LAB 10: A look at Control Panel

Meet the Control Panel
we will explore the Control Panel. You can modify many aspects of Windows here and intermediate users willhave accesstoall
the optionstheyneedtocontroltheircomputer. Masterthe workings ofthe Control Panel and you can consider yourselfaseasoned
Windows 7 user!
Opening the Control Panel
The Control Panel is opened by clicking Start 71 Control Panel:
Control Panel Overview
The Control Panel contains an address bar and search box like many other folders. The different commands are categorized into
eight groups: The following table gives you a description of all the Control Panel categories, including the various programs
you can find by clicking each category’s hyperlink’. As we progress throughthismanual,we will cover some of these
options in detail.For now,let’'s go over the different sections:

1. System and Security
This section deals with the overall operation and stability/security of Windows 7. Here, you can open the Action Center, check
systemsettings,manage WindowsUpdatesettings and power consumptionoptions,and access other administrative tools.

u ACtion Center _" Computer : I

% Remote Desktop Connection o ——

Windows Firewall
Syst . Control Panel

y.S em @!' Magnifier K '
Windows Update = | Change settings and customize the furictiona
Power Options # solitaite =

Default Programs

9 Snaglt¥
Help and Support

b AllPrograms

Backup and Restore
BitLocker Drive Encryption
Administrative Tools
2. Network and Internet
Use this option to modify how your compute
will interact with othersifyou are onanetwork ; '_
Manage network settings, set up and use thefl
Homegroup network to interact with other
Windows 7 computers, and modify Internet Explorer 8 settings.
= Network and SharingCenter
= Homegroup
= |nternet Options
3. Hardware and Sound
This option allows you to modify settings for all hardware connected to your computer. This can include printers and
scanners, mice, keyboard, speakers, digital cameras and audio devices, game controllers, and modems. You can also modify
AutoPlay options for removable media,

adjustsound and power usage options, e T— &
and change display settings. OO )..Contrel Fanel.. v | 43 [ |search Control Panel

= Devices andPrinters ) . I _

= AutoPlay Adjust your computer's settings View by: Category ¥

n

Sound . System and Security User Accounts and Family Safety
L] POWer OptlonS t@ Review your computer’s status % ',' Add or remove user accounts
u DISplay Back up your computer ¥ Set up parental controls for any user
Find and fix problems L
4. Programs cand] Appearance and Personalization
. q Metwork and Internet Change the theme
Install or uninstall third-party programs, QR e neviork ot and o h’ e e charoun
set which programs will be associated == Choose homegroup and shafing options Adjust screen resclution
with which file type, and manage , ] Hardware and Sound Clock, Language, and Region
gadgetS. View devices and printers T Change keyboards or other input methods
Add a device Ch display |
* Programs and Features - - ’”g’f"" R
4 Programs # B Ease of Access
. DefaU|t Programs E‘i_rl‘ Unin?la“ a program I@‘ Let Windows suggest settings
- DeSktOp Gadgets -« A Optimize visual display

5. User Accounts and Family Safety
Manage users on your computer. These options are useful iftthe computeristobe used athome orin an office settingwhere many
people will share the same computer. Use Windows CardSpace and the Credentials Manager to manage personal data.
=  User Accounts
= Parental Controls
=  Windows CardSpace
= Credential Manager
6. Appearance and Personalization
Adjustthelook andfeelof yourcomputerhere. Manage howthe Start menu looks, adjust a number of visual elements, customize
how a folder displays its contents, and view fonts that are installed on yourcomputer.
= Personalization
= Display
= Desktop Gadgets
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= Taskbar and StartMenu
= Ease of AccessCenter (€1
. FOIder Options | Control Panel Home

Dev:ces and Printers
u FOﬂtS . St R Sec Aty #"‘.’l Add a printer | Mouse ‘ff_i'DewcaManagar
7. Clock, Language, Region NeETAT i @ AutoPlay
Use this option to change the date and time, change the| » Hardwareand sound g e sorli

Programs

language packthatisinstalledonyourcomputer,orchange i @) Soimd
other reglonal OpthﬂS SUCh as Currency and number Safety = Adjust system volume | Change system sounds | Manage audio devices

Appearance and i Power Options
form ats. Hersaiahestion . \1‘; Change power-saving settings | Change what the power buttons do
L] Date and Time Clock, Language, and Region Require a password when the computer wakes
. Ease of Access Change when the computersleeps | Choose a power plan
= Region andLanguage o
8. Ease of Access ! Make text and other items larger or smaller | Adjust screen resolution

