
Windows 7   ...   Part 2 
 
Following on from last month’s article, we look at some more features of Windows 7.  
 
Shut Down Options 
When you have finished working, you should shut down your computer properly. Click the Start 
button (very bottom left of screen) and click ‘Shut Down’.  If the Shut Down button has an 
exclamation mark over it this means that updates are ready to install, so when you want to Shut 
Down, you should click on this button and wait until the screen goes blank before turning off at the 
mains.  
 
However, if you are only leaving your computer for a short time, you probably don’t want to switch 
it off completely, just to save power, so then you should hover on the arrow to the right of the Shut 

Down button, and click Sleep (helps reduce your carbon 
footprint!).  ‘Hibernate’ will shut the computer down, but if a 
file is open when you click hibernate, Windows 7 will 
remember the file and open it when you start up again. If you 
use hibernate, it is best to use the full shut down at least once 
a week to let your computer organize itself. ‘Lock’ will stop 
other people gaining access to your work without your 

password. ‘Log off’ will let you close down your department of the computer (only applies if you 
have more than one user) and ‘Switch user’ allows others to use the computer without you logging 
off. ‘Restart’ will close down and automatically restart your computer. 
 
Desktop picture  
To change your desktop picture, click the Start button (bottom left corner of the screen) and Control 
Panel.  Click Change Desktop Background (under the Appearance and Personalization link). It will 
probably go straight to the Pictures folder, so you can use your own photo. Otherwise, you can click 
the down and arrow and choose Windows Desktop Backgrounds. This gives you access to a lot of 
different photos – click on one of them, then choose how you want it displayed (click on one of the 
three boxes near the bottom), then click OK. If you choose more than one photo you can select the 
Slideshow option and choose how frequently they change.  
 
Desktop Icons 
If you want to make the icons on your desktop smaller, hold down Ctrl (bottom left of keyboard) and 
turn the scroll wheel on our mouse in a downward direction. To increase, scroll the other way.  
 
Gadget Bar  
Windows 7 can display a range of gadgets on your desktop – some are very useful.   To see what is 
available, right click with the mouse on a space on the desktop, and  select Gadgets.  In the window 
which opens, right click on a gadget and select Add.  This puts the gadget on the desktop.  To move 
it, click on the gadget and drag it; to change the size, hover to the right side and select Smaller or 
Larger Size and to close it, click on the cross.   To change a gadget (e.g. have a different clock face) 
click the spanner next to the gadget you want to change.   The currency converter and calendar are 
particularly useful. 
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