
 

Windows Vista: What’s New 
Windows Vista is a major upgrade to the Windows operating system.  Some people 

love it, some people hate it.  It is different and it requires some learning.  Once you 
understand the basics, covered in this seminar, we think you’ll love it! 

Sign up for our free Newsletter on www.geeksontour.com    
Our ‘Seminars on a Disk’ are tutorial videos on CDs.  You can purchase them from 
our website or any time you see us in person.  Single titles are $15 each (Blogger, 

Picasa, Essentials, PhotoStory) or the Complete Collection is $39.  Add $5 shipping on 
web orders. 

1. What version do you have?  

a. Find out what you have by Using Help and Support Center 

Start, Help and Support, search „version of Vista‟.  Most people have Vista 
Home Premium, Vista Basic is missing a lot of good stuff.  Vista Business has 
more networking features and less fun stuff, Vista Ultimate has it all. 

2. Screen Appearance, Aero, and Desktop 

a. „Aero‟ refers to the sophisticated new Windows color scheme.  The transparency, the 
movement and the full image previews.  It takes a lot of processing power, and some 
systems can‟t do it.  If it stresses your system, you can turn it off. (see performance 
section later in seminar) 

b. Solitaire is a good example of the new look, 
notice the transparency, notice the movement 
(Start, Games, Solitaire) 

c. Lots more games.  Try Chess 

d. Desktop cool new features: 

Hover over an icon on the task bar and you‟ll 
see a thumbnail with a preview of the full 
screen 

Change desktop icon size with Ctrl Scroll 

Add multiple clocks to the systray, Click on 
the time, Click on Change Date and Time 
settings, click on Additional Clocks 

e. Flip 3D.  With multiple windows open, hold down the Window key  and press Tab.  
You will see a 3D representation of all your open windows.  Keep holding down on the 
Windows key and each time you press Tab another window cycles to the front. You 

can also see Flip 3D by clicking the „Switch between windows button on the 
taskbar, then click on the one you want or arrow thru the windows to view. 

3. New Start Menu, round button with Windows Logo  

a. Click on or press the Windows key on your keyboard   

b. Left side is for programs, right side is for exploring, other tools, and help 

c. The menu looks and acts different, but everything is still there 

Start, All Programs, Accessories, Calculator 

d. Top of left menu are programs that are „pinned‟ there permanently.  Bottom of menu 
are recently used programs.  Create a „pinned‟ program by right-clicking and choose 
pin.  Remove a program by right-clicking and „Remove from List‟ 

e. Right side of Start Menu – Computer actions other than running programs 
Help and Support: is quite helpful!  Spend some time here. 
Default Programs: check it out in help.  Start, Help, search: Default Programs 

http://www.geeksontour.com/
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f. Bottom of menu – Shutdown options. 

 
People have lots of questions about Sleep, Lock, and Shutdown.  They are all 
answered in Help.  Start, Help and Support, Search: shut down 
Note that Windows recommends using the sleep button instead of shutting down! 

 It sure makes starting up a LOT faster.  

g. Search for programs 

My *FAVORITE* feature in all of Vista: as soon as you click the Start button, 
your cursor is sitting in the „Search‟ field.  Just start typing the name of the 
program you want to use and you will see it appear in the list.  As soon as you 
see the program you want, you can stop typing and click on the program.  With 
this feature, it doesn‟t matter that you don‟t know how to find something with 
the new Vista menu.  Just let Vista find it for you.  It‟s FAST.   

Try:  calc – you should see „Calculator‟ in the list and you can click on it. 

Try: power – you should see „Powerpoint‟ in the list and you can click on it. 

Try: perform -  you should see Performance Information and Tools 

h. Search for Files:  

The search feature will find anything, not just programs.   

Try: geek – you should see web pages, documents, and email messages 

Try: expenses – you‟ll see Excel files, web pages and emails 

 
What if you‟re looking for a file that you don‟t know what you named it, you don‟t know 
what program you used to create it and you don‟t know where you put it?  Give up?  
Wait, I‟ll bet you remember something that‟s inside it.   

