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GETTING
STARTED

By reading and following all the steps in this
chapter, you will get to grips with:

Finding your way around your PC
Using the keyboard and mouse

Understanding Windows




The Basics IIIEIINNGNGEGE

GET TO KNOW YOUR PC

Whether you’ve just bought a new PC or want to get to know your
current one better, here is a list of the most important features. Often
these are within the computer ‘tower’ — the lines are a guide only.

DISC DRIVES

Most computers contain a CD/DVD
drive to play discs and, in some
cases, a DVD-RW drive that allows
you both to play disks and record
(burn) onto them — check for the RW
logo on the drive. If not, there’s the
option to buy a separate, external
DVD writer.

PROCESSOR

Also known as the
Central processing
unit (CPU), this is

the engine of your
computer and
determines its speed
(in GHz/gigahertz).

A 2GHz processor
should suit average
users. Processors are
made by either Intel or
AMD. Most CPUs are
now dual core (they
have two processors
on one chip that share
the workload). Quad-
core technology is
also available.

HARD DISK DRIVE

Where your computer stores all
your software and files. The size is
measured in gigabytes (GB). Most
desktop PCs come with 300GB or
more, which should be plenty — but
bear in mind what you’ll be using
your computer for. Storing videos,
lots of music, high-resolution
photos and installing games uses
up space quickly. If in doubt, always
go for more space.

MEMORY

Your computer’s short-term
memory, or Ram, determines how
many programs can run at the
same time. Depending on what
you’ll use it for (video-editing, for
example, uses more memory than
word processing software), 2GB
Ram is OK for an average user.

GRAPHICS CARD

Responsible for displaying images
on your computer. Integrated
graphics mean the graphics share
the computer’s Ram (memory),
which often makes the computer
slower. If you plan to play games,
edit videos or watch films you
should choose a PC with a good
graphics card with its own Ram so
it can perform well without drawing
on your computer’s memory.

MONITOR
Modern PCs come with a flat
panel monitor.

OPERATING SYSTEM
The software that runs
your computer. PCs now
come with Windows Vista
or Windows 7. There are
four versions of Vista

— Home Basic, Home
Premium, Business and
Ultimate — each with a
slightly different set of
features. Most people
will be best served with
Home Premium, which
is aimed at those who
want to use their PC

for a bit of everything.

ity KIS SMOPUY

MOUSE

Used to move your cursor
around the screen. There

are two main types: ball and
optical. Optical mice operate
by emitting a light from an LED
or laser, while ball mice rely on
a mechanical system of rollers
and an internal ball. A mouse
can be wireless or connected
with a USB or firewire cable.
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POWER SUPPLY

Plug your PC’s power supply
cable in here. Your computer
may also have an on/off
switch at the back (although
you will rarely need to use
this). To turn your PC on, use
the button at the front.

ETHERNET PORT
Sometimes called the
network port, this lets you
connect computers over a
network or plug in a modem
or router.

FIREWIRE PORTS

Firewire cables transfer data
to and from digital devices
such as digital camcorders
and MP3 players.

USB PORTS

Many devices such as
printers and scanners
connect via USB ports. You
may also have a USB port on
the side of your monitor.

KEYBOARD AND MOUSE
PORTS

Ports for the keyboard and
mouse are often colour-
coded, or will have an icon
next to them. Newer devices
may connect via USB.

SPEAKERS AND
HEADPHONES

Sockets where you can plug
in sound devices. They're
often colour-coded with
icons to help you plug into
the right one.

TIP

You can add extra
storage to your existing
PC by investing in an
external hard drive.
See page 185.

Jargon
buster

Software

A general term for
programs used to
operate computers
and related devices.

>

NEXT STEP(»

Once you’ve set up
your computer, you'll
want to get online.
See page 68 for how
to get connected.
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The Basics IIIEIINNGNGEGE

YOUR DESKTOP EXPLAINED

The desktop is the screen you see as soon as you start up Windows. Here, you’ll find icons linking to
documents, programs or specific areas of your computer. One key area is the desktop itself: this is

a good place to save projects that you’re currently working on for easy access. Our top tips on page
22 will show you how to customise it.

DESKTOP ICONS
Shortcuts to specific
programs, documents
or areas of your
computer. Simply
double click on these
icons.

QUICK LAUNCH BAR
An area within
Windows, which
displays shortcuts

to your favourite
programs.

VISTA ICON
Provides a quick way
to perform many
common tasks, such as
launching programs or i
opening menus, such
as the Control Panel.

~ bbc news - Google ...

- Document - Wor

10



DOCUMENT/PROGRAM BUTTONS

Any documents and programs you have minimised
(see page 16) will
appear here.

DESKTOP

A computer display area that represents the kinds
of objects you might find on a real desktop, such as
documents and project folders.

TASKBAR

Shows you which applications or tasks are active and
running. Some taskbars include icons for commonly used
programs.

HE- Sk 150

1"
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The Basics IHIEIINNGNGEGE

THE MOUSE

The majority of computer mice feature two buttons and a scroll wheel.
Here’s how to get to grips with your mouse.

Single click Sometimes referred to as left-clicking; involves clicking the
left-hand mouse button just once. Whenever you’re instructed simply to
click on something, this means a single left click.

Double click Clicking the left-hand mouse button twice in quick
succession is known as double-clicking. You often need to double click on
an icon to open a program, or on a document name to open a file.

Right click Pressing the right-hand button or right-clicking often reveals
a list of functions you can perform (see left). Highlighting text and right-
clicking within a Word document, for example,
reveals options to change the appearance of a
paragraph (see page 43 for more on formatting
paragraphs).

Highlighting Click your mouse at the beginning of
the paragraph and keep it held down. Drag your
mouse cursor to the end of the paragraph or section
of text and release the mouse button. Your selected
text will be highlighted and you can either right click

i

E EEuarhis

o

d. to access further actions, or use the toolbar at the

Ef e — top of your screen to make changes.

= —

; % Drag and drop Mostly used to move objects or documents from one

- |- , place to another. For example, to move a file from one folder to another,
k e o e | click once with your left-hand mouse button to select the object, keep the

button depressed and drag the object towards its new folder. The file will
move with the cursor; let go of the mouse button to drop the file into its
new location.

Scrolling Most mice have a scroll wheel between the left- and right-hand

TRY THIS mouse buttons. To scroll down, click on the page once and roll the scroll
Often hovering your wheel towards you. Alternatively, press down on the scroll wheel once
cursor over something and move the mouse back and forth to move down or up a page. If your

will reveal another menu , .
without the need to click ~ mouse doesn’t have a scroll wheel, click on the up or down arrow on the

on anything at all. right-hand side of any page, or drag the bar between the arrows if it's a
long document or web page.

12



THE KEYBOARD

SHIFT KEY

Pressing the Shift key in
combination with other
keys performs a variety
of different functions.

FUNCTION KEYS

reload (refresh) the web page you’re looking at.

Perform specific tasks depending on which program you’re using. For example,
pressing F5 in Microsoft Word will bring up a box that allows you to search for a
specific word in your document. Pressing F5 when you’re using the internet will

THE WINDOWS KEY
Pressing this key will
open up the main Vista
menu.

CTRL KEY

Like the Shift key,
this key is used in
combination with
others to perform
certain functions.

ENTER

Also known as the Return key. You can
often use this key once you’ve submitted
information (on an online form, for example)
and want to progress to the next step. It will
also start a new line on a Word document.

Selecting files Click with your mouse on a single file to select it. If you
want to select a number of files at once — for example, to delete multiple
files or attach various documents to an email — press and hold the Shift
key and click on the top and bottom files in the list to select all the files in
the list. Alternatively, you can select odd files (every other file, say). Hold
down the Ctrl key and click with your mouse on every file that you wish to
select.

Copy and paste To copy a section of text or an image, press Ctrl and
hold while you also press C. Then find the location you want to copy

it to, press Ctrl and hold while pressing V. This is useful if you want to
copy information on a web page, for example, into a Word document or
email. If you want to cut text completely from one document and paste
in another, press Ctrl and hold while pressing X. Then paste as above.
Pressing Ctrl and Z will undo the last task you performed (for example, if
you delete a whole paragraph by mistake and want to get it back).

NAVIGATION KEYS
Allow you to move
around in documents

or web pages. Most do
what they say. Pressing
the Home key will take
you to the start of a line
if you’re using word
processing software; the
End key will take you
tothe end of a line. The
Insert key forces any text
you type to overwrite
what’s already there.

NEXT STEP®

Learn more keyboard
shortcuts in the
Creating Documents
chapter on page 52.

13
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Finding your way around i

TRY THIS

You can rearrange the
icons on your desktop

by right-clicking on a
blank area, then clicking
Sort by. You can choose
to arrange them by
name, size, type or date
modified.

14

OPEN A PROGRAM

Once you’ve turned on your computer, the next step is to open a program.
For example, you might want to open Microsoft Word to write a letter, or
Internet Explorer to surf the internet.

There are two ways to do this. You can:

o Double click on an icon on the desktop

9 The program will open in a new window

or:

€ ciick

9 Select what you want to open from the list, for example, Email,
Internet Explorer, Windows Media Player or Photo Gallery

| Internet
Mozilla Firefox

&) E-mail
ﬂi Windows Mail

i Vercome center

y Paint
Windows DVD Maker

Lj" Windows Photo Gallery

e Windows Media Center

u Windows Media Player
m Windows Calendar

ﬂ Windows Meeting Space
'E Microsoft Office Word 2007

> AllPrograms

Start Search

9 If you can’t see the program you want, click on the Search box (titled
Start Search) and type it in. A list of options will appear as you type

0 Click on the one you want and it will open in a new window



CREATE A SHORTCUT

When you use Vista for the first time, you will already have icons on the I
desktop to make it quick and easy to get straight into common programs.
To add a desktop shortcut for another program:

o Right click on a blank part of the desktop

9 In the menu that appears, hover your cursor over New. A second
menu will appear

9 Click Shortcut

0 Click Browse and select the program you want to create a shortcut

for. Click OK
e g Jargon
buster @

Icon
A small picture that

represents an object
This wizard helps you to create shortcuts to local or network programs, files, folders, or program.
computers, or Internet addresses.

What item would you like to create a shortcut for?

Type the location of the item:

Browse...

Click Next to continue.

€ Click Next
TIP

0 Type a name for your shortcut — this can be the name of the program if yollelete BIshortcut

or your own made-up name you're not deleting

the program itself,

o Click Finish just the shortcut.

15
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Finding your way around

HANDLING WINDOWS

When you open a program or a web page, it will open as a window on
your desktop. You can adapt these windows to the size you want and
have more than one available to you at the same time.

MINIMISE ICON

Click and the window will disappear
from the desktop and appear as a
button on the taskbar (see page 13).
Click on the corresponding taskbar
button and the window will reappear.

MAXIMISE ICON

Click and the window
will occupy the whole of
the screen. Click again
and your window will

return to its original size.

CROSS ICON

This will close the window and you’ll
have to open the program afresh if you
want to use it again. Depending on which
program you’re using you may see two
crosses — one for the file you’re working
on and one for the program as a whole.
For example, in Microsoft Word, you

will have the option to close either the
document or Word completely.

[

- | 1| X || AIM Search

~ 33 Logins ¥ B (passcards) ‘ & Setup Form Filling ‘ 33 Save @ Generate 4
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To alter the size of the window manually, hover near one side or the corner of the window until the pointer
changes into a double-headed arrow, €= click and drag the border up, down, across or diagonally, to the size
you want.
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Main Menus

The Main Menu is generally the toolbar at the top of the screen. A toolbar
is a row, column or block of buttons or icons representing tasks you can
do within a program.

When you click on the words or tabs at the top of the screen they will
open to reveal further options. Click on Page Layout in Microsoft Word,
for instance, and you’ll see options such as adding columns or altering the
size of margins.

g
.
.
.
:
.
:
:
;

Document2 - Microsoft Word non-commercial use

References  Mailings  Review  View

555' IE »= Breaks ~ lnienl : Spfclng

£13 Line Numbers - et oom 3|12 mefore: 0pt

ﬂ <3 Bring to Front - |2 Align
24 Send to Back - 1B Grou

kation Size Columns Watermark Page  Page

b¥ Hyphenation + S Color - Borders gM:‘D m ‘ IS After: ‘m pt

Position

[F]

Themes Page Setup il Page Background Paragraph

Arrange

12 1 B fel-1-201-3-1-4 S-1-6- 1 F7-1 -8 1-9-1-10- 111 112 -1 13- 1 -14- 115 | 1e17-0 018

‘ Page Layout .

NEXT STEP ®

p -

[ Text Wrapping = 5k Rotate ~

To learn more about
the taskbar at the
bottom of the screen,
see page 18.
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Finding your way around

THE TASKBAR

The taskbar is the bar that sits at the bottom of your desktop from where
you can access the main Windows functions. You can open a number of
programs at any one time and switch between them by clicking on the
taskbar. When you minimise a window it can also be reinstated at any
time by clicking on it in the taskbar. You may not see the full title of each
program/window in the taskbar as they are shrunk down to fit. If you're
unsure what you want, hover your cursor over each and the full title will
appear.

&

[

.

- p—
," T Lz e m‘ E?Y—i

]

THE VISTA START THE QUICK LAUNCH The programs NOTIFICATION AREA

BUTTON TOOLBAR and documents | = Any security messages that
Click to open the Allows you to open programs that you have Windows needs to bring to your
main Vista menu. quickly (see opposite). open. attention will appear here.

Resize the taskbar

TIP 0 Right click on an empty space on the taskbar
You can close a
program by right- 9 A small window will appear. If Lock the Taskbar has a tick mark next
clicking on it in the : -
t2ERBARSN Clicking to it, the taskbar is locked
Close.

9 Unlock it by clicking Lock the Taskbar. This will remove the tick.

Toolbars

Cascade Windows

Show Windows Stacked
Show Windows Side by Side
Show the Desktop

Task Manager

Lock the Taskbar
Properties

B
I8 Inbox - Windows Mail

0 Hover your cursor over the edge of the taskbar until it changes into a
double-headed arrow and drag the border up, or down

18



USE THE QUICK LAUNCH TOOLBAR

To get easy access to programs that you use often, add them to the Quick I
Launch toolbar on your taskbar.

0 Right click an empty area of the taskbar and hover over Toolbars.
Another menu will appear

9 Select Quick Launch. The Quick Launch toolbar will appear on your Jargon
taskbar buster

1 . [ Toolbar
A vertical or horizontal
onscreen bar that’s
made up of small
images; click these to
perform commands.

puno.te Aem anoA Suipuiy

9 Find the icon of a program you want to add (either from the desktop

or Vista Start menu — see page 14) and drag it to the Quick Launch

toolbar i)?lrS%gll“. @
O Now (and in the future) open the program by clicking on the icon in Taskbar

the toolbar The bar running

across the bottom

of your screen from
6 To remove the Quick Launch toolbar, right click and hover over where you can open
Toolbars as in step 1, then click on Quick Launch again programs and access
the main Windows
functions.

e -
TIP R
Hover over a program e N s
. ahia -
or document in the b s ko s - l'*f

taskbar and you'll
see a mini version il |

of the page. - e || e S o i




Finding your way around

TIP

Can’t find what you
want in the Control
Panel? Type it into the
search box and let
Vista find it.

SYSTEM AND
MAINTENANCE

View your computer’s
details and carry

out tasks such as
transferring or backing
up your files.

SECURITY

Check your
computer’s security
status and see if any
security updates are
available. For more on
security see page 198.

NETWORK AND
INTERNET

Set up an internet
connection, connect to
a network and repair
problems with your
existing connection
(see pages 66-31for
more on this).

PROGRAMS

Uninstall any unwanted
programs. Plus choose
which program starts
up automatically when
you turn your computer
on.

THE CONTROL PANEL
From the Control Panel you can make changes to your computer,

including the appearance of your desktop, your security settings and the
programs that are on your computer.

To access the Control Panel:

@ ciick

9 Click Control Panel. Click on one of the following headings for more

options

9 Click on heading for more options

e o 0060000000000

e e 0060000000000 00 00

‘tH 9|

b4

g
e
@
«

System and Maintenance
Get started with Windows
Back up your computer

Security
Check for updates
Check this computer's security status

'ﬂ Allow a program through Windows
Firewall

Network and Internet
View network status and tasks
Set up file sharing

Hardware and Sound

Play CDs or other media automatically
Printer

Mouse

Programs
Uninstall a program
Change startup programs

8,
&,
e
®

User Accounts and Family
Safety

'ﬂ' Set up parental controls for any user
'ﬁ' Add or remove user accounts

Appearance and
Personalization

Change desktop background
Customize colors

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input
methods

Ease of Access
Let Windows suggest settings

Optimize visual display

Additional Options

20

USER ACCOUNTS
AND FAMILY SAFETY
Manage user accounts
and set up parental
controls. See page 94
for more details.

APPEARANCE AND
PERSONALIZATION
Customise the
appearance of

your desktop and
windows.

EASE OF ACCESS

Alter settings and access
tools that make it easier
to use your computer. For
example, change the size
of your text or alter the

appearance of the mouse
cursor. For more see page
23.



TURN YOUR COMPUTER OFF

When you’ve finished, there are options for switching your computer off.

Switch User

Log Off

Control Panel

Default Programs Lock

Help and Support Restart

Sleep

puno.e Aem anoA Suipuiy

Shut Down

Windows Mail (’f- AIM Search results fo..

Puts your computer into ‘sleep mode’. This saves your session
and sends your computer into a low power state so that you
can resume working from where you left off. Your screen

will turn black; as soon as you press the On button (on the front of your
computer), your computer will turn back on.

Locks your computer. When you want to return to your session,
you’ll need to put in your password to resume.

To see all of Vista’s other shutdown options, click O

Switch user If somebody else wants to use the computer and has a user
account, this will close your account and allow them to log on.

BE CAREFUL

Always shut down
properly. Turning off your

s . computer using only the
Lock The same as clicking the padlock icon, as above. On/Off button can cause

problems the next time
Restart Your computer will switch off and immediately start up again. you start up.

You may have to do this after installing software.
NEXT STEP®

For advice on PC
security see page 198.

Log off This will close your session and take you back to the log-in screen.

Sleep The same as clicking the ‘sleep mode’ icon, as above.

Shut down Your computer will switch off fully.

21



Customising your PC

PERSONALISE YOUR DESKTOP

You might want to change the appearance of your screen to make it more
personal or easier to read:

COLOUR

Click on Window

Color and o Right click anywhere on the desktop

Appearance and you

can choose the colour 9 . .

of your windows, the From the menu, click Personalize

Vista Start menu and

B 9 Choose one of the following options to change how your screen looks
:@@v ! v Control Panel » Appearance and Personalization » Personalization v|‘1_HSearfh - e

Forward to Desktop Bacl

lTaznz

Personalize appearance and sounds

Change desktop icons
% Window Color and Appearance

. . .
[ Adjust for DPI) . .
~ 1 - . Fine tune the color and style of your windows.

‘ Desktop Background
Choose from available backgrounds or colors or use one of your own pictures to decorate the
desktop.

Eq Screen Saver

Change your screen saver or adjust when it displays. A screen saver is a picture or animation that
covers your screen and appears when your computer is idle for a set period of time.

<

Sounds

¢

Change which sounds are heard when you da everything from getting e-mail to emptying your
Recycle Bin.

Mouse Pointers

Pick a different mouse pointer. You can also ¢hange how the mouse pointer looks during such
activities as clicking and selecting.

Theme

T &

Change the theme. Themes can change a wide range of visual and auditory elements at one time
including the appearance of menus, icons, backgrounds, screen savers, some computer sounds,
See ol and mouse pointers.
Taskbar and Start Menu . Display Settings
Adjust your monitor resolution, which changes the view so more or fewer items fit on the screen.
You can also control monitor flicker (refresh rate).

Ease of Access

DESKTOP BACKGROUND SCREEN SAVER

Choose a picture to Choose the image/
NEXT STEP@ appear as your screen animation that agppears

background, whether when your computer
You can create a it appears as one large isn’t being used and
screen saver with your image, as a repeated how quickly it starts up
own photos. See page image or whether it has a when you take a break
24 to find out how. border. from your computer.
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Ease of Access Center

Windows Vista has an Ease of Access Center, from where you can tweak
or customise your settings. To launch this, click Control Panel and then
select Ease of Access and click on Ease of Access Center. Here are
some tips on making your PC easier to use.

> Make reading easier
Click Make the computer easier
to see. Scroll down and click
Change the size of text and
icons. If a warning box appears
(related to your user account)
click Continue. In the box called
DPI Scaling select Larger Scale
(120 DPI) — make text more
readable, then click OK and
restart your computer (see page
21).

> Adjust mouse settings

hd - TeTT. ¥ e

- ——

:

e — -
@@-\@ » Control Panel » Ease of Access » Ease of Access Center <[4 [ searcn

Tasks .
Make your computer easier to use
€y Change administrative settings

Quick access to common tools
You can use the tools in this section to help you get started.

Windows can read and scan this list automatically. Press the SPACEBAR to select the
highlighted tool.

Always read this section aloud ] Always scan this section

5—1‘ Start Magnifier W Start Narrator

E Start On-Screen Keyboard P oset up High Contrast

.+ Not sure where to start? Get recommendations to make your computer easier to use.
Explore all settings
When you select these settings, they will automatically start each time you log on.

*\ Use the computer without a display
Optimize for blindness
&‘ Make the computer easier to see

" Optimize visual display

& Use the computer without a mouse or keyboard
Set up alternative input devices

‘-.'o0nnnoc-onoc'-ooo-.nod'jl"\.

Click Make the mouse easier to use. Under the heading Mouse

pointers, select the type of pointer you prefer from those shown. For
example, you can make it bigger or a different colour. Click Apply.

> Magnify images and text

TIP

To find out more

about your keyboard,

see page 13.

The Magpnifier is a virtual magnifying glass and is helpful for tasks
including typing documents or reading a news story online. Click Start
Magnifier and the top section of the screen will magnify the area over
which you hover your cursor. You can adjust certain settings including
scale of magnification and the location of the magnified content. Keep
the box next to Follow Mouse Cursor ticked and the magnifier will
enlarge the area around your mouse pointer. Close the Magnifier

window to exit.

> StickyKeys

This tool bypasses the need to press several keys simultaneously when
performing functions (such as Ctrl + Alt + Delete to switch users — see
page 30). Instead, you’ll only need to press one key at a time. Click
Make the keyboard easier to use and tick the box next to Turn on

StickyKeys.

23
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Customising your PC 1N

CREATE YOUR OWN SCREEN SAVER

Vista’s Photo Gallery helps you create a screen saver with your photos.
You’ll need to add pictures to the Photo Gallery, then you can choose a
screen saver using tags (descriptions of your images) or ratings to select
your favourite images, or a combination of both.

@ ciick

9 Click All Programs and select Windows Photo Gallery. This will
display the images stored in the Pictures folder on your computer

a E-mail 3 Burmn ~

ﬂiAII Pictures and Videos = FE R ‘Searc-h 2 - ’:
|=4| Pictures L
B videos

i) Recently Imported
2 Tags

*7 Create a New Tag
?.) Not Tagged

. Fowers

) Landscape

J Ocean

%) Sample

<) Wildlife

3 Date Taken

(7] 2004

[ 2005

(5] 2006

[ 2008

[ 2009

¢ Ratings

items, 1 selected

n

;'I'; Not Rated
& Folders
| Pictures
E Videos
| % Puhlic Pictures
4

18 items, 1 selected

TRY THIS

If you don’t want your 9 To use all the images in your Pictures folder, click the arrow next to

slideshow to include all
of your photos, click
Settings in Step 4 and
select Use pictures and
video from. Choose the
folder of pictures you'd
like to use.

File, and select Screen Saver Settings from the menu
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o From the drop-down menu select Photos I
9 Click Preview to see what your new screen saver will look like — all

your images will be displayed in sequence
G You can adjust the length of _ TR

time your computer will be Screen Saver

inactive before your screen

saver activates by selecting a

time in the Wait box t
0 A screen saver will be
deactivated when you use
.

the keyboard or move the
mouse. Tick the On Resume
box if you want to make sure Sereen saver
that your password must | Mconss Eperny o) [ setings.. | [ Pregew
be entered to access the @es [7] On resume, display logon screen
computer at that point

Power management

Conserve energy or maxiinize performance by adjusting display

0 To customise your screen brightness and other povfer settings.
saver further, click on Change ponerseitings..
Settings. Adjust the speed of
the screen saver, and choose
the way that it displays the
images by clicking on the Use This Theme button

Q You’ll see several choices of background, including Pan and Zoom. BE CAREFUL
You can also randomise the order in which images display by ticking You can download screen
the Shuffle Contents box savers from the internet,

but watch out. Some
may contain viruses or
seriously slow down your
computer. Only download
from reputable sources.

NEXT STEP®

Find out how to
organise your photos
on page 152.
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Customising your PC 1N

ADD A SIDEBAR AND GADGETS

The sidebar is an area of the desktop that runs (by default) along the
right-hand edge of the screen and plays host to your gadgets — mini
applications that run on your desktop at all times. These gadgets provide
instant access to useful things like a clock or calculator, as well as fun
stuff like a mini slideshow of your photos.

If you can’t see the sidebar, to open it:

O o @

9 Click All Programs

9 Click Accessories
O Click Windows Sidebar
To close it:

o Right click on the sidebar

TIP

If you want the sidebar 9 Click Close Sidebar
back, right click on the
Sidebar icon in your
taskbar then click

Open. > BN E R S = D ¥ s 1630
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To add a gadget
0 Right click on the sidebar

9 Click Add gadgets

9 You'll see a list of gadgets you can choose from. Double click on a

gadget to add it
To uninstall a gadget

o Click the plus sign to open the Gadget Gallery

o
o
o
of
o
o
o
o
o
o
o
o
o
o
of
o
o
o
ol

Gadgets| +

Jd InoA Suisiwoisnd ﬁ
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your user account click

28

Customising your PC

TIP

To make changes to

Control Panel, then
User Accounts and
select your
account.

CREATE DIFFERENT USER ACCOUNTS

When you first set up your computer, Windows creates an

Administrator account. This is an access-all-areas pass to your computer.
Someone logged in on this account can install programs and make
changes to the computer. If everyone who uses your computer has this
level of access, it can cause problems. Plus, if you use this account as
standard, it leaves you more open to security breaches.

Restricted user accounts — known as Standard accounts in Windows Vista
— grant limited access to the computer (useful for younger members of
the family). When you log into your user account, Windows knows which
folders or files you may open, how you like your screen to look and what
changes you’re permitted to make to the computer. If you try to make

a change you’re not permitted to make, you’ll be asked for the
Administrator password.

To create separate user accounts on your PC:

0 Click

9 Click on Control Panel, select User Accounts and Family Safety,
then Add or remove user accounts

B R I e A ) =g

e
@@v|g » Control P
* Control Panel Home 2
. System and Maintenance
AC e Get started with Windows

Back up your computer

mlete Jolll

i

User Accounts and Family
Safety d
‘ﬂ Set up parental controls for any user
‘OAGG Or remove user accounts

82

h‘& . Uninstall a program
d Change startup prog

0
* Security i
i .
b Check TG-I updates ) Appearanc and .
Check this computer's security status P lizati .
n Allow a program through Windows - SIsanaaion .
Firewall Change desktop background
Customize coldrs ©
Adjust luti ¢
Sy Network and Internet just screen rgsolution .
™ View network status and tasks ) .
e . Clock, Language, and Region .
£+ Change keybodrds or other input .
3 methods
Hardware and Sound N
= Play CDs or other media automatically E £ A °
- @ ase of Accpss .
MBS 4 Let Windows s§ggest settings .
Optimize visua| display .
s .
*—/ Programs s 3
f 9 Additional Dptions °
.
.
.
.
.
o
0

Recent Tasks User Accounts and Family
"',‘ Add or remove user accounts Safety

ﬂ Set up parental controls for any user
ﬂ Add or remove user accounts




9 Click on

G@v\% « User Accounts » Manage Accounts » Create New Account

~ | ¥ || Search ye)

Create a new
account.
Type in the
user’s name

Name the account and choose an account type

This name will appear on the Welcome screen and on the Start menu.
Alison Smith

@ Standard user

a n d Sel ec‘t y the security of the computer.
() Administrator
Standa rd Administrators have complete access to the computer and can make any desired changes. To help make
the computer more secure, administrators are asked to provide their password or confirmation before
User making changes that affect other users.

‘We recommend that you protect every account with a strong password.

Why is a standard account recommended?

o Click Create
Account

6 A screen will come up with different accounts on it. Click on your new
account and then click Create a password

0 You can change the picture icon that’s allocated to each user account
by selecting an image and then Change the picture

Wi W e
< User Accounts » Manage Accounts » Change an Account

B S—

7 | 4 | ‘ Search

Make changes to Alison Smith's account
Change the account name _

s
s

( s
‘ Alison Smith P
Standard user [

Creat rd

Change the picture

Standard account users can use most software and change system settings that do not affect other users or

Create Account . ancel

TRY THIS

You can use your own
picture for your picture
icon. Click on Browse
when presented with the
picture choices (in step
6) and select one you've
previously saved on your
computer. For more on
managing your pictures
see page 152.

Set up Parental Controls
Change the account type

Delete the account

Change the picture

Manage another account

0 If you want to limit how someone uses your computer, click Set up
Parental Controls and select the account you want to restrict. Under
Windows Settings, select what you’d like to control — for example,
you can block websites or limit the time your child spends on the
computer

0 When you’ve made your choices, select On, enforce current
settings. Click OK
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Customising your PC

TIP

You can also switch
users by pressing
Ctrl, Alt + Delete, and
selecting the account
from the menu.

30

SWITCH BETWEEN USERS

If you share a computer with someone else, you might need to switch to a
different user while you’re in the middle of using the PC.

0 Click

9 Click on the arrow icon

/= Acrobat.com

’? Adobe Help Center

Adobe Photoshop Elements 5.0
- Adobe Reader @

@ Apple Software Update

John Smith

Documents

Q Audacity

0 Default Programs Pictures
é Inkscape

@ Internet Explorer Music

I serif PagePius 9.0
[ serif PhotoPlus 9.0
)\ Windows Calendar
4. Windows Contacts
&4 windows Defender
Windows DVD Maker

* Windows Live Mail
i) Windows Mail
@ Windows Media Center
3 Windows Media Player
,?] Windows Meeting Space
. Windows Mavie Maker
[ Windows Photo Gallery 3 Default Programs

Games

Recent Items

Computer

Network

Connect To

Control Panel

4 Back Help and Support
acl

9 From the drop-down list, click Switch user. Your programs won’t be
closed down; when you switch back to your user account, everything
will be as you left it

O Select the user account you want to switch to



CREATING
DOCUMENTS

By reading and following all the steps in this
chapter, you will get to grips with:

Using word processing software
Formatting documents

Creating a basic spreadsheet




Word NG

TIP

To open an
existing document,
click Open.

OFFICE SUITES

An office suite is a package of programs that enables you to create,
edit, read and manage a series of different documents. Generally,
suites include a word processing and a spreadsheet program. They
may also include a database program, presentation application, and a
communication and personal organiser (email, calendar and contacts).

The software that came with your computer may contain a very basic
word processor, such as Wordpad (that comes built into Windows), but
investing in a proper office suite is something that almost every computer
user should consider if they’re going to make the most of their computer.
Microsoft Office is one of several office suites available, and includes
Microsoft Word and Microsoft Excel. Some other suites can even be
downloaded for free, for example, OpenOffice at www.openoffice.org.
This chapter covers Microsoft Word.

CREATE A DOCUMENT

To open a new word processing document on which to work:

o Open Microsoft Word and click

e From the drop-down list, select New

Recent Documents

Quiz questions Oct 09.docx

Quiz questions Sep 09.docx

QOpen

H Save

=l ¢ e e 000l

Application2.docx

Timetable Thursday.docx

"\'2

=
[=1
=
Application.docx =
=
[=1

L= T 1 R R VR T | S R

|G s
e In the New Document window, click on the Blank Document icon

o Click Create (bottom right). A new blank document will appear and
you can begin typing
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[ save As

@O-”? b GComnEniy O Beemas

SAVE A DOCUMENT

O cick @

9 From the drop-down list, select
Save. If this is the first time you have
saved your document, the Save As
dialogue box will open

ze ew Folder

Name
“novel.docx
“novel2.docx

““Inovel final copy.docx

4 pivottable screen shotxdoc.docx

S Dateteken  Tags

). Templates

More »

£4Quiz answers.docx
£4]Quiz questions Oct 09.docx
£4]Quiz questions Sep 09.docx

Folders

J. .thumbnails

). AppData

m Contacts
(Gop

/] Quizquestions.doox
“4)test protecting.docx
] Thankyouletter.docx

~ | “4Timetable Thursday.docx

File name: BTletter.docx

«[4|[ search ol

Size Rating

Save s fype: [Word Document (~doc)

9 The default location for saving files is
the Documents folder. Word will have
given your document a name based
on the first few words

Authors: Rufus Purdy

[E] Maintain
compatibility with
Word 97-2003

+ Hide Folders

Tags: Add a tag

[ Save Thumbnail

© 0060600000000 0000 0000000000000 00

o Click Save if you're happy with these defaults
Alternatively, if you want to save your document somewhere different:

o Browse to a different folder by using the shortcuts on the left-hand
side of the Save As dialogue hox

e To name your document yourself click in the File Name box to
highlight the name and type the name of your choice over the top
of the default name

9 Click Save

Save as an older format

If someone you’ve sent a file to can’t open it, it may be because they have
an older version of Word (Word 2007 uses the .docx file format and this
isn’t always compatible with earlier versions). To ensure your documents
can be opened and read using previous versions of Microsoft Word, first
follow points 1and 2 just above. Then:

o Click the down arrow to the right of the box Save as type

9 Select Word 97 — 2003 Document from the drop-down list. This will
create a .doc file

e Click Save

TIP

Files will usually be
saved to your hard
drive by default — this
will show up as your
C: drive.

TRY THIS

If you try to close a
document, without
saving, don’t worry

—a dialogue box will
prompt you to save it.
Click Yes to save your
document, No to lose
any changes or Cancel
to continue working on
the document.

TRY THIS

You can also save your
work by clicking the
small Save icon just to
the right of the Office
button — it looks like a
small floppy disk — or
by pressing the Ctrl and
then S keys on your
keyboard.
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THE WORD TOOLBAR

The main toolbar in Word is known as a ribbon. Key functions on this
toolbar are organised under tabs.

The Home tab

Includes the basic formatting tools. From here, you can change the style,
size and colour of your text, create bulleted and numbered lists and more.
Find out how to use these on page 41.

Cv.docx - Microsoft Word non-commercial use

1 Home | Isert Pagelayout  References  Mailings  Review  View Ln:
.

N - . == % RFind- | e
PO 7| catbrimoay El SR ENUE = & 24 7] | pagocepa| asBbceod AaBhCe AaBbCe AaB #, Replace | ®
: Pafte 4B 2 U -de x ¥ Aa-|¥- A== = ==& =] | TNomal |TNoSpacing Heading 1 Heading 2 Tile = ;ga‘eﬂsge e :
o ligha=rd Tolle o o o 0 0 "6 o 0 0 0 0 0 Wie o0 0 U e 0 0 0 &0 0 000 000000 0FIT e e 0000000 0 e e eUIE e o

The Insert tab

Insert other elements into your document such as charts, shapes and
pictures. You can also add headers and footers or the date and time. To
find out how to add pictures to your document see page 45.