Connectte an edernal display How to correct monitor flicker {refresh rate)

Windows 7 includes a number of different options for|
users who are differently abled. Enhanced contrast,

text-to-speech options, and user input options allow almost anyone to have full access to Windows
= Ease of AccessCenter

Additional Options

— If you have some hardware or software on your computer that can directly

","_“ -f. , Control Panel  iNfluence the day-to-day operation of your computer, you may see additional
T options in the Control Panel. Some options are repeated in the different

categories. Clicking the actual Hardware and Sound link will open all

Control Panel Home category options, as shown in the diagram above. If you clicked the blue
% ;l “Add adevice ”link, you would be taken directlytothe sub option in the red
System and Security box: Sometimes when you have clicked a link to view the details of a category or

clicked a sub option, you will see some related Control Panel options: Beside
Network and Internet the address bar at the top of the window are Back and Forward navigation buttons.
You canalsoreturntothe home screen ofthe Control Panel by clicking Control Panel Home:
You might have noticed that some Control Panel sub options have a small Windows Shield icon beside them. The
options canonly be modified by computeradministrators and maybe password protected:

. . . Ease of Access Cente

settlng ACCGSSIbIlIty Optlons Let Windows suggest sett 1 1 i lace seunds with visual cues
Opening the Ease of Access Center Change how your mouse w] Ease of Access Center ke
The Ease of Access Center is Make your cormputer easier to use,
accessible by clicking the blue logo at
the login screen. Awindow will appear and let the user enable or disable many of the accessibility options
we will discussinthis lesson.Windows will also read the options in the window to you if you move your
mouse over an option. This enables some userstochange accessibilityoptions onthe computer before they log
into their user account. Toset accessibility options from the Control Panel, click Ease of Access [ Ease of Access
Center:  If your computer is equipped with speakers, youS i G|

will hear the narrator  start reading the text on the [ « easeof Access » SpeechRecogniton. = | éy || Search Control Parel 0 |
screen when the Ease of Access Center first opens: ®

One final accessibility feature of Windows 7 is voicef| ©orte!fonefome Configure your Speech Recognition experience
recognition. You can use a microphone to open programs|| advanced speech options 157 Start Speech Recogition
and type documents. Click the Use Speech Recognition link|| Tettospeech SSLUSIG ol voiteto Contat your camidtes
to open the Speech Recognition Options window: The| 9 iw micraphone o
e et up your computer to work properly witl eec
more you use speech recognition, the more accurately| Becogriat, e
your computer will detect your voice. Toke Speech Tutaria
Make changes to your user account o L
& Train your computer to better understand you
ChﬁﬂgE your passwcrd F e —— Read text to your computer to improve your computer's ability
to understand your voice. Doing this isn't necessary, but can
Remowve your password | “"'F-'lS,D,ﬂ help improve dylctatmn aLcuraE:. "
Administrator
Change your F}iCtLII'E \ Passward protected gl ./ OpentheSpeech Reference Card
Easeof A =% View and print a list of comman commands to keep with you
'.@l Ch DG e your account name e so you always know what to say.
Audio Devices
'ﬁ' Change your account type

Customizing User Accounts

It is common place nowtohave at least onepersonal
computer in a household at a time. In fact, it is often the
case that each member of the household has access to ‘;:
their own! However, if you share a computer at home or at work, you can use accounts. This enables everyone to o0
signin, use programs, store their own data, and customize the interface to their liking. Thislessonwillshowyou, if A&«
youareacomputeradministrator,howtocreate, modify,and remove useraccounts.
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Opening User Accounts

When you firstturn on your computer, you |, User Accounts
have to log in by clicking your user name and
entering a password. In the Control Panel, click
User Accounts and Family Safety 1 User
Accounts. If you are a computer
administrator, you will see your account details: Click “Manage another account” to view all user accounts on your
computer. If you are the only user, you will actually see two accounts: yours, and a guest account:

Double-click any user account to view or modify its properties.

Change your account picture | B Add or remove user accounts

Change your Wiridows password

Name the account and choose an account type Addlng a User Account

This name will appear on the Welcome screen and on the Start menu. Click Accounts and Family Safety [ “Add or remove user

— accounts:”

¢ E;ttaa::aa:::zec:)untuserscan use most software and change system settings that do not affect other users or Click the “Create a new account” link near the bottom of
the security of the computer. the window. Give the new account a name and then

() Administrator
Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users,

choose the account type: Standard users have nearly

Choose the account you would like to change

We recommend that you protect every account with a strong password.

