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) Navigate Windows
and Folders

Excerpted from Windows 7 Step by StedISBN 9780-7356-2667-6)
by Joan Preppernau and Joyce Cox

In this chapter, you will learn to

V  Work with windows.

V Understand files, folders, and libraries.
V Find your way around your computer.
V Find specific information.

To simplify the way you work with files on your computer, Windows uses a hierarchical
storage system to organize information on your computer in a way similar to the way
you would organize information in an office. Instead of organizing pieces of paper in
cardboard folders in filing c abinets, you organize electronic files in electronic folders on
the storage disks accessible to your computer.

You use Windows Explorer to look at the contents of your computer's storage system.
With earlier versions of Windows, the Windows Explorer window could display the
contents of only one folder at a time. With Windows 7, you can look at the contents of
multiple folders in one window, by adding the folders to a library. This new feature
allows you to easily access files whit still maintaining an organizational system.

No matter how organized you are and how skillful you become at working with libraries ,
sometimes you might not remember where you stored a particular file. No problem!
Windows 7 includes powerful search features that can help you almost instantly locate
files and other information on your computer.
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In this chapter, youdl first learn how to size,arrange, hide, and otherwise manage
windows on your desktop. Youdll | ear n
Windows 7 uses, andabout the types of files youdl find on your Windows 7 computer.
Then youdl use the Windows 7 navigation tools to explore the file storage structure.
Youdl experiment with different ways of displaying information and learn how to find
information. You will also experiment with searching for files by using the different
search methods that are available

about t

Practice Makes Perfect!  The practice files you will use to complete the exercises in this
chapter are in the Navigation practice fle f ol der . SRragticeoFle®i mad ftt he
of this book for information about installing and locating the practice files.

begi nni

Working with Windows

As the name of the Windows operating system indicates, most of the information you
view on your computer is displayed in a window. Files open in program windows
(windows that host the program controls), and folders open in Windows Explorer
windows (windows that display the folder contents). Regardless of thecontent they

display, all windows share certain common characteristics and can be manipulated in the

same ways. You can change the appearance of windows by using controls built into
their frames, as well as controls available from the desktop and from the Windows
Taskbar. Windows 7provides many new window-management controls that are very
cool as well as useful.

See Also For more information about the features of folder windows , see

oUnderstanding Files, Folders, and Librariesdé | at

Sizing, Moving , and Arranging Windows

You can minimize, maximize,restore, or close a window by clicking the buttons at the
right end of the title bar. Additionally, you can use the following techniques to change
the size or position of an individual window :

B To change the location of a window, but not its size, drag it.

Tip To drag a window, point to its title bar, press and hold the mouse button, and
then move the mouse.
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B

To change only the height of a window, drag the top or bottom border of its
frame.

To maximize the height of a window without changing its width, drag the top
border of its frame to the top edge of the screen or the bottom border of its
frame to the bottom edge of the screen.

To change the width of a window, drag the left or right border of its frame.

B To simultaneously change the height and width of a window, drag any corner

of its frame.

Tip  You cannot resize a maximized windowby dragging an edge of its frame; you
must first restore the window to its non -maximized state.

To maximize the height and width of a window so that the window fills the
screen, drag it to the top edge of the screen, or click the Maximize button.

To resize a window to the maximum height and half the screen width, drag it
to the left or right edge of the screen. When you release the mouse button,
the window expands to fill half the available horizontal space.

Tip  You can use this technique to compare the contents of two windows; simply
drag one to the left and one to the right.

To restore a maximized or half-width window to its original size, drag its title
bar away from the edge of the screen, or click the Restore Down button .

You can use the keyboard shortcuts shown in the following table to work with the active

window.

Press this To do this

Windows logo key+Up Arrow Maximize the window

Windows logo key+Down Arrow Resize the window from maximized to its
original size or from its original size to
minimized

Windows logo key+Home Minimize or restore all other windows

Windows logo key+Left Arrow or Snap the window to the left or right edge of

Windows logo key+Right Arrow the screen
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Troubleshooting

When you resize a window by usingad r aggi ng

techni

permanent until you release the mouse button . When you drag a window to the top, left, or
right edge of the screen to resize it, an outline representing the resized window appears. If you

dondt want to

resize the

before releasing the mouse button.
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Right-clicking the taskbar (not a taskbar button) displays a shortcut menu of commands
you can use to manage all the open windows as a group.

