
Windows 7 - Part 3 
 
Following on from our previous articles, here are a further set of tools provided in Windows 7 – you’ll probably 
either love them or hate them!   
 
Taskbar Grouping 
The taskbar buttons to the right of the Start button represent open programs on your computer.  To organise 
the taskbar, Windows 7 groups together all of the open files in the same program. 

 
 
In this example there are 3 Internet Explorer sites open.  To see these, hover over the Explorer icon,  and click 
on a site to open it. 
 

 
 
If you prefer to work with all your files visible, right click on the taskbar, select Properties, and under Task Bar 
Buttons select Never Combine.   
 
Snipping Tool  
Windows 7 has a mini programme, which enables you take a copy of something on your screen to print or 
save. This is particularly useful if you get an error message of some kind, so you can print it out and show a 
technician exactly what the problem was. Click Start and if you can’t already see it in the list, type the word 
‘snip’ and click on Snipping Tool. Your work will look “misty”; click, hold and drag round the section you want, 
which will then appear in a window, so you can print, save, or paste it into another document.  Also useful for 
printing out specific sections of a web page, or for creating screen shots, as above. 
 
Shake 
Using Shake, you can quickly minimize all open windows on the desktop except the one you want to focus on. 
Just click the title bar of the window you want to keep open and drag (or shake) the window back and forth 
quickly, and the other open windows are minimized.   To restore the minimized windows, shake the open 
window again.  Can be frustrating unless you get it just right! 
 
Snap 
You can use Snap to arrange and resize windows on the desktop with a simple mouse movement. You  can 
quickly align windows at the side of the desktop, expand them vertically to the entire height of the screen, or 
maximize them to full screen. Snap can be especially helpful when comparing two documents, copying or 
moving files between two windows, or maximizing the window you’re currently working on. 

 
To use Snap, drag the title bar of an open window to one side of the desktop to align it there, or drag it to the 
top of the desktop to maximize the window.  The mouse must go right to the edge of the screen for this to 
work – takes some getting used to, but worth persevering. 

 
Our Centre will be closed for the whole of August.  We welcome you to our Open Days on Thurs 8th 
(pm) and Friday 9th (am) September.  
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