Why is a standard account recommended? '-

[ CresteAccount | [ Cancel
full access to the computer, but they are not allowed to make
any changes that will affect any other user or compromiseg <= account
the security of the computer. Administrators have full " =e et
access to all features. Click Create Account tO agditiona things you can do
proceed. The new account will be shown in the list Of g s usparertsl contron

Velsoft
Administrator
Password protected

Guest
Guest account is off

Current aCCOUHtS: Go to the main User Accounts page
Choose the account you would like to change Advanced Customization Tasks
Changing How Your Mouse Behaves
Velsoft (o — In the Control Panel, click Hardware and Sou_nd and then
s::;irn;gztroortmed |E Standard user [\ cllc_k M(_)use underthe Devicesand I?nnteys heading.
— This will open the Mouse Properties dialog box:
Under the “Button configuration” heading, you can
Guest

Guest account is off

P / Devices and Printers
EEareverse the ¥l Addadevice | Adda printer | Mogse | B Device Manager
~ |operation of the ﬁ
left and right mouse buttons

Buttons | Poirters | Pointer Options | Wheel | Hardware |

Button configuration ‘ . Butt Pairt Poi Opti Wheel | Hardw:

sl to accommodate left or right- | Buttons | Pointers: | Pointer Options | Wheel | Hardware

Selectthis check box ta make the button on the " handed people. To adjust the Scheme

right the one you use for primary functions such . .

s selcting and cragging. ' double-click speed, click and Windows Aero (system scheme) -] N
drag the slider and test it by

Double-clcc speed double-clicking the  folder pee

Double-click the folderto test your setting: f the

icon. ClickLock allows you to

folder does not open or close. try using a slower " Cust
setting. . omize:
Speed: Sow [} Fat ‘ click gnd <.:irag to lselect x B
something without having to TR SR E
s _ hold the left mouse button Help Select N H
E-I:mcn[jld‘h\-:*m i ithout halding d .7th owicg down a”the tlme (8
bL;OI'IEEF(;O:e: blllgeﬂ;rgpreirs thmegn:\‘ouse bu;orl':?g'l'ool':lq;as:.nc.ll?gk&:he other tabs in the Waorking In Background %‘)
mouse button again. . .
Properties  dialog
Busy 'f_)
= are as follows: :
oK Cancel. | | Apply | . . B
i i P s s s ' JPointers Change which type Precision Select -+ -
- of mouse pointer scheme you ] Enable pointer shadow [ 0ss Dot | [ Bowee |
Select apeinicrapeed: want to use. You also have the - N _
s U ability to download new pointer o inemes o change mouse porters
[ Ervance parter preciien schemes to have a more customized look:
E"E”“DMWMWVEDwmmmedmMME PointerOptions Control how the mouse pointer will behave. Control how
. sensitive the mouse pointer will be when the mouse is moved, choose if the pointer e
visbity will automatically snap to a command or button when you move your mouse close &
[\ [ Deplay porter traie to a command, choose to show a pointer trail, decide if you wantthe mouse pointer &
Short Laong . . . . .
t : to disappear when you type something, and have a pointer locator be displayed if
El [¥] Hide pointer while typing you Ilke.
@ [] Show location of painter when | press the CTRL key
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Setting Your Language
If you speak a different language than the /%
default American English language of
Windows, the best thing to do is to make

sure you choose the appropriate language when Windows 7 is being installed onyourcomputer. However, thisis not
always possible, particularly if you are usinga  public computer or if you are purchasing the computer second-hand.
Fortunately, you can adjust the language using the Control Panel if you are an administrator. Windows uses two
different types of language files. A Windows 7 Multilingual User Interface Pack (MUI) requires a license and only
providestranslationformostoftheuserinterface.

Region and Language
'@Install or uninstall display languages | Change display language | Change location
Change the date, time, or number format | Change keyboards her input methods

e The second type of language file is a Windows 7 Language
Interface Pack (LIP). These files do nottranslate as much
of the interface as MUls, but are freely available on
Microsoft's Web site. LIPs require a parent language.
Any part of the interface that is not translated by the LIP is
displayed in the parent language. Before changing the
language, you need to acquire a MUl or LIP from
Microsoft. Once you have acquired a MUI or the LIP, click
Clock, Language, and Region and then click  “Change
display language” under the Region and Language
heading: Next, click “Install/uninstall languages:”
Modifying Screen Resolution

Monitors come in two main types: cathode ray tube (CRT,
which looks like a television) or liquid crystal display
(LCD, flat screens that are now the norm). Depending on the size of your monitor, you can adjust the amount
of information that can fit on the screen by changing the number of pixels (individual dots of color that make up your

screen) that are displayed atf o =L e
nce. Changing the amount — il . -
g e U IR ™ » Co o+ e mareorsiotan s 16 | o oo

of pixels is called changing
the resolution. Screen

Fon'n_ats-l Location | Keyboards and Languages | Administrative

Keyboards and other input languages

To change your keyboard or input language click Change keyboards.

