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1. Windows 7 installation

Step 1- Place Windows 7 DVD in your dvibm drive and start your PC.
Windows 7 will start to boot up and you will get the following progress
bar.

Windows is loading files...

Step 2- The next screen allows you to setup your language, time and currency
format, keyboard or input metho@hoose your required settings and click
next to continue.
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Step 3- The next screen allows you to install or repair Windows 7. Since we
aredoing a clean install we will click on "install now".

% Install Windows

[

Windows 7

N L
.

Step 4- Read the license terms and tick | accept license terms. Then click next
to continue.

Please read the license terms

MICROSOFT SOFTWARE LICENSE TERMS

WINDOWS 7 ULTIMATE

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the
software named above, which includes the media on which you received it, if any.
Printed-paper license terms, which may come with the software, may replace or modify
any on-screen license terms. The terms also apply to any Microsoft

*  updates,

- supplements,

Internet-based services, and

1 Collecting information 2 Installing Windows

Step 5- You will now be presented with two options. Upgrade or Custom
(Advanced). Sinceve are doing a clean install we will select Custom
(Advanced).
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Which type of installation do you want?

Upgrade

Upgrade to a newer version of Windows and keep your files, settings, and programs,
The option to upgrade is only available when an existing version of Windows is
running, We recommend backing up your files before you proceed

Help me decide

]
1 Collecting information 2 Installing Windows

Step 6- Choose where you would like to install Windows 7. If you have one
hard drive you will get a similar option to the image below. You can click
next to continue. If you haweore than one drive or partition then you
need to select the appropriate drive and click next. If you need to format or
partition a drive then click Drive options (advance) before clicking next.

Where do you want to install Windows?

[ Name | TotalSize| FreeSpace| Type
‘, ‘;/ Disk 0 Unallocated Space 16.0 GB 160 GB
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Step 7- Windows 7 starts the installation processl starts copying all the
necessary files to your hard drive as shown on the image below.

Installing Windows...

That's all the information we need right now. Your computer will restart several times during
installation.

1 Collecting information 2 Installing Windows

Step 8- It will go through various stages of the setup and will reboot your
system few times.

Windows needs to restart to continue

Restarting in 6 seconds

Restatnow |

1 Collecting information 2 Installing Windows
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Step 9- When your PC reboots it attemptsoot from DVD as it is the first
boot device. Do not press any key during the boot prompt so Windows 7
will continue with the installation by booting from the hard drive.

Setup will continue after restarting your computer

Step 10- After the reboot your computer will be prepared for first use.

Setup is preparing your computer for first use

L —
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Step 11- At this stage you need to choose a user name and computer name.
Click next to continue. The user account you create here is the

Q (4 SetUp Windows

fi’. Windows 7 Uttimate

Choose 2 user name for your zccount and name your compuiter to distinguish it on the network,

Type a user name (for example, Johnj:
BuildEasyPC

Typea cor
BuildEasyPC-Com

nputer name!

(< Copyright € 2009 Microseft Corporation. Al rights reserved,

N

Administrator account which is the main account for your Windows 7 that has
all the privileges.

Step12- Choose your password and password hint just in case you forget your
password and need to jog your memory.

Q .4 SetUp Windows

Set a password for your account

Creating 2 password is 2 smart security precaution that helps protect your user account from
unwanted users. Be sure to remember your password or keep it in a safe place.

Type 2 password (recommended):

Type a password hint (required):
My Secret]

Choose a word or phrase that helps you remember your password,
¥ you forget vour password, Windows will show you your hint.
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Step 13- You can now type the product key that came with Windows 7 and
click next. If you do not enter the product key you can gtdceed to the
next stage. However Windows 7 will run in trial mode for 30 days. You
must therefore activate Windows within 30 days otherwise you cannot
access your computer after 30 days.

@ L4 SetUp Windows

Type your Windows product key

You can find your Windows preduct key en 2 label included with the package that came with
your copy of Windows, The label might also be on your computer case, Activation pairs your
product key with your computer.