Cv.docx - Microsoft Word non-commercial use

¢/ Home | Insert | Pagelayout  References  Mailngs  Review  View

e
. - .
- Hyperlink T 5 5 e A~ & signature Line -
E0H O EED D 223 = E Q'
4 =l bal &f Ll_j) 4% Bookmark = = - 2 Date & Time n .
Cover Blank Page | Table | Picture clip Shapes Smartart Chart Header Footer  Page Text Quick Wordart Dr(r Equation Symbal
.
Page~ Page Break - At - e - Number~  Box~ Parts~ "8 Object - - - L
oo 0 FIB, ¢ o o TG o o 0 0 0 FUGHOPE o o 0 0 00 0 ¢ e 0 o o SCFILEFOYEL o 4 o 0 0 0 0 0 o LE"" o e o0 00 ols oMy ol

The Page Layout tab

Change the orientation of your page from vertical (Portrait — usually the
default setting) to horizontal (Landscape), create multiple columns of text
or add borders to your page (see page 54).

Cv.docx - Microsoft Word non-commercial use

Home  Insert | Pagelayout | References  Mailings  Review  View

¥=! Breaks - Indent Spacing il 4 Bring to Front |= Align ~
e RN E ES e : .

o e e e e 0™

b £3 Line Numbers ~ EE Left: 0cm % || 4= Before: 0 pt 2 4 Send to Back 18] Group
Margins Orientation ~ Size cmumns Watermark Page  Page _ Pasition )
1 Effe“i' - - u” Hyphenation - - Color- Borders  EfRight|oem 2|/ YZ Afer 10pt 2 [zl Text Wrapping - 5 Rotate
o
& &
...Tﬁem“..........%“a“‘P.-........”5”“’59”““””........”.’59.““:‘....-.’......A”a“gﬁ....
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The References tab

A great tool for anyone writing long research documents or papers.
Insert endnotes and footnotes into long documents or create a table of
contents, and more.

Cv.doox - Microsoft Word non-commercial use

® Home  Insert  Pagelayout | References | Mailings  Review  View @
. .
¢ [+ Add Text - Iy Insert Endnote = 3 Manage Sources @ 1 Insert Table of Figures \j** ) Insert Index = 4 Insert Table of Authorities. .
1 |2 update Table AE Next Footnote - = (3 sStyle:(aPA - = 2 Update Table L Update Index ¥ Update Table P
¢ Table of set o e Insert sert Mark Mark .
o Contents - Footnote = =@ Mofes Citation - 43" Bibliography Caption - Crosseference Entry Citation .
¢ Table of Contents Footnotes & || Citations & Bibliography Captions Index Table of Authorities .
e 6 6 6 6 S 6 6 6 6 T 6 e e 6 e 6 e e S e e e e e e e e e S e e e S e e e e e e e e e e e e e e e e e e e o

The Review tab

Check the contents of your document using the spellchecker or
access the thesaurus. You can also use Track Changes, which is a way
of showing what changes you or others make to a single document.

Cv.doox - Microsoft Word non-commercial use

o 3
) Home  Insert  Pagelayout  References  Mailings | Review | View ©
L3 [}, Research [ Translation ScreenTip ~ \j #2 Delete :,29 j &% Final Showing Markup - @ \%, 3 s j 1 'E P
1 s = = x: .
4 <5 Thesaurus &% Set Language #h Previous || 12) Show Markup - L
spelling &y - et New oo Track  Balloons o Accept Reject 9 next Compare Show Source || Protect

9 Grammar "® Translate iz Word Count Comment — MNex Changes~ - B Reviewing Pane - - - - Documents - || Document | ®
1 progfing Comments Tracking Changes Compare Protect | ©
D R T T i S L T T o L R T T o 1 Gl L .

The View tab
Zoom in or out of documents to make them easier to view. You can also see
how your document will look when printed out or published online.

Cv.docx - Microsoft Word non-commercial use

Home  Insert  Pagelayout  References  Mailings  Review | View

©
L = uler ocument Ma () One Page 1 1) View Side by Side - d
1 J B E l:l ! Rul D  Map L% i One Pag =) E = Side by Sid @ j& i

Gridlines Thumbnails Two Pages : Synchronous Scrolling

9| print |Full Screen Web  Outline  Draft Zoom  100% New Arange Split

= page width Switch | Macros

¢ Layout | Reading Layout Message Bar window Position ' windows ~
o

e

Window  All

Document Views ShowyHide Zoom Window Macros
v e e ow D e e e e e e e R

NEXT STEP ®

Get to grips with
formatting documents
from page 41.

e e e e e
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PRINT A DOCUMENT
Open your document (see page 32), then follow these steps to print out
your work:

O ciick @

e In the drop-down list hover your mouse cursor over Print
9 Select Quick Print

To pick a different printer or print style:

O cick @

© Click Print

9 To select a different printer — perhaps if one prints in black and white
and another in colour — click the down arrow at the top of the screen
and click on the relevant one

Printer
Name: £ Yl hp deskjet 5550 series (HPA) E
Status: Idle Find Printer...
Type: hp deskjet 5550 series (HFA)
Where: LPT1: [ Print to file
Comment: [] manual duplex
Page range Copies
@ Al Number of copies: |1 =

Current page Selection 1
() pages: 1 Collate

Type page numbers and/or page

ranges separated by commas counting

from the start of the document or the

section. For example, type 1, 3, 5-12 or
plsl, pls2, pls3—p8s3

Print what: | Document |ZI Zoom

Print: All pages in range |ZI Pages per sheet: 1 page

Scale to paper size: | Mo Scaling

o
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o Click OK to print

6 To make changes to your printer’s settings, click Properties. From
here you can select which tray of the printer the paper should come
from, change the size of paper you print on, or opt for double-sided
printing if your printer has the capability. You can also choose the
number of copies you want or print specific pages rather than the
whole document.

Print Preview
If you want to see what your document will look like before you print:

TIP
o Click @ and hover your mouse cursor over Print To go straight to the
print menu, press
9 Click Print Preview Ctrl +P.

e Click the Close Preview hutton (top right) to return to your document
and change it, or click Print (top left) if you’re happy with it as it is

Documentl (Preview) - Microsoft Word non-commercial use

L . = ) [ 5 oner | Show Rul 4
/ @ Tu |:| rh.\ IJ % i _JlonePage ow Ruler & NevtPage
4 = =) @ (1d Two Pages | V| Magnifier
Print gptions || Margins Orientation Size || Zoom 100% (4 Previous Page

=] Page Width | 5 Shrink One Page
Ll Print Page Setup K Zoom Preview

Close Print
Preview

Zlose Print

L

= R O T K T R T TR TR Y A AR T E X R SR KW

i South of England show 2009 - Had a great fime watching the motorbike stuuss! :
Print : N \ Preview 8-
3 NEXT STEP &
] © Foradvice on
] . connecting your

printer, see page 81.

Words: 14 | <% English (United Kingdom) | 3
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PRINT ERRORS EXPLAINED
Sometimes your document just doesn’t print out as you want it to. Here
are some of the more common printer errors you might come across.

Some of my text or images end up off the side of the printed page.
Start by checking the paper size option you’re using. If you're using A4,
click on the Properties button in the pop-up box that appears when you
try to print. Make sure it’s set to A4 and not US Letter. Click through

the tabs in the Properties window and you may also see options for
Borderless Printing or Borderless Auto Fit. Selecting one of these
should ensure that nothing is cropped off by the margins. As a last resort,
you may see an option in the main Print window — under Zoom — called
Scale to Paper Size — set this to A4.

It’s printing gibberish and spitting out paper. What'’s going wrong?
If this happens with all the documents that you try to print, you may need to
reload or update the software that runs your printer.

7 hp deskjet 5550 series (HPA) r Disconnect your printer from the computer
! [6 neady ' Go to Control Panel
Open

¥ Run as administrator Click Hardware and Sound
Printing Preferences... .
Click Printers
Pause Printing

0000000

Sharing... Right click on the printer you’re using
Use Printer Offline
Refresh Select Delete
Create Shortcut
Click Yes
Delete
Rerfame . . , .
- Visit your printer manufacturer’s website and
R '.)’E’p.et“‘fs. I download the latest available driver for your
printer, making sure you choose the version

appropriate to your version of Windows (e.g.

Delete Windows XP or Windows Vista).

Follow the instructions to install and set up
the software

©
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I’'m trying to print on both sides of the page to save on paper costs but
the text is appearing upside down on the reverse of the paper.

How your printer handles double-sided printing will vary, and if it doesn’t
automate it in the printer (most don’t), follow any onscreen instructions.
Many printers have a helpful guide symbol inscribed on the paper tray,
and you can use this to work out which way you need to insert the paper.

| want to print labels but they keep coming out wrong. Can you help?
Ensure you’re using the right template. Avery makes industry standard
labels that are supported by the templates in Microsoft Word and Outlook
— you can download the templates from Office Online when you create

a new document. Most Avery alternatives list the Avery number they

correspond to. Pick a template that lists the Avery label (or equivalent) TIP
) A : Save on paper by
that you’re using in your printer. orinting douBle Sitied,
This is often c.alled
When | print a photo, the colours seem wrong or faded. duplex printing.
It’s likely that your cartridges are running low or the ink nozzles are
clogged. You'll need to print a test page:
1 S hp deskjet 5550 series (HPA) ‘ f:
O ciick . =

Open
9 Click Control Panel

'd‘«‘ Run as administrator

. Printing Preferences...
e Click Hardware and Sound °

Pause Printing

0 Click Printers sharing..

’ Use Printer Offline
6 Right click on the printer you’re using ! Refresh

1 Create Shortcut
G Select Properties ! Delete

1 Rename

o On the first tab, usually called General, click the @

Print Test Page button. The test page will show T~

samples of black, cyan, magenta and yellow ink. "~ 77Tttt
If one of these is missing or faded, switch off and
switch on the printer at the power source so that it
resets and self-cleans

Properties

0 Repeat the test page. If you still have problems, you
may need to replace your old printer cartridge (see your printer’s
instruction booklet)
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My document won’t print because another printing task (or job) is
clogging up the print queue.

Your printer software organises jobs into a queue and, if one job fails, this
can prevent any other work from being done. To check the print queue:

O ci @
9 Click Control Panel
9 Click Hardware and Sound. Double click on your printer

o Click Printers

) hp deskjet 5550 series (HPA) - E‘Eﬂ

Printer Document View

e b oo b

Document Name Status Owner Pages Size St
@ Microsoft Word - Cv.docx Printing Computi... 1 8.39 KE/64.... 1E§
4 | Il | it

1 document(s) in queue

ele e o

Jargon @ 6 The Status column should tell you if a job has failed and why. To

buster delete the job and get the queue moving again, click on the relevant
. document

Driver

Software that allows . . .

your computer to G Click Document in the top menu and then Cancel in the drop-down

communicate with menu and restart your computer (see page 21)

devices, such as a

printer.

I’'ve replaced my ink cartridge but my printer isn’t working.
Often the ink nozzles on the cartridge will initially be protected by a strip of
tape. Check that you removed all of this when you put it in your printer.

Also, try switching the printer off and on again at the power source and
NEXT STEP® disconnecting then reconnecting the USB lead that connects your computer
For more on drivers, and printer; your PC might not have recognised that you've changed a

see page 81. cartridge. Finally, see if any buttons are flashing on your printer. You may need
to press the one that’s flashing to get the printer online and back in action.
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FORMAT A DOCUMENT

You can use Word’s formatting tools to customise everything from the
font, colour and size of individual text to the border of an image or the
entire layout of your page. You can even apply new styles to whole
documents at once and it’s possible to preview what many of your
changes will look like before you actually commit to them.

Many common formatting tasks can be carried out using the tools under
the Home tab in the top toolbar. The Home tools are grouped under Font,
Paragraph, Styles and Editing. In the Font segment of the toolbar, you’ll
find several options for changing the look, size and style of your text. In
each case you’ll need to highlight the text you want to change first by
clicking next to it and dragging your mouse over it (see page 12).

SIMPLE TEXT FORMATTING
o Highlight the text you want to alter

9 Click the down arrow next to the name of the current font in the
toolbar to see a list of available fonts

o)
27 Home | Imsert  Pogelajout  References  Malings  Review  View

4 Find ~

25, Replace

AaBbCcD | A2BbCcD  AaBbCi AaBbce AADB aasbee. %

|2~ 2i-| | THomal | 1NoSpaci. Headingl  Heading2 Title Subtitle  —
)

= Dacalig
ainter ||| BatangChe
Sl a3
s Eﬂi-aaveuse R R R SRR KRR AN I ENE IS -OXE TN DR ORI TP S
T Bell MIT

| & Berlin Sans FB

i Betlin $ans FB Demi
‘& Bernard MT (ondensed

e o o o @

Change
Styles~ || ¢ Select~
Styles 5| Editing

)

T Berylium i
|7 Biowe: icrosoft’s Word 2007 program
R T Beckediter FTT
2| Biua Highway cludes a huge selection of fonts.

~| v Blue Highway Candensed

7| " BLUE HIGHWAY D TYPE

-| % Biue Highway Lmseut
2| Bodeni MT

| T Bodoni MT Black
~| & Bodond HT Condensed

f v BodoniMT Poster Compressed

~| T Beok Antiqua

7| % Bookman Old Styls
v Bookshelf Symbal T

; T Boopes -

9 Scroll through the list and preview what the font will look like by
hovering your mouse cursor over its name (without clicking). The
highlighted text in your document will change for you to see what it
would be like, but not permanently
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o To make the change, click on your chosen font’s name in the list

6 Clicking the B, I or U buttons under Font in the toolbar will change
the text you have highlighted to bold, italic or underlined respectively

0 You can increase the font size (and preview your changes) by clicking
the down arrow next to the current font size (the default font size is 12)

A Find ~
[ aaBbceD | aaBbced AaBbC asBbce AAB aamice - A oot
& Repiace
Br- 5| || tomn [snospa. reaongt | eaomgz | e | swwme | Gunse SECEE
soes 5 et

e

[ TN AN RN NS TR OIS - EE IR EE ORI s s ]

Size does m atte r

o To change the colour of highlighted text, click the down arrow
next to the Font Colour button (the one that features the letter ‘A’
underlined)

Frna-
349 [ azboce | aaBocen AthC AaBbCc AdB 4aBbCc 6& Replce
- | tromat | Thospace. eadin e s S :‘smm
= sotes )it

——

fplash of
colour

TIP

At any time you can
hover over an icon in

the main toolbar to e Hovering the mouse over a colour in the palette that appears will
reveal a description . - . . .
of what it does. preview what your highlighted text will look like with that colour

applied. Clicking on the colour will make the change
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FORMAT PARAGRAPHS

With the Paragraph section of the Home tab, you can customise the layout

of your page. Again, you'll need to highlig

o By default, Word aligns text to the left-hand side of the page. You can
change this to centre your text, align to the right margin or alternatively

justify your text in a block in the middle

9 To do this, select your text and click o
alignment options just above where i
toolbar

ht your text first (see page 12). Jargon

buster

Justified text
Justified text means
that every line is
spaced so that it’s of
equal length (flush
with the right-hand
margin).

of your page.

n one of the alternative
t says Paragraph in the Home

Document? - Microsoft Word non-commercial use

Pagelayout  References  Mailings  Review

& cut

153 Copy

o Fon
Clipboard

RN

B 7 U ~abe X, x‘A.v”ﬂFJv g -

Times New Roman
Paste
> mat Painter

5 Font

34 Find ~

25, Replace

I Setect -
Editing

aaBbce AAB samsce - A

Heading 2 Subtitle  _ Change
Styles ~
)

Title

Styles

e o o o o @

There are a numbg
of paragraphs wit
the spacing betw
lists. It’s

r of different ways to adjust the appearance
hin Microsoft Word 2007. You can change
een lines and add numbered and bulleted
hlso possible to indent paragraphs.

9 To change spacing between your lines, highlight your paragraph,

right click and select Paragraph

0 Click the drop-down menu below Line Spacing and select from the
various options. You can preview the effect by hovering over the

option, before clicking to choose

O ciick ok

TRY THIS

You can create an
indented paragraph by
highlighting your
paragraph and right-
clicking. Select
Paragraph and then,
underneath the heading
Special, select the
drop-down arrow. Select
First line from the list and
click OK.
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MAKE A BULLET-POINTED LIST

If you want to format any of your text in list form, you can use bullet point or
numbering options.

o Type your list into the document, pressing Enter on your keyboard after
each item so that they are each on a separate line

9 Highlight your list and click on the down arrow on the bullet point button

Cv.docx - Microsoft Word non-commercial use

p Home | Insert Pagelayout  References  Malfings  Review  View Y
: = : Calibri (Bocy) M N B =84 7| | sasbeopd| Aabcend AaBbC AaBbce AaB . A :i:::,m :
)i Paf(e 4B L U - x X Aa-||¥ - A ;\\g- e TNormal | 1TNo Spacng Heading1  Heading 2 Title = g?ya‘zsgf s select~ |
@ Clipboard = Font E Paragraph £l Styles E Editing °
\‘2‘\‘1‘\‘g‘\‘1“\‘2‘\I‘E‘\“4‘\‘SI-\‘6“\‘,“\I‘B‘\“9-\‘ml‘\‘11“\‘12-\:13-\‘1‘4‘\‘15:\‘Q-\‘17-\‘18‘ »
L)

o .
I"". PO o o o 0o 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 O O 0 0 0 0 0 o0 e e

e In the drop-down menu that appears, preview the different bullet styles
by holding your mouse cursor over them

0 Click to select your choice. The same principle applies to numbering your
list with the numbering icon

Cv.docx - Microsoft Word non-commercial use

Home | Insert  Pagelayout  References  Mailings  Review  View

° %
q = & = . A ol@=s]l = =4 ) 44 Find ~ .
) ] flcaibri Gody) G - 1S 20| 9] | aasbced| nagbccnd AaBbCc AaBbee AdB A &, Reploce | o
Paste . . R Ll == _ Change

d . 7 B I U ~abe %, x* Aa~||¥ ﬁ ||| == TNormal |1 MNo Spacing  Heading 1 Heading 2 Title = stylesgv ki select~ o
& Clipboard = Font = Styles & || Editing °
2 1.0 5-\ 1- 2 3 6 7 - 8 - Q-1 -10- 111+ 1 -12- 1131 -14- 115 1 A1 171 -18- %
L)

L °
- .
[ ol o o o ® &6 © 6 & 06 0 0 0 0 0 0 o o 0o 0o 0o 0 o o e o ee
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INSERT A PICTURE Insert

o Click once on the
page at the point
where you’d like
the image to go

9 Click on the
Insert tab on the
top toolbar

e Click the Picture

icon

Picture

o Look for the image you want and double click on it to insert it (for
more on organising your pictures see page 152)

6 The toolbar across the top will change, showing a number of borders that
you can apply to your photograph. Click on a border if you want one

0 In the Arrange part of the toolbar, you can change how the picture
sits within the text. Highlight your image (click on it once) and click
on the Position button. Hold your mouse over some of the options
that appear to see where on your page your picture fits best. Click on
the one that’s best for you

Add a caption
You might want to add a caption to your picture:

o Once it’s in the document, right click on the picture and select Insert
Caption

9 A dialogue box will appear. Enter your caption in the box marked
Caption NEXT STEP®

To find out more about
editing your pictures,
see page 154.

9 Choose whether you want this to appear above or below your picture

O ciick oK
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WORD TEMPLATES

Word comes with some useful templates and page layouts that you can
use as the basis for a new document. To open a new document from one
of Word’s templates:

O ci @

9 Select New

e In the left-hand column of the New Document dialogue box that
appears, click on Installed Templates

o Scroll through the installed templates that appear. To see a larger
preview of a template in the right-hand column, click on it

6 Once you’ve chosen, click the template you want and then the
Create button

New Document d - i a a - - — - m

Templates

| »

| @ > Search M\Erosoft \"Jrfﬁ'ca Online for a template : ‘ Equity Letter

Blank and recent

e Installed Templates

My templates... FaX il
New from existing...

Microsoft Office Online =

Featured

Agendas

Award certificates i New Elog Post Equity Fax e
Brochures =

Business cards

FAX T T M T

Calendars.

Contracts == e
Envelopes r g ‘1 > 5

Faxes

» i
Flyers | —
Equity Letter Equity Merge Fax

Forms

Gift certificates

Greeting cards

Invitations =

Invoices —— -
Labels = ,‘,-

-

Equity Merge Letter Equity Report

Comme ]
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ONLINE TEMPLATES

You can also choose from a range of other templates from Microsoft
Office Online (you’ll need to be connected to the web — see page 68 for
how to get online).

o Follow the instructions to open a new Word template on the previous
page, but, instead of clicking on Installed Templates in the New
Document dialogue box, choose one of the subheadings under
Microsoft Office Online in the left-hand column

e Once the templates have loaded you can preview and select them as
you would with a Word template (see opposite)

9 Click on Create. You may get a message that ‘the status of your
Microsoft Office’ needs to be validated. This is simply a security
measure to ensure you’re using a genuine copy of Office

o Click Continue and wait while your software is checked and the file
downloads
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SPELLCHECK A DOCUMENT
If there’s a spelling error in your document, a wavy red line will appear
under it (grammatical errors are underlined with a wavy green line).

o Right click on the word

9 Select the correct version from the suggestions

TRY THIS
To turn off spelicheck, To spellcheck a whole document:

click the Office button,

lick Word options, th . . . .
f,'rf,oﬁ:; Uﬂ"cg‘gﬂﬁwﬁgn o Click the Review tab in the main toolbar

correcting spelling and
grammar in Word.

14

9 Click the Spelling and Grammar icon

Cv.docx - Micro4

Home Insert Page Layout References Mailings Review View :

&l Research [ Translation ScreenTip ~ \j A1 Delete _-_29 L
_,j =

5 Thesaurus % Set Language 24 Previous

SpE”mg E‘I' Spelling & [, Translate  *% Word Count New 2] Next Track Balloos
Grammar/ % 'TaNsiate e Word toun Comment o Changes ~ =

Grammar _ < .
Proofing Comments s
|-2-|-1-|-U-|-1-|-2-|-3-|-4-|-5-|-5-|-:
oo'nooo'ooo.oooo.ﬁo.oo'-..oc'-.ooc'..oo'c-o..'o.o

e In the Spelling and Grammar dialogue box, review each of the
possible errors. You can accept Word’s suggested correction by
highlighting it and clicking Change

) Spelling and Grammar: English (United Kingdom) M :
T;:::I::Zm - Ignore Once A l Chan ge
u ;
! ;
Suggestions: N
[ crome 0 You can reject Word’s corrections
= I — this is useful, for example, when
2 X Word doesn’t recognise the spelling
“’"a” fengunge: |Engleh (Cneed Kngdom) B X of a person’s name, or a slang word
| Check grammar lo s . .
— : you’ve used. Either click Ignore

Once or Ignore All (top right) if you
don’t want the spellichecker to flag
up recurring examples of certain
possible errors
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ORGANISE YOUR DOCUMENTS

Putting all of your documents in the Documents folder without an
ordering system can make finding specific files a little unwieldy. It’s
worth organising them.

Create sub-folders

o Press the Windows key (see page 13) and E to launch Windows
Explorer

9 Click on the Documents folder
e Right click in the space below your documents
@ Ciick Folder

6 Click New. A new folder will appear in your folder list. Give your new
folder a name

RENAME A FILE

P

. . . @- ). » Computing » Documents » New Folder
o Right click once on the file you want to
- Explore
late modified Type

rename (you don t need to Open It) i e s:;:‘sewnn Corel Paint Shop Pro Photo X2 older is empty.

[| B Documents

Browse with IrfanView
& Pictures Open as Notebook in OneNote
More »
H Share...
9 Click Rename Samvith AV e
Folders 2 Destroy
)} Make Send To »
L
Cut
Type your new name L
b MyP¢
‘ =
L
'

o Press Enter OWS e
. New
). Productions \ ‘l
). Turbo Lister
| Updaters
> I, Downloads
» Bl Favorites
W Links
B Music
B rictures
B saved Games
I searches
& videos
J. Public
+ M Computer ~ |4 it b

b

I

0 items
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SELECT MULTIPLE FILES OR FOLDERS

You might want to select a number of files at the same time, for example,
to be able to delete, copy or print them all.

o Open the folder that contains the files or folders you want to select
© Hold down Ctrl

9 Click all the items you want to include

G To change your selection at any point, let go of Ctrl and just click a
blank area of the folder window to start again
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SEARCH FOR A DOCUMENT

Windows has several default folders for storing files including Documents,
Pictures and Music. If you can’t find a file, therefore, they’re a good place
to start your search. If you can’t remember where you saved a document,

there are a few ways you can search for it.

o Click @ and enter the

title of your document in the
Search box. As you type, files
and applications that match
what you're typing will appear
automatically

9 Alternatively, click on Pictures,
Documents or Music in the
right-hand pane and a window
will open where you can search
for particular file types within
these folders. In the case of
pictures you can also browse
the corresponding thumbnails

e If the search doesn’t reveal
what you’re looking for, click
Advanced Search — you’ll see a
clickable link under your search
results

o From here you can search by
size, date the file was modified,
or even by tags if you’re looking
for a picture

Programs

B About QuickTime

| Play Sudoku Quest

(2 QuickTime Player

£9) Uninstall QuickTime

(A QuickTime

Files

1 Quiz questions Oct 09.docx
“1Quiz questions Sep 09.docx
) Quiz answers.docx

1 Quizquestions.docx

| Quiet Songs

I Quick Launch

@Google Chrome

(¢ GoodSync

Communications

4 | FW: 02 Online Bill

A | FW: Your account has been activated
A | FW: Mandy's Essential Cinema

f’—" Search Everywhere

;—3 Search the Interne

Computing

Documents

Pictures

Music

Games

Recent ltems

Computer

Network

Connect To

Control Panel

Default Programs

Help and Support
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WORD TIPS

Keyboard shortcuts

There are shortcuts for carrying out common tasks in Word so that you
don’t have to use your mouse and click on a number of buttons. The
following two-button combinations might come in handy.

Ctrl + S to save a document
Ctrl + P to print a document
Ctrl + A to highlight the whole of your document

Or, highlight a specific word/words, then use:
Ctrl + 1 to italicise text

Ctrl + B to make text bold

Ctrl + U to underline text

Using the format painter
If you've already formatted text and want to apply those same effects to
another paragraph:

o Highlight the text you’ve already formatted

9 Select the Home tab

9 Click on the Format Painter icon @

O Select the text you want to apply the formatting to by highlighting it
Use the highlighter pen

Word 2007 contains a high-tech version of a highlighter pen with which
you can draw attention to key areas of text.

o Select your text. Select the Home tab and then the highlighter

a

e Click the down arrow to choose the highlighter colour
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Undo a mistake

It’s easy to get carried away with special effects. But don’t panic if you've
overdone it. Simply highlight the text in the normal way and click on the
Clear Formatting icon (it resembles an eraser).

1 Home Insert Page Layout References Mailings Review
: Ii.h * el -

B 11 - A L&)

1 SE|

i Paste e |B 7 U - abe x, X Aa-| ¥ vﬁq (==
{|Clipboard ™ Font E Paras

|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-

3
.
g
.
.
.
>
.
.
.
.
.
.
.
.
.
.

ee e 0 0 0 0 0 0 0 0o o o

@ 000000000000 000 © © 0 0 0 0000000000000 000000000000000000000 00

Create wider margins

When you launch a new Microsoft Word document, the Normal template
applies the margin widths automatically. However, you can change these
if, for instance, you want wider margins.

o Select the Page Layout tab

9 Click on the Margins icon

e Click Wide to add bigger margins
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Adding columns

Adding columns to a Word document is especially useful if you write a
newsletter and want to give your document a magazine feel. To change
the number of columns in your document:

o Click the down arrow beneath the Columns icon (within the Page
Layout tab)

9 Select the number of columns you require from the list that appears

Themes Page Setup E Page Background

S Home Insert Page Layout References Mailings Review View {
E nCoIors = D P Ij += Breaks - j iy
)i " T .Fonts - = 47 Line Numbers ~

1 Themes . Effects - Mar'glns Orlen'tatmn Sl'fe b~ Hyphenation - Watefmark Cz?gr

(@]
L

Page
x Borders

Add a border
Borders are a useful feature to add to your newsletter or party invite.

o Select the Page Layout tab

e Click on the Page Borders icon

e Select the Page Border tab

0 Choose your preferred border style (Box, Shadow, 3D or Custom).
You will see a preview of what your choice will look like in the right-
hand side of the window as you click on it

6 Choose your preferred line style under the Style heading

G You can also choose the line colour and width

0 Click OK when you’ve made your selections

54



Using special effects
You can add a touch of pizzazz to your document with some special
effects:

o Highlight the text you want to change, then right click on it
e Select Font

9 Under the Effects section, use the tick boxes to apply effects. You
can add a shadow to key words or show them in outline. You can
also emboss or
engrave them

Insert Page Layout References Mailings Review

Q You can also open
the Effects menu

B0 =

e 0 000 0000 0.0

s L Fonts = £ Line Numbers - °

by clicking on LY " o . L
The\pes — flargins Crientation Size Columns _ . L

Effects in the main N [O]effects - - - - - b& Hyphenation ~ [
toolbar oo o o Th¥ -..oo-.o.outo.on‘”‘i"oc“"b"‘bt.o.-c.o.-..ﬁ.:

Turn your page from portrait to landscape
It’s useful to flip your page on its side (from Portrait to Landscape) if you
have a wide table to insert in your document. To do this:

o Select the Page Layout tab

9 Click the drop-down arrow underneath Orientation

Home Insert Page Layout References Mailings R

HColors ~ N = ¥= Breaks ~
As LI ) 5
A |Fonts - 79 Line Number!
Themes — Margins |Orientation| Size Columns
. Effects v ,

- - -

Themes T p
s = Portrait
- 21 — |1« 2 0304

60 s e 0000000000000 00 e 0000000000 v e e e e e e e e e e

e o o oo™ o

.

b¢~ Hyphenation

e e 0o 0 00000 00 0 0

% o Wlle 0o 0 o o

e Click the Landscape icon. You can change it back the same way
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EXCEL EXPLAINED

A spreadsheet application such as Microsoft’s Excel 2007 lets you organise information into columns
and rows. This is useful for bookkeeping and accounting, and for arranging complicated information
into tables and grids.

Bookl - Microsoft Exce

Tabs — such as Home Insert Page Layout Formulas Data
Insert, Page Layout, 1 L Calibri - A &[T ==|®]| | SiwepTed General
Formulas and Data ) 23 Copy — -
— provide access to :8“ F Format rainter || B £ U ~|[E || & A [E £ ==|| B Merge & Center - | (B3 %, s |
more advanced or ) Clipboard (F Font (F Alignment {F Number
specialised options. : 127 -G £] ~
] A B C D E F G H
°1 Jan Feb Mar Apr Ma Jun Jul Au
The toolbar features 1 B Y Y E
« 2 | Expenses
the most common o3
!Excel functions split < 2| gills
into groups sych as "5 Gas £50.00 £50.00
Font (for basic text *6 |Electricity £35.00  £35.00
editing functions) .7 Phone £20.00  £20.00
and Alignment (for : 8 Mobile £20.00  £20.00
controlling text « 9 |Broadband £15.00  £15.00
layout), Styles, ‘10 [TV £30.00  £30.00
Number, Cells and «11 |Council tax £70.00  £70.00
Editing. 12 [Food £45.00  £78.00
13
:14 Transport
A cell address is °15 Petrol £20.00  £32.00
identified by the letter «16 |Car Maintenance £10.00  £65.00
of the column and the .17 |Other £15.00  £15.00
number of the row y
in which it sits. The ==Totals m £430.00
highlighted cell here is =
B19, for example. i;
23
°24
25
°26
27 |
28
An Excel file is known =
as a workbook. It :23
contains a number of o
spreadsheets (called )
23
worksheets). You )=
can swap between a5
different worksheets =
by clicking on the tabs ‘a7
at the bottom of your .38
screen. Can
t——si—an(“ 2009 2008 2007 ¥2
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Numerical formulae can be applied in Excel to perform specific mathematical calculations. Excel
can also quickly and easily convert information contained in a spreadsheet into a graph or chart.

|93x3

You can sort data within a range of
cells, in alphabetical or numerical
(ascending or descending) order.

- ij ﬁ g E_ ?{ Eij E:il:ltfsum

|5 £4 IEoorr:ndaiEionngalv i thrIe;I; || Isert Delete Format | :
] Styles Cells Editing s
] ' ' Ty The formula bar allows you to make
bl 0 | kK | L | m 5 = = = ui mathem?tlcal calculqtlons using the
M i P N DEe L data you've entered in the cells of
: your spreadsheet.
. Like Word, you can highlight
: elements of your document — a
. particular row or column, say — and
. then move your mouse over certain
. formatting options to get a preview
. of what they would look like.
| .
——
[T m
| —" Cly
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CREATE A BASIC SPREADSHEET
Open a new spreadsheet and enter data

When you open Excel, a blank spreadsheet will automatically open
up. You can also open a new blank spreadsheet by following these

instructions:
== 0 CIick

° : “1 @ Click New

G : 9 Double click on the
3 e : Blank Workbook icon
Cigm in the New Workbook
. dialogue box

----------------------------------------------

>
.
.
.
-
-
-
1
i
'
|

‘ Blank Workbook

Enter datainto a
spreadsheet

A spreadsheet is made up
of individual blocks known
as cells. Cells are identified
by row numbers and
column letters such as A1
or D14. To enter a piece of
data click on a cell and type
in your data

You can also enter a heading for your data — click on a cell and type itin

Adjust column width and row height

Blank Warkbook Your columns may not be wide enough to display all the text you have
typed into them, so, to change a single column, move your mouse right to
the top of the document so that it’s pointing to the line to the right of the
column you want to widen.