[ Change keyboards... ]

How do [ change the keybeard layout for the Welcome screen?

Display language

Install or uninstall languages that Windows can use to display text and
where supported recognize speech and handwriting,

[ @Instalb’uninstall Ianguaga..g

»

. X i Control Panel Home n—

resoluton is measured in B Ferondlization
hori tal x vertical pixels. The SR St Lhangeth.e theme | Change desktop background

orizon p . Change window glass colers | Change sound effects. | Change screen saver
default Windows 7 resolution||  MNetworkandinternet o
I.S 1024x768 p_lxels’ which will Fe i ot Soury) ! MakEtei and other items larger or smalter | Adjust screen resclutisn
fit Comfortably ina 17" CRT o Programs Cennect to an external display
ITCD m?mtor. ”Larger monitors, g:;tjm“"“ and Family [ Deskiop Gadgets
like 19" or 21” and above, can —IE"  Add gadgets to the desktop Get more gadgets online | Uninstall 2 gadget

* Appearance and

support  larger  resolutions.
Very large resolutions, such as 1600x1200 pixels and above, are useful when you need to do fine graphical work or if
you are avideogame enthusiast. Larger resolutions require more processing and graphical power if you are going to
be playing games or using other graphics-heavy tasks. Depending on the age of your computer, a large resolution will
result in your computer becoming slower, so you may need to find a compromise when dealing with larger
mresolutions.  From the Control Panel, click Appearance and
Personalization and then click “Adjust screen resolution”
under the Display heading: Here, you can choose the
resolution and orientation of your monitor. Every monitor
has a native resolution. This means that the monitor has a
certain number of physical pixels, like 1280x1024 or
1440x900. Monitors are capable of displaying resolutions
smaller than their native resolutions, but smaller resolutions
make things look a bit blurry. If  you try to display a resolution
hat is larger than the native resolution, the picture may
appear garbled or may not display anything at all.
indows 7 can detect the native resolution of most
fhemdzmng - Imonitors. It is recommended that for the  clearest picture
and the least amount of strain on your eyes, you should leave
heresolutionat whatever Windows decides is best.

.=_i < Display » Screen Resolution b :\ Search Control Panel ,D

Change the appearance of your display

Display: 1. XPLOWD =
Resolution: 1440 = 900 [recommended) -

Make text and other items larger or smaller

What display settings should I choose?

Working with Multiple Monitors

If you have a desktop computer purchased as a package from a |

store, you may only have one  video output port. If you have a

custom built computer or a computer that was designed more -
for games or graphical work, you likely have a separate video \W E

Change the appearance of your displays

card. These cards are attached to the motherboard and stick
ports out of the back of your computer. If you have more than'
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_iElESlone monitor attached to your computer, the Screen

()i [ « Display » Screen Resoluion | 4 | 5o coeiranet o\ Resolution window  will look something like this: Here you
e el can see all of your monitors at once. You may need to click

cl . . . .
e the Identify button in the upper right-hand side of the

§ | = window to see which monitor is which, depending on how
__ (=) your computer decided which video output port should
- . be labeled #1.

If it turns out that the monitors are not in the right order, you

Display: can either physically move the monitors or click and drag

Resolwiors (1280 % 1024 lrscommended)_ =) the monitor number to the location you want: Click Apply
Srentation to accept these new locations.

Once the monitors are in their correct locations, you can

T change individual monitor options by selecting a monitor at

This ciitentsy yourimsin diplah raencedzzting:— lithe top of the window and then using the combo boxes to

Make text and other items larger or smaller modify Settings; Disp|ay

' het displey setfings should L hocse? Select between the different displays attached to your

= e computer. This command does the same thing as clicking

anindividual display.

Changing your Sound Scheme _

Windows uses .wav (wave) files as the sound (}) Sound

format for system sounds. The startup noise, *“ Adjust system volume | Change systerm sounds
crumpled paper noise when emptying the Manage audio devices

Recycle Bin,

Sound Scheme:

Windows 7 includes a few sound schemes; a collection of
themed sounds that will play when you perform certain
actions with your computer. To hear the available sound
schemes from the Control Panel, click Hardware and Sound
and then click “Change system sounds,” found under the
Sound heading: This will display the Sounds tab of the
Sound dialog : Select a theme from the Sound Scheme
combo box: Selecting a new theme will replace all of the
critical Windows sounds with sounds in a related theme. You
can also select an action from the Program Events list and click
Test to hearthe  sound. If you want to change a sound to
another clip, use the Sounds combo box to select a different
sound:

If you have another sound file you want to use, click the
Browse button, and navigate to the folder that contains the
sound files. If you want to save the modified scheme, click the
Save As button and give the scheme a name.

