Windows Vista: Quick Start Guide for Home & Office

Windows Vista is Microsoft’s newest operating system. Vista includes many new features, including an
updated graphical user interface. This guide is intended to serve as a basic guide for students, staff, and
faculty members at Indiana University as they begin to install and use Vista Ultimate or Vista Business
edition at home and in the office.

How do I log on to a computer running Vista?

e There have not been any changes in the way you log on to a computer.
e Press Ctrl+Alt+Delete, as usual, to bring up the Welcome screen and then type in your username
and passphrase.

The left panel of the new,
context-sensitive Start menu
changes depending on what
command is selected.

Click on the User Icon to
open the User Accounts
dialog box.

The new personal folder replaces the
“My Documents” folder used in previous

versions of Windows.

Type the name
of an application
in the Instant
Search box to
launch an
application
quickly. For
example, if you
want to start
Microsoft Word,
simply type
“word” in the
Search box and
then press the
Enter key. You
can also use this
Instant Search
box to search for
other files and
folders.
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The Sidebar is a
docking station
for holding mini-
programs called
gadgets. The
Sidebar may, or
may not, be
displayed when
you first open
Windows.

Click on the name
of a program
from the menu to
launch a
commonly used
application.

Click on All

Click on the Start

button to open the Start

menu.

Programs to
display a list of
all applications
available on your
computer.
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If you will be
leaving your desk
temporarily, click
on the padlock
button to put
your computer
into sleep mode.

Press the arrow button to open a
menu that allows you to log off or
lock your computer. Depending upon
the way your computer is set up, this
menu may also contain options for
restarting, shutting down, or putting
your computer into sleep mode.
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How do I log off or put my computer into sleep mode?

Just to the right of the Instant Search box on the Start menu, you will see a toolbar that holds two or
three buttons. Depending on how your computer is set up, it may or may not contain a power
button, a lock button, and an arrow that opens an additional list of options.

To log off, click on the arrow button and choose “Log Off” from the list of options.

If present, the power button does not turn your computer off; instead, it puts it into sleep mode.

How can I open, close, or customize the new Windows Sidebar?

If the Sidebar is not visible, you can open it by typing “sidebar” in the Search box in the Start menu
and pressing the Enter key on your keyboard.

To add a gadget, click on the plus sign at the top of the Sidebar. The Gadget gallery will open. You
can double-click on any of the gadgets displayed to add them to your Sidebar, or you can click on
the “Get more gadgets online” link in the bottom-right corner to access hundreds of additional
gadgets.

To delete a gadget, right-click on the gadget icon. A menu will appear. Click on “Close Gadget.”

To close the Sidebar, right-click on a blank area of the Sidebar and then click on “Close Sidebar.”

How has the Explorer window changed?

To open Windows Explorer, press
the Windows key on your keyboard
+ the letter E.

The traditional menu bar is not S ord Dk D )
displayed in Vista windows. To B pe oy —

B Music
open it, you must press the Alt key Wore »

Folders. v

on your keyboard, or click on the o Detop B DD )

& sumpoz2

Organize button on the toolbar, and e
click on “Layout” and then “Menu | oo | vene
Bar.”

Microsoft has added several new information panes which can be added to your Explorer window. To
add or close panes, click on the Organize button on the toolbar, and then click on “Layout.” The menu
that appears will include a list of all panes available. You can then choose to open or close the new
Search Pane, Details Pane, or Preview Pane, and/or the familiar Navigation Pane.

The Address Bar in Vista makes use of a new breadcrumb trail that may look something like this:
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You can click on any of the files, folders, or drives listed in the breadcrumb trail to move to a specific
location, or you can click on any of the divider arrows to view a list of the other files or folders in the
same directory.

How has the Search feature changed?
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In Vista, depending on where you start a search (Start menu, Control panel, etc) 2 A Y R2 ¢ &
index your entire hard drive.

Instead, it searches through the files, folders, and drives that will most likely contain the item that you
are searching for. Usually this is the root of your User folder, which contains your Documents, Pictures,
Music, Downloads, etc.

If you want to search for something that is not located in one of these folders, you may need to
perform an advanced search.

To open an Advanced Search window, type “advanced search” in the Instant Search box in the Start
menu and press the Enter key on your keyboard. Windows Explorer opens. Click on the drop-down
arrow next to Advanced Search on the far-right side of the toolbar.
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To open the Control Panel, click on the Control Panel link on the right side of the Start Menu.
The new windows Control Panel is divided into 10 categories.

Click on Classic View in the left pane of the Control Panel if you want to change the arrangement of the
Control Panel to look more like the one used in Windows XP.

Where did the Run command go?

By default, Windows Vista does not come with the Run command on the Start menu, but your system
administrator may have added it during setup. If not, you can add it by following these steps:

Right-click on a blank area of the Start menu, and click on “Properties” to open the “Taskbar and Start
Menu Properties” dialog box.

Click on the “Customize...” button in the top-right corner of the dialog box.

Scroll downward until you see the “Run Command" checkbox and click to select it. Click on the OK
button at the bottom of the open dialog boxes.

What is User Account Control?

You can set up accounts for all members of your family or workgroup from the User Accounts section
of the Control Panel.

There are two main types of user accounts: Administrator and Standard User.

Only an administrator can install or delete applications, add or delete user accounts, etc.

Standard users can personalize their desktop, change their own password, and make changes that
don’t affect other users of this computer.

Why does a User Account Control dialog box appear when I try to install or uninstall a program?

Every time a user attempts to perform an administrative action, such as installing or uninstalling a
program, adding a user account, or deleting important files that could damage your computer, the
computer screen will darken and a User Account Control (UAC) dialog box will appear.

The dialog box will ask if you want to continue/allow or cancel.

If you continue, you will be asked to enter your username and passphrase. You must have an
administrator’s account in order to continue.

What are the new Aero effects in Vista?

The title bar and frame of the Control Panel may have a frosted, glass-like appearance.

The Minimize, Maximize, and Close buttons glow when they are selected.

When you have multiple windows open, you can get a live preview of a window by pointing to the
associated button on the Taskbar.

You can use the new Flip effect to scroll through a thumbnail preview of all open windows. Simply
press Alt + Tab on your keyboard.

You can also use the new Flip 3D effect to preview the open windows. Press the Windows key + Tab to
see a 3-dimensional preview.

Where can I go to get additional information about Vista?
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For more information about the new features in Vista, see http://ittraining.iu.edu/workshops/vista/.
For more training and support, go to http://ittraining.iu.edu/.
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