Your cursor will change to a bold line with arrows pointing left and right.
Click and drag the line to the width of the column you want on the left of
the line. Then let go. You can do the same for a row — drag the bottom
line of the row down to the depth you want in the row above.
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You can also set column widths or row heights for your whole
spreadsheet at once:

0 Press Ctrl + A on your keyboard to
select all of the spreadsheet

9 Select the Home tab

2007 Household budget

4|
.
. D -
- o [Ty el ot X R
. . 4 |MONTHLY HOUSEHOLD INCOM| £2,000 £2,015 £2,000 £2,000( £2,000 £2,000, £2,000 £2,100|
Click on the Format button in the .
C " t. 7 | Mortgage £500 £500] £500 £500]| £500 £500] £500 £500
8 |Gr rie £200 £180) £200 £195 £200 £187| £200 £254)
e s Sec Ion 9 C{:t:n:s £50 £22 £50 £78| £50 £0| £50 £20
10 |Bills
11 |Council Tax £130 £130 £0 £0| £0 £0| £150 £150)
12 |Electricity £35 £0| £35 £0| £35 £110] £35 £0,
0 . 13 |Gas £45 £0| £45 £125 £45
14 |Ph £20 £55] £20 £
Select Column Width (or Row o 2 9 B
16 |Television £50 £53] +
H 17 |Total Bills £310 £238 -
Height) ot —1 | Column Width...
of 19 |Petrol £90 £78 —_—
20 |Car Maintenance £50 £0| £
| 21 £30 £15| £30
6 & 22 | Total Transport £170 £93| €170 €378
. . . 23
A II b II d I o 24 |Lifelr £25 £25 £25 £25| £25 £25| £25 £25 £25
Sma OX WI pop up ISp ayl ng o 25 Vings and £30 £30 £30 £30) £30 £30] £30 £30) £30
N ol 26 |Motor Insurance £25 £25| £25 £25| £25 £25| £25 £25 £25
27 |Other £15 £15 £15 £15| £15 £15| £15 £15 £15
the current column width (8.43 L .
& 29 |Entertainment and Leisure £200 £150] £200 £33 £200 £78| £200 £142 £200

points by default; row height is 12.75) L. B ool miom  onl g o oo oo

0 Enter the value that you require
0 Click OK TRY THIS

You can enter figures for

. years, hours etc too. Use

Add a currency sign the same steps as adding
If you’re using your spreadsheet to manage your household budget or a currency sign, but click

) . . on a different format in
other expenses, you'll want to add currency signs to some of your figures. the Category menu.

0 Select the numbers you want the Formatcers T T TUMETTR T T T T T T L
change to apply to, then click Format

Mumber | Alignment | Font | Border | Fil | Protection |

preferred number of decimal places
in the small box on the right

Currency formats are used for general monetary values. Use Accounting fermats to align decimal points in
a column.

o Click OK

button, as above ] ey - .

| Db o Wi !

1 .

9 From the drop-down menu, click o oo™ becmal poces: [2 |5 - f
®| Time Symbol:  |None

Format ce"S : Eﬁ;iﬁg?ge N:gatwenumbers: :

o |scenutic B | | |»

9 . . | [speca Yo [

Click Currency (in the left-hand menu | csem 123410 L

under the Number tab). Use the 3 !

up and down arrows to select your : .
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CUSTOMISE YOUR SPREADSHEET
You can customise a document by adding borders, changing background
and text colours or choosing new fonts.

Centre text
You may want to centre the text in some of your cells — for example, if

they’re column headings or titles.

0 Select the cells, columns or rows where you want the text to be
centred

9 Right click anywhere in the selected area and select Format cells
9 In the box, click the Alignment tab

o Under Text Alignment, click the drop-down box under Horizontal
and select Center. This will align the text in your selected cells

b L]
Format Cells § m
Number | Alignment Font Border Fill Protection
Text alignment Orientation
Horizontal: + .
General ! Indent: *

-~ 0 -

Text *

~xom -

-+

| Center Adross Selection
Distributefl (Indent)

] shrinklte fit
D Merge|cells

=

~ | Degrees

1
=

Right-to-left,
Text direcfion:

Context EI
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Change font, colour of text or background

0 Follow points 1and 2 opposite to reach the Format Cells box

9 Click the Font tab and select the required
font from the list. You can also customise

the size, style and colour of your
y y Format Cells ' " M
text here
number | alignmen(]T Font1])gorder((  Fil_ erotection |
e Eont: Font style: Size:
To change the cell background Trebuchet M5 Eold 1
I Tennessee SF - Regular -~ 8 -
colour, ensure the cell or L Taiic 8 E
Times New Roman (Bold | 10 =
cells you want to change are proedosE [£] oldalic
highlighted, click the Fill tab B — - ] e ud
Underline: Color:
and select a colour of your Hone [-] [ atomate  [=] [ sormai font
choice from the palette below Fifects

D Strikethrough
D Superscript
[ Subscript

Background Color. Only the
selected area will be shaded in
the new colour

0 To choose a different colour for
the rest of the cells (single cells,

This is a TrueType font. The same font will be used on both your printer and your screen.

AaBbCcYyZz

or whole columns/rows), select

them separately and do the

same. You can also change the

colour for the whole spreadsheet by
using Ctrl + A before choosing the colour

6 Click OK to see your changes

C

0 Follow points 1and 2 opposite to reach the
Format Cells box

Add a border

9 Click the Border tab

9 Under Presets click both the Outline option and
the Inside option

O ciick oK

.
.
.
.
.
.
.
.
.
.
.
.
.
.
.

Preview r
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.

oK J [ Cancel
® 0 0 500 000000 000000000 0000000 00 00 0 0 0
o =
Format Cells |1| Ei
i Bord i
EDr’dEf —iomter——srmen——pom=( | Border | Dpatterns | Protection | 7
Presets Line .
Skyle: .
Mong  ===== !
.
hone S—
Border ‘Y
.
) 1
Text T g
o f— L
Text k
- Color: 5
-
ik .
.
The selected border style can be applied by clicking the presets, preview .
diagram or the buttons above, 5
.
.
(o J:
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Freeze Panes

When scrolling down a spreadsheet, you can lose sight of the headings
at the top of the page, and have to scroll back up to view them. It can be
better to keep selected rows or columns in place:

o Select the row below the one you’d like to freeze
© Ciick the View tab
9 Click Freeze Panes under the Window section

0 Select which option you’d like — for example, ‘freeze top row’ or
‘freeze first column’. Next time you scroll down, the selected area will
always appear at the top

Group data
Grouping data allows you to hide certain rows or columns of data (if you
NEXT STEP® only want to see a summary of all the bills you pay, for example, rather

Want your spread- than each individual one).
sheet to do some
calculations for you?
Find out how to use
formulae on page 64.

o Select the row or column you want to collapse

9 Select the Data tab on the top toolbar

e - Budget example-1xs [Read-Only] [Compatibility Mode] - Microsoft Excel non-commercial use

I ) < .
e s e O e Click Group, then
) 5 Er = = B Y oae e . .
[T =c) gy fic I R =
S8 @) 0N E click Group again on
)i o Column: Duplicaes Valication - pnabsiz= |- - . h d d
Get External Data Connections Sort & fiter Data Tools Outine _
t ALl ~( x| Council Tax o t € rop own menu
€1]2]3]] A B c D E F G H [ J K L K
1 2007 Household budget
2 Forecast Actual |Forecast Actual |Forecast Actual |Forecast Actual |Forecast Actual . . .
; Janiary | February | arch i oy Click the minus sign
4 MONTHLY HOUSEHOLD INCOM| £2,000 £2,015| £2,000 £2,000| £2,000 £2,000| £2,000 £2,100| £2,000
5
e beneath the black
7 Mortgage £500  £500| €500  £500| £500  £500| £500  £500| £500 . .
8 Groceries £200 £180 £200  £195| £200 £187| £200  £254) £200 Out“ne bar to h|de the
9 Clothing €50  £22| €50 €78 €50 £0| €50  £200 €50
10 Bills d t
- |41 [Council Tax €130 £130] £0 £0| £0 0] £150  £150] £150 ala
| 12 |Electricity. £35 £0|  £35 £0| €35 £110] €35 £0| €35 =
- |13 |Gas £45 £0| €45  £125| €45 £0| €45 £0| €45
- |14 |Phone £20 55  £20 £0| €20 £0| £20  £63)  £20
|15 |water £30 £0| €30 €75  £30 £0| €30 £0| €30 . B
- |16 |Television €50  £53) €50  €53| €50  €53| €50 €53 €50 C||Ck on the pIUS Slgn
17 Total Bills €310  £238| £180  £253| E180  £163| £330  £266] £330
18 Transport
19 Petrol €90  £78) €90 £118]  £90  £62| £90  £84)  £90 When yOU want to
20 Car Maintenance £50 £0| €50  £250|  £50 £0| €50 £0| €50 . .
21 Other £30  £15| €30 €10 £30 co| €30 e4s|  £30 show it again
22 Total Transport €170 £93| €170 €378 €170 €62 €170  £129) £170
23
24 Life Insurance €25  £25| €25 €25 £25 €25 £25 €25 €25
25 Buildings and Home Insurance| €30 £30|  £30  £30|  £30  £30| £30  £30]  £30
26 Motor Insurance €25  £25| €25  £25| £25  £25| £25 €25 €25
27 Other €15  £15| €15 £15| €15 £15| €15 €15 €15
28 Total Insurance £95  £95| €95  £95| £95  £95| £95  £95|  £95

ertainment and Leisure T200  L150|  £200 T33[ £200 T78[ £200 ET TZ00 —
. 30 laan £200 200l __£200 __£200l _£200
M4 » | 2007 <Sheet2 ~Sheet3 %3 1 m
Ready Average: 4166666667 Count: 60 _Sum: 2250

[EEEFT e =——n==——C

Diin
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TRY THIS

If you select a vertical

list rather than

specific numbers then
click AutoSum, Excel will
highlight the numbers it
thinks you want to add
together. If it’s correct,
click AutoSum again or
press Enter to complete
the calculation.

ADD UP A COLUMN OF FIGURES

You can use a formula to make calculations based on what you’ve
entered into your spreadsheet. Here’s how to add up a column or row of
figures:

o Highlight the row or column of figures you want to add up by clicking
on the first one, holding down the mouse button and dragging it,
letting go when you reach the last one, so that you’ve highlighted all
the cells you want

Budget example-1.xIs [Read-Only] [Compatibility Mode] - Microsoft Excel non-commercial use

. Home | Insert  Pagelayout  Formulas  Data  Review  View @ -
¢
: 3 j: TrebuchetMs - |11 - | A A" ||[= (2] | & wpText Currency ﬂ ﬁjﬂl _L:ﬂl EEI §< /EL_\ = / ﬁ i
o Paste ¥ Bz o ~||m - A" = = || 5 Merge & Center - | |&3 - % o [|%3 % Conditional Formatas Cell Insert Delete Format . Sort& Fine
I - Formatting * Table ~ Styles ~ - - [~ Fiiter - Selp
Jciipboa.. & Font i Alignment o Number o Styles Cells Editing e
q D17 -( £ | =SUM(D11:D16) .
Tilz[s]4 A B E D E F G H | J K I
) 1 2007 Household budget .
. 2 Forecast Actual |Forecast Actual |Forecast Actual |Forecast Actual |Forecast Actgial °
. 3 January February March April May :
: 4 MONTHLY HOUSEHOLD INCOM| £2,000 £2,015| £2,000 £2,000{ £2,000 £2,000{ £2,000 £2,100| £2,000 .
& .
) & EXPENSES N\ .
17 Total Bills £310 £238 £180) £253 £180 £163 £330 £266 £330 M
o 18 Transport :
°l - 19 Petrol £90 £90 £118 £90 £62 £90 £84 £90 .
: g 20 Car Maintenance £50 £50 £250 £50 £0] £50 £0| £50 .
<l - 21 Other £30 £30 £10 £30 £0] £30 £45 £30 .
22 Total Transport £170 £170] £378 £170 £62 £170 £129 £170 M
23 °
24 Life Insurance £25 £25 £25 £25 £25 £25 £25 £25 :
25 Buildings and Home Insurance £30 £30 £30 £30 £30 £30 £30| £30 .
26 Motor Insurance £25 £25 £25 £25 £25 £25 £25 £25 .
27 Other £15 £15 £15 £15 £15 £15 £15 £15 .
28 Total Insurance £95 £95 £95 £95 £95 £95 £95 £95 ¢
< 29 Entertainment and Leisure £200 £200| £33 £200 £78 £200 £142 £200 :
1 30 Loan repayments £200 £200] £200 £200 £200] £200 £200| £200 .
: 31 Credit cards £200 £200] £175 £200 £200] £200 £200| £200 .
& 32 Other miscellaneous expenseq £50 £50 £33 £50 £5 £50 £14| £50 .
. 33 Pension and Savings £200 £2001 £200 £200 £200 £200 £200| £200 :

9 Click on the AutoSum button (under Editing in the Home tab toolbar)

e The total sum of all the values in your selection will be displayed in
the cell directly underneath the value for your final, highlighted cell,
in this case February’s forecast (in cell D34)
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WRITE A SIMPLE FORMULA

Excel’s mathematical skills aren’t confined to addition. So, if, for example,
you want to find out how much money you’ve got left to spend after
subtracting your outgoings from your income, Excel can help by using a
formula.

A formula always starts with an = sign, and uses cell references to identify
data to be included in the calculation. A typical formula might be =(D6-
F4)*G8 (the asterisk represents multiplication). If D6 is 10, F4 is 6 and G8 is
2, the result will be 8.

At first glance, these formulae can seem complicated, but stick with it.
Excel formulae follow the standard order of mathematical operations
we all learnt at school — hence the brackets to indicate the part of the
calculation that needs to be performed first. The formula bar shows the
address of the selected cell on the left-hand side.

TIP To calculate
Add a row or column
Ofgﬁcul:if%tgnst'rlp'y o Click on the cell where you want the answer to your calculation to
Autosum icon. See appear
page 63 for more

details.

9 Enter your formula in the formula bar — for example, =C4-C34

Budget example-1xIs [Read-Only] [Compatibility Mede] - Microsoft Excel non-commercial use

Insert  Pagelayout  Formulas  Data Review  View @ - = °
.

9 oo o o o 0.

L = || A
T _ = Wirap Tex K ) ) || = 2 A
) u A a| =||®-| |5 wepTet i Z lﬁ:
Paste o lle s o m [ A E iE|| &5 Verge & center - ||[@3 < % | » (%@ 2] | Conditional Formatas Cel Insert  Delete Format || Sort& Find &
- Formatting ~ Table = Styles Filter = Select *
Clipboa.. ™ Fon— Alignment Number Styles Cells Editing
€0 v & =caca ) A
$1]2]3]4 T B C D E F G H J K L "I
D s e e e B I I e e L B A B e e

9 The answer will appear in the cell you selected. When you make
changes to other cells that appear in the formula — in this case, if you
change either C4 or C34 = Excel will automatically recalculate the
new figure
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USING THE
INTERNET

By reading and following all the steps in this
chapter, you will get to grips with:

Setting up a broadband connection
Surfing the internet

Buying items online




Getting Connected N

TRY THIS

If you have a BT line, you
can get a provisional
guide on what broadband
speeds your phone

line should be able to
support — enter your
phone number on www.
dslchecker.bt.com/adsl

YOUR INTERNET OPTIONS

To get online you’ll need an internet connection. This used to mean
having a dial-up connection that used an existing phone line — it was slow
and you couldn’t use your phone at the same time. Most people can now
connect using broadband — it provides a much faster service and allows
you to phone and be online at the same time. There are three types of
broadband.

ADSL Broadband

ADSL (asymmetric digital subscriber line) broadband uses BT’s copper
wire phone network and is available to more than 99 per cent of UK
households. To get ADSL broadband, you must have a fixed BT phone line.

However, BT is not the only choice of phone provider - line-rental
providers such as the Post Office, TalkTalk and Tiscali also use BT’s
network and offer their own broadband packages. Some providers also
offer discounts for getting your phone and broadband together. Typically,
advertised download speeds range from 0.5 to up to 20 megabits per
second (Mbps). But the speed you’ll actually get depends on many factors
— for example, the distance you are from the phone exchange and the
amount of traffic (other people using broadband via that exchange).

Pros

» Big choice of providers and packages

» Local loop unbundling (see below) means potential speeds are
increasing and prices are dropping

Cons
» Some limitations on speed
» You must pay a fixed-phone line rental

Who is it for?
Anyone with a fixed BT line who wants choice in providers and packages.

Local loop unbundling

Local loop unbundling (LLU) is a type of ADSL broadband where internet
service providers (ISPs) install their own equipment in BT exchanges. The
ISPs still use BT wires but adding their own equipment enables them to
offer faster/cheaper broadband. Availability is limited to, at most, 70 per
cent of UK households, often in more populated areas.
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Cable broadband

Cable broadband, which is currently offered only by Virgin Media,
provides an equivalent service to ADSL. It’s available to around 50 per
cent of UK homes, mostly in urban areas. It offers a range of maximum
broadband speeds from 2 to 50Mbps. You don’t need a BT line, but may
need to have a Virgin phone line installed.

Virgin claims that distance from the exchange doesn’t affect its broadband
speeds, but this doesn’t necessarily mean you'll get advertised speeds,
which are still affected by equipment or traffic at peak times.

Virgin offers some very cheap ‘bundling’ deals to cable customers taking
two or more services (broadband, home phone, digital TV and mobile).

Pros

> Speed isn’t affected by distance from exchanges

> Cable fibre quality means the potential speed is higher than ADSL

» A trial has found that up to 50Mbps is possible

» Broadband bundles are competitively priced

» If you don’t have a fixed line a Virgin one is cheaper to install than a BT
one

Cons

» Only available to half of UK households

» Only one choice of provider

» Cable broadband has many of the same speed limitations as ADSL

Who is it for?

Price-conscious consumers, particularly those who want a bundle with
digital TV, phone and/or mobile. Also those who live a fair distance from a
BT exchange but want to achieve reasonable broadband speeds.

Mobile broadband

Mobile broadband allows anyone with a Mac or Windows laptop to get
online wherever they are. The key to getting online is a USB modem
(dongle) that plugs into your computer’s USB port and lets your computer
connect to the internet using a data connection such as 3G. Mobile
broadband is growing in popularity.

paj)23uuod Suyyes ﬁ

Jargon
buster

Dongle

A small device

that connects to

a computer’s USB
port. In this context,
it enables you to
connect to the
internet.

NEXT STEP®

If you have broadband
and you’re not happy
with your service, find
out how to switch at
page 79.
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Jargon
buster

ISP

An internet service
provider (ISP) is the
company that enables
and services your

connection to the
internet.

GET BROADBAND

If you don’t have an internet connection already, you can get ADSL
broadband by taking these steps:

0 Check that ADSL broadband is available in your area. If you
have a friend with an internet connection, you can check on
www.broadbandchecker.co.uk by typing in your postcode.
Alternatively, phone a broadband provider you’d like to use and
check with them

9 Once you've chosen a broadband provider, phone them to discuss
which package best suits your needs

9 Find out from them what speed you can expect to get at your
address and if there are any other conditions — such as a cap on how
much you can download. Also check their pricing structure

0 In most cases your ISP will provide a router or modem as part of the
deal. Check that this is the case

6 Once you've agreed to the conditions of your ISP contract, your
line will be upgraded so that it can carry the data signal for ADSL
broadband and voice calls at the same time. This is known as line
activation and is usually done remotely. There may be a charge and
you’ll usually have to wait about a week for the ISP to do this

0 Once your line has been activated and you’ve received your router
or modem, you’ll need to connect it and configure your computer.
Some ISPs offer a service where they send an engineer to do this.
For others, you follow instructions on a CD. See page 70 for tips on
setting up your computer
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Getting broadband if you already have dial-up internet

0 Choose a broadband provider as above, and find out from them how
long it will take for broadband activation

9 Cancel your dial-up internet subscription (subject to your contract
terms and notice period), timing it so you won’t be left without
internet access for long. If you use a pay-as-you-go dial-up internet Jargon @

pajJauuod Suiy)es ﬁ

service, you don’t need to cancel buster
Modem
9 Ask your chosen broadband provider to activate your broadband, A device that allows

then install your modem and configure your computer as normal. See @ computer to send

. . information over a
page 70 for more details on this telephone line.
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CONNECT YOUR EQUIPMENT

Set up your router

Many providers will send you a booklet/CD to help you set up your
connection. For a router with in-built modem, it’s likely to include these
steps:

Ethernet cable /=\:

Qo)

PCllaptop
ADSL router (combining
ADSL modem and a router)
Of- 10O
: I
Phone socket Microfilter
Jargon o Attach a microfilter to the main phone socket (where the phone line
buster enters the house)
Microfilter
A device that attaches
to your telephone ;
socket and enables / ‘\"’ % — \ ~
you to make voice Q ‘«-q‘% _ ‘ ﬁ
calls and use broad- A
band at the same &
time, via ADSL. \

9 You should have all the cables you need included in the box with the
router. Plug one end of the modem cable into the relevant microfilter
socket. Plug the other end into the back of your router
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9 Your telephone also plugs into the microfilter. This means that
you can be on the phone while also having an active broadband
connection

0 Now connect your router’s power supply and switch it on

Connect your router to the computer

o The easiest way to connect your router to your PC or laptop is via an
ethernet cable (this will come in the router box)

9 Put one end of the ethernet cable into the socket on the PC and the
other end into one of the four identical sockets on the router

Accessing your router’s setup
To configure your router, follow these steps:

0 Start up your computer and open your web browser to access your
router settings

9 Enter the address of your router into the browser’s address bar. This
is a number listed in your manual. In the case of many routers, this
number is 192.168.1.1

9 Press Enter

o You will then be asked for login details. Your default username and
password will be in your manual

pajJauuod Suiy)es ﬁ

Jargon
buster

Router

A device that routes
data between
computers and other
devices. Routers can
connect computers to

each other or connect
them to the internet.
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Change your settings

0 You’ll see a page that looks like a web page - this is the router
set-up page. From here you can make changes to the router

e2 0 0 0 o o000 o
8 o2 Wireess Setings - Windows Infernet Explorer
o

K3 ()= | ) nttpy/192168:1.1/setup caiZnert.file=Wireless tm

File Edit View Favorites Tools Help

Google [G+192168.1.1 []Go{® & ~ | ¥ Bookmarks~ [0 blocked | ‘¥ Check ~ \ AutoLink ~ - Autofill [ Send to & [E19216811 @ Settings~
o s & seacch] ¢ i el @ newm (& miThsrage | setstans | Amshare | & vdeo ¥ 3 Musc P @ mepQu... + »|[ % | osonm
¢ 4 | Basic Wireless Settings %~ B - d v [ypage~ G Toolsy
9 LINKSYS®
KovidonofCaco ysane,

Wireless

Wireless Confguraton: @ Manual (*) WLFi Protected Sefup

Network ode: e+
Network tame (55D). hamenet

Radio Band Wide 40tz Chamel ~
Vide Channet 9 -

Stancard Chamvet | 11-24624z

SSD Brosdesst Oknabie (Disable.

(3 @ Intemet | Protected Mode: On

| Windows Parental Controls s

" Reminder: View the Parental Controls activity report

™| /2 Basic Wireless Settin. CAWindows\systems. *CAUsers\Computing.

9 To change the default password, click the Administration tab, enter
a password in the password window, confirm it and save

9 For the router to connect to the internet you need to configure the
ADSL part of it with the right settings. Click on the Setup tab

0 The router will ask for your ISP user name and password. Enter these
—again, they should have been provided by your ISP

6 You may be asked to enter details about ‘encapsulation’ or
‘multiplexing’. You don’t need to know what these mean. Simply ask
your internet service provider about what you should see in these
settings

@ Scroll down and save your changes
0 You should now be able to connect to the internet on the PC

connected to the router. If you don’t want to connect any PCs
wirelessly, then you’re done




SET UP WIRELESS BROADBAND

Once you’ve set up your broadband connection with cables (see page 70),
you have the option to go wireless if your router supports it. This means
that your computer will not need to be physically connected in order to
use the broadband connection. A wireless network uses a type of radio
wave to transmit data between machines without the need for cables.
Each computer is connected to a central router by ethernet cables.

Set up a wireless network

To set up a wireless (Wi-Fi) network you’ll need a central wireless router
plus a wireless adaptor for each of the PCs or devices you want to
connect. Some computers (particularly laptops) may already be wireless
enabled. Check your computer’s specifications (see page 208) to see if
this is the case. If not, the easiest method is to plug in a USB adaptor. You
can buy one of these small devices from a computer shop.

0 In the router set-up page, click the Wireless tab

9 In the Network Name (SSID) field change the name of your network
to something memorable like ‘Home wireless’

T gt
e

- [ 4] x [ Googte o~

Y 3ic Nirdess ettt Whhddws
-

@ http://192.168.1.1

o o o
ieimet Epiorer

File Edit View Favorites Tools Help

Google [G+192.168.1.1 : Go{»c &~ ‘ 2 Bookmarks+ &0 blocked ‘ % Check » N Autolink v = Autofill (@ Send tov & [d 192.168.1.1 ( Settings~
oA S[w]Search | i Mai  + | @ NewiM | mMThsPage | Setstatus +| () Amshare | @ Video £ g Musc ¥ @ MepQu... v »‘ &% Osenn
¢ 4 | @ Basic Wireless Settings [ ‘ m - - @ - yPage v (G Tools v

LINKSYS® id

ADiidn ofGieco Systns, nc o

WirelessN ADSL2+ Gateway

Wireless

Basic Wireless Settings

Jargon

buster
USB

®>

A way of connecting
that allows you to
transfer data easily.
Many devices are

connectedto a

computer via USB

cables.

Network Mode:

Network Name (SSD):  homenett

Network Name (SSID)

Y Radio Band:

Mixed -

homenet!

‘Wide - 40 MHz Channel -

11-24620Hz ~

OEnable () Disable

cisco

(3 @ Internet | Protected Mode: On

| Windows Parental Controls
Reminder: View the Parental Controls activity report
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9 Choose the Wireless Security option. From here you can turn on
security for your new wireless network

0 Select WPA or WPA-Personal from the drop-down menu (the options
will differ depending on your router) and enter a pass phrase (this
works the same as a password)

08 0.0 0.0 0 8.0.8.90_8. o
ﬁ Wireless Security - Windows Internet Explorer
o

e ® e httpy//192.168.1.1/setup.cgiZnext.file=WSecurityhtm

File Edit View Favorites Tools Help

Google [G~192168.11 Bca |,@ 8- \ ¥ Bookmarks~ & 0 blocked \ P Check » N\ Autolink v - AutoFil| (@ Send tov & [6192168.1.1 @ settings~
DA | Soarch |4 m Mal @ Newi @ MThspage | Setstats + | AMShare | @ video £ g3 Musc ¥ @ MapQu... + »|[ & |osenmn
Ve 4R | @ Wireless Security | ‘ w o ~ v o) Page v {Jf Tools v

LINKSY!

(=3
ADividon of Cisco Systems, e

Wireless

Wireless Security

@ @ Intemet | Protected Mode: On

| Windows Parental Controls
® Reminder: View the Parental Controls activity report

“ £ Wireless Security - W.

6 Save your settings and unplug the ethernet cable

o The computer you're trying to connect wirelessly should
automatically detect wireless networks within its range. A message
will pop up in the taskbar to notify you. Click on it and you will see
a list of available wireless networks. Yours will show up under the
name you gave it earlier

TIP 0 Select your wireless network from the list (usually by double-clicking

For more on on it) and connect to it
securing your
wireless network,

see page 77. e You’ll be prompted to enter your security pass phrase. Once you've

done this, you’ll be connected to your wireless network and can surf
the internet




CONNECT TO OTHER COMPUTERS

When multiple computers are connected together, it’s often referred

to as a home network. You can share all kinds of data over a network

— from documents and emails to music, photos and video. If you have a
broadband internet connection, a network means that all the computers
in your household can access the web at the same time.

Once you’ve set up your wireless broadband connection on one computer
(see page 73), you're ready to connect other computers.

Install your wireless adaptors

0 Each PC will need its own wireless adaptor and the set-up procedure
will differ depending on the make, model and type of adaptor

9 During the set-up procedure, follow onscreen instructions, making
sure that you put a tick next to Infrastructure Mode and that you
enter the name (SSID) of your wireless network

° e ot 00 0 00 Pa— SPPN Pa—y
B 53kic Wircless Setthhos™ Whadws fterhet Bpiorer “ (1% S®
fl- e 3 P

@ hitp://192.168.1.1 g .[‘, x [ Googte e

File Edit View Favorites Tools Help

TIP

Radio Band: Vide- f0MHz Chamnel

WWide Channet s -

Wide - 40 MHz Cha

StndardChamnet  11-2462GHz +

SSD Broadesst OEnable () Disable

[3 @ Intemet | Protected Mode: On ®100% ~

L Windows Parental Controls
" Reminder: View the Parental Controls activity report

P72 Basic Wireless Settin.. || CAWindows\system3- *CAUsers\Computing.
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Nttt need an adaptor

Wireless N ADSL2+ Gateway to get online.
Wireless
o Manual ¢
C3 Mixed -
NetworkName (SSD): homenett | 1 Network Name (SSID):  homenett
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9 If you have secured your wireless network, you will need to enter
your encryption authorisation key when you are connecting to the
network

0 You can test your connection at this stage by opening your browser
and trying to view a web page

Set up your workgroup

You’ll now need to set up a Windows Workgroup, so your PCs can talk to
each other. Firstly, turn on all of the computers and devices (for example,
printers) that you want to be part of your network

0 On one of your computers, click

9 Click Control Panel

- e 0| 9 .
- S Click Network and
@O-\‘{G <« Network and Internet » Network and Sharing Center [ 42| searcn 2|
= — —a— Internet

Network and Sharing Center
e o Click Network and

1&/ ® 0 Sharing Center

COMPUTING-PC Network Internet
Diagnose an i repair (This computer)

Manage neb vork connections

6 In the left pane,

@ Metwork (Private network) Customize

Access Local and Intemet click Set upa

Connection Local Area Connection View status connection or

3 Sharing and Discovery network

Network discovery @ On .E,\

File sharing © Off ) 0

Public folder sharing ° Off .‘:\:,) FOHOW the StepS

Printer shating © Offno printers insallec) ) that appear

Password protected sharing @ 0on -.:\;r) onscreen that W|||
Seealso Media sharing @ Off .k}_,)

et Opt ons guide you through
Show me all the files and folders I am sharing
o folders on this computer the process of
Set up a connection or network ' adding other
computers

NEXT STEP@ 0 Carry out the same steps on each of the other computers

Now you'’ve set up

a broadband
connection, you can
get online. See page
84 for advice on
surfing the internet.

Windows Fir =-—~""
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SECURE YOUR WIRELESS NETWORK

Wireless networks are far more convenient than traditional, wired ones,
but they bring with them certain security risks. It’s important that you take
precautions to stop people connecting to your network, or even changing
your network settings, without your knowledge. Keep your network
secure by taking these steps:

> All wireless networks have a name (sometimes called the SSID — see
page 73) that you can change when you set up your router. Make it
something that doesn’t give any clues to your identity, or to the type of
router that you’re using

» If your router doesn’t broadcast the network name (or SSID), it is more
difficult for anyone looking for a network to connect to it. If you won’t
often be connecting new devices to your network, consider turning off

the router’s broadcast SSID option

[YPSP A NEP S WP W W
78 Gosic Wireless Settings - Windows Intemet Expiorer
L

@| http:;//192.168.1.1

9 File Edit View Favorites Tools Help

Google |[Gl+192168.1.1 - Go{»@ 5~ ‘ % Bookmarks~ &0 blocked ‘ % Check - ‘S Autolink ~ = AutoFill [ Send to~ & [E192168.1.1 L
(s Sz searcn | m vl | @ Newmt | B mhspage | setstatis + | Amshare | @ video & ) musc I B vapQu... + >[4
¢ 4 | @ Basic Wireless Settings [ ‘ - v # v |pPagev @

9 LINKSYS®

son of Cisca Systoms, I
o Firmu

Wireless N ADSL2+ Gateway

Wireless Setup Wireless

Wickss Confiuraton: (3 Manual ( WiFi Protected Setup

Network Mode: B

Network Name (SSD): [0

e 00000000000

Radio Band: Wide - 40 MHz Channel

S5ID Broadcast:

Cancel Changes

» Many routers come with weak passwords like ‘admin’, which are easy
for other people to guess. Change it to something more difficult
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» You can encrypt your network to make it more secure. Your router
instruction manual should show you how. Bear in mind that the older
system (WEP) isn’t as secure as the newest system (WPA) but even that
is much better than nothing

» If all the computers you need to connect are near the router, then why
not connect via cables? Turn off the wireless network from the router
and nobody else will be able to connect wirelessly

TIPS ON USING YOUR ROUTER

Get to grips with your router by taking note of these tips.

» Get the router working with a wired connection (using an ethernet
cable), before setting up wirelessly

» Remember you can reset the router to its original settings if you make
a mistake or forget the set-up password. You can usually do this by
holding down the reset button for a count of 10 seconds

» Connect the router to the phone socket that’s nearest to where the
line enters your house. Any additional distance can reduce signal
quality and may affect your broadband connection

» Don’t forget to install microfilters in your telephone sockets. Every
device in your house that’s connected to a phone socket (including
phones and faxes) will need one

» Give your network a name that won’t reveal your identity, location or
the make of your router

» Your router will be able to tell you all sorts of information about what
it’s doing. Clicking on the Status tab on the router’s home page will let
you see, for instance, whether your ADSL connection is active, and at
what speed, or which computers are connected




SWITCH BROADBAND PROVIDER

Before starting any switching process, you should talk to your current
provider. If you switch broadband provider before the end of any minimum
contract term, you may have to pay a hefty broadband cancellation fee.
As long as you’re outside your minimum contract period, however, your
broadband provider will be keen to keep your custom and may well offer
you a much more attractive deal.

The process you use to switch internet suppliers will vary depending on
whether you're just switching broadband, or whether you’re changing
your home phone service at the same time as your broadband.

pa)23uuod Sui})as ﬁ

Switch between ADSL broadband providers

If you are switching to and from ADSL broadband (broadband via a BT
phone line), you'll need to use the MAC (migration authorisation code)
process. A MAC is a unique code that identifies a particular broadband line.

0 Ask your existing broadband provider for your broadband MAC. Make
sure you stress you are only asking for your MAC and not cancelling
your broadband account; some broadband providers will see
requesting your MAC as a sign you want to cancel the service, which
is bad if you change your mind

9 Your broadband provider must provide a MAC on request and should
send you the MAC within five working days. Your broadband MAC is
valid for 30 days from the date it’s issued

9 Give your MAC to the broadband internet provider you want to switch
to. They should process your request and give you a transfer date

0 If you have problems switching between broadband providers
because of difficulties obtaining a MAC from your existing broadband
supplier, take a look at Ofcom’s advice (www.ofcom.org.uk/complain/
internet/switching/)
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Switch to or from cable broadband

Cable broadband provider Virgin Media does not use the MAC broadband
switching process. If you’re switching your broadband service to or from
Virgin Media, you simply cancel your existing broadband service and

sign up to your new broadband service. You may need to have a new
broadband line installed.

Switch your phone and broadband services simultaneously

If you're switching to or from a provider that offers phone and broadband
services bundled together, you may not be able to use the MAC
broadband switching process for technical reasons.

However, under Ofcom’s switching regulations, phone and broadband
bundle providers are still required to make the switch as easy for you
as possible. You can find detailed advice on the various broadband and
phone switching processes on Ofcom’s website (www.ofcom.org.uk).

Each of the three processes aims for the minimum possible disruption,
though there is a chance you may experience some loss of service. In
each case, ask your new supplier which broadband and phone switching
process to use and how long the switch will take.
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CONNECT DEVICES

When you connect a new printer, scanner, webcam or other device to your

computer, you need to install the software that comes with it (the driver).

