
Recent Documents in Windows 7
Under Windows XP there was a Documents folder on the Start Menu that listed all the recent files you had used. This has changed slightly in Windows 7 so that files are now listed under the relevant application. We’ll use Word as an example.
1) Click the Start button in the bottom-left corner [image: image3.png]|




2) Hover the mouse cursor over Microsoft Word for a second or two (near the top of the Start Menu)
3) You should now see a list of recent Word documents open to the right of the Start Menu. Just click on the document you want and away you go.
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This works for most applications, including any Office application (PowerPoint, Excel etc.), Adobe Reader (for PDFs), Internet Explorer (for frequently visited sites)… any shortcut that has a     on the right hand side will have one of these lists.

This is most powerful when used with pinned shortcuts (ICT Tip #28).

If there are particular documents you use frequently you can pin these files to the list of recent documents. Continuing our Word example above:
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On the list of recent documents, hover over a file you want to pin to this list.

2) On the right-hand side of this filename will be a pin: 

3) Click this pin to attach the document to the top of the list.

If you ever want to unpin an item you just repeat the above – the only difference is that the appearance of the pin will have changed: 


Advanced tip: you can right click items on the pop-out list to quickly perform a number of actions. In the PowerPoint pop out list, for example, you can right click on a file and choose Show to immediately launch the slideshow.
