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Understanding and 
Maintaining Your Computer 

In this course we’ll look at the Operating System, Windows 7, 
and its many features and functionality with a focus on how to 
configure capabilities for specific needs. 
 
We’ll review the following specific sections: 

 Introduction/Goals 

 The Control Panel 

 System and Security 

 Network and Internet 

 Hardware and Sound 

 Programs 

 User Accounts and Family Safety 

 Appearance and Personalization 

 Clock, Language, and Region 

 Ease of Access 

 Additional Functionality 
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Introduction/Goals 
This course is geared towards intermediate computer users, and assumes a 
basic familiarity with computers.  Those who are not familiar with basic 
operations such as using a mouse or keyboard, or opening a program in 
Windows should attend the course Getting Started. 
 
Even advanced computer users can often be limited in their understanding 
of what Windows offers.  They approach the computer with specific needs 
(writing a document, creating a spreadsheet, etc…) and only learn how to do 
those specific tasks.  They don't actively explore the multitude of functions 
and features that are at their disposal.  And often, a computer user might be 
tempted to buy expensive software to perform tasks that Windows already 
has built in (such as computer speed enhancement).  This course will cover 
many of these features. To do that, we will take you through the Control 
Panel which is the command center for the Windows Operating System and 
provides the tools for managing Windows’ features and functionality. 
 
 

The Control Panel 

 
 
How to access the Control Panel 

 Click the Start button and Control Panel will appear in the right list 
 Type “control panel” in the address bar of Windows Explorer. 

 
The Control Panel offers three Views. To 
see the options, click the down arrow next 
to “View by” in the top right corner. 
“Category” provides a View based on 
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several different categories and is the default View. The “Large icons” and 
“Small icons” views list the available control tools with either large or small 
icons next to them. 
 
 

System and Security - Improving Performance 

Uninstalling unnecessary Programs is one important way to keep your 
computer running smoothly. In this section we’ll also look at the 
administrative tools available to keep your computer running well and 
improve performance when you are seeing a slow down or have concerns.  

 

 
 
Administrative Tools 
The Administrative 
Tools allow you to 
manage the hard disk 
space on your 
computer to ensure it 
functions at optimal capacity. As files and programs are moved around on 
your computer during normal use, sections get fragmented or left behind. 
When left unchecked, eventually you end up with a lot of unnecessary 
information (or directions) being stored to help your computer find all these 
fragments. In some cases files or fragments are left behind that are no 
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longer needed. You will want to run the Disk Cleanup and Defragmenter on 
a regular basis for to help your hard drive run most efficiently. 

1. Disk Cleanup - While Programs and Features gives you the option to 
delete very large files, the literally thousands of unnecessary small 
files can often combine to take up a great deal of space.  Disk 
Cleanup targets unneeded files and deletes them.  It can be found 
by Clicking on “Free up disk space” in the Administrative Tools list of 
options or through Start Menu > All Programs > Accessories > 
System Tools.  Once opened, Disk Cleanup will analyze how many 
files can be deleted.  It will then bring up a window allowing you to 
choose what types of files can be deleted, and the amount of space 
that will be freed by deleting them.  Select the boxes beside the 
types of files you would like to have deleted and then click OK. To 
keep your computer running efficiently, Disk Cleanup should be 
performed every few months. This tool will not allow you to delete 
any files that are required by the Operating System, but you should 
still be smart and proceed carefully.  

2. Disk Defragmenter can be found in the Accessories > System Tools 
as well or by Clicking “Defragment you hard drive” in the 
Administrative Tools list of options. This program will not only rejoin 
previously split-up and separated files and put them in one place, 
but migrate all of the hard drive’s contents to the front of the hard 
disk to ensure that new files will also be kept together.  It also 
provides the option to set it to run automatically at a set day and 
time.  It is usually a good idea to turn this on and set it to run at a 
time when the computer is on but not in use, as with both Disk 
Cleanup and Disk Defragmenter, it is best not to have any other 
programs open or running. 

 
 

Network and Internet 

This section allows you to manage your network and internet capabilities. In 
older versions of Windows this was called the “Network Neighborhood” or 
“My Network Places”. 
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The “Network and Sharing Center” offers a view into your network 
configuration. You can identify trouble spots, if your network isn’t 
functioning properly, find a wireless network, or add a new wireless device.  