0 Plug the external device into the mains power supply with the cable

provided

9 A new device often comes with its own driver on CD. Insert the CD
into your computer’s disc drive

9 An installation wizard will start up — this will guide you through the
process of installing the software. Follow the instructions on screen

If you experience problems with a device, you can reinstall the driver

using the Device Manager.

0 Click

then Control Panel

9 Click System and Maintenance

9 Scroll down and click Device Manager

0 Double click on the heading under which your device would fall, then

right click on the device

6 Click Uninstall

driver you want to remove

P
'~ Device Manager

File Action View Help

= | E|E HE ] F NS

pajJauuod Suiy)es ﬁ

TRY THIS

Over time, drivers are
updated — new features
may be added and any
problems that are found
will be fixed. If you're
having trouble getting a
device to work, check the
manufacturer’s website
for an updated driver.

.
=

o In the Confirm
Device Uninstall
window click OK

0 If asked whether
you want to
restart, click Yes,
or manually restart
the computer.

This will reinstall
the device driver
automatically

-5 COMPUTING-PC
-8 Computer

5 Disk drives

., Display adapters
e DVD/CD-ROM drives
- Floppy disk drives

=3 Floppy drive controllers

{15 Human Interface Devices
- IDE ATA/ATAPI controllers
- @ IEEE 1394 Bus host controllers
2= Keyboards

Pl Mice and other pointing devices
& Monitors
¥ Network adapters
..... [ Broadcom NetXtreme 57 Gigabit Cont

Y3 Ports (COM & LPT)

2 Processors
% Sound, video and game controllers
-z Storage controllers

1 System devices

§ Universal Serial Bus controllers

Update Driver Software...
Disable

Scan for hardware changes

Properties

@ e 0606006000000 0000de o

81



Surfing the internet IIEIB

YOUR WEB BROWSER

Your browser is your window on the
web. It allows you to view and navigate
between web pages. But there’s a lot
more your web browser can do too, such
as storing your favourite web pages and
protecting you from common internet
scams.

There are four main web browsers
available:

» Microsoft’s Internet Explorer (IE)
» Mozilla Firefox

» Opera Browser

> Safari

Internet Explorer comes free with
versions of Microsoft Vista and, as such,
is a popular consumer choice.

Main Internet Explorer
Includes File, Edit, View etc. Press the Alt key
if the menu bar goes missing.

Favorites

Here you can bookmark
the websites you visit
regularly (see page 92).

/= Welcome to Which? - Windows Internet Explorer
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Multiple tabs

Tabs let you view different web pages without closing the
first one. Click here to launch a new tab or press Ctrl + T.
For more on tabbed browsing see page 85.

= By

T

Page ¥ ()} Tools »

PP

Search box

This may be labelled
Google or Yahoo!
From here you can
search for web pages
using keywords.
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help choosing?
Reviews: 1000s of products independently tested and rated by
orts

m

Refresh

Clicking here shows
any updates made to a
web page during your
visit. You can also use
it if the page seems

to have frozen before
loading properly.

© © Food and drink © Laundry and cleaning
and child © Gardening © Money O
=ras and © Health and beauty  ® Phones

“orders Heating, water and © Travel and outdcors

and motoring energy © TV and DVD
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Home Page

The first page you
see when your web
browser launches.
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ENTER A WEB ADDRESS

Every web page has its own web address, often referred to as the

URL (Uniform Resource Locator). For example, the Which? website is
http://www.which.co.uk. If you already know the web address for a page,
follow the steps below; if you need to search for one, see page 92.

0 Type the full address into the address bar

9 Press Enter

<wuine to Which? - Windows Internet tap.
-
.
Help

View Favorites Tools

=% | % [l which

e auite 0 - .
:ﬁ F{% ["} Welcome to Which? ] I E}[ i E] = E:@ b 2 Page > (i Tools> @
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[
. S L d . EER
which? ‘afhE=ieS
No advertising, no bias, no hidden
agenda
[ \ _—
Ready to buy? Need help choosing?
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NAVIGATE WEB PAGES

Back and forward buttons

As you move between web pages, Internet Explorer keeps
track of the pages you’ve viewed. You can return to the
last page you looked at by clicking the Back button. Click it several times
to go back a number of pages. Once you've clicked the Back button, you
can also use the Forward button to return.

J9ULIdUI Y]} SuILINS ﬁ

Recent pages

Rather than repeatedly clicking the Back and Forward
buttons, you can use the Recent Pages menu to revisit
a page you've looked at recently. Click the arrow next to the Forward
button and select a website from the list.

Links

Most web pages contain links to other pages. Click on a link and the
relevant web page will open up. Links will often appear in a different
colour, or as underlined text. To check whether something is a link, hover
your cursor over it — if the mouse pointer turns into a pointing finger it’s a
link and you can click on it.

Tabbed browsing

Climate Change - from the BBC Weather Centre »¢
inge from the BBC Weather Centre aims to inform people about the potential changes in
inthe commg 100 yours
milar

want along the top edge of the
main window. To close a tab,
click on it to highlight it and
then click the grey ‘X’.

fciim:
m vy

Is - Dashboard Widgets - BBC Weather »¢
the latest five-day weather forecast from the BBC Weather Certre. For

Tabbed browsing allows you I
to open multiple web pages at - mein e s (D) e
the same time within the same S =1
browser window. This can aid S — —_—— X
naVlgat|O|’] by Iett|ng you open Web  Show options... Results 1 - 10 of about 23,900,000 for bbc weather. (0.27 seconds) :.
a Ilnk in a freSh tab (rlght CIICk i?agsaavﬁ?g{%s:ammar NnmzﬂerwnereycuaveEEC... R :
the link and select Open in QT .
new tab), while keeping the i M .
old page open as a reference. BBC Weather | Unts Kngcom X
The BBC Weather a temperature, .
wind, satellite, pressure and radar. ND mner where you are BBC .
London - South West - Birmingham - Man c
news bbc.co.uk/weather/forecast/10209 - Cacl .
You can switch between tabs o R R N— C
by clicking on the one you SR o we s CoaslFomass T Thes .

@ Intemet | Protected Mode: On % v R1s% v
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SEARCH THE WEB

If you want to look at a website but don’t know the exact website address,
you can search the internet using a search engine. Using a search engine

is also useful if you just want to find information on a specific topic rather

than find a specific site.

The most popular search engine is Google (www.google.co.uk), but there
are other options such as Yahoo (www.yahoo.com) or Microsoft’s search
engine (www.bing.com). You can type one of these addresses into the
address bar to take you to the home page and enter your search from
there.

Alternatively, if you’re using the latest versions of web browsers Internet
Explorer or Firefox, you will already have an instant search box located to

the side of the address bar on your web browser.

0 Click once in the Search box in the top, right-hand corner of the
toolbar

9 Type what you're looking for and press Enter

9 Results will be displayed on screen

0 If you can’t see what you’re looking for, click Next at the bottom of
the page to see more results. Or change the search terms to widen
or tighten the search

ols_Help
~ ) Get More Add-onz ~

.
v B) v 0 d v Pagev Sefetyv Tooks+v @~

Chocolate Cakes - All Recipes ¢

Looking for chocolate cake recipes? Allecipes has more than 370 trusted ... Ive taken my old
chocolate zucchin cake recipe, cf outamost al o the b

alrecipe: Cakes/Chocol aspx- Cached - Similar

Easy chocolate cake recipes: Recipes: Good Food Channel »¢
Browse hundreds of delicious easy chocolate cake recipes on UTKV Food.
ukiv.co uklioodhomepage/sid/5953 - Similar

Double Chocolate Layer Cake Recipe at Epicurious.com ¢

Find delicious chocolate recipes, like double chocolate layer cake, and other recipes at
Epicurious.com.

www.epicurious.com/recipes.../Double-Chocolate-Layer-Cake-101275 - Cached - Similar

Video results for chocolate cake recipe

N\geHa Feasts - Chocolate FMMN Flouiless Chocolate Cake
gl
Heaven od... ™ N L Recipe %
& [ 7 min57 sec

. Voulube com www_5min.com

Searches related to: chocolate cake recipe

easy chocolate cake recipe jerman chocolate cake recipe  chocolate cupcake recipe  basic chocolate cake recipe
cake recipe vanilla cake recipe chocolate frosting recipe brownie recipe
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12345678910
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Add another search engine box

If you don’t want to use the default search engine that appears on your
web browser, you can switch to a different search engine, or add a
specialist search engine box, for example, an eBay box, which will just
search within the eBay site.

0 Click the arrow to the right of the magnifying glass icon and click
Find More Providers

chocolate cake recipe

AIM Search (Default)

v Google
T 1 Live Search

Find on this Page...
Find More Providers...
Change Search Defaults...

70,000 for chocolate cake recipe. (0.17 seconds)

© © 0000000000000 0000000000000 000000000000000ee

@ e 0000000000000 00deose

|

Lo e o

-Jococooooooooo

.

9 You’ll see a list of options. Choose the one you want and click Add to
Internet Explorer

9 Or click Create your own Search Provider to add one of your own
that isn’t in the list of options

0 When you next want to switch to a different search engine box, click
the arrow next to the magnifying glass to show the list

9 Click on the search engine you want to use. Then in the box enter the
word/s you want to search for and press Enter

87

J9ULIdUI Y]} SuILINS ﬁ



Surfing the internet IIEIGNE

SEARCH TIPS

» Using standard punctuation in your searches will make them more
efficient. For instance, putting double quotes around a key phrase
— “John Smith”, for example — restricts results to only those where
the words appear together. Without the quotes a search would return
results such as ‘St John’s, Smith Square’

» If you aren’t sure whether a word has a hyphen in it or not (email
or e-mail), keep the hyphen in; most search engines will check all
variations

> Adding a + or - symbol will keep or remove certain words or phrases
from search results. So, if you want to search for an Egyptian-themed
hotel in Las Vegas, type Egypt + “Las Vegas”

» Searches won’t include the/a etc so you don’t need to include these

» You can restrict searches to certain websites. For example, you can look
up a computer error code on Microsoft’s website by putting the code
you're searching for in the search box and following it with site:microsoft.
com. The search engine will search results from Microsoft's website only

> If the web address you’re typing ends in .com, you only need to type the
words between the www. and .com and press Ctrl + ENTER. For example,
type BBC in the address bar and then press Ctrl + ENTER

» You don’t have to type http:// every time you want to visit a website. If you
type everything after the last forward slash, Internet Explorer will fill in the

rest. For example, just type www.bbc.com rather than http://www.bbc.com
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Search for images and files

Search engines automatically search for text results first so, if you want
to search for images, follow the relevant link or button (usually labelled
‘Images’) on your search engine’s home page. Type in the key words
relating to the image you’re looking for and press Enter.

i Favorites | 5 ) Suggested Sites 2] Get More Add-ons +

(39 hocolsiz cakerecipe™ Google Search I BB - @ v Pager Sty Tooks v
Web images VEeo Maps News Shopping Mail more v
GOUgle chocolate cake recipe Seaich ] Adanced searn
Web  Show options Results 1-10 of about 18,100,000 for chocolate cake recipe. (0.13 seconds)
HERSHEY'S Kitchens: Recipes: HERSHEY'S "PERFECTLY CHOCOLATE ... % Sponsored Links
10 Aug 2008 ... Best Chocolate Cake ever. Everyone who has tried it loves it Lots of request for the s
recipe. Easy to make. Perfect everytime we have made ... Chocolate Cake Recipe »¢
wwnw hersheys. comirecipes/recipes/detail asp?id=184 - Cached - Similar Huge Selection of Chocolate Cake
Recipes with Free Recipe Toobar
Chocolate Cake Recipes Recipes alotcom
Chocolate cake recipes, all kinds of healthy homemade chocolate cakes, recipes with easy o
search and print options. The Intemet's favorite selection of free ... Chocolate Cake Recipe
www recipesdcakes.com/chocolatecakes! - Cached - Similar Find Great Chocolate Cake Recipes

Free Info & Cooking Advice Online!
Bookmarks.Excite.co.uk/Cake.Recipes

Chocolate Cake Recipes (Recipe Collection
Aselection of our best chocolate cake recipes. The recipe collection includes Death By

Chocolate, Flourless Chocolate Cake, Brownies, Chocolate Lava Cakes, ... Ask.com - Chocolate »
www.cacaoweb net/chocolatecakes himi - Cached - Similar Find out about Chocolate

Recipes, Info & Advice from Ask com
Image results for chocolate cake recipe for chocolate cake recipe - Reportimages www.Ask.com

k=la *

Ultimate chocolate cake recipe - Recipes - BBC Good Food
Induige yourself with Angela Nilsen's heavenly moist and fudgy chocolate cake - perfect for
@GP NG GG U6 o 0 0 6 06 06 0 0 0 0 0000 0000000000000 00

You can also specify the types of documents you want to search for. For
example you can narrow your search, so that your results only include
PowerPoint presentations or PDF files — both popular file types. Follow
the Options or Advanced settings links from your search engine’s home
page.

In Google, a quick way to search by file type is to include the word
filetype: followed by the three-letter file extension of your desired file,
followed by the key words. Here are some examples of what to type:

filetype:pdf — Searches PDF files
filetype:doc — Searches Word documents
filetype:ppt — Searches PowerPoint files

Remember to include key words in the search query too (such as filetype:
pdf BBC Annual Report).

TIP

www.imdb.com is

your one-stop shop for

information on a
particular film, TV
show or actor.

Jargon
buster
File extension
The letters that appear
after a file name. They

show what type of
document it is.
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CHANGE YOUR HOME PAGE

Your home page is the first web page you see whenever you open the
internet. This is usually set to a default page, but can easily be changed,
for example, if you like a particular news site, always use webmail (see
page 114) or keep up to date with a blog.

0 Go to the web page you’d like to use as your home page

9 Click the arrow to the right of the Home button, and then click Add
or Change Home Page

H which <

| N Eéél - E_%'Pagev {0 Tools ¥
. | ®] Home Page Tk
-9 \bout Which? _
Add or Change Home Page... .
Remove v, R :

' 22 :

9 Click Yes to save your changes
0 To go to the home page at any time, click the House icon )

If you change your mind, you can reset the home page back to the
default. In Internet Explorer, for example:

o Click Tools, and then click Internet Options

9 Click the General tab
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9 Click Use default to replace your current home page with the one
that was used when you first installed Internet Explorer

0 Click Apply to save your changes

Irﬂnet OPtlonrm

General |Securih_r| Privacy | Content | Connec’iionsl Programs | Advanced|

Home page

To create home page tabs, type each address on its own line.

G -

l Use current Q Use default /N Use blank

Browsing history

e :I Delete temporary files, history, cookies, saved passwords,
...+ and web form information.

Delete... H Settings ]

6 Click OK

Search
p Change search defaults.
Tabs
" || change how webpages are displayed in
\:Li tabs.
Appearance
’ Colors ] ’ Languages I ’ Fonts I [ Accessibility I
Y
| 0K | l Cancel d'[ Apply

J2uI9)ul 3Y3 Sulyins ﬁ
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Surfing the internet N

BOOKMARK SITES

Web browsers allow you to bookmark your favourite websites. In Internet
Explorer they will be stored under Favorites and you will be able to click
on them to open the website quickly without having to type the address
into the address bar.

To bookmark a new website:

0 Go to the website you want to add

9 Click the Favorites button

9 Click Add to favorites in the drop-down menu

0 In the box that appears, type a name for the website and click Add

{Add a Favorite u
TIP k

To rename a link or Add a Favorite

folder, right click on . - i

it, then click Rename. M Add this webpage as a favonte. To access your favorites,

Type the new name visitthe Favorites Center.

and press Enter.

Name: Which? website|

Create in: [7,_? Favaorites v] New Folder

| Add || gcancel |

To open one of your favourite web pages in Internet Explorer:

TIP 0 Click the Favorites button

To move a link or
folder, click on it
and drag it to the 9 Click the Favorites tab if it’s not already selected
new position or
folder.

9 In the Favorites list, click the web page that you want to open
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MANAGE YOUR BOOKMARKED SITES
You can organise your favourite websites into separate folders, making
them easier to find than if they are in one long list.

0 In Internet Explorer, click the Favorites button

9 Click Organize favorites

9 In the dialogue box that appears you'll see a list of your favourite

links and folders
€| Organize Favorites . el m m

J2uI9)ul 3Y3 Sulyins ﬁ

0 Click on a folder to expand it . e
and see the links it contains | | ) Microsoft Websites
| MSNWebsites
6 To create a new folder, click k. Windows Live
New Folder When a folder 2 Whichwebsite
. . . . q s BBC NEWS
icon appears, right click on it. B¥ Homai
0 Click Rename and type a
name for it (for example, 1:
Holiday websites) and press
Enter
0 When you’ve finished, click o
Close Favorites Folder
Modified:

20/03/2009 15:44

l Mew Folder ]D Move H Rename H Delete ]

Close

TIP

To delete a link or
folder, right click on it,
click Delete,
then click Yes.
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Surfing the internet N

INTERNET EXPLORER TIPS

» Flick back and forwards between web pages you've visited by
pressing the Shift key and using the scroll wheel on the top of your
mouse (up is forwards, down is backwards on the scroll wheel)

» Change the size of the text on a web page by clicking Page (to the
right of the tabs) on the toolbar and then Zoom. You can then select
from various percentage sizes

» To search for a specific word or phrase on a web page you’re visiting,
press Ctrl + F and enter the word or phrase

Access parental controls
Internet Explorer includes controls to help protect your children online.

0 Go to Tools in the main internet toolbar
9 Click Internet Options

Intemnet Options RN o i
:In‘tsrnet Optlons

.
|General| Securityl Privaqr| Content |C0nnectlons| Programs | Advanoed| 3

9 Click on the Content tab and then

I click Parental controls. You can then
Parental Controls L K
,' Control the Internet content that ca : choose which to apply
F be viewed. L
Content Advisor P
?\ Ratings help you control the Internet content that can be b ﬂrﬂ'mﬁ | Cﬂ'ﬂtrﬂlﬁ ]
. viewed on this computer. d
’ @ Enable... ] ’ @ Settings ] r
Certificates +  Delete browsing history
Use certificates for encrypted connections and identification. :

» Internet Explorer stores a history of all the
r  Websites you have visited. You can delete
r thisinformation to save space on your
AutoComplete *  computer or to protect your privacy

j AutoComplete stores previous entries P
3 b

on webpages and suggests matches
for you.

Feeds provide updated content from

websites that can be read in Internet
Explorer and other programs.

’ Clear SSL state ” Certificates ” Publishers ]

0 With your Internet Explorer window
open, click Tools

Feeds

\.kik

9 Click Internet Options

ok || cancel Apply . 9 Click Delete Browsing History
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Delete Browsing History &
0 Under History, click Delete History, then Temporary Internet Files
click Yes to confirm that you want to s e i

delete the history

Cookies

Files stored on your computer by websites to Delete cookies...

save preferences such as login information.

DE' E‘tE‘ hl StDrY- = List of websites you have visited. \

@ e 0000000 0 ol

History

6 Click Close

Form data
Saved information that you have typed into Delete forms...

forms.

Passwords

e 000000000000

General internet shortcuts L
These may be useful to save having to click proviously usted:
on a number of buttons. S oot | [ g ]
F11 Turns Full Screen Mode on or off (removing the toolbar
and taskbar, or reinstating them)
TAB Moves the cursor through the Address Bar, Refresh
button, Search Box etc until you reach the item you want
Ctrl+F Finds a word or phrase on a web page
Ctri+N Opens the current web page in a new window
Ctrl +P Prints the page
Ctrl + A Selects all items on the page
Ctrl + PLUSSIGN  Zooms in

Ctrl + MINUS SIGN Zooms out

Ctri+0

Zooms to 100 per cent

Internet navigation shortcuts

Alt + HOME
Alt + LEFT
Alt + RIGHT
F5

ESC

Tab shortcuts
Ctrl+Q

Ctri+T

Ctrl + SHIFT +Q
Ctrl + TAB

Ctrl + SHIFT + TAB

Goes to the home page

Goes hack a page

Goes forward a page
Refreshes a page (see page 83)
Stops downloading a page

Opens Quick Tab view (so you can see all of the tabs
you have open)

Opens a new tab

Shows list of open tabs

Switches to next tab

Switches to previous tab
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Online Activities IIIEIIE

ONLINE ACTIVITIES

Once you’re online, there are a number of very useful things you can do,
such as shopping, banking and sharing information.

CREATE AN EBAY ACCOUNT

eBay is a website that allows you to buy and sell items — the online
equivalent of the newspaper’s classified pages. Before you can start
advertising or buying, you'll need an account.

0 Go to the eBay home page at www.ebay.co.uk

9 Click on Register

/5 eBay - The UK's Online Marketpiace - Windows Intemnet Explorer

5 . T

© File Edit View Favorites Tools Help o
. —_— = . >
& lav eBay - The UK's Online Marketplace [ ‘ - ~ v [k Page v (G Teols v e
%gfw Buy Sell MyeBay Community Help k2.
)
d) 1.eo.uk Welcome! Sign in or register Site Map
| All Categories - Advanced Search
Categories ¥ | Shops | eBay Motors 1D satety Centre

_—
{rmmz) GOAHEAD AND BUYIT YOURE COMPLETELY PROTECTED WHEN YOU PAY WITH PAYPAL
o)

Spring is here! Welcome to eBay
Convertit

N @ mi WELCOMEBACK  NEWTOEBAY?
= Sign in to buy, bid and sell m Registering is fast and fry

& Be Inspired
@ GREATDEALS
TOSTART

THE SEASON. 5 - K n L.f" ﬂ P i

Coledables  Computing  Elecionics Cratts Daus & Eears DVDFimé T Heath & Beauty fideo Games

Ending within 12 hours

eBay Categories @
o 12l @

Antiques MimsGausm  Ubbs:  FeofADEK  ntumert  Photoqubhy PorsslanChina Seoing Geads
Art

= B B * S rae

Books, Comics & Magazines

Business, Office & Industrial Mefwmm Stamps. Tidets & Travel Ton & Games Music Industial Whalesale S(VI‘IfE‘HaVES
Cars, Parts & Vehicles

Clothes, Shoes, Accessuries ; =

Coins [ - @ TRY THE NEW
Collectables T 7 INTERNET EXPLORER8 §OR EBAY
Computin d N

Consumer Electronics mr C EE B
Crafts

Dolls & Bears

DVD, Film & TV

eBay for Charity ltems More from eBay

Health & Beauty

REGISTER
| losuollnns € Winich,
2 RoboForm + Search ~ 33 Logins = 3B (passcards) | G Setup Form Filling \ 29 Save €2 Generate &

e Enter your name, address and email address

0 Choose a username
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BID ON EBAY
An eBay auction works like a normal auction — the highest bidder wins
— but in this case it takes place over a few days and has a cut-off time.

0 Find the item that you want to bid on and click on it
9 Enter the amount you want to bid and click on Place Bid

9 Ensure that your bid is higher than the current one then click Confirm
Bid (by doing so, you agree to buy the item if you are successful)

/2 UNUSUAL ELIZABETH I WEDGWOOD SILVER JUBILEE MUG1S

File Edit View Favorites Tools Help

ik dr @ UNUSUALELZABETHI WEDGWOOD SLVER .| | B v B v @ v [ Page v {Tools v

Search | 2v=0=¢  'Buy  Sell MyeBay Community Help

©0.UK sign n or register Site Map

.
Cacgoriene | Shops | oBay tators O sates o

@ Backtolstofifems  sted in category: Collatables > Rovalty > Eizabeth 11 (1952l

UNUSUAL ELIZABETH Il WEDGWOOD SILVER JUBILEE MUG1977 ftem number: 150339672482

Bidder or seller of this item? Sign i for your status Watch this item in My eBay

Meet the seller

Seller.  angelat5041 (1189 % )
Feedback: 99.8 % Positive

Member:  since 11-Jan-07 in United Kingdom

End time: 24 mins 31 secs (27-Apr09 16:4045 BST)
Postage:

£.00 Ask seller a question
Royal Mail 2nd Class Standard

Senice to United Kingdom 2 Email the seller
mmmmmmmmm

Post to N.and S. America, Europe, Asia, Auskalia Buy safely

e Pentyrch, Carif, United Kingdom 1. Check the seller's reputation

History: 2vids Score: 1189 99.8% Posi
See detaied fed|

High bidder User D kept prvate

You can also:

Watch This ftam |

Get alerts via Text message or InstantfMessaging
Email to a fiend

Listing and payment details: Show

Description

-

Your maximum bid: £

Item Specifics - Collectables: Royaly
oyall beth

Place Bid =

(Enter £3 40 or maoral
R——

Alternatively, you can enter the maximum that you are prepared to pay
for the item and eBay’s proxy bidding service will automatically bid
incrementally on your behalf up to that amount. If your bid is the highest
at the cut-off time then you’ve won the auction.

If your bid is successful you'll be told by email. It will contain details of the
types of payment that the seller accepts: credit or debit card or PayPal, for
example. To use PayPal, you’ll need to sign up for a PayPal account. For
more on this see page 101.

S3}IAI}IR JUIjUO ﬁ

BE CAREFUL

Some sellers may ask you
to pay via money transfer
service Western Union.
Don’t. eBay has banned

the use of these

transactions on the

website because money

transfers leave no

electronic paper trail or

proof of payment.
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SELL ON EBAY

To sell an item on eBay, you’ll need to log on to the website and press the
Sell button. Then you need to follow the on-screen instructions to fill in
the details of your item. The better you do this, the more money someone
is likely to bid.

Here are a few simple tips you can use to make your auction stand out
from the crowd.

TRY THIS » One of the first decisions you’ll need to make is in which category to
eBay has a community of list your item. If you’re unsure, type in a few key words about it and
users who discuss their eBay will suggest a category for you. It’s possible to list products in

top selling tips on the

online forums. Check multiple categories to give them more exposure — but your listing
out your favourite fees will be doubled as a result (for more on these fees see Costs,
sales categories at http:/ ;

groups.ebay.co.uk or ask opposite)

other members

for advice at » Each eBay listing has a one-line title and you’ll need to choose a
http://pages.ebay.co.uk/ . , . . .
community/answercenter. catchy title to grab people’s attention. Buyers will typically conduct

title searches, and results will be listed according to relevance. The
more information you provide, the more chance there is that potential
buyers will click through to your item

> It’s essential that you include a photograph of your item. Buyers
want to be able to see what they’re buying and it gives them a good
indication of its condition. The first photograph is free, additional ones
will cost more. Make sure your pictures are clear and well-lit

» Keep descriptions (including the title) upfront and honest, while
remaining positive and upbeat about the item

» Remember to get the brand/model names and spelling variations
correct

> Don’t forget to list all postage information and returns policies clearly.
For example, if you’re willing to post your item overseas you can
quote a separate postage cost for this

> Make sure your listing ends when traffic to eBay is busiest as it’ll
attract last-minute bids. Weekends and weekday evenings usually
attract the most buyers
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» Research how much items have sold for in the past by browsing
‘completed items’ and learn from other sellers’ successful listings

> Start your bidding at a low price — it will attract more people to place
a bid (you can choose what price to start your item at when you first
list it)

» Always respond to bidders’ enquiries in a timely manner

» Build up a reputation selling smaller value items. The higher your
feedback rating, the more people are likely to trust you (see page 100
for more on feedback ratings)

Costs

You’ll have to pay to list your item on eBay just as you’d pay for a
classified advertisement in a newspaper. eBay charges two types of fee:
listing fees (the cost to insert your item; this depends on its starting price)
and final value fees (a commission based on the price your item sells for).
See http://pages.ebay.co.uk/help/sell/fees.html for details of all the latest
prices.

Postage and packaging

Post and packaging prices are paid for by the buyer but as a seller you
need to list these charges upfront. To work out what these will be, you
will need to weigh your item along with all your packaging and make sure
you’ve measured the package’s exact dimensions. Then consult the Royal
Mail website (www.royalmail.com) to determine your shipping charges

— these will differ depending on the level of postage you are offering (1st
or 2nd class or Special Delivery, say).

It’s more environmentally conscious to recycle packaging, so you can
make your sales more attractive by passing on these cost savings, or even
offering postage and packaging for free as an incentive for buyers to bid
on your item.

You can also offer post and packaging prices for those bidding in other
countries (this is optional). If you want to do this, remember to add
alternative postal charges in the relevant section when listing your item.

BE CAREFUL

eBay allows buyers to
leave you feedback,
which is added to your
feedback rating. It's
important to ensure that
you have a good rating
as buyers often check
before choosing to bid.
Selling a few, smaller
value items is a quick way
to increase your score.

29
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eBay feedback ratings

Buyers are asked to leave feedback on the transaction. This includes

a short comment and a positive, neutral or negative rating. During the
auction, you may receive questions from potential bidders via the eBay
site, perhaps on the exact condition of an item on offer, how old it is and
what it originally cost. Making sure that you respond quickly increases
your chance of a sale and will help to boost a potential buyer’s confidence
in you.

Your rights

Since eBay only facilitates transactions, it is not responsible for them. If

you’re having problems with something you’ve bought, your first port of
call is to contact the seller via the website.

However, eBay does have a system set up to
deal with any disputes. If you don’t receive
the item or if it isn’t as described, you’re
protected for the full amount so long as you
filed a dispute with eBay within 45 days, and
you paid for the item all in one go. The listing
will say whether the item is eligible for buyer
protection — most tangible items are.
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USE PAYPAL

Unless you're selling a car or property, you’re required to offer PayPal as a
method of payment (www.paypal.co.uk) on eBay. PayPal is the electronic
payment system, which eBay owns. PayPal transfers funds between
buyers and sellers and gives you a secure online account that stores your
credit card or bank account details, but won'’t reveal these details to the

person you’re buying from or selling to.

The majority of eBay transactions are with PayPal as most buyers are

S3}IAI}IR JUIjUO ﬁ

likely to want to pay using it. That way they’re usually protected for the
full amount (see Your rights, opposite). Each listing will say whether the

item is eligible for buyer protection; most tangible

items are. PayPal

is also fast and free for buyers. As a seller you’ll be charged a small
transaction fee. After eBay’s taken its cut, your received funds are
transferred into your PayPal account, from where you can withdraw it into

your bank account or credit it to your card.

To set up a PayPal account:

/2 Oniine Payment, Merchant Account - PayPal - Windows Intemet Explorer

kAP

0 Go to www.

Fle Edt View Favoites Tools Hep
% 4 | Online Payment, Merchant Account - PayPal \

B - B - B - [)hPage~ GTog

paypal.com
PayPal

9 Click Sign up

Account login €1

Email address.

9 Select your
country from the
drop-down list

0 Click Get

Started under

PayPal password

Goto
Myaccount  +

LR Personal | Business | Products & Services | Shopping

GetStarted Sendhoney RequestMoney SelloneBay Integrate

SnUp | Looh | Hep | Secury Cener

The safer, easier way to pay without exposing
your credit card or bank account number

eI

paywitn: visa [

Whatis Paypar?

How we keep you

eckout faster

=~

Pay online Get paid online

+ Leam how PayPal works. + Accept payments for your eBay listings.

§i caras?

) co with

the Personal
section

9 Enter your

details on

Jree to use?

B B on your
information. website.

+ Send money to friends and family around
the world

+ See allthe ways to get paid online

Sian up
sianup

Payealis ot atover 100000 stes. DAL ubisaee

Aboutus | ContactUs | Fees | Jo
prvacy | QurBioa | Refer

the form that
appears

s ]
MNew to PayPal? Sign up.

® 6060060000000 00000000000000000 00

G Click Agree and Create Account

0 You can now log into your account and manage your transactions
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TRY THIS SHOP SAFELY ONLINE

You can use price Internet shopping means there’s no queuing and, because it’s easier to
comparison websites ,

to find out where to shop around, often you’ll save money, too.

buy items for the

cheapest price. Popular
sites include PriceRunner ~ Before you buy

(www.pricerunner.co.uk) Ensure you have a firewall switched on and anti-virus and anti-spyware
mﬁg’k‘zgmuk)‘ software installed (see page 198 for more on security).
Choose a reputable retailer such as a familiar high-street store, or use
an online directory such as www.safebuy.org.uk or www.shopsafe.co.uk
that lists only shops offering secure credit card transactions, with obvious
delivery prices and clear returns policies.

On the site

» If you want to buy something, you’ll usually need to register first. This
generally involves setting up a user name and password and entering
your contact and delivery details

» Secure web addresses start with the letters https, instead of http, and
you should see a padlock symbol at the top of the page

» Find out how easy the website is to contact. Look for links called
Contact us or Help to find the physical address and phone number.
Call to make sure the line’s working and that someone picks up. If
there’s only an email address, send one to see how quickly they reply

> Investigate the small print/terms and conditions. How much does
delivery cost? Are goods in stock? Can you send items back if they're
not what you expected?

» Ensure you keep a record of the transaction and the order number.
You should receive a receipt via email; if you have spam-filtering
software, this email may end up in your junk folder so do check it

Internet payments

If you use a credit card to pay for goods worth more than £100 (and up to
£30,000), your card company is jointly liable with the company that you
buy from for any problems. For smaller purchases, an e-cash system such
as PayPal (www.paypal.co.uk — see page 101) is often used. These systems
allow you to send or receive payments securely over the web without
sharing your financial details or credit card number with anyone else.
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Buy an item

0 Click the button marked Add to
shopping basket

40 products found for

9 Many websites allow you to

View basket so you can check
what you’ve added, the total

cost, and how many of each

sa)iA1)Ie aujjuo [2)

item you’ve ordered. Then you

can either shop some more or

make your payment

9 To pay, click the Proceed
to checkout button (or

equivalent). Be aware that
many online retailers will only deliver goods to the billing address of
your credit card. If you haven’t already registered, you’ll be asked to

0 Now you can enter your payment details and purchase your item

Your rights when buying online

If you buy online from a UK or EU-based company you have the same
rights as if you’d bought from a shop. Goods must be of satisfactory
quality, fit for purpose and as described when sold. If a retailer breaches
any of these terms, you have a right to reject the goods within a reasonable
time and get a full refund. Or you can demand that the retailer repairs or

replaces the item. If you send goods back for any reason that is the fault of the

supplier, you should not have to pay the postage.

Cooling-off period

If you change your mind about the goods, or they don’t arrive on time,
the Distance Selling Regulations (DSR) give you a cooling-off period. This
starts from the moment you place the order and ends seven working
days from the day after you receive the goods. During this period you can
cancel without having to give a reason. Contact the seller and quote the
Distance Selling Regulations to get a refund and arrange to send back
the purchase. These regulations don’t apply to items bought from foreign
websites or to items such as unsealed CDs/DVDs.

TIP

Amazon
(www.amazon.co.uk)
is a popular site for
buying books,
DVDs, etc.
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WATCH A YOUTUBE CLIP
YouTube (www.youtube.com) is a video-sharing website that lets you
search for and view video clips added by members.

You can search on the site and watch clips without logging in, but, by
creating an account, you can add comments about video clips that you
have viewed, bookmark your favourites and give them star ratings out of
five. You can even post your own creations to the site.

