AN INTRODUCTION TO WINDOWS /

Questions, suggestions or concerns? Email: its.win7project@Ise.ac.uk
Further information, resources and training opportunities: www2.Ise.ac.uk/itservices/2010upgrade

INTRODUCTION

The Windows 7 operating system includes a number of improvements on earlier versions of Windows. This Quick Start Guide
introduces and explains the significant changes and differences from Windows XP to Windows 7.

THE START MENU

In Windows 7, the ‘Start’ button has been
replaced with the Windows Icon. Click this icon
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PINNING AND JUMP LISTS

Windows 7 allows you to pin files and programs to either
the taskbar or to the Start Menu. These jump lists allow
you to access these items quickly and easily.

e Using the Start Menu navigate to or search for the
program you wish to pin, right click and select either
‘Pin to Taskbar’ or ‘Pin to Start Menu’.

e Items can also be dragged to the taskbar, selecting ‘Pin
to Taskbar’

» All Programs

Search progran

Once you have pinned a program (e.g. Microsoft Word)
you can pin individual files as well, allowing you quick
access to the files you use most often directly from the
Taskbar.

e Use Windows Explorer to locate the file and click and
drag the file to the toolbar. When the ‘Pin to Microsoft
Word 2010’ (or relevant program) menu displays,
release the mouse button. Or if it a file you have
already opened it will appear in the recent section of
the jump list

e Now, when you right click on an icon on the taskbar,
you will see a list of pinned files. Click on the file, to
open it directly.

# Pin to Microsoft Word 2010

MANAGING MULTIPLE WINDOWS

Windows 7 no longer displays every file you have open in the taskbar separately. Hover over a specific program icon to get a
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