Toolbars

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Start Task Manager

Lock the taskbar

Properties

The taskbar shatcut menu includes four commands for manipulating open windows.

You can arrange all currently open windows (not minimized windows) by clicking the
following commands:

B Cascade windows This command displays the windows on top of each other,
with the title bar of each window visible and the contents of only the top
window visible.

B Show windows stacked This command displays the content of all the
windows arranged in a grid, with more windows stacked vertically than
horizontally. For example, eight windows are arranged in two columns of four.

B Show windows side by side This command displays the content of all the
windows arranged in a grid, with more windows stacked horizontally than
vertically. For example, eight windows are arranged in four columns of two.

B Show the desktop This command minimizes all the windows.
In every arrangement, the open windows are sized similarly, regardless of their size

before you arranged them.

See Also For information about other commands on the taskbar shortcut menu, see
OModi fying the Taskbaro6é in Chapter 7, 0Change Sys
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Hiding and Displaying Windows

In addition to the Show The Desktop command on the taskbar shortcut menu, you can
use the following techniques to control the display of multiple open windows:

B Pointing to the Show Desktop button at the right end of the Windows Taskbar
makes all the open windows temporarily translucent so that you can see
through them to the desktop. The taskbar, desktop shortcuts, and gadgets
remain visible. This new feature is called Aero Peek.

Keyboard Shortcut You can peek at the desktop by pressing Windows logo
key+Spacebar.

s

=
S
-

[LECTRIEIE

332PM U4

A e Gy
% 130 82000 7

The effect of pointing to the Show Desktop buttonlocated at the right end of the taskbar.

B Clicking the Show Desktop button minimizes all the open windows under
their taskbar buttons. Clicking it again redisplays the windows in their
previous sizes and locations.
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B Shaking the active window minimizes all other open windows. To shake a

To shake

a window when

window, point to its title bar, press the mouse button, and wiggle the mouse.
y ou O rtexthavlmas &k i n g

touch pad, point to its title bar, and then wiggle your finger on the touch pad.

In this exercise, youdl experiment with the Windows 7 window -management techniques.

SET UP Log on to Windows 7 before beginning this exercise. No practice files are
necessaryfor this exercise; just follow the steps.

&)

1.

Click the Start button. At the top of the right pane of the Start menu, point to

Pictures.

The icon at the top of the Start menu changes from your user account picture
to a representation of a stack of pictures, and a ScreenTip displays a

description of what will happen when you click the button .

jr Getting Started

@ Wéindows Media Center

Sticky Motes
¥

% Snipping Toal

--)-,ff Calculator

.%/ Paint

]

F2E ' Microsoft office wiord 2007

»  AllPrograms

You can open common windows from the rightpane of the Start menu.

2. On the Start menu, click Pictures.

978-0-7356-2667-6

by Joan Preppernau and Joyce Cox
Online Training Solutions, Inc. (OTSI)

Page |17 of 52

on



Windows 7 Step by Step Advance ContentdSubject to Change

Send Feedback =21 =1 [
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=/ Pictures L
B videos 4 |} Public Pictures (1]
Ch\Users\Public

2 Homegroup

1% Computer 1

G‘ﬂ Metwork
Sample Pictures o

—— 6 iterms

=/

Clicking Pictures on the Start menu opens Windows Explorend displaysthe contents of the

Pictures library.

SeeAlso We dl | di s c us Bndérstahding FiléseFsldeis,rando
Li br a andwak wih librariesin 0 Fi ndi ng Your Way Around Yo
C o mp u t oth latér in this chapter.
3. If the Pictures window is maximized when it opens, click the Restore Down
button, near the right end of the window title bar , sothat the window fills
only part of the screen.

Tip The second button from the right end of a window title bar is the Restore
Down button when the window fills the entire screen, and the Maximize button when
it does not.

4. Drag the Pictures window by its title bar until the mouse pointer touches the
top edge of the screen.

The window size maximizes to fill all but the taskbar area of the screen.

5. Drag the window's title bar away from the top edge of the screen.

The window again fills only part of the screen.
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6. Drag the window's title bar until the mouse pointer touches the right side of
the screen.

The window fills the right half of the screen.

The effect of dragging a window to theright side of the screen
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