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Microsoft Windows 7

HELP AND SUPPORT

INFocus

There will be times when you need help to complete a task
in Windows 7, and there may not be other people around
to help you, nor can you always easily locate the
information you need in the large range of literature
available on the subject.

This is where Windows Help and Support can help you.
Windows Help and Support is designed to give you
information on pretty much anything Windows and
Windows-related, as well as providing step-by-step
instructions for completing almost any task in

Windows 7. The Help and Support Centre should be your
first stop when you need help to complete a task.

In this booklet we will show you how to:

e gain an understanding of the Help and Support
Centre

e search help
e browse help
e print a help topic
e use in-built help.
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Microsoft Windows 7

THE HELP AND SUPPORT CENTRE

There will be times when you need help to
complete a task in Windows 7, and either
you have forgotten how to do it, or you are
not sure how to do it at all. For the most
part, printed reference manuals will give

you the answers you need. However, what
better way to get help using Windows 7 than
from the very source itself - Windows Help
and Support.
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@ Windows Help and Support
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Find an answer quickly

Enter a few words in the search box above.

Not sure where to start?
® How to get started with your computer
m Learn about Windows Basics

= Browse Help topics

More on the Windows website

-

PC.

Featured this month:
= What's new in Windows 7

»  Getting started with Windows 7

_t,ﬂ Mere support opticns

_,‘ Check out the Windows website, which has information, downleads, and ideas for doing mere with your

-

& Cnline Help V__e

Forward
and Back

Search box
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Use these to navigate back to a previous page that you have already
accessed, or to move forward a page that you have already viewed.

Your search starts here. Enter a search term, such as a keyword or phrase,
and then press to locate relevant help topics. For example, type help in

the Search box to display a list of results that contain the word help either
in the topic title or the topic content.

Click here to return to the Help and Support home page (shown) no matter

Here you can browse for the help you need when you're not quite sure what

When Help and Support does not provide the help you need, click on this to
learn about other help and support options.

When you enter a search term and press |enter], a list of results will appear in

this window. Also clicking on the hyperlinks (blue text) will take you to other
areas of Help and Support. For example, click on Learn about Windows

3 Home
where you've ended up.
4 Print Print the help topic.
5 Browse
Help you're looking for.
6 Ask
7 Home page
Basics to display a list of
8 Online
Help

help topics aimed at Windows 7 beginners.

Turn online help settings on or off. Online help is turned on by default,
allowing you to receive the latest help updates from Microsoft’s website (as

they become available and when your computer is connected to the

internet).
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Microsoft Windows 7

SEARCHING HELP

If you know what feature you are looking
for help on, you can type a search term,

such as a keyword or phrase, in the Help
and Support Search box. When you type
in a search term, Help and Support will

return a list of results. You can then browse
the results to locate the most relevant help
topic. In this exercise, you will use help to
find out how to change the computer’s time.

@ Windows Help and Support
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Try This Yourself:
1

Select Start > Help and
Support to open Help and
Support .

Type change time in the ;
Search box and press '

. Change mouse settings

Best 30 results for change time
Windows Update error 80072f8f
Set the clock

Changethe display of dates, times, currency, and measurements

2

How de [ change the low battery notification?

6. Change playback speed in Windows Mediz Player

Help and Support displays the
‘best’ (most relevant) results I
based on your search term... ) '

10. Use mobile broadband to connect to the Internet

3 CIICk on the reSUIt for Set the 11. Change the settings for a Windows SideShow-compatible device
clock "

. . 13. Changethe date a picture was taken
The help toplc appears Wlth 14, Set recording options in Windows Media Center
step-by-step instructions to set
the clock...

7. How dolmakethe display on my laptop brighter?

Change advanced indexing options

Solutions to commen power problems

Mznaging recorded TV shows in Windows Media Center frequently asked questions

3, More support eptions
@ Online Help ~

Click on Click to open Date
and Time

The Date and Time dialog box
opens. This enables you to
work through the
inStrUCtionS- o /Du‘\ttcmpulﬂ‘z clock is used to record the time whenever you create or modify files on your computer. You can change the clock's time

Click and hold down the left .
mouse button on the Title bar e o e Yy pematsdforen s s e
of the Date and Time dialog

box, and drag until it appears e
beside the Help and Support 5. When,
W| ndOW . To change the time zone, click Change time zone.

