Microsoft Office 2007 Fast Track - Getting Started

Shutting Windows Vista down

1. Click on the Start button
2. Click on the arrow on the far right
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3. Select the shut Down option you want from the list
Switch User

Log Off
Lock

Restart

Sleep
Shut Down

Always Shut-Down before you Turn the Computer

Always shut-down Windows Vista before you turn off your
computer. If you don’t do that then you may lose files
that you haven't saved. If you follow the shutdown
procedure, Windows Vista will always warn you if you
need to save anything.
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Need to leave your desk for a few minutes?

Don’t forget to “lock” your computer. Do this by simply clicking
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Tips

on the start button and then click on the lock icon
unlock Ctrl+Alt+Delete and enter your password.

The Windows Vista Environment

The Windows Vista environment is made up of many parts.

The Main Vista Screen

After logging into the computer you will see the Windows Vista desktop and
Welcome Center window which will look something like this:
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(D) 4 » Contiol Panel » ystem end Maintenance » Welcome Center arch — 5 Click here to
close the
Welcome Center

1. Get started with Windows (12)

A View computer details ﬁ'«‘ Transfer files and settings Connect to the Internet.
S 7]

g‘ What's new in Windows Vista ‘]l Register Windows online g_‘ Personalize Windows

Show all 12 itemns.

2, Offers from Microsoft

Go anline to find it fast with Go online to help protect
Windoy your PC with Windows Live

Go online tofind more ways
to help protect your PC

[7]Run at startup (Welcome Center can be found in Contral Panel, System and Maintenance)
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Note: The Desktop can be customised to look how you want, which can
make it easier for you to do your work. Therefore, from computer to
computer each desktop and the features under the Start button will look a
little different.

The Welcome Center displays lots of useful information and tutorials to help
you better understand the Windows Vista environment. To close the
Welcome Center, click on the cross in the far right corner of the Welcome
Center screen.

What is each part for?

The table below explains what the parts of the screen are for...

Part of the Screen What Does It Do?

Icons Little pictures on the computer screen that
represent documents, folders and software

f‘ applications.

Internet

e.g. Explaorer

Background This can be customised to be anything you

like — a picture of your pet for instance.

Start button It will take you to all of the programs and
features on your computer.
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