Search for a clip
0 Type www.youtube.com into the address bar of your web browser

9 Whenever a video is posted to YouTube, its author assigns search
terms (key words) to it that help other people find it. In the search
box type in a few key words that describe what you’re looking for.
If you want to look at some videos of koalas, for example, try Cute
Koalas. Click Search

9 You’ll be shown a list of results that match your search

O To watch a video clip, click on a video link and it should start playing
automatically

YouTube - cute koalas - Windows Internet Explorer

@‘\

~ |42 x R youtube

oFile Edit View Favorites Tools Help

o 4 I YouTube - ute koalas [ v i Ly Pager
=—

YouQILE ok ensien Sian Up | Quickist @) | Hel | Sgnin

Comm""iw‘ lcute koalas search Upload | v

©o olle

Home | Videos | Channels

“cute koalas” results 1 - 20 of about 503

tby. Uploaded:  Type: anced Options

Al Channels  Playlists o e e Advanced Opt
Cute Koalas Featured Videos Featured Videos
;gl;::’::‘\;s;aeh::dl::l;:(:alas:nnnlnurs‘(hlyari marsupials and ke so \ Cute and cuddy! Koala bears eat

and then sleep all day long! - .

SR G ERINETD . SIS f Explore the reat Australian animals

the Wild Australasia team and

Ay 3 koela besr esds

Cute Koalas e

Koalas, an Australian icon. Koalas are not bears, they are marsupials and like so ago a1t
XXKKK Tyearago 28577 vews  Storytelerieda s

Australias Cute Koalas
Melbourne, Australia is home to the

Cute and cuddly! Koala bears eat and then sleep all day long! - nations furry, iconic Koala. Now we get
XAAKK 10 months Tviews  BBCWorldwide S il melr.. .
403 KRAKK NTOTV
TRY THIS
. I | Before It's Too Late Endangered Species Series koala bear - BBC wildlife
i Cute Koalas (1:09} Natalie Cassidy meets a cute baby
Can’t hear any sound with Coelaketi) > 1S e i s
the C|Ip you're Watchlng? - Cute Hini Kangaroos + other Marsupials (152) e o
,
Your computer’s sound

Madagascars Cute Lemurs Music Video (2:06; 1 year ago 5
117 videos  View Playlist Play All *XKk BBCHorkwide

i Koalas, Zoo Vienna -~ W Oxley Denise: koala who defines
might be turned down R
or muted — check the SR i 225t st o s
volume by cIicking on pandanews0s 3videos  View Playlst  Pay Al Hosaity

e
H i Koala Baby-Cute Joey
the speaker icon in the .
System tray (bottom right KKXKKK 1yearago 157,269 views ghik2000 [m petiing 3 koala in Sydney.
.

of your screen).

45 retem e o 0 o 0- 07 e 9 e e e B e el d BC rF"th-"c/ooo..o...n..nc.
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6 Click the Pause symbol to pause the clip and the Play symbol to
resume play. Adjust volume by clicking on the speaker icon and using
the slider bar

®0 0.0 0 0 0 0 0 0.0 0 0 0 0.0 0 0 0 00 0 0 0 0 0 0 0 0 0 0 00 000 00 000 00 0 0

The Sneezing baby panda

e esetessccsvesdles

TWL....

orsm.net

0:03/0:1§

% % % K 2,784 ratings 514,870 views 2

Favourite + Share Playlists Flag

© 0006006006000 00000000000000000 00

Bebo MySpace ns)

Play/Pause . .....c.cococcceccessscscccss Volume ...

.
.
.
.
.

P
.

6 You may have to wait for the clip to load before you can watch it. This
is illustrated by the red bar filling up. You can view a later part of the
clip by clicking on the corresponding part of the red bar

o To blow up the clip so it can be viewed larger in ‘full screen’ mode,
click the button at the bottom right corner of the video. Press Esc to
return to small screen mode

9 Rather than search for a specific clip, you can also browse what’s
popular. Click the Videos tab on the YouTube home page and choose
a subject on the left, such as Pets & Animals

Q Under Most Viewed you can see what video clips have been the
most popular that day

Full screen
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NEXT STEP ®

Once you’ve set up

a

YouTube account you

can post your own

video by clicking on

the Upload but-
ton (top right of the

screen) and following

the onscreen
instructions.
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SOCIAL NETWORKING EXPLAINED

Social networking brings a whole new dimension to the way that you
interact with people online. Sites like Facebook and MySpace enable you
to join an online group where you can:

» Email messages to friends

> Leave messages, pictures and graphics on friends’ message boards
—a kind of online ‘pin board’

» Share photographs
» Share video clips

» Download applets — small programs that perform specific tasks. These
enable you to play games like Scrabble or Chess, or take quizzes

Who is in these social networks?

People of all ages now use social networking sites. Your initial contact
on the site is likely to be with friends and family, people with whom you
already have something in common. Once you’re established on a site
you may wish to make friends with new people — perhaps those with
whom you share an interest or who live in your area.

Which social network site should I join?

If you happen to know that loads of your friends are already using a
particular service, that alone might be enough to make you sign up. But,
if you’re joining to meet new people, or to find people with common
interests, you might want to look for a site that’s targeted at a particular
demographic. For example Saga Zone (www.sagazone.co.uk) is aimed at
people over fifty.

How do | access a social network?

You access your social networking site via a web browser in the same way
that you’d visit any website. You don’t need new specialist software to
use these sites, although you’ll find that some of them do encourage you
to download new applications or particular software.
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How do | join?

B-"Sem ‘{.5~q." gwamw.w} 5 Check + T AutoFill * & G face
4| I Welcome to Facebook! | Facebook v B v @ v (o) Page v 3 Tooks ~

-
I
Sign Up
It's free and anyone can join
Lt
Youenst

Tam SelctGender; +
Brtday: Ooy: v Moot v frear: +

=
9 You'll need to enter some '

LR B B B B B B B B B B o o B o o o) SignUp
It's free and anyone can join
personal details to get started.

The policies on what information and how much tend to vary from
website to website

0 Go to the home page of
the social networking
site you want to join

g o)
H
¥ |
©
ig
)

e e 0000000000 sie’sle

facebook

Facebook helps you connect and share with
the people in your life.

9 Click on Sign up or
Register (this will differ
depending on the site)

90 000000000000 0 a 0y
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0 Once you've filled in your details, a confirmation email will usually be
sent. Click on the link in the email to activate your account

6 Now you can find friends and add information to your profile

Is it easy to find my friends?

A friend may invite you (often via email) to join a social networking group
to which they already belong, in which case they’ve already found you.
Some social networking websites will search their sites for people listed
in your email address book and let you know whether they’re members
of the site. In other cases you may need to search for a friend’s name by
manually entering it into a search box on the site.

What’s an online profile?

Many social networking sites allow you to enter a ‘profile’. This is where
people can find out information about you: your name, location, photo
and your interests. You don’t have to enter it, but sharing this information
means others can see whether they’re likely to hit it off with you.

BE CAREFUL

What about security? )
Most social

When you put personal details on the internet, you must think about
where they’ll end up. If things go wrong (the site you’re signed up with
has a computer security breach, for example) your information may

end up in the wrong hands. The sites do work hard to prevent this, but
don’t enter personal details such as your date of birth, phone number or
address.

networking sites enable
you to choose whether
your profile is public or
private (look for Privacy
settings or a similar title).
This affects who can view
your profile and send you
messages.
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Online Activities IIIEIIE

LISTEN TO MUSIC ONLINE

As well as downloading music (see page 175) you can listen to music
directly over a broadband internet connection. This means no music files
are permanently stored on your computer. Although you have to to be
connected to the internet to listen, the plus side is that it’s available to
play almost immediately.

Spotify is an online music streaming service, that is both legal and free

— the artists are paid royalties for the music you listen to. Major record
labels have signed up to allow Spotify to distribute their catalogues,
including Universal, EMI, Warner
Music and AMG. Bear in mind that
you will have to listen to occasional
adverts, though (unless you pay to
upgrade your account). Here’s how
to use the website.

T T ——r—

""" $,9m
g A world of music

Instant, simple and free

GET STARTED WITH
SPOTIFY

D

Free Day pass Premiu

0 Go to www.spotify.com

Download > Buynow > Buynow »

9 Click Download

9 Enter your details to register
your account. Click Create
account

® File Edit View Favorites Tools Help

S [. Download Spotify for Windows [ 5
o= "

Products Download Help Blog

P download the Spotify software

Download Spotify for Windows 6 Cli

ick Download Now
The best thing about music is that you can just listen ta it, it doesn't have to be hard..
And neither does using Spotify, simply follow the instructions below to get started.

To run Spatify for Windews, you need a PC running Windows XP or Windows Vista, as
well as a broadband Intemet connection. We also provide a Mac version.

G A window will appear requesting to

@ Dovnioad spotity start the download. Click Run

Please click the Download button below to download Spotify for Windows

@ Run the Installer
File Download - Secur”

Do you want ta rut
e 000000000000 0
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0 Wait while Spotify downloads. A green bar will show you its progress
and the length of time it will still take. Another window will then
appear asking where you want to install Spotify. Click Install and
Spotify will be saved in your Programs folder by default

9 Once installation is complete, you can log into your account

Q When you first start Spotify the Home screen appears, showing
album covers of the latest music available, including popular new
releases. Clicking on an album cover immediately brings up the track
listing for that album (for more on creating playlists, see below)

S3}IAI}IR JUIjUO ﬁ

FIND AND PLAY YOUR MUSIC
One of the main functions of Spotify is creating your own personal
playlists containing only the tracks you want to hear.

0 When logged in to your Spotify account, type your chosen music
— artist, song title, album name or genre — into the search bar

9 Click Enter

e Advanced searches are also possible by entering something such as TIP
‘Tina Turner year:1970-1980’, for example To download
music to put on your
iPod or MP3 player,
o The main panel then displays the music search results, consisting of see page 175.

artist and album suggestions, plus a track listing of all the music that
meets your search criteria

6 Double click on any track and it will start playing

0 Right click on a track and you can select Save to if you want to save
a track to a playlist (this only saves the track to your Spotify account
rather than to your computer). Queue will line it up next in your
playlist
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Online Activities IIIEIIE

SET UP AN ONLINE BANK ACCOUNT

You can set up an online account using your existing bank account, or
open a brand new internet-only account.

With your own bank
0 Type the address of your bank’s website into the address bar. You'll
find the website address on your bank statement or other literature

your bank may have sent you

9 On the bank’s home page click on Register underneath the heading
for internet banking

o
loyz) prudided Uy #ilcid Led, EEI

€ Cusit decy i, sz, Wags, o TR iCToEnTInte)
b
G_‘\:;" B hitp liance-eicester [ 44 % [dliznce and lecester EIE1S
File Edit  Wew Favorites TIools  Help >
Google| 8 vallance and leicester [ search ¢ @+ @ i~ | B - ¥¥ Bookmarks (G Find + P chedk + ] AutoFil + - @ene.r & - P
— . »
&= Current accounts, savings, loans, mortgages - Alianc. - B ~ |:zhPage ~ () Tooks ~
W& | I i )| 2 2 Taol
g
.=. Personal banking | Business banking | Sfishore hanking Accessihilty
Enter question or keywords
Alllance Curtent | Personal | Secured | g P— credt || Customer
Leicester accounts | loans | loans | Morgages | Savings | imestments | oo | Insurance semices

E-tnail me this pace | Bookmark pace | Prict page

Internet banking

= Find out more

Branch locator

Find your nearest
Oeranch [Jcash madhine
Enter a street, town of ar

rate loans

We're backed by one of AP R

the world's largest banks Typlcal for loans
£7,500 - £15,000

Select your offe|Lowrate loans. 8.9% APR Typical for Loans £7,500 -
£15,000. Find out more.

Savings Loans Mortgages
= Personal loans
Premier Direct Current Account  eSaverssue 3 Personalioans Mortase interest rates O R A
Premier Current Accourt Online Saver lsue 3 Secured logns Rensyment caiculstor  Savings
Premier 50 Current Account Direct 1S4 ssue 5 Borrowing calculstor
Premier 21 Current Account Reward IS4 Personal mertaese quote
ETrr— irtemetboning
Aliance & Leicester Credi Card  Investments Home Billoa: = Enancial Senices
honevBack Rewards Crecit Card Insurance Loain Business banking Compensation Schem
Credi card servicing Offshore accounts Reaister Corporate website ™ Baneo Santander acquisition of

Alliance & Leicester
Premier Rewvards Demo @
B Loan Renavment Insurpnce ]
& Internet Rugow, -
676 6 6 6 ¢ 6 0 60 © 6 0000000000000 0000000000o0oeocoeeeTe0 00000 e oo

Sttty aliance-leicest
tpsflony aliance feicester.
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9 You’ll need your sort code and account number at hand. Type them
in when prompted, along with your personal details (likely to include
your name, address and date of birth). You may also need a User ID
or specific login details — contact your bank to check

3 an PC[GB] |42/ X all nd I Ple

seach ¢ @~ @ - | B+ 2 woomarts~ | (& Fd - "5 check - ] muor - Q- Qe &
a-

Internet Banking

&+ Alience & Lelcester - Onlne Barking

uin
 Alliance
Leicester

Demo | Help

Register for Internet Banking 24 February 2009
“Take a couple of minutes to register forInferet Banking then you'l be able to cary outa
wide range of ransactions oniine 24 hours a day. Youll need to hold an Alliance & Leicester
toregister.

Aleady registered and have foraatten vour securty details?
* You must complete thess tems

Your details (D) Step 1013

Tie* Pesschoose [0 Firstname®

Middle narme. Sumarme

Date of ih” 00 (MM |[vvry | Gender OMale O Female

o house can quickly address
Ifyou dont have a UK posteode select Next to continue.

‘Your UK address ()
Posteads Flat number

House number House name

Next >

0 Once your account is set up, and if you’re sure that your PC and
internet connection are secure (see page 199), you can now log on to
your account. If you lose or forget your password, you should phone
your bank

6 Always remember to log out of your account when you're finished
With another bank

0 If you want to set up a brand new account online, enter that bank’s
website address in the address bar, go to the current account
section, click on your desired account and fill in the form that appears

9 You'll usually get a decision on whether your application has been
successful within a couple of minutes

9 As above, ensure that your PC and internet connection are secure
before logging on to your account

TRY THIS

Many banks offer free
security software or a
subscription for a certain
period when you sign
up. Always check the
terms and conditions
before you subscribe to
anything. For more on
securing your computer,
see page 199.

BE CAREFUL

Fraudsters frequently
rely on people using
poorly chosen passwords
such as ‘password’ or a
sequence of letters or
repeated numbers. To
make sure you have a
strong password use a
mixture of numbers and
upper and lower case
letters, and don’t use the
same one that you use for
other accounts, like your

email, for example.

m

<
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Online Activities IIIEIIE

BANK ACCOUNT SAFETY TIPS

» Only log on to your online bank account if you know you’re using
a secure PC. Avoid using public computers, including those in your
office, as you can’t be sure of how secure they are

» Secure sites will be prefixed with https:/ (rather than http://) and a
padlock will appear by the website address

» If possible, memorise your password rather than writing it down. Don’t
give your password to anyone, and never give your full password over
the phone or email. Your bank will never ask for your whole password,
they will only ask for certain digits, for example, the first and fourth
numbers in your password, so beware of anyone who does

» Make sure your security software is up to date, and secure your
wireless network (see page 77)

» Only access your account by using the website address provided by
the bank. This means you can be certain that you are on the correct
(safe and secure) website when you enter your details. If you search
for your bank’s site using a search engine (see page 86), you could
end up on a site set up by fraudsters to illegally obtain your bank
details

» Never follow a link from an email claiming to be from your bank

Jargon @
buster

Phishing

A type of email scam
where you're tricked
into giving away
personal details on

a spoof website that
resembles the site of
an official organisation
(a bank, for example).
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STAYING
IN TOUCH

By reading and following all the steps in this
chapter, you will get to grips with:

) Sending emails
) Dealing with spam

(») Chatting online using a webcam




Staying in Touch INEGIGNGIGNG

EMAIL

An email account allows you to send and receive messages. You can

also store emails that you want to keep, and create an address book with
important information like phone numbers and both mailing and email
addresses. To send emails, you can either use an email client like Outlook
Express or Windows Mail, or a webmail account.

An email client is simply the email program where emails are stored

on your computer. With these, many email activities (reading received
messages, writing messages, etc.) can be done when you're not online,
but to send and receive emails you need to be connected to the internet.

Webmail accounts can only be accessed when you’re connected to the
internet, but the benefit is that you can access all of your emails from any
computer with the internet, rather than just from your home computer.

USE WINDOWS LIVE MAIL

There are a number of webmail accounts to choose from, including
Google’s Gmail (www.gmail.com), Yahoo! Mail (https://login.yahoo.com)
and Windows Live Mail (home.live.com — this was previously Hotmail).

Create a Windows Live Mail Account

The first thing you’ll need to do is set up a Windows Live ID, which will
give you access to a personalised home page as well as a Windows Live
Mail account.

£) Home - Windows Live - Mozilla Firefox

’ile Edit View History Bookmarks Jools Help
P c 74 (& |httpy//nome live.com/ 77 | [[G-] hotmail A

2, Most Visited P Getting Started & Latest Headlines

- ~ || Search +| & Active Surf-Shield {4 Search-Shield] & fo-| Get More
edne | s AVGInfo-| GetMq

2 RoboForm v Search ~ 33 Logins v 3 (passcards) | & Setup Form Filling | 33 Save @ Generate £
it o

0 Go to http://home.live.
com. Click on the Sign up
button

signiin [B)

£7 Windows Live™ Home profile People Mail Photos Morer MSNY

Welcome to Windows Live

9 Enter a Windows Live
ID (usually a version of
your name) and click
Check availability. If
your preferred ID isn’t
available, Windows Live
will suggest alternatives.
For example, if JohnSmith
isn’t available, you may
be offered JohnSmith342

Windows Live is more than just '3 | e
chatting |~ B

Use Messenger to swap photos, see what's new with |
the people you care about, and of course, chat! Sign in

1 you have gHotmail Messenger, or Xbox
VE you aiready have a Windows

Mail - Faster, easier, and m
Goto Hotmail

SkyDrive - Free, password-protecte
Goto Skybrive

People - Add people to your net

Goto people

® © 0o 0000060000000 000000000 000

© 2009 Microsoft | Privacy | Terms of use

© 0006006000000 00000000 00 00

.
x Find: email ¥ Next # Previous & Highlight all [] Match case
®0one
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9 Choose a password for your account. Either then enter an alternative
email address (if you have one) so that Windows Live Mail can send
you a reminder of your password if needed, or click Or choose a

security question for password reset. Click the drop-down arrow
and choose a reminder question

0 Enter your personal details and copy the series of characters at the
bottom of the screen. Click I accept

(5]

(6]
9

o

To make changes to your
profile (this contains
information such as contact
information), click Profile

Click Edit profile details

Click the relevant buttons
to add a picture, enter your
age, contact information,
etc. Don’t add any sensitive
information

The default setting on
Windows Live Mail is

to share your profile
information publicly i.e.
with anyone who has a
Windows Live account. To
change this, click on the
link that currently reads
Everyone (public) under

©) Harry's Profile - Windows Live - Mozilla Firefox
ofile Edit View History Bookmarks Tools Help

1 - c & (#7 | http://cid-3c43a373a6646763.profile live.com/?mkt=en-gb&sa=455899667
.

«2, Most Visited # Getting Started . Latest Headlines

.
.

.

.

) .
.,'.‘IAVG - : | Search -| & Active Surf-Shield “ @l AVG Info" G
£

< RoboForm ¥ Search + wilogins ¥ 33 (passcards) ‘ & Setup Form Filling ‘ 43 Save @ Generate
———
£7 Windows Live™ Home Profile People Mail Photos Morev MSNT Search pe®

| Harry

Share a quick message

Enter your occupation | Enter your location

Harry’s profile Edit profile details View invitations Permissions
Details
Photos What's new with Harry
Network There's nothing new to show.
SkyDrive Permissions | Options
Notes (0)
About me

People can leave notes on your profile. Edit permissions
Tell peaple what you're
all about. Add interests,
information, and more
to your profile.

Add profile information

Web activities

Bring together what
you've been doing on
ather websites all in
one place.

Add web activities

Contact info. Untick the box that says Everyone (public)

Tick the box that reads My network, which means your information
is only accessible to those in your contact list, not to others. Click

Save
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Staying in Touch INEGIGNGIGNG

Send an email

Once you’ve set up your webmail account, you’ll want to send emails.
Find out the email addresses of some family and friends and you’re ready
to get started.

0 Go to home.live.com. Log into your Windows Live Mail account with
your Windows Live ID and password

9 On the homepage click Mail to access your Windows Live Mail
(alternatively you can bookmark http://mail.live.com to go straight to
your email account — see page 92 for more on bookmarking).

9 To send an email click New

0 Type the email address of the recipient in the To box (for example,
JohnSmith@hotmail.com) or click on To: to reveal any friends’
addresses you have added to your Contacts

-c.oo..o.o.....o.caooW...--“
£7 Windows Live™ Home Profile People Mail Photos Morev
Hotmail send | Jave draft Attach | Spell check Richtext» | ¥ & | cancel

harrybuxton@hotmail.c om: harrybuxton@hotmail.co.uk *
Inbox (1)

- Click the "To" button to see your contact list | X
Drafts @
Sent

Verdaga v 10~ B I

=
]
[T}
1]
1
1
141
i)
11
it
®
il
[P
LS

Deleted

Manage folders

Related places

e 00000000 ofoeocoee e oo

Today

Subject:

Calendar

S0, what do
you think?

h
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
Privacy > °
- .
.

o0 0o 00000 0 0

© © 0 0 0 00000 0000000000000 00000000000000000 00

6 Enter a subject line for your email and type your text

@ Click Send
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Filter emails

To filter emails from family members or a specific group of friends so that
they automatically go into one folder, you’ll need to set up a new folder.
0 Click Manage Folders

£) Windows Live Hotmail - Mozilla Firefox

File Edit View History Bookmarks Tools Help 8
.
o - C > (& [nttpy/maillive.com/?riu=inbox 77 - Q- notmail o
.2 Most Visited # Getting Started = Latest Headlines .
©ANG - | Search v‘ﬁ“ﬂActwe swrsmem‘ s SearchrShleld‘@ AVG Infcv‘ Get More 1
.
*& Roboform v Search ~ $3Logins + 33 (passcards) | & Setup Form Filling | $3 Save @ Generate £ L
. ——
). .
3 Hotmail New | Delete Junk | Markasv Moveto | i & Messery.
o harybuton@hotmailc | [] Sort by v .
o | Inbox (@) (] Windows Live Hotmail h Getting started with Windows Live Hotmail 1651 ||®
o Junk 1 messages Page1 g
o Drafts .
o Sent .
o Deleted .
Manage folders .
o Related places .
o Today .
o  Contactlist .
o Calendar .
®  sowhatdo *
o youthink? % .
. A *
o PG .
K .
© 0 0606060000000 0000060000000600000000000000000000e0 o

9 Click New and give your folder a name (for example, ‘Family’)
9 Press Enter

0 Click Options (on the right-hand side of the screen), then More
Options

6 Under Customize your email, click Automatically sort e-mail into
folders

@ Click New Filter

0 Select From address and Contains from drop-down menus (if they
aren’t already seclected) and enter the email address of a family
member (you can only enter one address at a time)

6 Put a dot next to the new ‘Family’ folder you created in step 2

Q Click Save. The emails from that person will now automatically go to
that folder

BE CAREFUL

If you've set up afilter,
remember to check the
new folder you've
created for emails from
those people.
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SET UP A GMAIL ACCOUNT

0 Gmail (also known as Google Mail) is another popular webmail
provider.

9 Type mail.google.com in the address bar of your browser

9 On the Google Mail home page, click Create an account

/= Google Mail - Windows Internet Explorer

counts/Ser i F le.com?2Fmail%2 « & | 4| x
—

® File Edit View Favorites Tools Help

© v Favorites | s [ Suggested Sites > {8 Get More Add-ons = .
o

.i.']g‘mgyema.r \ | [ v [ @ v Pagev Safetyv Toolsv @+ ®

GO(,)Sle Welcome to Google Mail
Mail ="

A Google approach to email.

Google Mail is a new kind of webmail, built on the idea that email can be more intuitive, efficient and useful. And maybe even
fun. After all, Google Mail has: Sign in to Google Mail with your

Gox *SIL‘ Account

Less spam
Keep unwanted messages out of your inbox with Google's innovative technology. Username:
; Password:
Mobile access
Read Google Mail on your mobile phone by painting your phone's web browser to [7] Stay signed in
http:l/igooglemail.com/app. Leam more
Lots of space
Over 7343289497 megabytes (and counting) of free storage so you'll never need to delete another i
message.

New to Google Mail? It's free and easy.

e —
Create an account » |

About Google Ma

New features!

©2009 Google - Google Mail for Of i - Privacy Policy - Program Policies - Terms of Use

Create an account =

Done @ Intemet | Protected Mode: On v BIB% v 0

ail - Wind... <E-W Glx 1203

0 This will open a registration page asking you to fill in your details (for
example, creating a login name and password). If your chosen name
isn’t available, you’ll have to enter an alternative. Once you’ve done
this, click I Accept/Create my Account

6 Once your account is created, go to the web page mail.google.com
to log into your account
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Send an email on Google Mail
0 Go to the web page mail.google.com to log into your account

9 Enter your username and password that you created in step 3
(opposite). Click Sign in

9 You can now start emailing. Click on Compose Mail (top left of the
screen) to write an email

yanoj ui Suie)s ﬁ

Send instant messages to friends on Google Mail
0 Click Add contact in the Chat menu on the left-hand side

9 Enter your friend’s email address. Click Send invites to invite them
to chat

9 To chat with a friend, make sure they are online (when they are also
logged into Google Mail, they will have a green dot next to their
name) and click on their name to open a window where you can type
your messages
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EMAIL CLIENTS

Windows Vista PCs will come with an email client called Windows Mail (not to be confused with
Windows Live Mail, which is a webmail account, see page 114). Windows Mail replaces Outlook
Express, which is part of a previous versions of Windows. You may also find that your ISP (internet
service provider) provides you with the option to use its email client.

Main toolbar

Buttons for the main
functions, such as
sending and receiving
mail, creating

new messages

and replying to or
forwarding mail.

Folders

You'll start off with
an Inbox, Outbox,
Sent items, Drafts
and Deleted items
folder, but you can
also create your own
unique folders, for
example ‘October
emails’ or ‘Emails from
John’.

B Inbox - Windows Mail
Aessage

® File Edit View
o T
I Create Mail ~ % Reply @ Reply Al #% Forward | iy =

a Local Folders 1 Subject Rec
& Inbox L1 Microsoft Windows M... Welcome to Windows Mail 3L

g Outbox
j Sent Items
Deleted fems
& Drafts
3 Junk E-mail

£

i

N

Smmunities

Address book

Quick access to your
contacts. Once into
the address book,
double click on a
name to open a new
email message to that
person.

From: Microsoft Windows Mail Team =msoe@microsoftcom= Te: Mew Windows Mail User <
Subject: Welcome to Windows Mail
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Please do not reg

Welcome to

Windows- Mail

Your personal messaging solution

Overview

Windows Mail is the successor to Qutlook Express

Windows Mail builds on the foundatien of Outlook Express, adding a variety of new features desigr
annoyances such as phishing and junk e-mail.

Getting started

If you're upgrading from Outlook Express, Windews Mail can impert your existing account informa
e-mail account. If you skip this step and want to set up a new account later, click the Tools menu, «

In addition to sending and receiving e-mail, you can use Windows Mail to read newsgroups, which
participate in a newsgroup (you can send a message or just read what other people are talking abo
devoted to Windows and other Microsoft products,

°1 message(s), 0 unread

¥ =i - §E




eceived v

P

Your emails

The top part of the
screen (pane) displays
the contents of the
folder selected in the
folder pane.

msoe@microsoft.com=

eply to this message

m

gned to make your e-mail experience more productive and fun, while helping to reduce risks and

naticn and e-mail addresses. The first time you start Windows Mail, you will be prompted to set up an
, click Accounts, and then click Add.

ch are Internet discussion forums where groups of people gather to talk about common interests, To
out), click Microsoft Communities in the folder pane. You can choose from a variety of newsgroups

1

& Working Online %

<BABE Ftx 1706

Mo new messages

Message pane

The default

view means that
highlighting a
message in the
upper pane presents
a preview of the
message in the lower
pane.

TIP

You can forward an
email you've already

another recipient

received on to

(see page 127).
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SET UP A WINDOWS MAIL ACCOUNT
These instructions are split into different steps for ease, but you’ll need to
do them all in order to set up your account.

Get your account details

o During the setup process you’ll need to enter some details about
your email account. This information should have been sent to you
when you signed up with your internet service provider

9 Enter your username, password and the addresses for your ISP’s
incoming and outgoing email servers (as sent to you by your ISP)

9 You’ll also need to know whether your service requires Secure
Password Authentication, and if it uses POP3, IMAP or HTTP. You
don’t need to understand this jargon, you just need to get these
details from your internet service provider (if they haven’t sent them
already) and enter them at the appropriate times during setup

Enter your name
o Click @ and click All programs
9 Click Windows Mail

9 The Windows Mail setup wizard should appear (if it doesn’t, go to
Tools and click Accounts)

0 Click the Add button and, in the window that appears, highlight the
words E-mail Account and click Next. In the following screen, enter
your name as you want it to appear in your emails (this can be in any
form you like) and click Next

Enter your email address

0 Type your email address (as stipulated by your ISP)

9 Click Next
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9 Select the server type (your ISP should give you this information)
from the drop-down list at the top of the next window

o Underneath, you’ll see two boxes, for the incoming and outgoing
server addresses. Enter the details provided by your ISP here

6 If required (see point 3 under ‘Get your account details’) tick the box
that says Outgoing server requires authentication

o Click Next

Security details

0 Enter your username
and password into
the boxes provided.
Again, these details
should have been
given to you by your
ISP

9 If you don’t want to
have to enter your
password every time
you check your mail,
put a tick in the box
next to Remember
password and click
Next

9 On the

congratulations
screen, click Finish
to exit the wizard.
You're now ready to
start using Windows
Mail
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Check your emails

When you open Windows Mail, if you’re connected to the internet, it

will check to see if you've got any messages and download these to
your inbox. Then it will check every half hour (by default) for any new
messages. If you want to check in between, you can do this manually by
following these steps:

0 Make sure you’re connected to the internet

9 Click Tools

9 Select Send and Receive

>

e
e

Send All

CtivshiftsC

Culeshift-L.

S Junk e, Message Rules

Newsgroups.. ctiew
Accounts...

Junk E-mail Options.

Subject: Welcome to Windows Hail

L] Welcome to

you'
e-mail account. I you skip ths step and want o set up a new account lter, lick the Tools menu, click Accounts, and then click Add.

people 5
pane.You can

.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
. From: To: User
.
.
.
.
.
.
.
.
.
.
.
.
.
.
. evoteto Windows and other Microso products
o

b R I = = & S PO S

4

0 Click Send and Receive All

6 Any new messages will arrive in your inbox
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Open and read an email

0 Select Inbox from the folders list

9 Click once on the message you want to read and it will appear in the
bottom half of the screen automatically

File Edit View Tools Message Help

Received

8 ® From Subject

() Microsoft Windows M... Welcome to Windows Mail 27/05/2009 17:10

|8 Junk E-mail
Microsoft Communities

From: Microsoft Windows Mail Team <msoe@microsoft com= To: New Windows Mail User <msoe@microsoft coms
Subject: Welcome to Windows Mail

Welcome to

Windows: Mail

Your persong! messaging solution

Windows Mail is the successor to Outlook Express

annoyances such as phishing and junk e-mail.

Getting started

&-mail account. If you skip this step and want to st up 2 new account later, click the Taols menu, click Accounts, and then click Add.

devoted to Windows and other Microseft products.

Windows Mail builds on the foundation of Outlook Express, adding a variety of new features designed to make your e-mail experience more productive and fun, while helping to reduce risks and

If you're upgrading from Outlook Express, Windows Mail can impert your existing account information and e-mail addresses. The first time you start Windows Mail, you will be prompted to set up an

In addition to sending and receiving e-mail, you can use Windows Mail to read newsgroups, which are Intemet discussion forums where groups of people gather to talk about common interests. To
participate in a newsgroup (you can send @ message or just read what other people are talking about), click Microsoft Communities in the folder pane. You can choose from a variety of newsgroups

!SuM£u;II

gels), 0 unread ™ Working Online

9 To open the message in a separate, bigger window, double click on
the message
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Write and send an email

0 Click Create Mail. A new window will appear

{23 nbo  Windows Mai
Ed

9 In the To box, type the
email address of the
person you’re writing
to. Or you can use your
address book/contacts
(see page 130 for more
on this)

Subject Received ~

“IMicrosoft Windows M., Weicome to Windows Mail 27/05/2008 17:40

24 Microsoft Communities

From: Microsoft Windows Mail Team com= To: Mail User com>
Subject: Welcome to Windows Mail

9 As well as the To field,
— T b most email programs

5 Windows: Mail have CC (carbon copy)

) and BCC (blind carbon
copy) fields that allow

you to copy your email

Overview

Windows Mail is the successor to Outlook Express

Windows Mail builds on of adding a v signed to make your e-mail experience more
fun, ail,

ariety de:
as phishing and junk e-m

Getingstared . to others. When you
1 message(s), 0 unresd B Working Online .
use the CC field, all
T Now Meseage RN A = =) recipients are aware

File _Edit View Insert Format Tools Message Help

who has received a copy
of the email. The BCC

(=] 1 |\ . .
ke | field can be used if you
| don’t want any of the
E|lB 1 UAlE sE==s=s(-aH recipients to know who
i else the email has been
copied to

0 In the Subject box, type
a title for your message

6 In the box below, type
your message

TIP
If you can’t see the CC 0 When you’re finished,
and BCC fields then :
click View and then click Send
All Headers.
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Reply to and forward an email

0 To reply to a message, open it and click Reply (top left of the screen).
This will automatically open a new window (with the recipient’s email
address already entered) where you can write your email

9 To forward a message, open the message and click Forward. This
will open a new window where you can write your email. You will
need to enter the recipient’s email address (see step 2, opposite)

Delete an email
0 In your inbox, click once on the message you want to delete
9 On the toolbar click Edit, then Delete

9 Alternatively, in the inbox, right click on the message and click
Delete

i Inbox - Windows Mail

o File Edit View Tools Message Help .

W Create Mail

~ B Reply #% Reply All # Forward | s |

From: Microsoft Windows Mail Team <msoe@microsoft.com= Te: Mew Windows Mail User <msoe@micros:
Subject: Welcome to Windows Mail

© 4 Local Folders ! 0 ¥ From Subject Received +
° i oboc 4 Microsoft Windmus b4 \isi Wi biail 27/05/2009 17:10
. & Outbox Open
. |5 Sent Items . d
. o Deleted Items .
. | Drafts Reply to Sender r
. S JunkE-mail Reply to All g
o % Microsoft Communities c ) - oy
. orward L
. Forward As Attachment .
.
.
Mark a5 Read
N ark 35 Read A
. Mark as Unread .
. .
Move to Folder...
. .
. Copy to Folder.. .
. Delete .
. .
. Junk E-mail » L
.
M Add Sender to Contacts
. .
. Properties 9
. .
. .
. .
. .
.
.
.