You can now read the help
topic and complete each step
as required... » Sotup s o I

Click on close &4 to close the : '
Date and Time dialog box

o

@) Windows Help and Support
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» = W & 2 options -

[change time p

» Showall %

Setthe clock

= Click to open Date and Time.

U

m

w

. Inthe Date and Tim 2log box, do one or more of the following;

® Tochange the hour ick the hour, and then click the arrows te increase or decrease the value,
* To change the minutes, double-click the minutes, and then click the arrows to increase or decrease the value.

double-click the seconds, and then click the arrows to increase or decrease the value.

you have fini nging the time settings, click OK.

n

-

. Inthe Time Zone Settings dialog box, click your current time zone in the drop-down list, and then click OK.

Note

vant your computer's clock to be adjusted autor
tically adjust clock for Daylight Saving Time check

ime changes, make sur

B3, More support options

& Online Help ~

Click on Home to return

to the Help and Support
Home page

For Your Reference... Handy to Know...
To search Help and Support: e If you are not connected to the internet

1. Select Start > Help and Support

2. Type a search term in the Search box

and press
3. Browse the results and click on the
most relevant result

when you perform a search, you will
receive a message in the Help and
Support window advising you of this.
For most searches this is not an issue,
however, if you want ensure you're
getting the latest information, make
sure you're connected to the internet.
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Microsoft Windows 7

BROWSING HELP

It’s all very well to type in a search term if Windows may not recognise the search term
you know what you're looking for. For you have entered. In cases like this, it's best
many users, however, and especially to browse a list of general topics and to
beginners, you may not know the name of narrow your search from there.

the feature you need help with, or

o () Winclows Help and Suppert == o =)
S O @ % W R 2 options -
Search Help |

)

Try This Yourself:

Before starting this exercise
ensure you have the Help and
Support Home page
displayed...

1 Click on Browse Help topics
in the main window

You will browse Help to learn
about adding a program icon
permanently to the Taskbar...

W Pictures, CDs, DVDs, TV, music, and sound
2 C|IC|( on Customising your :‘_'u:tcrmzmg,clJ\':cn\r:ute\'
Hardware, devices, and drivers
computer [P
This subject seems to relate e
most closely to what we want S
to. do with the computer... 9 oo ——
3 Click on Taskbar G © D = W & ex ootons -
We seem to be getting [ et 2] :
C/OSG‘I‘,.. AllHelp » Customizing your computer
4 Click on Start a program e

from the taskbar

A quick read of this topic
reveals it’s not quite what
we’re looking for...

5 Click on Back @ to return to Categories
the previous page Lo
Click on Pin a program to "R
the taskbar ::::E‘ ]
The relevant help topic is e Ji
displayed, along with e
step-by-step instructions for
completing the task...
7 Click on Home @® to return
to the home page
For Your Reference... Handy to Know...
To browse Help and Support: e For basic information about your
1. Select Start > Help and Support computer and Windows, click on How
2. Click on Browse Help topics to get started with your computer
3. Click on a general topic most relevant and Learn about Windows Basics in
to the task you want to perform the Home page of Help and Support.
4. Repeat as necessary to locate specific These general topics contain a wealth
topics of useful information that will turn you

into a computer expert in no time.
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Microsoft Windows 7

PRINTING A HELP TOPIC

Although Windows makes it easy to work is, you cannot choose which sections of the
through a help topic on-screen, you may topic you want to print. As a result, you
prefer to simply print the help topic could end up printing pages upon pages. In
instead. Note that when you print a help other words, print only when absolutely
topic, you are printing the entire topic, that necessary.
. o () Winclows Help and Suppert o lre =
Try This Yourself: o o @ & W R o oo -
aaaaaaa »|
Before starting this exercise ]
ensure you have the Help and Tmmmene
Support Home page B
displayed... 3 Toublahost com
1 Type camera in the Search L o
box and press 6 Crangesating formporing e e
You will get help to find out L
how to get your pictures from 9 @ virsons e oo e
your camera onto the e O D & W R ok oo -
computer... | [ a3

b Showall =

2 Click on How do I get
pictures from my camera ) A o . .
Y mcu canimport pictures and video clips frem your digital camera to your computer in a few different ways. Here's one common way to do
to my computer: S
The he/p topic is dlsp/ayed 1. Connectthe camera to your computer by using the camera's USE cable.