 

You will also see an option, called “Homegroup”. This is a new feature of 
Windows 7 and provides you with a much easier way to configure network 
sharing capabilities like printer or file sharing. 
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Hardware and Sound 

Windows 7 provides a simplified way to manage devices, like printers, and 
sound. They are accessed through the Control Panel just as we accessed the 
Appearance and Personalization functions. When you Click on “Hardware 
and Sound”, the following Window will appear… 
 

 
 
You will see a list of Hardware and Sound options that can be adjusted, 
including the Display options, which we were also able to access through 
the Appearance and Personalization Window.  The computer’s monitor is a 
piece of hardware, so Windows provides access to customize its functions 
here as well. As you have probably come to notice, Windows allows you to 
complete almost any task in a multitude of ways. Let’s look at a few of the 
other Hardware and Sound capabilities. 
 
Devices and Printers 
This is where you will manage your printer, your mouse, and possibly a fax 
or scanner if you have 
one connected to your 
computer. Let’s look at a 
few of the most commonly used features. 

1. Mouse - The mouse is a device, so you will find it listed under 
“Devices and Printers”. Opening “Mouse” in the Devices and 
Printers list will bring up the Mouse Properties window.  Several 
tabs offer options for customizing the behavior of the mouse.  The 
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most popular properties to configure are 
the Pointer Speed and Double-Click 
Speed.   Pointer Speed, which can be 
adjusted under the “Pointer Options” 
tab adjusts how far the Pointer will move 
relative to the movement of the mouse.  
Double-Click Speed is under the 
“Buttons” tab.  When set to Fast, a 
Double-Click requires both mouse clicks 
to be in very quick succession, while a 
slower speed allows them to be more 
spread out. 

2. Printer - Typically, installing a new printer is just a matter of 
connecting it to the computer and inserting an installation disk or 
you may find with Windows 7 that the Operating System is smart 
enough to reach out to the Internet and find the correct software 
(driver) and connect the Printer all by itself.  But sometimes, it 
might require a little more effort.  To manually add a printer, select 
“Add a printer”.  From there, the Add Printer Window will walk you 
through the steps of installing the new Printer. The Devices and 
Printers page also allows you to view existing Printers, view the 
status of print jobs, choose the preferred or default Printer, and 
more. 

3. Managing Devices – If you Click “Devices and Printers”, it will bring 
up a Window that displays all the Devices that your computer 

knows about. To manage one of the 
Devices, Click on the image. 
Window’s allows you to see what’s 
printing, adjust printer settings, 
cancel or pause documents that 
have already started printing, and 
even manage photos, if you have a 
Photo capable Printer. With 
Windows 7 the options available to 
you are specific to the device 
depending on the Device’s features 
and functionality. 

 
Sound 
As with the other features we’ve looked at, Windows allows you to manage 
your Sound. You can adjust 
system and speaker volume, 
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change system sounds, and manage audio devices. 
 
 

Programs 

The next tool we will look at within the Control Panel is the Programs 
feature.  Most importantly we’ll look at the proper way to delete a Program 
when you no longer want to use it. 

 
 
 
In addition you’ll see features for managing 
default settings and adding an array of 
different gadgets or tools like a calendar, 
clock, weather feature, and more... 
 
Programs and Features 
When you decide to remove a Program or have determined it’s taking up 
too much space, it’s important to ‘uninstall’ the entire application and not 
just the Desktop icon, the main executable file, or even a folder. Deleting a 
program’s icon or folder doesn’t always remove the program itself. It may 
leave other related files behind.  To ensure that all the associated files are 
deleted properly, select “Programs and Features” in the Control panel.  All 
programs installed on the computer will be listed, with columns listing the 
program’s name, publisher, size, and more.  One of the columns should say 
“Last Used On:”.  If no column says this, right click on one of the other 
column headers, and select “More…” from the menu.  A window will appear 
with a series of boxes with different column headings.  Check the box beside 
“Last Used On” and then click “OK”.  This column will now appear, and is a 
good indicator of how valuable the Programs are.  Those that have not been 
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used recently may be good candidates for deletion.  To uninstall a program, 
click it, and then click “Uninstall” from the menu above it. 
 

User Accounts and Family Safety 

Within the Control Panel you will see a selection called “User Accounts and 
Family Safety”. 
As the name 
implies, this is 
where you will 
manage the user 
accounts 
associated with 
the computer, 
establish 
parental controls, 
and more… 

 
User Accounts 
If you are the designated Administrator, clicking “User Accounts” brings up a 
number of options and controls for your individual account preferences, as 
well as those of other user 
accounts on the computer.  
You may change, add, or 
remove a password, change 
your account name or 
profile picture, adjust the 
privileges of other users, 
and more. 
 