0 To select multiple messages, hold down the Ctrl key while you click
each message you want to delete until they’re all highlighted. Then
follow step 2 or step 3

TIP

If you want to send an

email to more than one

person, type a semi-
colon between email
addresses.

TIP

With your message
open, change the font
size, style or colour
in your email: use the
toolbar buttons.
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Attach a file to an email
Sometimes you might want to send a picture or separate document with
your email. Here’s how:

0 Once you’ve written your email click the paper clip icon

[ New Mebsage e — — W - - o =

File Edit] View Insett Format o Message  Help

‘
4
Iiiil
=
by
=
1=

([
e

|- &

4

-

9 Locate the file you want to send and click on it (photographs are
BE CAREFUL likely to be in your Pictures folder)

Attaching files and

pictures to your emails R

can create unwieldy 9 Click Open
emails — if your email

attachment is too big,

you may see an error

message that means

it exceeds the email

attachment limit for

your account.
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0 The file will appear in the Attach box

I New Messoge i R - (== =] -
O ndd other —_——— a
attachments in _9<’
the same way. @ | =3
Click Send : b
ubject:
=3
Attach: ‘E,Autumn Leaves.jpg (269 KB) | -
= (=]
E|lBrualsEEE|lsesss|-&K o=
Open an attachment . g

If someone sends you
a picture or document
attached to an email,

you’ll need to open it.

0 Open the

message that
contains an
attachment by
double-clicking ~ * T T T T T T YT T Emmmeemmme e
on the message

9 Double click on the file attachment icon at the top of the new
message window

e The attachment will open in a new window. Then you can save it
from here (for more on saving see page 33)

0 To save an attachment first before opening it, open the message as
above and click File in the message window

6 Click Save Attachments

G A folder list will appear. Select the folder into which you want to save BE CAREFUL

the attachment Only open attachments
if you know the sender.
0 . , Those from unknown

Select the attachment you want to save (if there’s more than one) senders could contain
viruses. See page 198
for more on computer
security.

0 Click Save. Repeat for other attachments if there are any
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ADD AN ADDRESS TO WINDOWS CONTACTS
Windows Contacts acts as an address book where you can store the
details of people you know. Once you’ve added a contact you won’t need
to type out their email address when you use Windows Mail. Here’s how
to add a contact:

0 Click
9 Click All Programs

9 Click Windows Contacts

o Click New Contact

51 E—

Favorite Links
[El Documents
B Pictures

B Music

More »

Folders

B Desktop
Computing
Contacts
W Desktop
I Documents
W Downloads
I Favorites
W Links
B Music
B Pictures
W Saved Games
BB Searches
B Videos
). Public

W Computer hdll

& 2 items

Select a file to preview.

JEEAn . . . .
e and el [ rome ot oy [ s [ 5| 6 Type the information for your contact into
o | . the relevant boxes and click OK
Middle: g
Last: r
Full Name: - :
Personal Title: °
Nickname: °
E-mail ( Add ] i
L4
[ e |
1 d
[ Set Preferred |
1.d
[ Remove ]
L4
L4
[ ]
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Adding a picture of your contact to Windows Contacts
0 Double click on the name of the contact, for example, Charlie Buxton

9 On the Name and e-mail tab, click on the dummy picture

9 Click Change picture

yanoj ui Suie)s ﬁ

[2=] Charlie Buxton Properties

Summary | Name and E-mail |Home [ work | Family [ Notes [ms |

First:  Charlie

° Middle:

Last:  Buxton

Full Name:  Charlie Buxton -

Personal Title:

MNickname: Ghange picture... ) 3

Remove picture

E-mail: [ add |

Edit |

Set Preferred |

Change picture...

0 Choose the picture you want from your folders by clicking on it and
then clicking Set

6 Click OK

@ To remove a picture, click Remove picture (in step 3) instead
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DEAL WITH SPAM

Spam is the electronic equivalent of junk mail. It can clog up your inbox
with rubbish and make it hard to sift through messages. Spam emails can
also contain offensive material and are often the carriers of viruses and
phishing scams (see page 134).

Some internet service providers use spam filters on their email server to
try to prevent this; webmail accounts usually feature spam filters too. You
can also adapt your email program to filter out certain types of message
automatically by changing your junk email settings.

Filter junk mail in Windows Live Mail (Hotmail)

0 Click Options in the top right of your screen

9 Click More options

9 Under Junk Mail, click Filters and Reporting

0 From the list that appears, you can select how your account deals
with junk mail

| 5| X/ *4 hotmail

e Fovortes | 5 8 Suggested Stes = @] Web Sice Gallery
@ 4 Windows Live Hotmai ] <1 @ v Pagev Seyw Tookv @~
£7 Windows Live™ Home Profile People Mail Photos Morev Terrie [3]
s
Hotmail Options
Options » Fiters and reporting @
Go o nbor Filters and reporting
Show options for
indows Lve Choose a junk e-mail filter
vl Select the fiter level you want to apply o incoming messages
Sease Low - Obvious junk e-mai i sent tothe junk e-mail folder.
offers

© Standard - Most junk e-mailis sent o the junk e-mail folder.
Free newsletters
Exclusive - Everything is sent to the Junk e-mal flder except messages from your contacts and safe senders, Windows Live Hotmail service announcements, and alerts that you

Related places GG

Today
Note: You should occasionally check your junk e-mail folder to make sure that good messages don't get put there by mistake.
Contact st

Calendar Delete junk e-mail

Choose when junk

lis deleted.

@ Later - Junke-

ically moved into the junk e-mail folder, where itis deleted ater ten days.

) Immediatly - Junk e-mail s deleted immediately.
Report junk messages
Choose whether you'd ie to report messages to Microsoft and the companies who help us fight junk e-mail

Reportjunk - Help us keep junk out of everyone's inboxes when you use the Junk button.

® Don't report - The Junk button will act us ie the elte button. Nothing il b reported to Microsoft or anyone else
] o

© 2009 Microsoft | Privacy | Legal Help Central | Account | Feedback @
.

.

® © © © 0 6 © 06 0 06 0 0 0 0 06 0 06 0 06 0 0 0 " 00 0 0 ° 000

6 Click Save at the bottom of the page when you’ve chosen
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Filter junk mail in Windows Mail

L
il Junk E-mail Options Attt @

||| options |safe Senders [ Blocked Senders | | Phishing|

0 Click Tools on the toolbar

=) Windows Mail can move messages that appear to be junk e-mail into &
ﬂ_ﬂ special Junk E-mail folder.

Choose the level of junk e-mail protection you want:

() No Automatic Filtering. Mail from blocked senders is still moved to
‘the Junk E-mail folder.

9 Click Junk E-mail Options

(@)Low: Move the most obvious junk e-mail to the Junk E-mail folder.

e A window will appear. Here you can choose the
level of protection you want

(©) High: Most junk e-mail is caught, but some regular mail may be
caught as well. Check your Junk E-mail folder often.

(©) Safe List Only: Only mail from people or domains on your Safe
Senders List will be delivered to your Inbox.

o Make your choices and click Apply

6 Click OK

TOP TIPS FOR AVOIDING SPAM

Don’t reply to spam emails

[ Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

. ] o ) concel ] [ zomy
Replying to spam emails or clicking on an C — =

‘unsubscribe’ link within them confirms to the
sender that your email address is genuine.
Simply delete them without opening.

Create a ‘disposable’ email address

Create a separate email to use for online shopping, forums and signing
up for services — something like a free Windows Live Hotmail account
(http://mail.live.com) that you can always scrap and start again.

Choose a complicated email address
Picking an obscure email address can help prevent spammers from sending
anything to you.

Use a spam filter

It is best to keep the junk at bay by using a dedicated spam filter. The best
of these use a white list for ‘good’ email addresses and a black list for
addresses, keywords and phrases that you don’t want in your inbox. Most
email accounts include a spam filter, but there are also dedicated spam-
filtering tools available, including free downloadable ones like Mailwasher

(www.mailwasher.net) and SpamFighter (www.spamfighter.com). NEXT STEP

Spam emails can try to
Identify spam to your email provider lure you into phishing

Report spam to your internet service provider or webmail service provider. G, (2T e
port sp y p P . about how to avoid

This can help your provider to determine and eliminate future spam emails. these on page 134.
Often you can do this by clicking Report this email as junk when prompted.
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AVOID PHISHING SCAMS

Phishing is the name given to cons where unwitting victims are hooked
into handing over personal information on email — bank account details,
passwords, credit card numbers and the like — by criminals who sell this
data on or make use of it themselves to commit fraud.

Phishing scams frequently take the form of a hoax spam email that looks
like it came from an official source, such as your bank or building society.
The email may ask you to email back personal account details, or to click
on a link within the message. The link takes you to a fake website that
looks like the real thing. Entering any login details, bank account numbers
or any personal info into such a web page will give your sensitive data to
identity thieves. The best thing to do is delete any suspicious emails and
avoid any suspicious sites. However, there are also dedicated filters that
can help you to spot the scams.

PHISHING FILTERS

Most web browsers have built-in tools for spotting fake sites and
potentially dangerous web pages. Most phishing filters compare the site
you’re visiting against a list of known hoax pages, and then warn you if it
looks like the web address you’re visiting might be fraudulent.

Turn on the phishing filter in Internet Explorer

Microsoft SmartScreen Filter 0 Go to Tools
™  Help make your browser more secure: 9 .
(:_') Setpup Sma‘:'tScreen Filter Click SmartScreen
Filter
SmartScreen Filter is designed to warn you if the website you are visiting is 9 .
impersonating another website or contains threats to your computer. Click Turn on

What is SmartScreen Filter? .
- SmartScreen Filter

@ (@ iTurn on SmartScreen Filter (rec ded);
Some website addresses will be sent to Microsoft to be chedked. Information O
received will not be used to personally identify you.

Make sure there’s a

O Turn off Smartscreen Filter dot next to Turn on

Website addresses will not be sent to Microsoft unless you choose to chedk SmartScreen Filter
them. (recommended) and
click OK

Read the Internet Explorer Privacy Statement online.

® © © © 0 © © © 0 0 0 © © 6 0 0 0 9 9 O O 0 O 00
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Report a potential hoax
website in Internet Explorer

CoreSifeDel

Cutoshitep

o While on a suspect web ' . s —
page, click Tools '
9 Click SmartScreen Filter . L
EXTERNAL HARD DRIVE

9 Click Report Unsafe
Website

yanoj ui Suie)s ﬁ

See the Road Ahead:

0 A new window will open
showing the address of the
site. Tick next to | think this
is a phishing website

6 Type the characters that
you can see in the box at the bottom

0 Click Submit

7Optmns @
0 o@% = @ o

Turn on the phishing filter in Firefox Mo Tabs Comen sopicatons Prvacy | Secuy Advanced®
9] Wam me when si Il add-ons :

I V| Tell me if the site I'm visiting is a suspected attac site
0 Go to Tools <1/m% .
Passwords »
9 V] Remembef passwords for sites 14
Click Opuons I Use a masfer password e i) |
’
Warning Messhges *
e Under the SeCUI'ity tab, make SUI’e therers a tICk I’leXt vcvtzosewmcn lvarning messages you want to see while browsing the .
. . . o _sye . o
to where it says Tell me if the site I’m visiting is a A
L]

suspected forgery

when sites try to install add-0

Report a potential hoax website in Firefox Tell me if the site I'm visiting is a suspected attack site
‘ Tell me if the site I'm visiting is a suspected forgery
0 With the web page open, go to Help N e
9 Click Report Web Forgery NEXT STEP
9 This will bring up a web page where you can report the To find out more about
suspected site phlshlng and other
internet scams see
page 136.

0 Add a comment if you want to and click Submit Report
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HOW TO SPOT A PHISHING SCAM

Dear Valued Customer

We recently have determined that different computers have logged into your Which?
Bank account, and multiple password failures were present before the logons.

In this manner for your security, your specified access account has been locked and
needs to be reactivated, in order for it to remain active, please Use the link below to
proceed and unlock your account.

So we want you to use this|oppurtunity|to upgrade your account to our new security
with the Which? Bank.

https://www.mybank.which/index.asp?

| am convinced that Which? Bank will be|a leading UK bank focused on giving you great
service and value-for-money products.

Yours sincerely

-

Chairman, Which? Bank

This message was sent to you as a Which? Bank customer, to inform you regarding
important information about your account.

*This email and the use of a Which? Bank logo is for illustrative purposes only.
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Logos
These might look like the real deal, but logos are easily
copied and are not a guarantee of authenticity.

Impersonal
The email might be addressed to ‘Dear valued customer’
or ‘valued client’. Your bank will not email you.

Scare tactics

To frighten you into taking action they might tell you that
someone has tried to access your bank fraudulently and

that you must login now to verify your personal details or
your account will be closed.

Spelling/grammar
There might be spelling mistakes, poor syntax (overuse of
capital letters, etc.) or wording may be overcomplicated.

Link

They will send you an emailed link to a fraudulent web
page. This may look suspicious or it may be exactly the
same address as the genuine login page. Never click on
an emailed link.

The small print
This might look genuine but it could easily be copied from
a genuine email so is not a guarantee of authenticity.

NEXT STEP

For more security
threats and how to
avoid them, see page
198 onwards.
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EMAIL ETIQUETTE

Here are the top ten dos and don’ts when it comes to sending emails.
The dos

Do tone it down
Avoid the use of capital letters. Capitals are harder to read and are the
email equivalent of shouting at someone, which may cause offence.

Do respect privacy

It's a common mistake but, when sending out a group email, try to
remember to put all the email addresses in the blind carbon copy (BCC)
field rather than the To or CC fields. That way, you’ll be respecting the
privacy of all the people on your recipient list by keeping their email
addresses hidden from all the others.

Do address the issue

Double check all addresses you enter manually to make sure your email
message doesn’t end up going to the wrong person or being returned to
you as undeliverable mail.

Do stick to the subject
Try to make sure the subject field of your emails contains something
meaningful to help your recipient know what the email is about.

Do spellcheck

It’s always worth using your email program’s spellchecker before you hit
send — particularly for more formal communications.

NEXT STEP®»

For more advice on
emails, see page 114.
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The don’ts

Don’t openiit

Don’t open any email attachments unless you’re 100 per cent sure they
are legitimate. If you recognise the name of the person sending you an
email but weren’t expecting an attachment, it’s worth checking with
them that they meant to send it to you. Some sneaky viruses can hijack
people’s email accounts without their knowledge.

Don’t be too forward

Think before you forward something on to other people. Ifit’s a joke, it
might not always be appreciated. And, even if you forward something
that looks like helpful advice, you could just be helping to perpetuate junk
email messages. Plus, it may clog up the recipient’s inbox, which could
prevent them from receiving further emails if they have a limit on their
email storage.

Don’t overdo it

You can cheer up your emails with fonts, colours and graphics, but don’t
go overboard. Less is more, where email is concerned — not everyone’s
email program will be able to display your formatting anyway.

Don’t get too personal

Never include any sensitive personal data in your email messages. Email
is not a particularly secure method of communication and therefore not
suitable for things like bank details, credit card numbers, passwords, etc.

Don’t get too attached

Keep an eye on the size (in KB or MB) of the files you send. Big
attachments can be a pain for the person you send them to, as they
take much longer to download. A large attachment could clog up the
recipient’s mailbox and, if the person you’re sending it to uses a pay-as-
you-go internet service, it might even cost them more money.
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EMAIL PICTURES

Digital cameras can generate extremely large image files that may clog up
another person’s inbox if you attach them to an email straight after you’ve
transferred them to your computer. The large size of an image might also
mean it gets sent straight to the recipient’s junk mail folder or be blocked
altogether. Or, even if they can view the picture, it may be so large that
they have to scroll up, down and across to see the whole image.

Fortunately, Windows Vista features a handy tool that allows you to resize
pictures for easy sending. This involves altering their resolution. When
emailing a picture, consider what the person receiving it wants to do with
it before choosing an image size (see point 6).

0 cio @

9 Click Control Panel

9 Click Windows Photo Gallery

I harry - Windows Photo Galle

ey WA~ Brx & o P

E E-mail

—o-

NEXT STEP ®

For more on attaching
files to emails, see
page 128.

0 Click on the picture you want to email

6 Click Email at the top of the window
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0 Choose the picture size you want from the drop-down menu. The
‘smaller’ size is fine if the recipient will only be looking at the photos
on screen, while ‘small’ is suitable for printing photos sized 4 x 6
inches. Both ‘medium’ and ‘large’ are suitable for printing photos
sized 5 x 7 inches

0 O 0 © 0 0 0 0 0 o o o o o o 0 o o o 0 o 0 0 0o 0 o o 0,0 0. 60 0
* Attach Files Lo
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Picture size: |Medium: 1024 x 768 - I

Smaller: 640 x 480
Small: 300 x 600

T
 Medium: 1024 x 768
Large: 1280 x 1024 TRY THIS

Qriginal 5ize

In many email programs
you can right click on
an attachment and click
| Cancel | Properties to see more
— information about it
(including size and file

type).

0 Once you've selected the dimensions, you’ll see the estimated size
of your attachment. Anything less than 1MB is fine to send via email

9 If it’s OK, click Attach

NEXT STEP ®

You don’t have to
email photos to share
them with a friend
—you can post them
on a photo-sharing
website and invite
friends to view them.
See page 156.
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MAKE PHONE CALLS ONLINE

Making phone calls over the internet is often referred to as VolP

(Voice over Internet Protocol). VoIP phone calls are generally cheaper
than standard landline or mobile phone calls, and in some cases are
completely free. As long as you have a basic microphone headset, you
can make and receive calls with VolP services like Skype without buying
any extra expensive hardware, though you can buy a dedicated Skype
handset (similar to a traditional phone) if you don’t want to use a headset.

TRY THIS

If a warning appears
when you try to
download Skype, o
check at the top of . ok

the window. Your web Open your web browser and type www.skype.com/intl/en-gb into the
browser may be blocking address bar. Press Enter

the download. Click on

the warning bar and .
click Download file. 9 Click Download Skype

2 Scypx ee calls Windows Intemet Explorer

Download and install Skype

Kok 2Rl ) bitp://swvew skype comyinl/en-gb/
—
Fle Edt View Favortes Tooks Help

x| O Sypeoficilwebsite - download Sype re no.. B> B v @ v [Pager (oo v ”

It's important to stay
together.

" Download Skype

B Urited Kingdom (English) = Aot Pariners Jobs  Pres - Securty - Siemop vy ey Lagal

57% of SkypeSetupFull.exe from download.skype.... @Eﬂ_h

o N

SkypeSetupFull.exe from download.skype.com
k

9 When the File Download dialogue box
appears, click Run

o Click I agree - install. A window will
appear showing the progress of the
download

Estimated time left: 1 min 56 sec (11.2ME of 15.6MB copied)
Download to: Temporary Folder
Transfer rate: 74.1KB/Sec

[]Ciose this dialog box when download completes:

6 Once the file has downloaded, click
Finish

r |  Open | | Open Folder | I Cancel I
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Create an account

0 Once you've finished installing the software, there will be a Thank
You screen. Click Start Skype

9 In the Create Account window that opens, enter your name and
choose a Skype name and password

9 Check the tick box and click Next
TIP

. . Phone call n
0 Fill out your email address on the next screen and enter your Sk;pfjserssgerte\'\;f:e

Country/Region and your nearest city regardless of where
in the world you're
phoning.
6 Finally, check or uncheck the boxes as required and click Sign In

Set up

0 When you first sign into Skype, the Getting Started wizard will
launch. Connect your headset or handset if you’re using one

9 If you're using a standard microphone headset, you should find it
has two plugs attached to it. Insert the pink or red one into your
computer’s microphone socket (this should also be pink/red or
marked with the icon of a microphone)

9 Plug the green one into the headphone output (also green or marked
with a stereo sound waves icon)

Make a test call

0 You’ll find a Skype Test Call contact listed in your Skype contacts. To
make your test call, click the green Call button next to this contact

9 Instructions should prompt you to record a message after the beep
9 You should then be able to hear the message you recorded. If you

can’t, onscreen instructions will tell you what to do (you may need a
headset if you don’t have one already)
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Add contacts

0 Ask your friends to send you their Skype names. You can then add
them to your Skype contacts by clicking the New button

9 Click New Contact and
enter their Skype name

Callphones abroad on Skype ot reatrates from your mobile. Find out

= 9 Alternatively, you can
search for people using
1 Echo [ Sound Test Service . .
' € Contacts their email address or full
| You haven't added a contact yet. Search the Directory or your email contacts to
sse who's already on Skyps. name. Enter the name and
click Find

14,474,275 people onine

G Select people from the list
e I e that appears and click Add
(CETN. ) b Contact

6 Click Close when you’re done

Make a Skype call

0 Double click on the icon on your desktop or in the system

tray. Select the Contacts tab in the main Skype window and find the
name of the person you want to call

NEXT STEP @ 9 Click on their Skype name and then click the green Call button

You can call a landline

or mobile using your 9 If they aren’t listed, type their Skype name (you’ll need to get this
igh’ﬁfnlcggi'gt:;t from the person you want to contact) into the box towards the top of
Skype credits. Go to the Skype window and click Search Directory

Account and click

Buy Skype Credit. A 0 When you receive a call, a window will pop up asking whether you

mﬁatziew SLEfﬁrcohu;hhat want to accept or reject it. You must be logged in to Skype to receive
the process. Then, acall

to make a call, click

on the Call Phones

tab in the main Skype

window.
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SET UP A WEBCAM

Webcams send moving images of you to another
webcam-equipped computer via the internet. It’s an
effective way to stay in touch with friends and loved
ones. Both you and the person you’re talking to will
need a webcam and a broadband connection. If you
have a new PC/laptop it may have an integrated
webcam in the screen, if not you’ll need to invest

in a separate webcam, which will attach to your

monitor.

0 Run the set-up CD included with the webcam.
This will install the drivers that the webcam
needs to work with your computer (see page 81
for more on installing devices and drivers)

9 Cameras clip or rest on top of your PC. Refer to your webcam manual

for specific instructions

9 Place your webcam at around eye level, and an arm’s length from
your face to ensure that people aren’t squinting to see you or staring

up your nose

0 When prompted, plug the webcam into a USB port on your computer.
Windows Vista should recognise it and the software will set up the

wehcam’s camera and the built-in microphone

6 Most webcam software
provides shortcuts to the
popular instant messaging
services Windows Live
Messenger and Skype,
and often links to Yahoo!
Messenger and AOL's AIM
too

ee 0000000000 00
« @ Logitech QuickCam Installation

B
“QuickCam Installation
B

.

.

JStend

o Welcome

oStep 2

eLicense
-
oStep3

*Installation

ostep 4

® Camera Setup

€e:

Logitech

Connect your new device

Inzert the 1USB connector for your newy device into an
available USE port on your computer

Mote: You may see a sefies of messages from your system
after you connect your device. Please be patient while your

Step 4 of 4

Bk [|i.SHe 3
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Chat Online I

VIDEO CHAT

To talk face-to-face with distant friends via your PC and your webcam, you
need to install the right software. These programs let you exchange text,
sound and video messages with other users.

There’s a wide choice of free video chat software available but, if you
know your friends and family video chat already, check which software
they use because you’ll need to use the same software as them. You

can also use Skype to video chat (follow the onscreen instructions once
you’ve set up your account as on page 143). The following steps show you
how to video chat using Windows Live Messenger.

Download Windows Live Messenger

0 Download the Windows Live Messenger program from get.live.com/
messenger/overview

9 Click Get it free and follow the steps
9 Click Run to start Windows Live Installer (it will take a few minutes)

0 Once it’s installed, a Windows Live Messenger window will pop up on
your desktop. This is the window you’ll see each time you log in

L7 Windows Live Messenger &m

' Hep -+ Set up your Windows Live account
E-mail address:

| -

0 In the Windows Live Messenger window, click on
Sign up for a Windows Live ID

Password:

Signin as: Online =

9 A web page will open. Choose a username and
password. You may find you have to try more than
one username if someone else has already taken
your first choice

[ Remember me
[C] Remember my password

[ Sign me in aukomatically

9 When your username has been accepted, enter it
into the Windows Live Messenger window along with
your password, to log in

Forgok your password?

SEryic
CGign up Far a Windows Live 10D
Privacy statemen
Sign up For a Windows Live ID
:7 ‘Windows Live 1D
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Configure Windows Live Messenger

0 Windows Live Messenger will run automatically every time you start
Windows. If you don’t want it to, click Tools on the menu bar at the
top of the Messenger window

9 Click Options
TIP

9 Click Sign In on the left-hand side and untick Automatically run
Open Messenger at

Windows Live Messenger when | log on to Windows any time by double-
clicking on the
. Messenger icon in
0 Click OK the taskbar.

Set up your webcam with Windows Live Messenger

Make sure the sound output (PC speakers or headphones), sound input
(microphone in the webcam) and the video input (the webcam) are all
working. Onscreen instructions will help if you’re having problems.

0 Click Tools, as in step 1 Audio and Video Setup

above Step 3: Webcam Setup

X

auljuo yeyd ﬁ

9 Click Audio and video

setup ,
Select the webcam vou waould like to use:

. . Logitech QuickCam Pro 9000
e Follow the instructions oghech QuickCam Pro he

onscreen. You'll then be
prompted to speak to make
sure the microphone is
picking up your voice

Adjuzt the angle and focus of pour
webzam to make sure the image
ta the left iz what pou want,

0 You’ll see the image that

your webcam is seeing. [ opios. |

This should be you! Adjust

the position of the webcam

until you’re centred. When [ <ok || foh ] [ Concd

you’re happy, click Finish
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Chat Online I

Find your friends

0 To find someone else using the same program, click the
icon in the Windows Live Messenger menu bar. Enter
your friend’s instant messaging address (the same as
their email address)

9 Click Add contact

9 A request will be sent to them. When they accept, they’ll appear in
your list. If they’re online at the time, it may take only seconds

Make a call

TRY THIS

You can also send written 0 Agree with your friend when you’ll be online. In the Windows Live

messages. Double click Messenger window, right click on your friend’s name
on your friend’s name

and type your message in . . A
the window that appears. 9 Click Video and then Start a video call to let them know you want to

Every time you press chat

Enter your words will

appear immediately on

their screen. 9 When they click Accept, you should see each other
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MEDIA &
CREATIVITY

By reading and following all the steps in this
chapter, you will get to grips with:

(») organising your digital photos
(») Editing video clips

(») Downloading music




Photos IS

TRANSFER PICTURES FROM A DIGITAL CAMERA
TO A COMPUTER

Digital cameras have not only made it easier to take pictures, but also

to store and circulate them electronically via your PC. Follow these
instructions to transfer your pictures from a digital camera to your
computer.

0 Connect the camera to your PC using a USB cable or, if your PC has a
compatible card slot, you can pop the card from your camera straight
into your PC. Check the camera’s instruction booklet if you need help

9 A window will appear asking what you want to do next. Click Import
pictures using Windows

9 Windows will save the photos from the memory card into your
Pictures folder

0 You’ll be given the option to tag your pictures as you import them.
Tags are keywords that you can use to identify photos (for example,
you can search for all the photos that you’ve tagged with ‘beach’
or a specific person’s name). The tags you enter will apply to all the
imported photos, so keep them fairly general. More specific tags can
be added later on

9 Click Import when you’re done

G Windows Photo Gallery will open automatically to show your pictures
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Transfer pictures using a scanner

Don’t worry if you have non-digital photos. Some printers also allow you
to scan pictures and documents. Once you’ve scanned something, you
then have an electronic copy that you can send via email or store on your
computer.

0 Place the photo on the scanner, ensuring the scanner is connected to
your PC. Open Windows Photo Gallery (see page 152)

9 Click File

9 Click Import from Camera or Scanner in the drop-down menu
0 Double click on the icon that represents your scanner

9 Your scanner will scan the photo

Transfer pictures from another folder

You may have pictures in another folder that you want to move to
Windows Photo Gallery. Follow these steps to transfer them:

0 In Windows Photo Gallery (see page 152 for how to open), click File

9 Click Add folder to

Gallery -
By
(&) Recently Imported X Delete &
@'\;.cg;mmww Rename CtrleM ‘ 3
9 Find the folder you want ~ § “e s T H
to0 add < o

Share With Devices.

Properties Al Enter
Opions
Bit

0 Click OK and then OK
again
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Photos IS

SAVE AND ORGANISE PHOTOS

Once you have your photos on your computer, you’ll need to sort and
manage them. You can use the Windows Photo Gallery to help you
organise your pictures.

View and tag your photos

0 Click

9 Click All Programs

9 Click Photo Gallery

Q Double click on a picture to see a bigger version. From here you can
browse through your pictures by clicking the left and right arrows, or
you can view a slideshow (your photos automatically shown onscreen
in succession without you having to click each time, allowing you to
view them as if you were flicking through a photo album)

TIP

Windows Photo Gallery
allows you to email
photos directly from
within the program

(see page 140).

7 e

Autumn Leaves jpg
051172005 0112
260KB (1024 768)

WWW
B ¢ 1 Tags
& O Landscape
& sample

TRY THIS

There are other free
photo-organising tools
available, such as
Google’s Picasa and
Adobe Photoshop Album
Starter Edition. Both

are available online.

Next picture

Previous picture

Begin slideshow
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9 To tag a picture, double click the photo in the main window and click
Info on the top toolbar I

@ Click Add tags. If your photo has more than one tag, separate each
word with a forward slash (/)

Change how your photos are listed

Windows Photo Gallery automatically organises all your photos by date.
You can, however, opt to view your images by other criteria using the
filters on the left-hand side of the window. For example:

B Fix

& Info g Print - @I E-mal @ Bum ~

® 42 All Pictures and Videos
| =4 Pictures
Videos 2006- 3 items — .
(7] Recently Imported

o
o

o

® 4D Tags

® %) Create a New Tag
® 77 NotTagged

® & Flowers

o

o

o

o

<) Landscape
) Ocean
& Sample

4[] Date Taken
.

o [ 2005

o b [E] 2006
o b [EH 2009
o 4.7 Ratings

W
77 Not Rated
4 [ Folders
| Pictures 2004 - 2 items — -
B Videos
©| & Public Pictures
[ |2 Public Videbs

NEXT STEP
0 Click on Date Taken and select a year to see all the photos from that You can use Photo
year Gallery to edit your
photos, as well as
print, email or burn
G If you have tagged and rated your pictures you can also click on the CDs of your favourites
relevant filter on the left to view photos by the tagged keyword or (see page 159 for

more on creating a CD

rating of your photos).
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Photos IS

EDIT YOUR PHOTOS

Once you’ve added your photos to the Windows Photo Gallery you can
use a number of editing tools to improve your pictures. In each case,
follow step 1 below, and then choose what you want to do to your picture.
For example, you can remove red eye or crop part of a picture.

0 Double click on the image you want to edit and click Fix on the main
toolbar. You will see a number of options: Auto Adjust, Exposure,
Colour, Crop and Fix Red Eye

9 To remove red-eye click on Fix Red Eye, then use the mouse pointer
to drag a small rectangle around the eye you want to fix. Repeat as
necessary. Remember to save a copy of your edited photo

9 To remove part of a picture, click Crop picture
0 A frame will appear on the picture. What's inside the frame

represents the part of your picture you will retain when you crop it.
Drag the edges of the frame to adjust it

1] Humpback Whale - Windows Photo Gallery L] 2=

Broe~ Brx

I # Auto Adjust
(B Adjust Exposure
4 Adjust Color
1 Crop Picture

@ Fix Red Eye

5l Crop Picture

- ] B e Gl 5 ¢ %)

L e e e e e A ] © © 0 0006000000000 00000000000C0COCOCGOCOCEEOEOCOOEOCOEOCOOE OO
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Click Apply

You’ll see the new cropped version of your picture

Click Undo if you're not happy with the result. Or save a copy of your
new picture if you are

TRY THIS

While Photo Gallery
allows you to carry out
simple fixes, for more
advanced features you
may want to investin a
separate image-editing
software package.
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Photos

USE A PHOTO-SHARING SITE

Rather than emailing specific pictures, you can post your photographs
online, from where friends and family (with details of the site) can see
them. This allows more people to see them without filling up anyone’s
email system. Follow these steps to post pictures on Flickr, a popular
photo-sharing website.

You need a Yahoo! Account to use Flickr. To create one, go to the
Flickr website www.flickr.com and click Create Your Account

/> Welcome to Flickr - Photo Sharing - Windows Intermet Explorer

@ g | e Welcometo Fickr - Photo Sharing

Sign In I3

Create Your Account

Only s with your Yahoo! ID

Create Your Account

AN

Share your photos.™
Watch the world.

Cnly takes 2 moment with your Yehoo! 1D

SEARCH |

4,150 uploads in the last minule - 71,248 things tagged with ump - 3.0 million things geotagged this menth - Take the tour
1“‘5 . ADVERTISEMENT
ﬁ Eacame Samsung photo community
ﬁ B MR presentedby
= HErEEE Samsung and flickr
(RIS SaEEy
Share & stay in touch Upload & organize
% 5
Pl AN
Crop, fix, edit Explore...

TRY THIS

. This takes you to the Yahoo! sign-up page. Click Sign Up (on the
Iooyocuir}rﬂzzgg Ia‘cegovrvdoigcés bottom right-hand side of the page). Enter your personal details then

to the subject (a process click Create My Account
known as tagging) and
make your images easy

to find in a search. You Back on www.flickr.com, log in to Flickr using your Yahoo! account
can even plot where your details

photos were taken on a

map (called geotagging)

and organise images by Select a screen name and click on Create a new account

putting them into folders
known as ‘Sets’.

156



Upload photographs I

0 On the welcome screen click Upload your first photos (whenever
you return to the site from now on, just click Upload Photos and
Videos in the top right
of the screen) once

v | ¥4 || Search

you’ve logged in )

9 : Feeaite Lisiks . Date taken Tags " Rakmg
Select Choose photos .| . |
andvideos. This will ~ *| | 1. - B e - ra

O 1 Pi Autumn Creek Dese Dock Fore:

open a window that ] jﬁ E':;:’:s it R e <t
will enable you to @ Recently Changed
browse your computer B searches

fOI’ your phOtOS ‘2_;;__I Recent Places

Forest Frangipani Garden Green 5ea  Humpback
Bl Desktop Flowers Flowers Turtle Whale

/& Computer

9 Select a photograph El - I: D -
and CIICk 0pen Toco Toucan Tree Waterfai! Winter
Folders A Antelope Y e

0 Your photo will appear f Wateral -

"9 o U o -0 00 0°0 0 O 00 © U0 0 © © © 0 o

on the Flickr web page

®© © 00 000 00 0 0 0 0 e o 0o 0o o

6 Select whether you want this picture to be private, whether you want TIP
your friends and family to be able to view it, or whether to make it When you log in to
public and allow all Flickr users to see it Flickr, click Your
Photostream on the
G . . main page to see
Click Upload Photos and Videos your pictures.
0 Add a brief description ihcuumthiunisofomfionomonn e
of the photo and any e e b5 m oo,
. flickr [T Y
tags (see page 153 1 Home  You'~ Orpemce’ Comaci~ Group'+ Explore [ E——
for more on tagg|ng) : Upload photos and videos to Flickr
by clickingon Adda - o
description ) D | e s
: e 2
’ f et | S
G Once you've done this e R —
click Save or, if you've . S
uploaded more than ! P
one photo, Save this 1 : R
batch ; I Lot
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Photos IS

Allow others to see your photos

Upload Photos and Videos 0 Complete your web address (make this

up yourself) in the box that appears. Click
Preview

“our Profile

6 Make sure that it’s correct. Click OK — Lock

» You Flickriai
itin

. fIler* Once you've uploaded your photos, you can set

. . - up your own Flickr web address that you can give
: Home | You:l | Organize CD"E to friends who want to look at them.