3 Drag the slider down until
you reach the bottom of the |
page -
More hyperlinks appear...

4 Click on What about flash

How do 1 get pictures from my camera to my computer?

s website to watch the video. (0:56)

memory cards? to expand e B =
this heading and display Gerere! [ Gprons]
further information Selec Prvter
) el HP Color Laser)et 3800
You have to expand headings M creccfe XPS Docurnent Virker

= Send To Onelote 2007

before you can print the ~ .
information within, otherwise o o —
only the hyperlink will appear Locaton

in the printout... comet
Page Range
5 Click Print = in the toolbar e | e
to open the Print dialog box © Pages: i Colate 3 hs
. . Enter either a single page number or a single 1-2' 1-2'
Make sure your printer is page renge. Far examale, 512

connected and switched on... —

6 Click on [Print] to print the
topic

For Your Reference... Handy to Know...

To print a help topic: e Right-click in the Help window and
1. Display the help topic select Print to display the Print dialog
2. Click on [Print] in the toolbar box.
3. Click on [Print] o Click on Show all at the top of the

topic window to expand all headings
and display further information.
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USING IN-BUILT HELP

The Help and Support Centre is the central dialog boxes and the like. This is particularly
repository for information to help you do useful as it will only display help topics
pretty much anything in Windows 7. relevant to the feature, option, window, and
Windows 7 also provides an in-built help so on, that you are using at the time.

system to use within programs, windows,

- (@ Windows Help and Suppart [E=5[ESH ==
Try This Yourself: 9 @ © D & W R o oriom
[|seareh Helo |
{  Select Start > Computer to Z .
open the Computer W|nd0W Waorking with the Computer folder
. = . From the Computer folder, you can access locations such as hard disks, CD or DVD drives, and removable media. You can also access other
2 C||Ck on Get help ._g. in the (\E‘.\[E-zlth:tm\ghtb-z[Dnnzztsdtc}cm computer, such as extemal hard drives and USB flash drives.
& Clickto open Computer.
tool ba r A common reason to open the Computer folder is to view the available space on your hard disks andl removable media. =
The Help and Support window =
G+ Comote B »
d/rectf/y to a help topic related o S =
to using Computer... ot i o]
3 Click on close [E4 to close Bronse foders ‘
) Open each folder in the same window!
the Help and Support ) Qpan each foldern s on windorw
WI n d OW Click items as follows
4 CIle on [organise] and I:g -:-%ijg‘lj-c:\i:-kluupenanilem:puinttnse\et:t:
select Folder and search  © Lniaine e Lo rem
R @ Double-click to open an item (single-click to select)
options
Navigation pane
The Folder Options dialog box 40 Esnow alolders
iS dISp Iaye d » ) [ Automatically expand to current folder
. ([ Bestore Defauks |
5 Click on the How do I
change folder options?
hyperlink at the bottom of the
dialog box
The Help window is displayed
and navigates directly to the e @ Vindous Help i Suppon e
Folder options help topic... ©@ @ D = W R e owom -
. Search Hel 2|
6 Click on close &= to close =
the He’p and 5upport Change folder options
window g okt omain oo B e ehanae gl e
- * Click to open Felder Options. and folder settings
7  Click on [Cancel] to close
the Fo’der OPtions dlalog Find these settings on the General tab in Folder Optians. . T:tt“’:g‘m‘i;;"‘;'zl;'f
box e e ]
8 Click on close &4 to close
the Computer window
For Your Reference... Handy to Know...
To use Windows' in-built help: e Windows Help and Support is available
e Click on Get help ® in the toolbar, only for Microsoft products (such as
or Windows 7 and WordPad). If you
e Click on a hyperlinked question in a require help for a non-Microsoft
dialog box, or product, you will need to use the Help
e Click on a Help icon @ in the feature within those programs (usually

window located in the Help menu).
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CONCLUDING REMARKS

Congratulations!

You have now completed the Help and support booklet. This booklet was designed to get
you to the point where you can competently perform a variety of operations as outlined in
the task list on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through

finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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