
http://windows.microsoft.comget-started

Usethis guideas a reference while explimgwhat you can do with Windows 7.
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Pin a program to the taskbar o o y B2
You can pin a program directly to the taskbar 2™ =
sothat you can open it quickly and ‘ - P‘i“:t 5
conveniently, rather thamaving tolook for i & doct
the program in the Start meneach time =
| SNBQa K24V
=) WordPad
|4= Pin this program to taskbar I
9 If the program isn't running, clidke e i 52 Close window

Startbutton, clickAll Programs find
the program you want;ight-clickit,
andthen clickPin to Taskbar

1 If the program is already running, rigblick the progren button on the taskbarand then click
Pin thisprogram to taskbar

Rearrang e buttons on the taskbar

You can rearrange and organize program buttons
on the taskbaso they appear in the order you
prefer.

To rearrange the order of program buttons on the
taskbar justdrag a button from its current gition
to a different position on the taskbar.

eeeee

_.I Getting Started

Using Jump Lists J s ,
. . . . o) wordpad v B

Jump Lists are lists of recent items, such as files, folders, or &

websites, organized by the program that you use to open them.

You can open programs, recent items, and favorite items using
Jump Lists sthat you can quickly get to the items you use every
day.Here are some ways to use Jump Lists:

»  AllPrograms

|Search programs and files ry | Shut Down | b |
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To open an item from a Jump List
You can view the Jump List and then open item&botFf N2 Y (G KS GFai1oF N FyR (KS {
¢ RightOf A O1 G KS LINE 3 NI atdhencioRtieitdmy GKS GF al ol NJ
_Or_

1 Clickthe Startbutton, point to a pinned program or recentlised programpoint to or click the
arrow next to the programand then click the item.

To pin and unpin an item to a Jump List Pinned
You can pin a favorite item ®@Jump List, so it will always appear at u :;
thetopofthelistd ¢ KI G & @ X &2 dzQf fuicklynd: 0l s... ¥

Srarfed | SNBEQa K2gyY  docs
5| doct

| %] docd

9 To pin an item t@ Jump List, en the program's Jump List,
point to the item, click the pushpiicon, and then cliclPin to
this list. [} WordPad

o Unpin this program from taskbar

|| doc7

28 Close window

1 Toremove an item froma Jump Lisbpen the program's Jump
List, point to the item, click the pushpicon, and then click
Unpin fromthis list.

To change the order of items in a Jump List
Tochange the order of either pinned items i@cent items open the Jump List, and then drag the item
to a different position.

To remove a recent item from a Jump List
Open
To remove aecentitem entirely from a Jump List, open the Jump

Copy

List, rightclick the item, and then clidRemove from this list

Remove from this list

52y Q0 $62NNEBRI @&2dz 62y Qi RSt SGS
the Jump ListThe next time you opethat item, it might reappear
in the Jump Lisagain.

2 dz
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Snap a window to the side

You can use Shap to arrange windows side by side, which can be
especially helpful when comparing two documents or wheagging
FAESa FNRBY 2yS LXIFOS (2 Iy2(KS

1. Drag the title bar of a window tthe left or right side of the
screen until an outline of the expanded window appears.

2. Release thditle barto 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, drig title bar away from
the top of the desktopand then release.

Snap a window vertically
You can use Snap to expand windows vertically, which can be especiall
helpful for reading longer documents.S NS Qa K2 g Y

1. Point to the top or bottom edge of arpen window until the
pointer changes into a doubleeaded arrow.

2. Drag the edge of the window to the top or bottom of the screen to
expand the window to the entire height of the desktop. The width
of the window doesn't change.

To return the window to its dginal size, drag the title bar away from the
top of the desktop, or drag the bottom edge of the window away from
the bottom of the desktop.
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Snap a window to the top

You can use Snap to maximize a window, which makes it easier to
focussolelyon that windowwith less distraction from other open
gAYR26ad | SNBQa K24Y

1. Drag the title bar of the window to the top of the screen -
until an outline of the expanded window appears.

2. Release thditle barto expandthe windowto fill the
entire desktop.

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

Minimize open windows

using Aero Shake

You can use Aero Shake to quickly
minimize every open window except the
oneyouwant. You can then restore all of
yourwindowsjust as easi¢ | SNB Qa

1. Inthe 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.
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