Parental Controls 

With Parental Controls a user 
can set limitations for the 
computer’s other users.   To do 
this, select which user account 
to set restrictions for from the 
list on the main Parental 
Controls Page and this Window 
will appear. 
Next, click the button beside 
“On, enforce current settings” 

at the top of the page.  The following restrictions can now be added. 
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1. Time limits – Clicking the “Time limits” link will bring up an easy to 
use grid of days and times, in one-hour increments, at which the 
user will be allowed to access their account.  By default, all days 
and all times are allowed.  But by clicking on a specific square, a 
one-hour period on any given day can be blocked.  A clicked box 
will turn from white to blue to indicate that it has been blocked.  
Clicking again will turn it back to white, and allow it.  Clicking and 
dragging can select multiple boxes quickly. 

2. Game Restrictions – In the Game Controls section select whether 
the user can play any sort of computer game at all (Yes or No under 
“Can [User Name] play games?”).  The second option, “Set game 
ratings”, sets which game ratings the user is allowed to play.  It also 
allows for games to be blocked based on specific elements of the 
game, ranging from “Strong Language” to “Violence” or “Use of 
Tobacco”.  These selections can be made either in addition to or 
instead of the rating.  

3. Specific Programs - The third option, “Allow and block specific 
programs”, allows for games already installed on the computer to 
be blocked or allowed. 

 

 

Appearance and Personalization 

The appearance of Windows can be altered in many different ways to allow 
users to interact with Windows in a way that is most comfortable to them. 
These options can be found by clicking on “Appearance and Personalization” 
within the Control Panel. The following Window will appear… 
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Personalization 
Windows Personalization is divided into three basic categories: Wallpaper, 
Colors, and Screen Saver.  Windows 7 has added Themes as well, which are 
premade 
combinations of these 
different elements.  
Previous versions of 
Windows do not offer 
Themes.  
(Personalization can also be accessed by Right-Clicking the Desktop and 
selecting Personalization from the menu.) 

1. Wallpaper – To change the Wallpaper (or Desktop Background) Click 
“Change desktop background” in the “Personalization” list of 
options or Click Personalization to get to the main Personalization 
page and then Click “Desktop Background”.  A Window will appear 
asking you to “Choose your desktop background”. You will see many 
images preloaded with Windows.  These images are made to fit the 
exact proportions of the screen.  You can select one of these, or find 
an image of your own by Clicking the “Browse…” button.  Once an 
image is selected, how it is positioned on the screen can be altered 
with the “Picture Position” option at the bottom of the Window, 
then play with Picture Positions.  Note that the “Fit” and “Center” 
options do not make the picture fill the entire space of the screen.  
When this happens, the Desktop color will be visible outside of the 
image’s borders.   

2. Colors – Choose “Change window glass colors” in the 
Personalization list of options or Click 'Window Color' on the main 
Personalization page.  The main option is to change the border color 
of the windows, which will also change the taskbar color.  Select 
'Advanced appearance settings…' to define the color of every 
element in Windows by selecting the item from the drop-down list 
and then selecting the color. 

3. Screen Saver – While Screen Savers are generally regarded as fun 
expressions of a computer user’s personality, they also serve a very 
real purpose.  Like televisions, computer monitors are illuminated 
by phosphor compounds that lose their brightness over time.  
Typically, lighter-colored (brighter) areas will cause the screen to 
degrade more rapidly than darker-colored (Dimmer) areas.  The 
motion and color changes of typical television display and computer 
use will usually cause the screen to degrade evenly, but if a fixed 
image is displayed without movement, that image can cause an 
uneven decrease in brightness, causing ‘Screen-Burn’, where the 
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image appears faintly even when the computer or television is 
turned off.  By covering the screen with changing images, a Screen 
Saver prevents this.  To add one, click “Screen Saver” in the bottom-
right corner of the Personalization main page or choose “Change 
screen saver” in the Personalization list of options.  Now you can 
select a Screen Saver from the drop down menu.  The “Wait:” 
option designates how many minutes of disuse should pass before 
the Screen Saver appears.  Once the Screen Saver appears hit any 
key or move the mouse to ‘Wake Up’ the computer.  For added 
security check the box “On resume, display logon screen”.  When 
the box is checked, pressing a key or moving the mouse will not 
cause the computer to resume normal activity but will prompt the 
user to log back in to their account. 

