LAB 8: Working with Taskbar and Desktop

The Desktop
Windows 7 screen. If is the] ore omusmgniaren  BEMERRRSSISNGTIG ooy
work area where dialog boxes,
windows, icons, and menus
appear. Like an office desk,
the Windows 7 desktop|
contains items you can use to
do your job. For instance, from
your desktop, you can perform
file-management tasks and
run software applications. You
can customize the
appearance of the desktop to
suit your preferences.

Hecyde Bin
icon

DeSktop Icon§ Start Button Program buttons for Intemet Taskbar Motification area
The Desktop is where you'll A

find icons (small pictures) for
many of your most frequently used programs. You'll most likely see icons for Computer, Documents, Recycle Bin, and
Internet Explorer. computer— Allows you to see what drives are attached to your computer (for example, your Local
hard disk drive, your CD/DVD drives, any networked shared drives, and external drives, such as a USB flash drive). You
can also view the files that are located on these drives.

document —Supplies a ‘catch-all’ place for your personal files. Within here you can see your files, any shared files from
other computer users and any music or pictures you may have stored. The Documents folder will sometimes be identified
by your name instead of the word “Documents.”
Recycle bin — Stores any files you delete until you
empty it. internet explorer Contains Windows’ built in
web browser that integrates with other Windows
components (such as your folders and Documents).

The Desktop Components

The desktog for V?/indows 7 consists of two main Shortegy =" Folder Icons
components

1. Desktop that contains many components like icons "file, folder, shortcut. Etc...)

2. Task Bars

Desktop Components
Icons: An icon is a graphic image, a small picture or object that represents a file,
program, web page, or command. lcons help you execute commands, open programs L
or documents quickly. To execute a command by using an icon, click or double-click File Icons
on the icon. It is also useful to recognize quickly an object in a browser list. For example, all documents using the same
extension have the same icon.
We can classify icons as the following
What is the difference between a file, a folder, and a shortcut?
All the data on your hard drive consists of files and folders. The basic difference 1
between the two is that files store data, while folders store files and other 'm),/fl I e"'e,)(t'
folders. The folders, often referred to as directories, are used to organize files  file name  file extension
on your computer. The folders themselves take up virtually no space on the hard drive. Files, on the other hand, is a
collection of data. stored in one unit, identified by a filename. And filename period file extension can range from a few
bytes to several gigabytes. They can be documents, programs, libraries, and other compilations of data. File name
consists of two part name and extension
A shortcut is a link that points to a program on the computer. Shortcuts allow users to create links to their
programs in any folder, Start bar, Taskbar, Desktop or other locations on their computer. A shortcut in Wlndows
is commonly identified by a small arrow in the bottom corner of the icon. ;
Special Icons on the desktop S
Recycle bin:
The Recycle Bin is a location (Folder) where deleted files are temporarily stored on Microsoft ;?"
Windows. The Recycling Bin allows users to recover files that have been deleted in Windows. ‘

period

Change screen saver

Change screen saver Windows comes with several screen savers. You can also create your own screen savers from
personal pictures you've saved on your computer, or some software companies might develop additional screen savers
for download or purchase. To change a screen saver

1. Open Screen Saver Settings by clicking the Start button, clicking Control Panel, clicking Appearance and
Personalization, clicking Personalization, and then clicking Screen Saver.
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LAB 8: Working with Taskbar and Desktop

2. Under Screen saver, in the drop-down list, click the screen saver you

hewr * Jwant to use.
Ml | Screcnreolution 3. Click Preview to see what your chosen screen saver will look like.
@ Gadgets 4. Click OK.
= . . To clear a screen saver, move your mouse or press any key.
= Personalize
. You can change wallpaper and screen saver and also access these

optionsbyright-clickingthe desktop and clicking Personalize. Let’s go over these four commands now:
1. Desktop Background
Atthe top of the Desktop Background feature, you can|

c|» » Control Panel » Appearance and P jzstion » =[5 N Search Cantrol Panel 2
use the combo box to choose the source for you .
waIIpaper. Youcanalsoclick Browseto select an ot et B Change the visuals and sounds on your computer
other folder that contains images_ Next, you can Change desktop icons Click s theme to change the desktop background, window color, sounds, and screen saver all at once.
selectone ormoreimagestouse as your wallpaper. z:zj“p‘tm AT =
To select multiple images, hover your mouse over a Get more themes online

Aero Themes (7)

picture and then click the checkboxinthe upper-left
corner. Repeat this until you have selected all the
images youwant: Now you can adjusthowtheimage
will be displayed on your screen. These options will|
force theimage to conformin differentways relative
to your screen resolution: Finally, if you have . .

selectedmorethanoneimagetouseasabackground,|| === m ‘_

. . Display JJ’J’ i@
you can control how often Windows switches| ™*~ . >
between images: When you have finished| o sccescene T o e S

choosing your options, click Save Changes.