Try: champagne – you‟ll see several items without the word champagne. Open 

„Dec 31 Party.  And you‟ll see the word champagne inside the document. 

i. Search the Internet: As soon as you start typing your search term, you will see an 
option to „Search the Internet‟.  Click that and it will open a web browser and do a 
google search (or whatever your default search tool is) for whatever you typed.   

Try palm creek – then click on „Search the Internet‟ 

Try  geeks on tour – then click on „Search the Internet‟ 
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4. Sidebar and Gadgets 

a. Start button, sidebar, click on Windows Sidebar 

b. Gadgets are little, single purpose programs 
Examples: puzzle, performance monitor, clock, calendar 
Puzzle: to see the completed puzzle, click and hold on ?  To get a new puzzle, click on 
the wrench then the arrows to see your choices. 
Remove puzzle and performance monitor by clicking the X. 

c. Add other gadgets by clicking the + at the top 
stocks, notepad 

d. Customize stocks by adding companies, click the + at the bottom 

e. Notepad can have several sheets, grocery list, todo list 

f. Sidebar options.  Right click on sidebar choose properties. Notice the option to keep 
sidebar on top.  If you don‟t want it to always be on top, the shortcut to bring it to the 

front is windows key  spacebar 

g. You can find LOTS more gadgets on the Web!   

5. New Windows Explorer, aka Files and Folders 

a. The Windows Vista default folder structure has changed slightly.  

 

b. The new structure makes more sense as most of us have more and more stuff (files.)  
In XP, everything was under My Documents, even pictures and music.  In Vista they 
recognize that a song really isn‟t a document.  And, since everything is under your 
name, we don‟t need the „My.‟  It takes a bit of getting used to, but I think you‟ll like it. 
Some programs won‟t like it however, if you have an accounting program for example, 
that expects to find its files in „MY Documents‟ – it‟s going to look like all your records 
are gone until you change the setting to point to „Documents‟ instead. 
 

c. Windows Explorer, not specifically named that anymore, but it is the place you manage 
your files and folders. 

d. View the Help Demo: Start menu, Help and Support, Files and Folders, Demo 
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e. The Navigation, Preview, and Detail panes are optional.  You can turn them on or off 
with: 

Organize, Layout 

f. If you turn off the navigation pane, you can still navigate using the Address bar.  Think 
of the address bar like breadcrumbs to the files that are currently displayed.  You can 
move back to any place in the path.  And, by clicking on the arrows you can move 
along different paths to other folders. 

If you click to the right of the „breadcrumbs‟ the path turns into one string.  To 
get it back to the „breadcrumbs‟ with the dropdown arrows, click anywhere else 
or press the escape key (Esc). 

g. To make a new folder: 

First, make sure you‟re viewing the location where you want the new folder to 
be – for this class, that‟s Chris\Documents\class files 

Click the Organize menu and „New Folder‟  and type a name – Invitations. 

Now, we‟ll make a new file using Word.  

When you save it, you should see the same „breadcrumb‟ style of address bar.  
You can use the address bar, or the navigation pane to make the 
Chris\Documents\class files\invitations\ folder the current folder for saving the 
file: class invite. 

Problem, not all programs have the same „Save As‟ screens.  Older XP 
software will still have the XP Save As interface.   

h. Locating that new file.  

Start, Documents, Double-click on Class Files folder in the file list, then double-
click on Invitations 

Or: Start, Documents, click on drop-down arrow next to documents and choose 
Class Files, click on drop-down list next to class files and choose Invitations. 

i. Notice that the „Tasks‟ change depending on what type of folder you have open. 

Document folder with Excel file selected 

 

Picture folder  

 

Music folder 

 

j. The „Burn‟ task is to burn CDs or DVDs.  Just select the files or folders you want to 
burn and click the burn button.  You will be prompted to insert a blank CD in your drive, 
wait till it recognizes it and prompts you for a name.  Enter a name. Click Next.  This 
will burn files to the Cd or DVD in a new „Live File System‟ which creates a rewritable 
disk even if it‟s a CD-R! You may want to click the Format Options arrow and read 
about the different options. Or, use help to read all about burning CDs and DVDs. 