Screen Saver Alternatives – Screen Savers have become less 
common as newer computers include other options for 
preventing Screen-Burn with features like automatic 
dimming, turning off the monitor, and ‘Sleeping’, in which 
the Computer goes into a low-power mode.  When 
Sleeping, the computer appears to be off, but saves the 
computer’s state and does not have to be powered back on.  
Like with the Screen Saver, it will resume with pressing a 
key or moving the mouse.  These various options can be 
configured in Control Panel >Hardware and Sound >Power 
Options. 

 
Display Settings 
The Display settings allow you to modify many of the default Windows 
settings, like adjusting the 
resolution, brightness, or 
text size, connecting to a 
projector, or using the 
magnifier. We’ll look at a 
few of the most common 
settings.  

1. Resolution – Controls the size and dimensions of the screen, defined 
by the number of horizontal and vertical pixels.  The larger the 
number, the larger the screen size.  However, since the size of the 
monitor never actually changes, what really winds up happening is 
that the elements on the monitor will be resized to mimic the 
appearance of a larger or a smaller monitor.  So, for example, at a 
resolution of 1280 x 800 pixels, Windows, text, and images will 
appear much smaller, and more will fit onto the screen, as it would 
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on a larger screen.  At 800 x 600 pixels, items will appear very large 
and crowded onto the screen, as would be the case with a smaller 
screen.  Resolution can be accessed by Clicking “Adjust screen 
resolution” in the Display list of options, by Clicking “Adjust 
resolution” on the main Display page, or you can Right-Click on the 
Desktop and choose “Screen resolution”.  

2. Magnifier - For those who like the larger text of a smaller resolution, 
but not the screen-crowding, Windows provides a magnification 
tool.  The Magnifier can be accessed by choosing “Make text and 
other items larger or smaller” in the Display list of options, by 
Clicking Display and then “Magnifier”, or through the Start Menu > 
All Programs > Accessories > Ease of Access > Magnifier.   (In earlier 
versions of Windows, the Ease of Access folder is titled 
Accessibility).  In its default setting, Magnifier will magnify the entire 

screen.  Through 
'Views', it can be 
changed to 'Lens', 
where only a small 
area around the 
pointer is magnified, 
or 'Docked' where the 

screen is split vertically, with the top half showing a magnified 
image of the area around the pointer.  Clicking the plus or minus 
buttons will increase and decrease the level of magnification, while 

the ‘Options’ button   offers even more customization, including 
reversing the colors of the magnified area, changing which part of 
the screen is magnified, and more. 

 
 

Clock, Language, and Region 

Windows allows you to set the time, 
date, or time zone, add clocks for 
different time zones, change your 
location, change your keyboard 
language, and more… 
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You can also access the date and time, but clicking on the time/date stamp 
in the Tray. 

 

 

Ease of Access 

Ease of Access offers accessibility tools like speech recognition, a narrator, 
on-screen keyboard, mouse and keyboard options, and another way to 
access the magnifier.  

 

 

Additional Functionality 

We’ve looked at a significant portion of the Control Panel as we navigate 
through the features and functionality of your computer.  There are a few 
additional items that we think are important to mention.  
 
Calculator 
The calculator is a simple but invaluable tool found in Start 
Menu > All Programs > Accessories.  When opened, it 
appears by default in the simple standard form for basic 
math calculations.  Clicking 'View' in the upper-menu gives 
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the option of changing it into expanded formats (To operate as a Scientific 
or Statistical Calculator, for example) for more advanced needs.  Clicking 
View also leads to ‘Worksheets’ which provides a few basic equations such 
as mortgage and gas mileage calculations. 
 
Character Map 

Located at Start Menu > All Programs > 
Accessories > System Tools, the Character 
Map lists every letter, number, and 
symbol available for any font on the 
computer.  First, choose which font you 
want to use.  Different computers have 
different fonts preloaded on them, and 
users can always find more online to 
download or purchase.  It's important to 
note that not all fonts share all the same 

characters.  Some fonts may have nothing more than letters and numerals.  
Others have thousands of characters.  Find the character you’re looking for 
and select it.  It will enlarge for a clearer view.  Next, click “Select”, and the 
character you’ve selected will fill the “Characters to copy:” form.  Finally, 
click “Copy”, and the character will be available to be pasted in any 
document or other form on the computer. 
 
We hope this exploration of the features and functionality of your computer 
has helped you better understand how to manage different aspects and 
made you a more knowledgeable user and troubleshooter. We look forward 
to seeing you in one of our other classes soon! 
 
 