The product key looks similar te this:

PRODUCT KEY: XXXXX-XXXXX-XXXXX-XXXXX-XXKXX

(dashes will be added automatically)

[7] Automatically activate Windows when I'm online

Step 14- Help protect your computer and improve Windausomatically.
choose use recommended settings.

@ 4 SetUp Windows

Review your time and date settings

Time zone:

[(UTGOE:OO) Pacific Time (US & Canada) -

] Automatically adjust clock for Daylight Saving Time

Date

“ October, 2009

» / /-\\(
Su Mo Tu We Th Fr Sa 4 .
7 28 0 1 2 3 |
45 6 7 8 910 (= A =
1] 1213 1415 368 55 . ~
18 19 20 21 22 23 24 & 4
B2 27 28 29 30 31 A
1 2 3 4 5 6 17
139,01 AN
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Step 15- Review your time and date settings. Select your time zone, correct the
date and time and click next to continue.

@ 4 SetUp Windows

Review your time and date settings

Time zone:

(UTC-08:00) Pacific Time (US & Canada)

[¥] Automatically adjust clock for Daylight Saving Time

Time:

Date;

——
0 S

October, 2008
We

27 28 29 30 1 2 3
4 5 & 7 8 940 =
1012 13 14 15 16 17 \\1

18 19 20 21 22 23 24
(Z5126 27 28 29 30 31
1 2 3 4 5 6 7

| 1:39:01 AM|=

Step 16- Select your computer's current location. If you an@@e user then
choose Home network otherwise select the appropriate option.

@ 14 SetUp Windows

Select your computer’s current location

This computer is connected to a network, Windows will automatically apply the correct netwerk
settings based on the network's location.

Home network
= If all the computers on this netwark are at your home, and you recognize them, this is a
= trusted home network. Don't choose this for public plac as coffee shops or

airporte N

I i Work network
If 2l the computers on this network are at your workplace, and you recognize them, this
is a trusted work network, Don't choose this for public places such as zoffee shops or
airports.

Public network

If you don't recognize all the computers on the network (for example, you're in a coffee
shop or airport, or you have mobile breadband), this is a public network and is not
trusted.

If you aren't sure, select Public network,
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Step 17- Windows will now finalize the settings for your computer and restart.

i <
() «d SetUpWindows

£7 Windows 7 Uttimate
[N

Step 18- After the final restart Windows 7 will start to boot up.

Starting Windows
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Step 19- Finally you have the logon screen. Just type your password and press
enter or click on the arrow to logon to Windows 7 for the first time.

. Windows 7 Uttimate

Step 20- After you have logged on to Windows 7 for the first time, you will see
similar desktop to the image below. At this point you can start using your
computer. However it may not be fully configured. You need to make sure that all
the hardware is detected correctly and the necessary
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2. File and folder management in Windows

2.1 Create a file in windows

Step 1- Right clickat the place where you want to create a file and select the

type of file you want to create. There are various kinds of files a person can

create starting from word document to text file. Since wéeaming to create a

file we choose text document

- LER

s mwuwww W!wau-
ke

Y EEL

e TH plmig Wt Gt Glad Sy ey . oo

I D EBe = elEy

Step?2 -

Give a name to the file as shown belasvl had given the name smd.

T

|
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Step3-

M T T

e smd - Notepad = K
File Edit Format View Help

Hello how are you.
How is your health.
Where had you been all the time.

Step4 -

Click on the save button as shown betovgave the document

| smd - Notepad = K

File | Edit Format View Help

‘ New Ctrl+N
Open... Ctrl+0
Save Ctrl+5 the time.
Save As...
Page Setup...
Print... Ctrl+P
Exit

2.2 Create a folder in Windows
Stepl -

Right click the place where you want to create a folder. Folders and files can
created on driveand desktopHere we create a folden the desktop as shown
below by clicking on the folder icon shown in red rectangle.
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Step2 - Give this folder a name and | have defitleel name as sandy as shown
below.

L

2.3 Copy a file to a folder
Stepl -

Right click the file

-

k)

and select the copy option as shown below.
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Step2 -

Step3 - Double click thefolder sandy as shown below

Step4 -

Open the folder , right click and paste
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