: Wour Photostream .

. four 3ets . 0 When you’re logged in on the Flickr website,
. B B ourArchives “f click on the arrow next to You in the menu

© T YourTags bar at the top

. “our Map :

- » You YourFavorites . 9 Click Your Account

. Your State :

-+ Recen : €D Click Create your own memorable Flickr

. Recent Activity . web address!

G Now you can give your new address to friends to view your photos

S [g3]-|o i x|® = B v B - & P s Qo <
flickr. SgnednasTemelC (3 Hep Sign Out
Home You - Oganize - Cotacs - Groups - Explore T sewan -

Your account

TRY THIS

To put your pictures into
a set (a folder where
you can group certain
photos, such as from
one specific occasion),
click Organize. Drag
the photos you want to
combine into a setinto
the grey space above.
When ready, click Add
to Set. Fill in a title and
description and click
Save.

account, Youareuseo 0% ofyourutgad

Personal i Privacy & Permissions ~ Email  Extending Flickr

Your buddy icon

[

Your screen name. TerelC

H

B

Your profile « Tell people a lite (or  lot) about yourself (or, view your profie page)
« Foryour profle, edit who can see what or s searchable

....... Teate your
profile and your photostream with your fiends

Your photostream page layout ‘Smallimages + sels. edit

Your Yahoo! account « Edityour Yahoo! password
 Edityour Yahoo! preferences

» Use a diflerent Yahoo! IDfor this Flickr account

©0 0 00000 000000 000 0 0 00

Create your own memaorable Flickr web address! It's an
profile and your photostream with your friends
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COPY YOUR PICTURESTOACD

Once you’ve organised and edited your photos on your computer, you
may want to save them onto a CD to share with friends or so that you
have a backup copy.

0 Insert a blank CD into your computer

9 Click

9 Click All Programs

0 Click Windows Photo Gallery. Choose the photos you want to save
by holding down the Ctrl button on your keyboard and single-clicking

on each one in the main Gallery window

9 Once you have selected all the photos you want on that CD, click the
Burn button on the top toolbar

0 Click Data disc

Recently Imported
D Tags
%) Create a New Tag
72 Not Tagged

& sample
O Wildlife

43 Date Taken
v (5] 2004
43 2005
» (5] January
» & April
b (£ May
b (5] June
» [£] September
b [£] November
42 2006
4[] November
[Z] 2 Nov, Thursday

(5] 2Jun, Tuesday
2] 10 Jun, Wednesday
5] 23Jun, Tuesday
2] 24 Jun, Wednesday
1 [£] September
1 [£] November
417 Ratings
BT
W WW
© 6°°“0 © © 06 0 0 0 0000000000000 0000000000000000000O0OCLOL

0 Click Next
6 Click Yes

.
.

.

.

.

.

.

.

: .

» [ May .
.

.

.

.

.

.

.

.
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A camcorder is great for capturing precious memories, whether it'’s a
golden wedding anniversary or a special holiday. Sometimes, however,
your footage may be too long, or include sections you’d rather cut.

To edit your video, you'll first need to transfer all your footage on to

your computer. In some cases you may be required to use the software
provided with your camcorder to do this. Alternatively, you can use
Windows Movie Maker, free video-editing software that comes with Vista:

Nearly all digital Connect your camcorder to your computer using a Firewire cable
cameras now allow you
to record video clips. .
Upload these like y%ur Turn on the camcorder and set it to playback mode
photos.

When prompted, click Capture Video using Windows Movie Maker

Click OK and the Video Capture wizard will start
Video consumes more
storage space than any
other type of media file.
Therefore, while not
essential, it's preferable
to store it on a separate
hard drive (for more on
this see page 185) if you
plan on editing a lot of
material.
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On the Captured Video File page, type a name for your video
Click Next

On the Video Setting page, accept the default settings by clicking
Next

On the Capture Method page, click Next to transfer the entire tape at
once

As your video transfers, you will see it playing in the preview page

From digital video camera

If you’re connecting with
a USB cable, you’ll need
to open Windows Movie
Maker first. In the Movie
Tasks pane, click From
digital video camera
under Import

Storyboard +

Drag media here

$.0.0.0.0.0.0 0000000000000 000000000.0 0.0

"o e 0 0 0060600060000 00000000000 0 0 ¢

e e e—— R e
58 E® L | [ WindowsMovieMs.. "D WidonePelpend WBe SEWED F6 6%

BE CAREFUL

It’s important to choose
the right settings for a
project as it can’t be
altered later. This can
usually be done from
the Setup menu. UK
based camcorders are
‘PAL format; you may
also need to check
the camcorder
documentation to

be sure of format
(MiniDV/HDV etc).
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Videos

EDIT A VIDEO

Once you've saved your video clips onto your computer, you can edit them using video-editing software
and create a new and improved piece of video. When editing, you can delete sections of video,
move parts around, add special effects and transitions between clips, and more. You can also add
a soundtrack or narrative to your video, and even create a DVD, complete with a menu, for easy

navigation on your TV.

Carry out tasks, such
as importing videos or
pictures from here.

Your imported video
clips appear here.

Drag your clips here to
create your film.

You can insert
transitions (fade in or
fade out, for example)
between clips.
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Windows Mavie Maker
File Edit View Tools Clip Play Help

E Import Media ) ~ ~ &8 AutoMovie @B Publish Movie

From digital video camera
Videos

Pictures

Audio or Music

Butterfly

Imported media
Effects
Transitions
Titles and credits

This computer
DvVD
Recordable CD
E-mail

Digital video camera

© 6 0 0 060 060 ( 0000006000000 0000000000000 0000000000doeosoe s

Storyboard + 14 B

© 0 0 000 0hb oo o o

[ T

W




Basic video-editing software is often pre-installed on a new computer, or is supplied with your

camera or camcorder. Windows Vista comes with Windows Movie Maker, for example. This offers
most of the more common functions but, if you want something with more features, you can buy
a more advanced software package.

-

[ {gr » Split

L
23 July 2009,
Thursday e

<Ol Six 113

The main toobar. From

here you can save
and edit your film, and
access other options.

Preview your film in
this window.

BE CAREFUL

Some camcorders can
record in high-definition.
If this is the case, you will
need to make sure that
your editing software

is compatible with HD
footage.
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Videos I

Get started
Before you can start editing your video, you need to add the clips you
want to use to the storyboard.

0 Click e
Jargon
buster 9 Click All Programs

Storyboard view
This is the default 9 Click Windows Movie Maker

view in Windows

%%Vltﬁy;;e;r 2:;3[\::5 0 To add a clip (that you’ve previously imported, see page 160), click
clips and allows you to Import Media

rearrange them. You
can also see video
effects and transitions
that you’ve added.

6 Click Browse and find the clip you want

G Click Import

Favorite Links Datetaken ) Tags

‘ Videos

= oot H E =
%l Recent Places Bear  { Buttefly [ Lake
18 Computer

E] Documents

E| Pictures

E’ Music

% Recently Changed
E Searches

4 Public

S

File name:
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The clip will appear in the Contents pane.

This is the best time to put your clips in the order that you want them
to be watched. Do this by dragging and dropping clips within the
storyboard

You can drag a clip to the storyboard. Click on a clip in the Contents
pane, keep the mouse button pressed down as you drag it to the
storyboard. Let go at the location you want to drop it

You can increase the
size of the preview
pane by clicking and
dragging the edge of
the window.

You can click on the
Zoom icon to magnify
the timeline if you want
toseeitin
more detail.

This gives you a more
detailed view of your
project and allows you
to make finer edits like
adjusting the duration
of transitions between
clips.
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Videos I

Trim a clip
If some of your scenes are too long they can be trimmed before being
edited into a whole.

0 If you’re in Storyboard mode, switch to Timeline by clicking View on
the menu bar. On the timeline, click the clip that you want to trim

& Storyboard: Bear

Import
From dig
Videos

Zoom to Fit

Pictures Preview Moritor Size
Audio or Full Screen  Alt+Enter
Edit

Bear (1)

Status Bar
Imported

Effects b

.
.
.
.
.
.
.
.
e  Transition
.
.
.
.
.
.
.
.

() Collections
L T r— el toryboard
Publishto = Details

This comg
DvD

Recordabl
E-mil

Arrange Icons By

Windows Photo Gallery

Digital video camera
© e 0000000000000 0000000000000000000000 00

9 Use the playback controls under the preview monitor to get to the
point where you want the clip to begin. Click the Pause button

TIP

The trimmed part of
aclipisn’t deleted, it's
just hidden so that it
doesn’t appear in

your video. : . Trim Beginning

9 Click Clip then Trim Beginning

0 Repeat the process for the end of the clip — but this time click Clip
and Trim End
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Split a clip
If you want to add an effect between scenes — for example, you might I
want to fade out and then fade in (see page 168) — you'll first need to split

your clip.

SO3PIA

0 In the Contents pane or Timeline click the clip you want to split

9 Use the playback controls under the preview monitor to get to the
point where you want to split the clip

€D Click split

© stoyboard ~ 14 B
.

G The two parts will now appear separately in the Contents pane BE CAREFUL

With every major change
that you make, save a
copy of your project so
you don’t lose it. (See
page 170 for how to do
this.)
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Videos I

Add transitions
A video can look a little clunky if the scenes are just sandwiched together.

'Y You can avoid this by adding transitions, such as a fade-in or fade-out
You canalsoadd a ff
transition by dragging effect.

it to the timeline and
dropping it into the

desired slot. 0 On the Timeline, click on the clip that you want to appear after the

transition
G Click Tools

9 Click Transitions

Q In the Contents pane, click the transition you want to add from the
selection available

M I &

Bars, Vettcal BowTie, Horizontal  Bow Tie, Vrtical

HHHE P e

..... Disgonal, Box Out

Diagonal, Cross Out  Diagonal,DownRight  Diamon: Dissolve

.é‘{iﬂl

Dissolve, Rough Fade

=] [V] [ —

L'HGH’J wi spie @
up i, Qown, FilegV, gt
e o0 0 e 00 o”i% o0 ™o o oV o 4 o000 0000000000000 0 0 oo

6 Click Play on the preview monitor to see a preview of
what the transition will look like

Y e il b 0 Click Clip on the toolbar

I % D i+ @D Ciick Add to Timeline

y == 3 To return to the Contents pane click the arrow next to
N 3¢ Transitions and select Imported Media from the drop-
! SRS —— down menu
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Add music
You may want to add music to your video. Firstly, you’ll need to add the I
music to your computer (see page 176 for how to do this), then you can

use this in your newly created video.

0 Click File

9 Click Import Media ltems

SO3PIA

9 Find the file that you want to add and click on it (any audio is likely to
be stored in your Music folder)

0 Click Import

< tmport Media ltems &= |TRY THIS

File name: One Step Beyond - [W ']

:®v| |, # Public Music » Sample Music - | 4 | | Search pel L At any pOiI’It you cgn
= tweak the properties
Wy Organize ~ 228 Views ~ W New Folder of an element of your
L — ’ . R K
- project (clip, audio track,
T MNa Artists Alb # G e
Favorite Links me : o s ” sound effects, transitions)
B videos 2] Amanda A by hovering the mouse
B Deskiop Despertar G cursor over it and right-
e Din Din Wo (Little Child) ° clicking
5l Recent Places . s :
- 4| Distance .
18 Computer I Guess You're Right :
E Documents I Ka Barra (Your Work) .
[E Pictures Love Comes :
E’ Music Muita Bobeira .
[# Recently Changed OAM's Blues :
E Searches { )| One Step Beyond ] .
) Public Symphony Ne. 3 in E-flat major, Op. 55,... :
.
.
.
Folders -~ 0
.
.
.
.

6 The music file will appear in the Contents pane. From here,
drag it to the Audio/Music track of the timeline

TIP

To preview your
video at any time,
click on the Play
button.
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Videos I

Save an edited video

TIP You should save your edited video regularly, so that you don’t lose any of
While you're your changes should something go wrong.
et!iting your video
" il ) Click File

9 If you haven’t already given your project a name, click Save Project
As, name it and then click Save Project. If it’s already named, simply
click Save Project

Publish and share a video

Saving your project just saves the settings and instructions on how you’d
like your finished video to look. Once you’re sure you’re happy with it, to
create a file that you can watch and share with others you will need to
publish your clip.

0 Click File
9 Click Publish Movie

9 Click This computer and then Next

R e R Spemapene o o o o puigp
@@ Pub\isthie- - - 1

Where do you want to publish your movie?

&w This computer
#=2 publich for playback on your computer
[Chiere

Publish for playback on your DVD player or computer Publish for playback on your DVD player or computer |

4 Recordable CD
% publish for playback on your computer or device that supports WMV files

E-mail

Send as an e-mail attachment using your default e-mail program

Digttal video camera
Record to a tape in your DY camera

e —

&| This computer
i ! publish for playback on your computer

How do1publish a movie?
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0 Type a name for your movie in the box that appears

6 In the Publish to box choose where you want to save your movie.
Your Videos folder will be selected by default

0 Click Next

0 If you want to watch your movie once it’s been published, select Play
movie when | click Finish

0 Click Publish and wait while your movie is published. Depending on
the length of your movie this could take a little while

S e e e e e ottt o o Amtmimimin® ° ‘mimtwiwimt ¢ C C ° ° ssee e oo gy
'@ & bubizh Mo I - — ;

. . . .

Publishing your movie... .

.

.

.

f — | °

25 seconds remaining 2% :

.

.

Movie file name: ¢

.

Alaskanbear .

.

Destination: .

EA\Users\Computing\Videos\ .

.

.

.

.

.

.

.

.

.

.

.

(et ) -

e e 00 e e e 0 s eecce00ce00see0cee0se000se00s e 000 e o oo

0 Click Finish

BE CAREFUL

Once you've published
your movie you can'’t edit
it. You can only edit the
saved project so make
sure you’re happy with

it first.

m
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Videos I

CREATE A DVD OF YOUR VIDEO

To burn a video to DVD, you need Windows DVD Maker. This is included
with Vista Home Premium and Vista Ultimate. You also need a DVD burner
— you may have one of these built into your computer, or you can buy a
separate one to attach to your PC.

0 Insert a blank recordable or rewriteable DVD into your DVD burner
(see page 8 for information)

9 Open Windows Movie Maker (see page 160)
9 Open the project you want to burn to DVD
0 Click File

6 Click Publish Movie

G Click DVD and then Next

0 A window will pop up telling you that Windows DVD Maker is about
to open. Click OK

Windows Maovie Maker

To burn your movie to a DVD, Windows Movie Maker will save and close your
project, and then cpen Windows DVD Maker.

oK Cancel
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Click Next

Click Burn. This may take a little while

R T e
@@ Windows DVD Maker

Ready to burn disc

File -IQ- Preview A Menu text ‘ Custormnize menu  [gf Slide show @

[ Menu Styles =

Bear Goes Fishing ; 3 ‘_

Full Screen -

[ Burn ] D3 ]

v v v v v v v

NEXT STEP ®

To find out how to
burn a CD of your
photos, see page 159.

© © 06006000000 00000000000000060000000 00 0 0
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Music I

PLAY MUSIC

You can play a CD through your computer, in the same way as you would on
your stereo.

0 To play a CD, put in the CD drive and wait while the default music player

TRY THIS on your computer starts up. This is likely to be Windows Media Player.
When you put a CD in,

be asked h . , . .
zgﬂ an]:zt tf, ?,Ta; it. o 9 If it doesn’t start up automatically click
Cl[ck Play using
mr::ﬁ:v;;yer. 9 Click All Programs and click on the CD in the list that appears.

Windows Media Player

Now Playing Library Rip Burn

Click on this and a The music you Copy music from Copy music on to a CD. To do
slideshow of graphics will have stored on a CD on to your this you’ll need DVD burning
appear while you listen to your computer computer (see software and a rewriteable disc
music. will appear here. page 177). drive (see page 8).

[ Windows Media Player

€ y Y Media Guide
J7 » Music » Gold: Greatest Hits (G M ~ 5% + [Search Pl @& |
4 [b] Playlists Album Title Length  Rip Status Contributing Artist Composer :
5] Create Playlist i cp ©)
. ; E:‘:::’Iaymg Gold: Greatest Hits 1 Yesterday Once More 3:59 The Carpenters John Bettis; R.. E
[ Recently Added The Carpenters 2 Superstar 3:49 The Carpenters Bonnie Bram... |+
@ Arist Rock ||3 Rainy Days and Mondays ~ 3:35 i FreEorpemie Paul William...
© Album 2000 4 Goodbyeto Love 357 The Carpenters John Bettis; R...
) Sengs Ty 5 It's Going to Take Some ... 2:59 The Carpenters Carole King; ..
D Genre 6 IWon't Last a Day Witho... 3:54 The Carpenters Paul William...
[ Vear 7 For All We Know 233 The Carpenters Fred Karlin; J...
5 Rating 8 Jambalaya (On the Bayou) 3:38 The Carpenters Hank Williams
| e 9 TouchMeWhenWe're.. 321 The Carpenters J.L Wallace; ..
10 Plesse Mr. Postman 249 The Carpenters Brian Hollan...
n INeedto Bein Love 3:50 The Carpenters Albert Ham...
12 Solitaire 442 The Carpenters Neil Sedake; .
13 We'veOnly JustBegun  3:05 The Carpenters Paul William...
14 (TheylongtoBe) Close.. 341 The Carpenters Burt Bachara...
15 This Masquerade 453 The Carpenters Leon Russell
16 TickettoRide 410 The Carpenters John Lennon...
17 Top of the World 200 The Carpenters John Bettis; R...
18 Only Vesterday 346 The Carpenters John Bettis; R..
19 Sing 320 The Carpenters Joe Raposo
20 Calling Occupants of Int..  7:10 The Carpenters John Wolosc...

o (300 b miissnl ey &

Jump between tracks Volume Press play when a track is
with the Previous and Alter the volume by highlighted or double click on a
Next buttons. dragging the dot. particular track to listen to your CD.
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As well as playing CDs and listening to music online, you can also
download music from the internet. You can buy individual music tracks
or even whole albums from sites such as iTunes, HMV and Tesco. For
example, with HMV:

Go to www.hmv.co.uk

Click Downloads

Search for the song or album you want to buy by inputting keywords
into the search box. Click on your choice

Click Add to basket

When you've finished shopping, click Checkout

DRM-free mp3s from | o,y ai iPods, MP3 piayers & phones.

download albums from | ¢ over 4 milion

technology \ cool stuff B;ﬁ:kets

shopping basket &

Dey

search»  downloads more search options »

home dvd \ blu-ray \ [EES music | downloads
(downloads home | best sellers | special offers | hmv.jukebox | 2for £10 |

prowss downloads seedll > )

all departments

downloads e imeae

Depeche Mode
Sounds Of The Universe

| * kK Kk

& £6.99 mps download e e
: :

< e

hip hop cease date: 0 buy cd n

customer rating

classical

e 0o 0 0 ol ol e e

country

dance | electronica

easylistening
folk

)

indie

az2 . blues
# jumpto| reviews & product details | track listing | like this, try these. fay =y

- shopsecure
reggae . . &

rock (ine metal) reviews & product details
soulrab

view| IETERTIIIIEIIN | reviews

soundtracks
recommends
e gleays o

HMV uses a Download Manager to download your music. This
appears as a window showing the progress of your downloads

Most recent reviews

“Let me see those hands"

Depeche Mode -

Sounds Of The 1k
Universe depin of

for

© 0 0 0 0 0 ST VO T 0T GO -0 0 0 -0 -0 O & 99 ©

When it’s finished, your music will appear in your Music folder. From
here you can transfer it to an MP3 player (see page 179) or listen to
it on your computer using software like Windows Media Player (see
page 174)

If you don’t have
speakers in your
computer, you'll need
to plug in headphones
— look for the head-
phones socket in your
computer tower (it will
have a headphones
symbol).

You can alter the volume
by clicking on the Sound

iconinthe
taskbar at the
bottom of the
screen.

For more on digital
rights management,
see page 182.

+H

i
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Music I

CONVERT CDS TO MP3

Extracting the digital audio data from a CD and storing it on your PC is

TIP a process known as ‘ripping’. You can build up a music library on your
By default your music computer and then either transfer songs to an iPod or MP3 portable
W'"ﬁﬁ;g‘g%’g’r the player or just listen to them on your PC.

Rip a CD using Windows Media Player

0 Click

9 Click All Programs

9 Click Windows Media Player
0 Insert a CD into the disc drive
6 Click Rip on the top toolbar

6 The title of the album should be displayed in the left-hand taskbar
and the track listing should appear in the main part of the window

0 Click Start Rip to import the songs to your computer

Burn Sy vy Media Guide

J3 » Music » Gold: Greatest Hits (G2) O~ =~
(& Gold: Greatest Hits... Album Title Length  Rip Status Contributing Artist Composer
Audio CD (6:)

Gold: Greatest Hits  [7] 1 Vesterday Once More 359 The Carpenters John Bettis; R... [»
The Carpenters 2 Superstar 349 The Carpenters Bonnie Bram... [®
Rock 3 Rainy Days and Mondays 335 The Carpenters Paul Willizm...
2000 4 Goodbye to Love 357 The Carpenters John Bettis; R
PAs Ak 5 It's Going to Take Some .. 2:59 The Carpenters CaroleKing; ...

6  IWon'tLasta Day Witho.. 3:54 The Carpenters Paul William...

7 For All We Know 233 The Carpenters Fred Karlin; ...

8 Jambalaya (On the Bayou) 338 The Carpenters Hank Williams

9 TouchMeWhenWelre.. 321 The Carpenters 1L Wallace; ..

10 Please Mr. Postman 249 The Carpenters Brian Hollan...

11 INeedtoBeinLove 350 The Carpenters Albert Harm...

12 Solitaire 442 5

13 WeveOnlylustBegun 305
14 (TheylongtoBe) Close.. 34l
15 This Masquerade 453
16 Ticketto Ride 410
17 Top of the World 300
18 Only Yesterday 346
19 sing 320
Calling Occupants of Int... 7:

I K8l Asron Goldberg

-
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Rip a CD using iTunes

0 Click

9 Click All Programs

9 Click iTunes

0 Insert a CD into the disc
drive

T — S
@ Goodbye To Love 3:57 The Carpenters
T ——
Eerr— | ol
T el
@ Jambaiaya (On The Bayou) 3:38 The Carpenters.
@ Touch Me When We're Dancing 3:21 The Carpenters
P i o mec—
Th K listing fi e ek

e track listing for your T — S

@ (They Long To Be) Close To You 3:41 The Carpenters

album should appear in a g== o e — | e o
: ; I e o " e
window in the main library [t Ttass S Feei o
gmm 20 @ Caling Occupants Of Interplaneta... 7:10 The Carpenters

browser e

G Check under Devices
in the left-hand taskbar
— the album title should
be listed next to anicon
representing a compact
disc

0 Click Import CD

Change the format of the file
By default, iTunes converts your CDs to AAC format. This is usually fine,
but not all programs and devices are compatible with AAC, so you may
want to switch to the more commonly used MP3 format.

0 In iTunes, click Edit on the toolbar

9 Click Preferences and then General

9 Click on Import settings

O Under Import Using, select MP3 Encoder

6 Click OK

€€§‘€€‘€E§‘§§§é‘§§‘€i‘§i’€€’g

TIP

You can also open
iTunes by clicking on
the shortcut on
your desktop.
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Music

USE AN MP3 PLAYER

MP3 players play music and films that you store digitally. These can either
be copies of CDs you already own and have converted to digital files
using your computer (see page 177), or music that you’ve downloaded to
your computer from the internet (see page 175).

If you listen to your music on an Apple iPod, you probably use iTunes
to manage your music. iTunes is much like Windows Media Player, but
includes the ability to download music.

Open iTunes on your computer

Connect your music player to
your computer. To do this, you'll
need to use the lead that came
with your player. Connect one end
to the correctly shaped socket

on your player and connect the
other end to you computer’s USB
socket (see page 12)

Wait a few moments. The name
of your music player will appear
in the list on the left-hand side
of the screen under the heading
Devices

The first time you connect your music player to your computer, you'll
see a message asking if you want to sync songs automatically. If you
say yes, whenever you connect your music player to your computer,
any new music that’s stored in your iTunes library will automatically
be added to your player, and any music that you’ve removed from
iTunes will be removed from your player. This is the easiest option

It’s not always possible to sync everything automatically, though.

For example, you might have so many songs in your iTunes library
that they won’t all fit on your player. If this is the case, you can select
individual playlists to add instead (see page 181 for creating a playlist)



Q With your music player selected in the left-hand panel, click on the
Music tab. Select Sync music followed by Selected playlists

6 Tick the boxes next
to the playlists
you want to add,
tick if you have
any music videos
you want to add
to your player,
and tick if you'd
like your player to
display the album
cover of each of
your tracks. When
you’'re ready, click
Sync

Jisnul

g You can also select individual tracks to add. On the Summary tab
choose the option Manually manage music and video and click

Apply
Transfer music to an MP3 player

0 To add songs to your music player, select Music from the list on the
left-hand side of the iTunes screen. This brings up the list of all the
songs in your iTunes library.

9 Select a track by clicking on it and holding down the left-hand mouse
button, then dragging it over to where your music player is listed
(under Devices). Let go of the mouse button and that track will have
been copied onto your music player. You can do the same thing with
playlists — click on a playlist, drag it over to where your music player
is listed and drop it in

9 If you’re managing your music manually as opposed to syncing
automatically, you’ll need to eject your iPod from iTunes before
disconnecting. Click on the little upwards facing arrow beside your
iPod’s name on the iTunes screen and wait for your iPod to say that
it's OK to disconnect
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Music I

CREATE A PLAYLIST

A playlist allows you to group together songs like a compilation. It might
be for when you’re in a certain mood, and allows you to move all those
songs together (see page 180).

Using Windows Media Player

0 Click

© Click All Programs Chilled out

Mow Playing Library p Sy
Jd » Music » Gold: Greatest Hits (G)) M~ 5= ~ |Search P L]
4 [¢] Playlists Album Title Length Rip Status Contrib...
g E’“_"‘Q::Y'LI“ Audio CD (G) ’
it ist
. L\brar:l s Gold: Greatest Hits 1 Yesterday Once More 3:59 The Car... |
[ Recently Added =Carenice 2 Superstar 349 T
@ Artist Rock 3 Rainy Days and Mondays ~ 3:35 The Car... No items
&) Album 2000 4 Goodbye to Love 357 The Car...
J Songs g drg g 5 It's Going to Take Some ... 2:59 The Car..( Chilled out ?(
© Genre 6 IWon't Last a Day Witho... 3:54 The Car...
y
(=] Year 7 For All We Know 233 The Car...
7 Rating 3 Jambalaya (On the Bayou) 3:38 The Car... Drag items here
D S 9 Touch Me When We're ..  3:21 The Car.. to create a playlist.
10 Please Mr. Postman 249 The Car...
1 INeed to Be in Love 3:50 The Car...
12 Solitaire 442 The Car...
12 We've Only Just Bequn 3:05 The Car...
14 (They Long to Be) Close ... 341 The Car...
15 This Masquerade 4:53 The Car...
16 Ticket to Ride 410 The Car...
17 Top of the World 3:00 The Car...
18 Only Yesterday 346 The Car...
19 Sing 3:20 The Car...
20 Calling Occupants of Int...  7:10 The Car...
| I Save Playlist

9 Click Windows Media Player

0 Click Library
6 Click Create Playlist

G Type in a name for your playlist, for example, Chilled Out
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Add songs by dragging and dropping (see page 12) tracks onto the
area below your playlist title (if you can’t see your music, click on
Library)

When you've finished, click Save Playlist

[*=
T et vew Conwos Store Advenced. e, Tunes SB[ R

New Playist
. . v

You can create a playlist
manually using iTunes or you
can let iTunes create one for you
based on specific criteria.

Click @

Click All Programs -

. crayllsL Folder
Click iTunes. Click Fileon ~ *(_ New Smart Playlist.. Ctri+Alt=N -
the top toolbar Bebiloo ot Playlist

Click New Smart Playlist

A small dialogue box will open and allow you automatically to add
songs that match a set of special ‘rules’

Choose a rule by selecting criteria from the drop-down menus. For
example, as on the screenshot below, select Genre from the first list,
then Contains from the second, then type Classical into the box and
click the plus (‘+’) button on the right to create a classical playlist

You can add more rules and
further refine your playlist
by putting a tick next to
Limit to and setting the size = =) (oo g (G

or duration options [limito 25 selected by

[] Match only checked items
Live updating

Match the following rule:

Click OK and type in a
name for your playlist
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Music I

TRY THIS

You can also download
‘podcasts’ — radio
programmes and TV clips
—to listen to on your MP3
player or computer. Many
of these are free. Take

a look at www.apple.
com/podcasting to get
started.

BE CAREFUL

For tips on shopping
safely online see page
102.

NEXT STEP

Find out how to
transfer music from
you computer onto
your MP3 player on
page 180.
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Digital rights management

One of the most contentious issues for downloaders of music is digital
rights management (DRM). This is an anti-piracy technique that enables
companies to retain some control over what you can and can’t do with the
file you’ve downloaded, such as how many times you can copy it either to
a CD or to another machine.

However, it’s becoming increasingly easy to find tracks that don’t have
DRM restrictions. Many music websites now offer MP3 downloads without
DRM, and these tracks can be played on all MP3 players, including iPods.
Sony BMG is the last of the ‘big four’ record companies to abandon DRM,
having agreed to follow the lead of EMI, Universal and Warner.




MAINTAIN
YOUR PC

By reading and following all the steps in this
chapter, you will get to grips with:

Backing up important files
Cleaning up your desktop

Uninstalling programs




Backing up NG

BACK UP DATA

It is important to make copies of your important photographs and
documents so that, should something like a hard disk failure or virus
happen to your computer, you don’t lose them. You can back up data by
saving it to a memory stick, external hard drive — both of which should be
stored separately to the PC — or using an online backup service, which
saves your data for you online.

Jargon SAVE FILES ON A MEMORY STICK
buster @

Memory stick
A small device that
plugs into your

0 Plug your memory stick into the USB port of your computer

9 Your computer should recognise that you’ve plugged in an external

computer and can be device. An icon and popup message will appear in the taskbar at the
used to save files on bottom of your screen
to. Also known as a
USB key or flash drive. e . . . i
Open the file you want to save to your memory stick. Click File, then
Save As
5| Save As ﬂ
OQ [ » Computer » USB DISK (F) « [ 42 ][ search o
File name: Letter to John -
Save as type: [Rich Text Format (RTF) v]
‘= Browse Folders 2:{\;3:1“ thisfomat by l Save I [ Cancel ]

0 Click on your memory stick in the left-hand side of the window. This
will often be referred to as Removable Disk or USB disk; it will also be
assigned a letter. Click Save

6 To remove the memory stick, right click on its icon in the taskbar and
click Safely remove USB Mass Storage Device (the wording may
vary depending on the type of memory stick you’re using)

G Remove the memory stick

0 To access your files in the future, just plug in the memory stick, click

on the icon on the taskbar and a window will appear from where you
can open your files
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USE AN EXTERNAL HARD DRIVE

An external hard drive is an easy way of adding additional storage to your
PC. You can also use it for backing up vital data in case your main hard
drive has problems, or to provide more space if your PC’s hard drive is
filling up. They will connect directly to a USB port on your PC, which is
much simpler than installing an additional hard drive inside your PC.

dn Supjdeq

The two main types of external hard drive are desktop and portable.
Desktop drives are larger and heavier, and require a separate power
supply — well suited to being a permanent companion to your desktop.
Portable drives are smaller and lighter, and draw their power from the PC
— ideal for transferring files between PCs.

Set up an external hard drive

0 Connect your external hard drive to your computer using the USB
cable provided with it

9 The new drive should already be set up and a window will appear

9 Click Open folder to view files and then close the folder window by
clicking on the cross

s AutoPlay E@Iﬁ

New Volume (G:)
=

[7] Always de this for pictures:

Pictures opticns

Import pictures

E"JJJ using Windows
i View pictures
H] using Windows

General opticns

Jargon
buster
External Hard
Drive

A storage device that
plugs into your PC.
Useful for saving

copies of important

. files or creatiing
Set AutoPlay defaults in Control Panel L additional storage.

Open folder to view files
: , § using Windows Explorer

fb :._j Speed up my system

; using Windows ReadyBoost
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0 If Windows doesn’t automatically recognise the drive, click 6

and right click on Computer
9 Select Manage, then Disk Management

G Your new disk will appear in the list (usually as Disk 1 or Disk 2). Right
click on it and select New Simple Volume

.g:.{lu.mﬁul;rMar:ag.em.Eng...........................'..................&"Dﬂ!!

File Action View Help

a2 B EER=E

;.g;\ Computer Management (Local|| Volume | Layout' Typal File System | Status Actions
P ]?é System Tools & () Simple Basic NTFS Healthy (System, Boot, Page File, Active, Crash Dump, Prir | pick Management 7e
IS @ Task Scheduler aHP_RECOVERY (D:) Simple Basic NTFS Healthy (Primary Partition) .
¢ §2] Event Viewer &aHP_TOOLS (F) Simple Basic FAT32 Healthy (Primary Partition) More Actions ¥

1+ g Shared Folders
@ Reliability and Performz
3 Device Manager
a g Storage
= Disk Management
b Fh Services and Applications

< m | 3

=Disk 0

Basic © HP_TOOLS (F)  ||HP_RECOVERY (D3

149,05 GB 139.05 GB NTFS 1.00 GB FAT32 9.00 GB NTFS

Online Healthy (Systern, Boot, Page File, . | |Healthy (Primary F | | Healthy (Primary Partitior

(4Disk 1 I

Basic

33535 GB [;32{?58 ’/

Online IEUnaHocated NewSimple Volume.., />

[ﬁ;l&-;{ﬂhﬂ 9 New Striped Volume...

No Media Properties

Help
. -Li”a!°“?e‘iqpﬂma.”'ia“1‘°”..........................Jl R
N imple Volume...