6. Computer 

a. To see what is on the CD, we can‟t use Documents, we need Computer.  This shows 
you all the devices attached to your computer and their capacity.  It also uses the 
„breadcrumbs‟ style address bar.  Notice the different tasks, including Open Control 
Panel – most anything to do with your computer system can be accomplished from this 
screen. 
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7. Backup and File Transfer 

a. Automatic, scheduled backups to external hard drive.  Backup 

b. To backup from an old computer and restore to a new Vista computer, use Windows 

Easy Transfer,  transfer (note: our experience with this has been 50/50) 

8. Security Center 

a. Help, Search: Security, watch Demo 

b. Look at Security Center.  Start search: security, click on Security Center 

c. In addition to the reporting of green, yellow or red status, you can look at each element 
of the Security Center at the left 

¶ Windows Update, a good thing to check here is “View Update History” 

¶ Firewall – this is where you would change settings to allow a program through 
the firewall 

¶ Defender – in addition to protecting your computer against spyware, 
Defender has handy tools like Software Explorer 

¶ Internet Options is the same thing as Internet Explorer/Tools/Internet Options.  
Just another way to get there. 

9. Wi-Fi 

a. The wireless network icon in Vista has changed from the single computer screen with 
the radio waves, to this double screen. This icon manages both your wireless 
connection and any wired connection as well.  XP had 2 separate icons.   

 connected to a network,  (red X) not connected, may be turned off,  

 (yellow caution) connected to a network, but has no IP address, or has limited or 
no connectivity  

 (blue globe)connected AND on the Internet 

b. To connect to a Wi-Fi hotspot, you right click on that icon and select „Connect to a 
Network‟.  You‟ll see a list of wireless networks.  Select the one you want to connect to 
and click „Connect‟. 

c. Look for this screen  

 
Make sure to select Public Location if you’re connecting to a public Wi-Fi hotspot.  
This will set your security settings appropriately.  In XP, you had to turn off File 

and Printer sharing.  Just clicking on ‘Public Location’ and Vista will set those 
settings for you.  To check them, go to ‘Network and Sharing Center’. 
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10. Performance: Speeding it up 

a. The most effective thing is add more Memory.  At 4Gig, Vista works really good! 

b.  Performance, choose Performance Information and Tools 

Then click on „Learn how you can improve your computer‟s performance‟ 

You are now in the Help system, but there is a menu at the left to take actions 

c. Removing all the software you don‟t need.  Programs, select Programs and 

Features.  Click on program to be removed, choose Uninstall up at the top. 

11. Turning OFF, and ON the main Vista look and feel 

a. You can turn off all the special effects, and make the Start menu look like XP‟s.  I don‟t 
think you should!  But, just in case it‟s already been done – I want you to know how to 
turn it back on J.  Turning off some of these settings can help your performance. 

b. AERO: Personalization (  Personalization) 

Window Color and Appearance – you can just uncheck transparency 

Open Classic Appearance Properties for more Color Options 

 „Windows Classic‟ = like XP, “Windows Aero” = like Vista 

c. Visual Effects: Performance Information and Tools 

Adjust Visual Effects – you can pick and choose 

Adjust for best performance – turns off all special Vista effects 

Adjust for best appearance – turns on all special Vista effects 

d. Type of Start Menu 

Right-Click on Start button, choose Properties 

Make sure you‟re on the Start Menu tab 

Classic Start menu = like XP, Start Menu = like Vista 

12. New Software: 

a. No more Outlook Express 

Windows Mail; Windows Contacts; Windows Calendar 

b. Photo Gallery 

*almost* Picasa, but not quite 

c. Onscreen keyboard 

d. Speech Recognition, Handwriting Recognition 

13. Older Incompatible Software 

a. Remember that files are in different places (Documents instead of My Documents) 

b. Compatibility Assistant will alert you to problems. 

c. Need to be an Admin user – to deal with compatibility problems 

d. Find .exe file, right-click and choose properties, Compatibility Tab: 

 


