
This chapter shows how 

to quickly get up and 

running with your laptop 

so that you can start to use 

it productively. It covers 

starting the laptop and 

customizing it the way 

you want. It also looks at 

adding external devices so 

your laptop can meet all of 

your computing needs.
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Opening Up
The first step towards getting started with a new laptop is to 
open it ready for use. The traditional clamshell design keeps 
the screen and keyboard together through the use of an 
internal clip or connector. This can be released by a button 
on the exterior of the laptop, which is usually positioned at 
the front or side. This can be activated by sliding or pressing, 
which releases the catch holding the screen:

Open the screen of 
a laptop carefully so 
as not to put any 
unnecessary pressure 
on the connection 
between the screen 
and the main body of 
the laptop.

Once the screen has been released it can then be positioned 
ready for use. The screen should stay in any position in 
which it is placed:
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Turning On
The button for turning on a laptop, ready for use, is usually 
located next to the keyboard:

The laptop can be turned on by pushing this button firmly. 
The laptop will then probably make a chime to indicate that 
it has been turned on and then begin loading the operating 
system (the software that is used to run and manage all of 
the laptop’s programs, folders and files). Once the laptop has 
completed its startup procedure the opening screen should 
be displayed. At this point the laptop is ready for use.

Most laptops will take 
a couple of minutes to 
start up and be fully 
ready for use.

Press the button for 
turning on with one 
firm, definite motion. 
If you accidentally 
press it twice in 
quick succession, the 
laptop may turn on 
and then shut down 
immediately.
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Start Button
The Start button is the point from which all of the 
functionality of your laptop can be accessed. This includes 
programs, folders, files, searching and important elements 
of the operating system such as the Control Panel. This is 
also where the options for shutting down the laptop can 
be accessed. The Start button is located at the bottom left 
corner of the screen:

Click once on the Start button to see a list of the available 
options. This is known as the Start Menu:Logically enough, 

the Start Menu is a 
good place to begin 
investigating the 
contents of 
your laptop.

The Start button 
can also be used to 
access the controls for 
turning off your laptop 
and putting it into 
Sleep mode. See page 
34 for more details.

The examples here 
use Windows 7, the 
latest version of the 
Windows operating 
system from Microsoft.
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Start Menu
The Start Menu has a number of options for accessing 
programs and elements within your laptop and also for 
searching for items on your system.

Opening programs
A list of recently used programs is shown on the Start 
Menu. Click once on a program to open it.

All Programs
To access all of the programs on your laptop:

l1 Click on All Programs, or hold 
the cursor over the button for a 
couple of seconds

l2 A list of your laptop’s programs 
is shown here

The Snipping Tool in 
Windows 7 enables 
you to select an area 
on your screen (such 
as part of a photo) 
and save it as an 
image file or a Web 
page file.


