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Windows 7 Guide 

 As you startup your computer, you will notice many differences right at the beginning. 

For example, the Windows startup screen and the Novell logon box. When you get to the new 

Novell logon screen, please log in with your Novell username and password. As your desktop 

comes up, you will see the Application window with all your applications in it. You can double 

click on any of those applications to launch the application you want.  

Based on some recent conversations that we have had with some teachers, we are 

going to explain to you how to find and fix the most common requests.  

Novell Login 

With the new version of Windows, there is also a new form of logging in. The new login 

looks like this: 

     

 This is the correct login for most of the staff at Hemet Unified School District. Unless you 

are using a laptop that you are able to take off site, you should always use this login. If you are 

able to take the laptop off site and are not at any Hemet Unified School District sites, you would 

click on the words that say “Computer Only Logon” for a workstation only login pointed at by 

the yellow arrow. 
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Change your graphics resolution 

 If you are a teacher and have received a new computer, you will have the ability to 

change your desktop setup. You will be able to choose between extended desktop, 1 long 

continuous desktop, Clone which mirrors your main screen or you can simply turn off all extra 

monitors. To change the display modes you need to follow these instructions: 

1. Right click anywhere on the desktop but not in a window and you will see 

this menu. Now click on Screen resolution.  

 

                                  After you click it, you will see this menu appear. 
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2. If you click the down arrow where it says Multiple displays you can change it 

to Extend these displays, Duplicate these displays (Clone), Show only on 

desktop 1 and Show only on desktop 2 

3. Choose which display you would like to use and click Apply. Your screen will 

flicker to adjust to the new settings. After it has been adjusted, you will see 

this window. 

 

 

 

4. Click Keep changes and your displays will be setup the way you have selected 

them. 
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My Downloads Location 

 By default Windows 7 has its My Downloads folder in a different location than My 

Documents. To get to your Downloads folder follow these steps. 

1. Click on the round Windows logo in the bottom left corner of your screen 

that looks like this .When you click it a menu will appear.  

 

 

2. Simply click on your username in the upper right hand corner, and all your 

profile folders will open in a new window. Your Downloads folder and 

Favorites folder will be there as well as some others. 
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Windows 7 Shortcuts 

Copy a selected item 

Ctrl+C 

Cut a selected item 

Ctrl+X 

Paste a selected item  

Ctrl+V 

Undo an action 

Ctrl+Z 

Cancel Undo  

Ctrl+Y 

Select everything 

Ctrl+A 

Print 

Ctrl+P 

Clear away everything and show the desktop 

Windows logo key +D 

Minimize the window 

Windows logo key +Down Arrow 

Maximize the window 

Windows logo key +Up Arrow 

Lock your PC or switch users 

Windows logo key +L 

Choose a presentation display mode 

Windows logo key +P 

Search for files and folders 

Windows logo key +F 

And when you need it …get help 

Windows logo key +F1 
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Microsoft Office 2010 Starter Guide 

 For those that are currently using Microsoft Office 2007 there will not be much 

change for you when you start using Microsoft Office 2010 but for those of you that are 

using Microsoft Office 2003 there will be some significant changes. You will still have the 

same functionality as you did in Microsoft Office 2003 but Microsoft Office 2010 will 

look different and act different.  

 The most important part Microsoft Office 2010 is located at the top of your 

window. The ribbon is the box highlighted in yellow.  

 

You can see that all your formatting tools are listed by category at the top of the 

ribbon. Here is a simplified list of what each tab provides. 

Home – This tab contains the most frequently used tools. 

Insert – This tab contains graphics and charts you can insert in to your                

document.  

Page Layout - This tab is where you can change margins and line spacing. 

References – This tab is where you can insert sources. 

Mailings – This tab is for email functions. 

Review – This tab is for proofreading tools. 

View - changes how you will see the document.  

When you first open documents by default you start on the Home tab.  
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All your “behind the scenes” functions are located under the File tab at the top 

left hand corner of the ribbon.  

 

 On the left side of the File tab you will see where to save your documents, open 

documents and print. When you click on Print in the left hand side there is a new 

submenu that will appear that will give you all the printing option available for the 

printer you are trying to print to.   
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The print submenu looks like this. 

 

 You can see in the picture all the different options for printing you have available 

for the printer you have selected, If you click on any of the options you will see the 

submenus for each option. By default all the printing is done in the basic style. If you 

want to return to your document simply click on the home tab. Most of the Microsoft 

Office 2010 tabs will be the same throughout the Office series but each program will 

contain custom features that might not be available in other Office programs. For 

example Microsoft Excel contains a tab named Data that is not in Microsoft Word.  


