
Exploring 

Item Definition Image 

Desktop 

Main working area of your OS 

where icons, windows, and 

menu items will be displayed. 

 

Taskbar 

Part of the desktop that 

contains the start button, 

application icons, notification 

area, and start button. You can 

“pin” frequently used items to 

the taskbar for easy access. 

 

Start Button 

Windows button on keypad and 

taskbar that enables you to start 

programs, open recent files, 

search for programs and files, 

change computer settings, and 

shutdown or restart your 

computer. 

 

Application 

Icons 

Icons located on the taskbar 

that serve as shortcuts to open 

frequently used programs. 
 

Notification 

Area 

Right side of the task bar that 

displays notifications (email 

alert, battery information, 

wireless connectivity, etc.). 
 

Show 

Desktop 

Vertical bar on the right-corner 

of the taskbar (on the ride side 

of date and time) that moves 

windows to show desktop. 

 

Customizing Windows 

Changing your Desktop Background 
1. Right-click a blank spot on the desktop, and 

then click Personalize. 

2. Click Desktop background. 

3. Click the Picture location list to pick the 

location of your desired picture, or 

click Browse to search for the picture on your 

computer. 

 



Change your Windows Color 
1. Right-click a blank spot on the desktop, and 

then click Personalize. 

2. Click Window Color. 

3. Click the color you want, and then use the 

slider to vary the intensity of the color. 

4. When you’ve fine-tuned the color, click Save 

changes. 

 

 

Pin a program to the taskbar 

1.  If the program isn't running, click 

the Start button, click All Programs, find 

the program you want, right-click it, and 

then click Pin to Taskbar. 

If the program is already running, right-click the 

program button on the taskbar, and then 

click  Pin this program to taskbar. 

 

To open an item from a Jump List 
You can view the Jump List and then open items 

both from the taskbar and the Start menu. Here’s 

how: 

1.  Right-click the program’s icon on the 

taskbar, and then click the item. 

To pin and unpin an item to a Jump List 
To pin an item to a Jump List, open the program's 

Jump List, point to the item, click the pushpin 

icon, and then click Pin to this list. 

To remove an item from a Jump List, open the 

program's Jump List, point to the item, click the 

pushpin icon, and then click Unpin from this 

list. 

 

Managing Folders and Files 

Folders are used to store files and other folders as you organize your computer. Each folder has a folder type, 

which indicates the types of files that should be stored in that folder. These folder types have special icons that 

assist you in organizing and locating your files. 

 

 

The four folder types in Windows 7: 

Documents 

Music 

Pictures 

Videos 

  
 



Accessing Folders and Files 

The Explorer window is divided into several sections: the Navigation pane, the File List section, the Top Panel 

and the Details pane.  

 Component Description 

The address bar Shows the location you are currently viewing within the computer’s folder structure. Click the 

small arrows next to each folder in the address bar to list the subfolders within it. You can open 

any of the subfolders in the address bar by clicking them. 

The navigation 

pane 

Allows you to access your main folders and their contents. The Favorites section can open 

the Desktop, Downloads, Recent Places, andany other item you add to the favorites 

list.  The Libraries section allows you access to your documents, music, pictures and 

videos. Only the favorites area of this pane is editable. 

The command bar This bar allows you quick access to many commands and controls for folders and files. This is 

a dynamic list and will change depending on what type of object you selected in windows 

explorer. The Organize and Views   buttons are always available in the command bar.  This is 

the Views button:             

Use the Views button to show files by icon, and list views. Other common commands on the 

bar are Print, Email, open and Share. 

The File 

List section 

Shows files, folders and their contents. Also, the file list section has an Arrange by button. 

Use this button to arrange your files based on the following criteria: 

The preview pane Shows you a preview of the contents of most files you click on. You can view the contents of 

your PowerPoints (etc) without opening the files. Music and video can also be played in this 

pane. If the pane is hidden, look to the right of the view button and click the preview button: 

 
The details pane Lists details about the file you selected, such as date created, author, title and size etc. 

Certain details can be modified on the details pane, such as Author, title and tags. 

 