===l 2. WindowColor Here you can select a color, disable or enable

LErEnnRETts. P R #] window border transparency,andselectthecolorintensity. If youdon’t
Change the color of your window borders, Start menu, and taskbar Ilke anyOfthe Current COIOrS1 CIICk “Show COI()r mlxer” to deflne your
— = ‘ own: When you have finished, click “Save changes.”

JdEaEa = —
ol

‘ -_H‘ | Flayback Sounds | Communications

G lor: Sky ’ = ” .

REaD sy A sound theme is a set of sounds applied to events in Windows
[¥] Enable transparency and programs. You can select an existing scheme or save one you
e 0 have modified.

| Sound Scheme:

() Show color mixer

Windows Befault T Save As.. Delete
Advanced appearance settings,., : o L

(Afterncon 2 . 3
| Jitlndie Phwioo b
. ‘Characters
3. Sounds Pick from a number of sound Cityscape
schemes in this window using the Sound Scheme i

combobox: |Garden
= = Heritage
Landscape
‘Mo Sounds
| Quirky
Raga
'Savanna
Sonata
Windows Default

Sourds!

Screen Saver

[ {Mane) || B*Test || Browse..

ok | [ cancel || apoly

Screen saver Sound schemes play different sounds when something happes
ol [ settings.. | [ Preview | in Windows (starting up, emptying the Recycle Bin,awarning window,
etc.). Selectany sound fromthe listand click Textto hearit. When

display | _ .
il R youhave finished, click OK to save any changes.

| Bubbles
Pysti . .
Phyot::, nce by adjusting display 4.ScreenSaver  Windows comes with afew screen savers thatare

Ribbons

= — automatically activated after a certain period of inactivity. Choose
2nge POWEr 5 Ings

a screen saver, modify its properties by clicking the Settings 'q‘:
button,and applyapassword if you wish. Click OK to save your oo
settings. -
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.a‘:“g Paint

B Rernote Desktop Connection

Viewing System Information

For an overall report on your computer and it
capabilities, click System and Security System.
This will open the System dialog box. You can

Computer
Open

Control Panel @ Manage

also view System information opening the Starf | Magnifer Devices and P Mg mar e,
menu, right-clicking the Computer button, andfil %, <. Derdoc ek daie
then clicking Properties: The System dialog will ’i Default Progrg ShowiorDeskiop
appear and show you the version of Windows| o Snagltd Rirapha

Help and Supj

that is currently installed, processor speed,
memory, and system type, as well as network|
information. The links inthe navigation pane|
provide access to other areas of you
computer where you can modify hardwarel
and softwaresettings.

» Al Programs Properties

| Search programs and files pe |

. ‘ =% , Control Panel » System and Security » System <[ 4 [ search Controt Panet 0

You can customize the taskbar, including the way taskbar

é = = = --\.:.

Control Panel He = e i
OIOSENE EOS View basic information about your computer

@ Device Manager Windows edition
B Remote settings Windowe? Ukimate buttons look, how they group together when you have
B System protection Copyright © 2009 Microscft Corparation. All ighs reserved. more than one window open, change where the taskbar is

&) Advanced system settings

on your desktop, and decide what icons and apps are on
it.

Rearrange taskbar buttons

» To rearrange the order of app buttons on the taskbar,
drag a button from its current position to a different
position on the taskbar. You can rearrange apps as often
as you like.

e
Rating: £27) Windows Experience Index

Processor AMD Athlon(tm) 64 X2 Dual Core Processor 4200+ 2.21 GHz
Installed memary (RAM):  4.00 GB

System type: 64-bit Operating System .
i P);n andT':uch: NDPen:rTuucghI:putisava\lablEforthisD1splay - All open files from the same app are alwayS grOUped
Computer name, domaln, and workgroup seftings together, even if you didn't open them one after the
Computer name: Velsoft-PC soangeaing: JOther. This is so you can see all of the previews for that
Fu\lmmputarn?me: Velsoft-PC app at the Same time
Computer description:
Workgroup: WORKGROUP Move the taskbar

Seealsa

Usually, you can find the taskbar at the bottom of the
desktop, but you can move it to the sides or top of the
desktop. Before you can move the taskbar, you need to

Windows activation
Action Center

Windows Update

Windows is activated

Product 10: 00426-065-2232221-86062  Change product key

Perfarmance Information and
Tools

Leam more enline...

unlock it.
« Press and hold or right-click an empty space on the taskbar. Ifff =

Lock the taskbar has a check mark next to it, the taskbar is locked .} | | T2skbar |start menu [ Toolbars
You can unlock it by tapping or clicking Lock the taskbar, which P
removes the check mark. [l Lock the taskbar

+ To move the taskbar, Do one of the following: ] Austo-hide the taskbar

« Tap an empty space on the taskbar, and then drag it to one o
the four edges of the desktop. When the taskbar is where you want
it, let go.(If you're using a mouse, click an empty space on the
taskbar, and then hold down the mouse button as you drag the Taskbar buttons:

taskbar to one of the four edges of the desktop. When the taskbar =

. . Motification area ;

is where you want it, release the mouse button.) O . = .. 1.0
Change how taskbar buttons appear notification area.