Finally, click OK to confirm any changes.

PlaybadclRemrdm Sounds | Communications

A sound theme is a set of sounds applied to events in Windows
and programs. You can select an existing scheme or save one you
have modified,

Sound Scheme:

Windows Default v] [ Sawe As.. Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound scheme,

Program Events:

D Windows -
bo] Asterisk |

: Close Program B

Critical Battery Alarm

Critical Stop

Default Beep

[7] play Windows Startup sound

Sounds:

[windows Eror o (R ] [gowee.. ]

Speech Sleep

L tada Changing the Date and Time
m:g;ﬁ: g:;‘tz‘;"m_rcal :] j .,_\p'_m;, If you are moving to a different region of the world, or have
Windows Battery Low - Jisuffered a power loss which can throw off the clock time, you
mgggx: E’e‘g‘j['tsmp can change the date and time in the Control Panel.
Click Clock, Language, and Region and then click “Set the time

Windows Din
W anddate” underthe Date and Time heading:

'Windows Exclamation . « . »
\Windows Feed Discovered F Now click the “Change date and time” button:

Windows Hardware Fail
Windows Hardware Insert

L Date and Time

Windows Hardware Remove c - -

W i ot e e Set the time ancl.clarf .Changethetlme Zone
Windows Logoff Sound Add clocks for diff t time zones

Windows Logon Sound

Wikideire Mers Command Add the Clock gadget to the desktop

Windows Minimize
‘Windows Mavigation Start

m

Use the < and > buttons on either side of the month to change

Winidows Holity the month, and then click a day to change the date. Click the
Windows Pop-up Blocked . . .

Windaws Print complete hour, minute, or second time and type the proper time. When
o eI you are satisfied with all adjustments, click OK.

Windows Ringin You can also click the clock in the Taskbar and then click
oS Binget “Change date and time settings:”

Windows Shutdown
Windows Startup —
Windows User Account Contral ™
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Wednesday, August 26, 2009

August, 2009
Mo Tu We Th Date:
27 28 29 30 Wednesday, August 26, 2009
3 4 5 B
10 11 12 13 2 el
17 18 19 20
1:02:05 PM
24 25 2 ﬁ
3 1 2 3 [ i) Change date and time...
1:03:45 PM
F' o 3 |
Change date and time setf:in% i Dae aod fie Setlings M
Set the date and time:
Date:
4 August, 2009 k

Your computer probably came with a set of speakers to use for Su Mo Tu We Th Fr Sa

sound. Nearly every computer also has the ability to use a 22 2; 23 22 32 1

@ Sound g 10 11 12 13 1

Adjust system volume | Change system sounds I If 1 L of oF
B e i 23 24 5fkRizr B M
YidMage aUoic dEVICES EliRE | ;i 3 3 F

microphone, speakers, and other sound
recording/playback equipment.  Windows
allows you to change the volume settings for
all playback devices in one spot. The easiest
way to adjust the volume is to click the speaker|| Change calendar settings

icon in the taskbar and then click and drag [
the slider up or down: Ifyourkeyboard has
an integrated volume control, it can also bel — —— ——=t,
used to adjust the volume up  or down. You can also mute the audio by clicking the speaker icon
under the volume slider. If you click the Mixer link, you will be able to control the output for all
devices and certain programs: To modify other sound properties from the Control Panel, click
Hardware and Sound and then click “Manage audiodevices:” To modify an audio device, select the
device and click Properties. If you have a surround system with more than two speakers, use the
Configure button to change the sound hardware setup. Click OK to save any changes you have
made.

ok ]| Cancel |

Playback |R.eeorcﬁng I Sounds I Coa'mnuniaﬁm_s|

Select a playback device below to modify its settings:

Applications

= Digital Audio (HDMI)
2-High Definition Audio Device
mll $) Mot pluggedin

= : Speakers
Speakers - Systermn Sounds || High Definition Audio Device
o Default Davice

Headphones
High Definition Audio Device
Ready

Digital Audio {S/PDIF)
High Definition Audio Device
Ready

[ ox ][ cancal || apoiv |
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