* You can choose how buttons are grouped together when there's e dbebopraliiriore Bodk

more than one window open, and Change the size of taskbar button Temporarily view the desktop when you move your mouse to the
iCOﬂS, Show desktop button at end of the taskbar.

[¥] Use Aero Pesk to preview the desktop

[Tuse small icons

Taskbar location on screen:

Combine when taskbar is full

1. Onthe Taskbar tab, select one of the options from the Taskbar
buttons list:

e Always combine, hide labels
This is the default setting. Each app appears as a single, unlabeled
button, even when multiple windows for that app are open.

e Combine when taskbar is full
This setting shows each window as an individual, labeled button. When the taskbar becomes crowded, apps with multiple %
open windows collapse into a single app button, tap or clicking the button displays a list of the windows that are open. o0

e Never combine A
This setting shows each window as an individual, labeled button, and never combines them, no matter how many windows
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are open. As more apps and windows open, buttons get smaller, and eventually
the buttons will scroll. &8 Control Panel
2. To use small taskbar button icons, select the Use small taskbar buttons
check box. To use large icons, clear the check box.

4= Pin this program to taskbar p

3. Tap or click OK. Close window "
Pin an app to the taskbar

You can pin an app directly to the taskbar for quick and easy access. @ ® =

+ Swipe in from the right edge of the screen, and then tap Search. (If you're iy

using a mouse, point to the upper-right corner of the screen, move the mouse

pointer down, and then click Search.) In the search box, enter the name of the app you want to pin. Then on the search
results page, tap or click the app to open it on the desktop.
» On the desktop, press and hold or right-click the app's button on the taskbar to open the app’s Jump List (a list of
shortcuts to recently opened files, folders, and websites), and then tap or click Pin this program to taskbar.
+ To remove a pinned app from the taskbar, open the app's Jump List, and then tap or click Unpin this program from
taskbar.

e = ==ISome Notes: around Windows 7 1.

5:::”,“@" | Surpass basic math Calculator has several dynamic new features - click the
Scientlfic A2 | 0 iew menu to check them out. Unit conversion translates Celsius to
B e i Fahrenheit, kilometers to miles, meters to feet, grams to ounces, joules to
- F’“ wooe ea0e sose BTUs, and more. You can use the new calculation worksheets to quickly
Digi grouging : = compute everyday stuff like fuel economy and auto lease payments. The
5 s PO |\ ) ][ Programmer and Statistics modes handle the geekier tasks.
Unitconvesion  Culy |~ 1| & || € Drag files from Jump Lists
e L B3 £X ™ ith Jump Lists, you get a quick-access list of your most frequently or recently
T e ol | B | Bl | = (22 used files. Just look for the right pointing arrow next to programs on your Start

menu or left-click a program on the taskbar. You can use Jump Lists to open files and programs in just a few clicks. Even

better, you can drag items from Jump Lists into open folders or email.

==Preview your files

ats"Another great time saver is the file
p

‘License For
Customer Use of
NVIDIA Software

“lpreview pane within a folder or
library. Use it to see a file's

IMPORTANT NOTICE -—-—

READ CAREFULLY: contents without opening the file in
This License Fgr
e S a program. You can open the

CTLICENSE™) 1s the Ipreview pane in a window by

agreement whic

governs use of the |hragging Alt+P. Items such as

software of NVIDIA

Corporation and its |nhotos and PDF files will be

subsidiaries

SRl T previewed in this area when you
— Ll , herefrom. _inciudino lclick them. Learn more about
[ ofbocmen WM NG e e ame TR ane using files and folders, including
m— the preview pane.
Easily customize your Sticky Notes i z

Now you can make the Sticky Notes you keep on your ‘
desktop even handier. You can format the text and a
change its color, as well as resize, collapse, and flip “*ecery List

through several Sticky Notes. If you have a Tablet PC = * Zread

School p°

Saturda
Office meeting

| BERSPIr Y R N RS

Repair man coming or touchscreen, you can use multiple input (pen and = it
BEtuseiecl Lt touch) methods within a single note. EL e
Notes: Open Sticky Notes by tapping the Start button.
In the search T) New Note button
* box, type Sticky Notes, and then tap Sticky Notes 2) Delete Note button

SSlin the list o f results.
To create additional notes,
click the New Note button. You
can also open a new note by pressing

Desktop Gadgets
Windows contains  mini-programs
called gadgets, which offer information
at a glance and provide easy access to
frequently used tools. For example,
you can use gadgets to display a
picture slide show or view continuously updated headlines. Some of the gadgets that come with
Windows 7 are Calendar, Clock, Weather, Feed Headlines, Slide Show, and Picture Puzzle.
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