TRY THIS Once you’ve set up your external hard drive you can save files on to it
Windows Home Basic manually (this is a similar process to saving to a memory stick, page 184).

doesn’t allow you to set
up automatic backups. In

this case, if you want to Alternatively you can set up a backup schedule to save copies of your

set a backup schedule, . - . . . e

you need to buy separate important files automatically. You can do this using Vista’s Backup and

backup software. Restore Center, see opposite. Bear in mind that this requires your external
hard drive to be plugged in continually, so isn’t ideal if you’re concerned
about theft. If you have important files on your hard drive, it may be

preferable to store your external hard drive away from your computer.
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BACK UP FILES

You can use Vista’s Backup and Restore Center to back up your important

files and set up automatic backups.
0 Click
9 Click System and Maintenance

9 Click Backup and Restore Center

and then click Control Panel

0 Click Back up files. A window will appear asking where you want to

save your files
=lE s,
nce b Backup and Restore Center ~[41 ][ Searcn ole
= <l o
Protect your files by backing them up —"
Y Back up files
re— [ " Back up files

B Restore files

Restore files and folders from a backup.

Seealso

) Windows Easy Transfer

@ Use System Restore to fix problems and undo changes to Windows.

Advanced restore

LR R B B B R e B B B

6 Click the arrow. Select from the
drop-down menu where to save
your backup. Click Next

0 Now choose which file types you
want to back up — for example,
picture or music files. Click Next

0 Choose how often you want
your computer to create a
backup. The drop-down menus
will reveal more options

0 Click Save settings and start
backup

@ 8  Back Up Files .

Which file types do you want to back up?

All files on this computer of the type that you select will be backed up, including files that belong to
other users of this computer. We recommend that you back up all of the file types selected below.

[¥] Pictures Category details

Music
[¥] Videos

@] E-mail

[¥] Documents
[7] IV shows

Move the mouse pointer over a category on the left
or select it with the keyboard to see what types of files
will be backed up.

Compressed files
[7] Additional files

Only files on NTFS disks can be backed up. System files, executable files, and temporary files will not
be backed up. What other file types are not included in the backup?
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Restore files
Should you need to restore files (for example, if you lose a file, it becomes

corrupt or is changed accidentally), go to the Backup and Restore Center
and click Restore files.

a-ooooooooooa-;oo.o-o-.oono.ooaoo.o.oolg.oaéoaooaooooooé‘m

(il RSN T~ ]
6()- I ¥ Comiol Pandl 5 Spstbniind Mastenance: > Buckup and Restore Cenes [ 44| [sear P

@
Protect your files by backing them up
5 Back up files
Create backup copies of your files and folders. © Backupfiles

L? Restore files

Restore files and folders from a backup.

Advanced restare

@ Use System Restore to fix problems and undo changes to Windows.

Bestore files

See also

(3 Windows Easy Transfer

FULL-SYSTEM BACKUP

As well as backing up your files, you can back up your entire computer
(including the operating system — see page 8 — and all programs). This
is useful if your computer is affected by a virus and you need to restore
everything.

In Vista, only Vista Ultimate allows you to create a full system backup; if
you’re using other versions of Vista, you will need to invest in separate
backup software to do this. Alternatively, Vista’s System Restore tool
(page 212) may be able to help you if something goes wrong.
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What data do I need to back up?

You need to make frequent backup copies of any personal files — photos,
videos, music, emails, documents, spreadsheets and the like — but you
should also consider making a ‘full’ backup of your PC’s system files and
installed applications every so often too.

dn Supjdeq

How often should I back up my computer?

When you set your backup schedule, you'll first have to tell the backup
software exactly what you want to safeguard. You'll probably be asked
to choose the type of file (music, images, word processing, etc.) you
want to back up, or specific folders. You can then schedule your backup
frequency. This will depend on the type of data you’re protecting — if
it’s key work documents that change every day, then it’s probably worth
backing up daily, but if it’s a collection of digital photos that only get
added to every few weeks, then a weekly backup is sufficient.

What’s the difference between incremental and full system backups?
An incremental backup checks to see which files and folders have been
altered since the last time you backed up, and updates your backup
copies as necessary. A full system backup makes a ‘clone’ or disk image
of your entire hard drive and enables you to restore your whole system
from scratch. The downside is that the resulting file can be enormous, so
you’ll need an external hard drive (see page 185) and backup software.

Do I need special software to back up?

You can use Vista’s Backup and Restore Center to make copies of
important files, but only the Ultimate edition of Vista comes with software
to create a full system backup. You'll need to buy a dedicated backup
software package if you don’t have Vista Ultimate, along with an external
hard drive on which to store the system backup.

Can | back up my data online?
There are several services that offer online backup, including Carbonite
(www.carbonite.com, costing approximately £25 per year).

Can | back up to DVD?

Blank DVDs are a good way of backing up medium-sized amounts of data
(around 4GB per disc). But, as they’re prone to getting scratched, they're
not as reliable as memory sticks, which can hold more data.

189
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DELETE AFILE

Over time, your computer becomes full of old information, such as Word
documents and spreadsheets. If you no longer use these, it is worth
deleting them to increase the available space for new files you want to
Create.

0 Hold down the Windows key (see page 13) on your keyboard and
press E to launch Windows Explorer — the application that helps you

search for files

9 Navigate to the folder where the file is stored

2 EEIETET o )

~ M@ Open ~

rint B9 E-mail

® Favorite Links Name ” Date modified Type Size Tags .
* Documents 4 01 Personal 27/04/200819:16  File Folder .
I pictures 11 02 Work 24/10/200716:28  File Folder .
s . Canon Utilities 06/06/2007Z1:04  File Folder .
)k B Music My Data Sources 19/05/200716:39  File Folder .
More » | My Google Gadgets  18/05/20070947 File Folder .
: Folders v | LMy PSP Files L0/07/207 0836 File Folder 2
B Desktop 1. My Received Files 18/11/200618:49  File Folder A
® I sanh 1| My Snapfire Shows 02/06/2007 20:06  File Folder A
D 1 {6l ecTa-002c-4149-bi2f-e1T450bFcE4] 11 New Folder 08/02/20081203  File Folder 3
. AppDate |/ Retrospect Catalog Files  19/05/200716:47  File Folder
< ‘E| Contacts 1w Mike 03/01/2008 2147 File Folder o
© I Desktop |\ Wall Calendarl files  13/05/20080819 File Folder X
o [ Documenss = AprilFools 07/03/200721:56  Adobe Acrobat D.. 1,058 KB .
o I} Downloads ] Filetodelete 18/06/2008 14: Micrasoft Off %6K8 3
o I Favorites ] Magpict:dpub 23/04/2007 Open 23K8 L
o ks =|| (#l|MySharing Folders  19/05/20071  Edit 1K L
v [ LoclSetings ] New Microsoft Office .. 08/022008] g 0Ke )
B Music Eproductkeypublisher  15/01/20082 10K8 L
* Bpictue ] Public Folders nppmorz 11K8 b
® @ PintHood | Rescug.asd 15/01/2008 2 401K8
® [ savedGames (B)Wall Calendarl 13/05/2008 Open With 4 423K8 L
B searches ) watermark single page  10/09/20071 g S0KE :
s+ mon U wte :
. )\ Zero G Registry Cut 0
o i Public Copy A
o 1 Computer .
3 & os I —
3 s RECOVERY (D) < Delete DEI EtE
3 5 DVD RW Drive (E) i \Rame—/
o 1 Properties ”
Wz [

9 Left click once on the file icon to select it
0 Then right click and select Delete from the list
6 A separate dialogue box will pop up and ask you if you’re sure you

want to delete the file. Click Yes. Your file will now disappear from
the folder
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USE THE RECYCLE BIN

When you delete a file, it’s held in the Recycle Bin. Files in the Recycle I
Bin take up valuable space on your hard drive so you should clear it out %
occasionally. =,
=
o
Delete a file from the Recycle Bin o
4]
0 Right click on the Recycle Bin icon on your desktop :
=]
9 Click on Empty Recycle Bin in the drop-down menu BE CAREFUL E,
Before emptying the -
) . o . Recycle Bin, make sure

9 A window will appear asking if you’re sure you want to continue. there’s nothing in there
Click Yes that you want.

Retrieve a file from the Recycle Bin

If you accidentally delete a file, you can still retrieve it
from the Recycle Bin (as long as you haven’t emptied
the bin in between).

0 Double click on the Recycle Bin icon on your
desktop. You’ll see a list of your deleted files

9 Right click on the file you want to recover and
click Restore. The file will reappear in its original
location
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i Remote Desktop Connection -
i Run
R Snipping Tool | Computing
. Sound Recarder
@ sync Center Documents
4 Welcome Center
M Windows Explorer Pictures
B Windows Sidebar
[E) WordPad B
|, Ease of Access
|, System Tools

3 Backup Status and Configuratio|

9 Character Map =

& Computer

[E Control Panel

= Disk Cleanup

[ Disk Defragmenter

(€ Intemet Explorer (No Add-ons)

Games

Ttems

Computer

14 System Information

il System Restore

(@ Task Scheduler

& Windows Easy Transfer -
L e e )
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FREE UP SPACE ON YOUR HARD DRIVE

When you’re using your computer frequently it can quickly become
clogged up with information that can slow it down. You can free up space
on your computer’s hard drive by using a program called Disk Cleanup,
which will remove any temporary files and unnecessary system files, as
well as emptying your Recycle Bin.

0 Click then All Programs
9 Click Accessories

9 Click System Tools

0 Click Disk Cleanup

6 In the Disk Cleanup Options
box that opens, choose whether
you want to clean up all the files
on your computer, or just your
personal documents

@ Select the hard disk you want to
clean up. For most people, this will
show up as the C: drive. Click OK

0 A window will appear while the
Disk Cleanup tool calculates how
much space it will be able to free

up

0 Select the files you want to delete
by ticking the boxes. Click on an
entry to see a description at the
bottom of the window if you’re
unsure what the files relate to

Q Click OK




CLEAN OUT YOUR WEB BROWSER

When you surf the internet, files (known as a cache) are saved onto your
computer. These hold details about the site you've visited (known as
stored cookies). This can be handy and can save you time. For example,
when you log into your eBay account, you can tick a box so that it
remembers your details and logs you in automatically whenever you go to
the home page.

However, by cleaning out your internet cache and deleting stored
cookies, you can clear some space on your hard disk, and possibly speed
up your broadband connection speed. This will also protect your privacy if
other people are using your computer as they will be unable to see what
you’ve been looking at.

yo o o 0 0 0 0 0 0.0 0000

0 In Internet Explorer, click

Delete Browsing History;fm.‘Ih M

Tools
1!  Temporary Internet Files

9 Click Internet Options

are saved for faster viewing.

Copies of webpages, images, and media tha

1t Delete files... )

9 Click the General tab Cookies

I: save preferences such as login information.

Files stored on your computer by websites to

( Delete cookies... ) i

O Under Browsing history,

click Delete —H
£ List of websites you have visited.

Delete history...

6 To clear your cache click

: R Form data
Delete files. Click Yes Saved information that you have typed into Delete forms...
forms.
0 Also click Delete cookies. \
Passwords

Click Yes

Passwords that are automatically filled in
when you log on to a website you've

o Click Close I|  previously visited.

Delete passwords...

history

9 Click OK

ﬂ About deleting browsing l Delete all... ] l Close

-—
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UPDATE WINDOWS

Windows is constantly being updated, with additions to its software that
can both prevent and fix known problems. You can check to make sure
that your computer has all the latest updates and install any new updates.
0 Click then All Programs

9 Click Windows Update

9 Click Check for updates

0 Windows will search for any updates your computer needs

6 If any updates are found, a box will tell you. Click Install updates

"2 + Control Panel » System and Maintenance » Windows Update = | 49 | Searcn £

Windows Update

@ Download and install updates for your computer

hidden upda
Total: 8 important updates, 240.8 MB
tly asked Also available: 5 optional updates

Install updates

View available updates
Always install the latest updates to enhance your computer's security and
performance.

Most recent check for updates: Today at 16:46
Updates were installed: Today at 16:47. View update history
You have Windows set to: Automatically install new updates every day at 03:00 (r

You receive updates: For Windows and other products from Microsoft Update

| Install updates

Seealso
Security Center

o
View available updates

Installed Updates
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Install updates automatically

0 Click then All Programs
9 Click Windows Updates

9 Click Change settings

0 Make sure that the box titled Install updates automatically
(recommended) is checked

[ « Security » Windows Update » Change settings

Choose how Windows can install updates
When your computer is online, Windows can automatically check for important updates and install them
using these settings. When new updates are available, you can also install them before shutting down the
computer.

dows autematic upda

Understanding Windows autematic updating

@ @ Install updates automatically (recommended)

@ @ Install updates automatically (recommended)
Install new updates: Install new updates:

o

....... b Echiaose whether to install them

[Every day -] ot [0300

[Every day | ato300  ~|

swnload updates but let me chos

() Check for updates but let me choose whether to download and install them

@ () Never check for updates (not recommended)

Your computer will be more vulnerable te security threats and performance problems without the
latest updates.

Recommended updates

[ Include recommended updates when downloading, installing, or notifying me about updates

Update service
Use Microsoft Update

You will receive updates for Windows and other products from Microsoft Update.

(@0 ][ concel |

9 Click the downward pointing arrows to select how regularly to install
poimting guary TRY THIS

updates (daily is recommended) and choose a time of day y 50 instal
Ou can also Insta

optional updates — for

0 Under Recommended updates, select Include recommended exabmbple, Updéging your
. . . e o web browser. Go to
updates when downloading, installing, or notifying me about windowsupdate.
updates microsoft.com for more

info (you don’t need to
o ) type www as with usual
Click OK websites).
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UNINSTALL UNUSED PROGRAMS

Removing unused programs will free up valuable space on your hard
drive. For example, you might have installed a Sudoku game or some
video-editing software that you no longer use.

0 If the program you want to uninstall is open, first close it down

9 Click then Control Panel
9 Click Programs
TIP
To uninstall a program o Click Programs and Features
you may need to
reinsert the disc you e . .
used to install it, so Click Uninstall a program
keep any discs
safe.

0 Click on the program you would like to remove, then click Uninstall

[iZ » Control Panel » Programs » Programs and Features

fasks Uninstall or change a program

View installed updates
To uninstall a program, select it from the list and then click "Uninstall”, "Change”, or "Repair”.

. Organize » 5 Views w@ @

Mame Publisher Installed On

programs online at

¢ Turn Win features on or ‘AVG 8.5 AVG Technologies 30/04,/2009
off @l Microsoft NET Framework 3.5 5P1 Microsoft Corporation 30/04,/2009
[25 Microsoft Visual C++ 2005 Redistribut Microsoft Corporation 30/04,/2009

& spotify 14/05/2009

"

% Uninstall
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SECURITY

By reading and following all the steps in this
chapter, you will get to grips with:

Security threats to watch out for

Scanning your PC for viruses and
spyware

Protecting yourself online

>
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TYPES OF SECURITY THREAT

There are numerous security threats out there that could potentially
damage your computer or jeopardise your personal information. With the
proper precautions there’s no need to worry, though — see opposite.

DoS attacks

What is it?

DoS, or ‘Denial of Service’, attacks aim to disrupt the online services of
companies and organisations.

Potential risk

Home users are unlikely to be the intended target. More at risk are
government agencies, banks and other important institutions, whose
network, website or communications could be disrupted by a DoS attack.

Phishing

What is it?

An email that appears to be from an official source but is actually a
sophisticated fake, designed to get you to part with personal information.

Potential risk

Phishing emails are convincing. They look like they come from an official
body (see page 137). Clicking on links and entering passwords or financial
details could mean that you hand over the keys to your bank account.

Spam

What is it?

Spam is unsolicited junk email, often purporting to sell you things like
medication and sent out in bulk by automated web robots (see page 132).

Potential risk
Spam can clog up networks and make sending and receiving email
annoying. Many phishing emails are spam.

Spyware
What is it?
Software that installs itself on your computer without your knowledge.

Potential risk

Once installed, spyware can get in the way of the ordinary operation of
your computer. Spyware can cause your computer to flash up warnings
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and messages, change your computer settings or cripple its functions.
Worse still, some spyware is capable of literally spying on your activities I

and collecting personal information (see page 202). g
a
c
Trojan =
What is it? <

A program that gets through your computer’s defences disguised as
something else — like the Trojan Horse.

Potential risk
Running the disguised program could install dangerous software on your
PC, allowing hackers to access or delete your data via the internet.

Worm

What is it?

A computer program designed to make copies of itself, which it sends to
other computers.

Potential risk
As well as slowing down networks, worms can sometimes contain
software that might damage your PC or open a back door to hackers.

SECURE YOUR PC

To protect your computer and the data on it from attack, you need to have
several different types of security software installed on your PC — and
keep them all up to date. To protect your computer fully you need to
install:

A firewall This is a piece of software that sits between your PC and the
internet, protecting your computer from incoming attacks from hackers
or malware such as viruses. It’s vital that your firewall is switched on (see

page 201).

Anti-virus software This protects against a number of different types of The Windows Vista
h including Troi d S - fi illinclud operating system
threat, including Trojans and worms. Some anti-virus software will include features both firewall
anti-spyware tools too (see page 202). and anti-spyware

software.

Anti-spyware software This protects your computer from spyware
(malicious software that downloads to your computer without your
knowledge). Spyware can monitor your activity and collect information
about you (see page 203 for more on scanning for spyware).
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Security software
TIP . , ,
You can buy a security suite that contains all the elements that you’ll
You may be offered . .
R iscouriice e need. It may also contain additional features such as a backup program to
security software help you to copy important files, or parental control software so that you

when you buy a new

Computer. can manage your child’s internet use.

Once installed, security software runs automatically when your PC is on.

Jargon It scans every file on your machine to spot existing viruses and can take
upwards of two hours.

buster

Trojan

A computer virus that
disguises itself as an
innocent program to » Download regular security updates. Your chosen program should be

entice people to install set to do this automatically
it. Trojans can allow

third parties complete
access to your » If you want to use the version built into your suite, you’ll need to

computer remotely. switch off the Windows Vista firewall as you can’t run more than one
of these at a time

To ensure that you’re properly protected:

Jargon > Don'tinstall more than one suite at once as two anti-virus programs
or two firewalls can conflict. The exception to this rule is anti-spyware

where you can use several programs, though only one of these
should be set for automatic scanning

buster

Worm

Similar to a virus,
except a worm doesn’t
need to attach itself to »  Security suites can place high demands on your computer’s system

a document and can resources. If your PC only just meets the requirements of a suite, it’s
simply spread via the . .
T worth looking for an alternative
Free software
Rather than buying a suite, you can download free security programs
online. For example, AVG offer a free version of their anti-virus software
(free.avg.com).

The downside of free programs is that you’ll have to download individual
programs from different places and you won’t get the integrated
approach that you’ll experience with a bundled suite. You'll have to
maintain and monitor each aspect separately (for instance, ensuring that
the updates are working) and you’re unlikely to get the kind of support
you’d receive with a paid-for suite. If you have problems you may need to
search the manufacturer’s support pages for assistance.
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TURN ON THE FIREWALL

A firewall protects your computer from incoming attacks from hackers or
malware such as viruses, so it’s vital that your firewall is switched on. To
turn on the Vista firewall:

A1andes ﬁ

0 Click then Control panel
TIP
9 Click Security and click on Windows firewall For more on how to
stay safe online, see
page 205.

9 You should see a green shield icon if the firewall is switched on. If
not, click Turn Windows firewall on or off in the sidebar

@& Windows Firewall EIEIE_-.

-# Turn Windows Firewall on or ' Windows Firewall
off
Windows Firewall can help prevent hackers or malicious software from gaining access to your

& Allow a program through computer through the Internet or network.

Windows Firewall

@ Windows Firewall is helping to protect your computer

Windows Firewall is on. @ Change settings
Inbound cennections that de net have an exception are blocked.

Display a notification when a program is blocked: Yes

Network location: Private network
What are network locations?

(¥ Turn Windows Firewall on or
off

—=u: 3 pFAAFARA Hho—

See also

Security Center

Metwork Center

0 Click Continue and tick the box to turn on the firewall
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The best security programs can be set to run largely by themselves, but
there are a few things you should know about maintaining your anti-virus
software. Here are answers to some of the most common questions.

Does Windows have anti-virus software?
No — neither Vista nor XP come with anti-virus protection. You’ll need to
use a third-party product.

How do | know my anti-virus software is on?

Most anti-virus programs put an icon in the Taskbar (bottom right) to
show that they’re switched on. You can also check by going to Windows
Security Center (see page 20 for more information on this).

How can I tell if my computer has a virus?

If your computer becomes slow or unresponsive, or if you find that
programs you use all the time are behaving in an unusual way, then your
computer may have been infected by a virus.

How many anti-virus programs should | run?
You need to run only one anti-virus program. You should also run a
firewall and an anti-spyware program.

What'’s the difference between anti-spyware and anti-virus software?
Anti-virus software protects you against viruses that arrive via email
messages or infected files. Anti-spyware programs check for and
eliminate other types of malicious software that hide within a program
you have chosen to install.

How do I scan for viruses?

Generally, the Scan option should be accessible from the main program
page of your anti-virus software. Check your anti-virus program’s settings
for a scheduling option that lets you run a weekly automated scan.

How often should | update my anti-virus software?

Update your anti-virus program daily. The best anti-virus programs can be
set to look for and retrieve updates automatically. In other cases, you may
see a message pop up to alert you when updates are available.
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SCAN FOR SPYWARE

If your computer becomes slow or is acting strangely, it could be due to
spyware. You can check for spyware using anti-spyware programs such
as Microsoft Defender (included with Windows Vista).

0 Open Windows Defender by clicking then Control Panel
9 Click Security

e Click on Windows Defender

0 Click Scan to scan your computer for spyware. The scan may take a

few minutes. You can then choose to ignore, remove or quarantine
files

1 Windows Defender = ]

;& Windows
... Defender

€13 @y Hom: ® scan |+ B Histoy {F Tooks (7) |+

Protection against malicious 2 nd unwanted software

=
I\J(Zheck for new

Definitions allow WinHows Defender to detect the latest harmful or unwanted € Check for Updates Now

software and prevent|it from running on your computer. View troubleshooting tips on the web

Status
Last scan: 01/05/2009 at 02:08. (Quick scan).
Scan schedule: Daily around 02:00.

Real-time protection: On

Definition version: 1.57.619.0 created on 30/04,/2009 at 11:30.

6 To set your computer to run an automatic, daily scan, click Tools then
Options

o Using the drop-down arrows, select a daily scan and your preferred
time for the scan to run. Using the drop-down menus, you can also

tell Defender what to do when it finds, for instance, high alert items

0 Click Save and Continue

IIP

To find out what else
you need to do to
protect your PC, see

page 204.
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NEXT STEP ®

For more on backing
up your data, see
page 184 onwards.
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PC SECURITY TIPS

Keep your security software up to date

Security software is only as good as its last update. With new virus and
spyware threats constantly emerging, software manufacturers issue
regular security updates in response to reported threats. Update your
security software at least once a week. Many programs allow you to set
it up so that it updates automatically — you can usually find this option
under the Settings menu.

Take care when downloading

When you’re downloading free security software, check the name of the
product carefully, as some names sound like familiar sources, but are
not. Make sure you’ve downloaded the software from a trusted source.

To ensure that you download the right program, type in the full address of
the security software’s website in the address bar of your browser rather
than typing the program’s name into a search engine.

Steer clear of websites or programs asking for money.

Create strong passwords
Protect yourself by not storing passwords or login details on your
computer.

Don’t use a single password for every account you use online.

A strong password consists of a mixture of letters (upper and lower case)
and numbers.

Back up your data

It’s crucial to back up your important files regularly. Should something
happen to your computer, you could lose all of your data. You need to
make frequent backup copies of any personal files — photos, videos,
emails, for example — but you should also consider making a ‘full’ backup
of your PC’s system files and installed applications every so often too.



INTERNET SECURITY TIPS

Delete your browser history

Your web browser stores a list of the websites you’ve visited. This means
that anyone who uses your computer can view a list of all the websites
that you've been to. To delete your Internet Explorer browser history:

0 In Internet Explorer, click Tools

&

Delete Browsing History

g Click Internet options Temporary Internet Files ——
Copies of webpages, images, and media that ~ |; Delete files...
are saved for faster viewing.

9 Select the General tab

Cookies
. . Files stored on your computer by websites to
o Under Browsmg hlStOl‘y, select save preferences such as login information.
Delete
History B ——
6 . . . List of websites you have visited.
Click Delete history in the new lvl
window that appears Form data
Saved information that you have typed into Ejglehe forms...
forms.

0 Click Close. Then click Yes

il

Passwords

Passwords that are automatically filed in when E ete passwords...
you log on to @ website you've previously
visited,

DE'EtE hlstﬂr.!f' i About deleting browsing history [ Delete all... ] [ Close

S

@ © 0o 6060606060060 00600000000000000000000 00

Turn off autocomplete

Autocomplete is a function that allows some browsers to ‘remember’
what you put into online forms. This is useful if you frequently log in to

the same sites or are often required to fill in your details in online forms.
However, it also means that anyone with access to your computer can see
all these details at the click of a button. For shared computers you may
wish to turn this off.

0 In Internet Explorer, click Tools
9 Click Internet options

9 Select the Content tab
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el - 0 Under Autocomplete click Settings

8 ‘ General I Security | Privacy | Content | Connections I Programs I Aduanoed‘ P
Parental Controls . 6 .
B Gt et ot ' Remove the ticks next to Forms and Usernames
T . and passwords on forms
Content Advisor e
@ Ratings help you control the Internet content that can be 9
viewed on this computer. ‘s . .
S : o Click OK, then OK again
Certificates :
Use certificates for encrypted connections and identification, . Block pop_ups
[ Cewssiame || gt || mwses | |° POP-ups are small windows that open automatically
AutoCompletz - when you visit certain web pages. Many are just
e Qs A A N J+annoying or confusing, but they can also contain
for you. 1 . . . . .
Feeds ¢ malicious code or phishing scams. To block pop-ups in
5;7,;?‘,5:;55%?:51;g",:magt *Internet Explorer:
Explorer and other programs. .
: 0 In Internet Explorer, click Tools
| Settings 1

9 Click Internet options

9 Select the Privacy tab, and make sure that there’s
a tick next to Turn on pop-up blocker

Turn on Pop-up Blocker

Internet Option®
-

o If you want to allow pop-ups, but only from
trusted websites, click on Settings and enter your
selected web addresses

3 |General ISecunty ‘ Privacy |Cor|tent I Connections IPrograms Advanoed‘ ‘g

Settings
g= Select 3 setting for the Internet zone.

- Blogks third-party cookies that do not have a compact

.
3

.

.

Hedigm n
3

privdcy policy .
3

- Blopks third-party cockies that save information that can

ca be uked to contact you without your explidt consent (Setﬁ r'I.g 5

- Reptricts first-party cookies that save information that

can pe used to contact you without your implicit consent
[ Sites ] [ Import ] l Advanced ] Default
2o up Bocker Secure web pages
[ frmfmetoossvirdon e Be alert when you're asked to enter personal details
[¥] Turm on Pop-up Blcker such as your credit card details into a web page. A

secure web page is prefixed ‘https’ (the extra ‘s’ stands
for secure). You should also check for a padlock icon in
your address bar, which denotes a secure web page.
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TROUBLE
SHOOTING

By reading and following all the steps in this
chapter, you will get to grips with:

Checking your computer’s
specifications

Using Windows Help tools

Restoring your PC




® Troubleshooting INIEINGEG

CHECK THE COMPUTER’S SPECIFICATIONS

Before you can find out what’s wrong with it, you may need more
information about it. To find out your computer’s specifications — for
example, the type of processor it has and how much memory is installed
— follow these steps:

0 Click then Control Panel

9 Click System and Maintenance

9 Click System. This brings up a box showing basic information about
your computer

0 To get further information on your graphics card, sound card, etc.,

TIP click Device Manager from the left-hand menu
To find out more
about the parts of ) )
your computer, 6 You’ll see a list of different types of hardware. Right click on a device
see pages 8-9. you’d like to know more about

B ) Control Panel » System « | #3 [ll Search o
o —

View basic information about your computer

Windows edition
Windows Vista™ Home Premium
Copyright © 2007 Microsoft Corporation. All rights reserved.

Service Pack 2
Upgrade Windows Vista

m

System

Rating: m Whisdorws Brprericsce Indise: nrated
Processor: Intel(R) Xeon(TM) CPU 3.20GHz 319 GHz
Memory (RAM): 200 GB
System type: 32-bit Operating System
Computer name, domain, and workgroup settings
Computer name: Computing-PC @ Change settings
Full computer name: Computing-PC
Computer description:
Workgroup: WORKGROUP

Windows activation

|
Mmoo

G Select Properties to see more details

208



USE WINDOWS HELP

Windows Vista comes with a selection of built-in tools that can help
you identify and put right many common computer problems. To access
Windows Help:

0 Click @ then Help and Support

9 The Help console will open

Sunjooysajgno.y ﬁ

9 To search for a particular subject, type some keywords into the
search box (for example, Windows Mail or desktop icons)

0 Press Enter and click on the relevant search result

Further help

Microsoft also has an online support database called the Knowledge
Base. This can be useful, since it’s updated all the time and may have
more recent information relating to your problem. You can broaden your
search by setting the Help console to include results from the Knowledge
Base. You’ll need to be connected to the internet for this to work:

0 Click Options on the toolbar
9 Click Settings
9 In the box that appears put a tick next to Include Windows Online

Help and Support when you search for help. Up-to-date online
results will now be included in any future searches you carry out
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Troubleshooting IIEIEININING

GET HELP ONLINE

If you know that your problem lies with a specific program, such as
Windows, or a device, such as your DVD drive, then your first port of call
should be the website of that manufacturer. Once you’re on the site,
have a look for a link that says Support or Help. Click it and check out
the frequently asked questions (FAQs) section, where you’ll find common
problems and solutions.

On some websites, you can also post a message in an online forum asking
for help, send the support team an email or have a one-to-one online chat
with a technician.

Error messages

Error messages are a useful way to track down a solution to a specific
problem. If your computer is throwing up an error message, make a
precise note of what it says or use your cursor to highlight the message
and press Ctrl + C to copy it. Next, enter the error message into a search
engine such as www.google.co.uk or www.yahoo.co.uk (type it in, or
press Ctrl + V to paste it straight in), and press Search.

If you can’t find anything useful in the results that come up, have a go at
typing a brief description of your problem and then running a new search.
And, if at first you don’t succeed, reword your problem and try again.

Using forums
If you can’t find a solution with a general internet search, try searching the
list of useful websites and forums opposite.

If the sites listed don’t provide the answer to your specific problem you
can post your question in one of the forums. Include the full details of your
problem, including error messages and any relevant make and model
information, and state which operating system (Windows Vista or XP, for
example) you’re using. Bear in mind, though, that the respondents aren’t
necessarily qualified computer experts.
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Useful websites and forums
www.annoyances.org
Collection of advice that’s great for solving Windows-related problems

www.askdavetaylor.com
Expert advice on a wide variety of technical topics

www.bleepingcomputer.com
Online community that has tutorials, forums and tips

www.compukiss.com
‘Keeping It Short and Simple’, this site is great for tips

www.computerhope.com
A support site with good forums

www.computing.net
Offers useful, active forums

www.geekstogo.com
Forums that allow you to take advantage of helpful technicians

www.supportfreaks.com
Use the ‘Freebies’ service to get support

http://support.microsoft.com
Microsoft’s official support site for those using Windows PCs

: www.which.co.uk

- Lots of computing and security help and advice.

. To contact the Which? Computing Helpdesk service, go to

- www.which.co.uk/computinghelpdesk. You’ll need to have the
: code CME50B0O0K0909 to hand and input it where it asks for

- your membership number. See page 224 for more information.
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® Troubleshooting INIEINGEG

RESTORE YOUR PC

If you’re unable to fix your computer yourself, you can use a feature called
System Restore. It works by taking a snapshot of your system settings
and then, if something goes wrong, it’s possible to roll back your PC and
restore it to one of these points.

Set a restore point

0 Click

9 Click System and Maintenance, then Backup and Restore Center

then Control Panel

9 Click on Use System Restore to fix problems and undo changes to
Windows

@Use Systern Restore to fix problems and undo changes to WindowD o Click Open System

Protection, click
SR B e Create

{1 « System and Maintenance » Backup and Restore Center v | 42 |l search 7
® 6 Name your restore
point and click
Create

Protect your files by backing them up

r!y Back up files
Create backup copies of your files and folders. 1) Back up files

0 Click OK, then OK

g!;-'» Restore files X
again

Restore files and folders from a backup. Restore files

Advanced restore

@m pmb‘mmnmm@ Restore your computer

0 Open System
Restore as in steps

1to 3 above
(¢ — Easy Transfer 9 Click Next
BE CAREFUL © select the restore
System Restore is no point to which you
replacement for proper want your computer
backup; it won’t save
copies of your personal to return
files and can’t remove
virus infections. See page ;
184 onwards for more on o Click Next, then
proper backing up. Finish
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Jargon Buster I

3G The third generation of mobile networks, which allows large amounts of
data to be sent wirelessly. Mobile broadband operates over the 3G network.

ADSL (Asymmetric digital subscriber line) A way of sending data over a
copper wire telephone line.

Adware Software that tracks your web use to determine your interests
and deliver relevant adverts.

Anti-spyware Software that prevents and/or removes spyware.

Anti-virus Software that scans for viruses and removes them from your
computer.

Application A type of program that’s used by a person, as opposed to a
program that’s used by a computer.

Backup A copy of your files or programs for safekeeping.
Blog A regularly updated online journal.

Broadband A method of connecting to the internet via cable or ADSL (see
above). Much faster than a dial-up connection.

Browser The software that enables you to view web pages. Often these
contain phishing filters.

Cursor A cursor is the symbol on the screen that shows where the next
character will appear.

Desktop The main screen you see when you start your computer. From
here you can organise and access programs.

Dial-up An internet connection via a normal phone line, which is slow
compared to broadband.

Dongle A small device that connects to a computer’s USB port. In this
context, it enables you to connect to the internet.

Download To transfer data from a remote computer to your own
computer over the internet.
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Driver Software that allows your computer to communicate with other
devices, such as a printer. I

Email client A computer program that manages emails. Emails are stored
on your computer, and you only need to be connected to the internet to
send and receive emails.

Ethernet A means of connecting computers together using cables —a
common method for networking computers.

19)snq uos.rel

External hard drive A storage device that plugs into your PC. Useful for
saving copies of important files, or creating additional storage.

File extension The letters that appear after a file name. They show what
type of document it is.

Firewall Software (or hardware) that blocks unwanted communication
from, and often to, the internet.

FireWire A type of connection that is fast and well-suited to transferring
large amounts of data, such as video footage, from devices. FireWire
cables plug directly into a FireWire port on your computer.

Flash drive See Memory stick

Forum An online message board.

Gigabytes (GB) A measurement of data storage. Eight bits make up a
byte; 1,024 bytes make a kilobyte; 1,024 kilobytes make a megabyte;
1,024 megabytes make a gigabyte.

Hard disk The main long-term storage space used by your computer to
store data. Also known as a hard drive.

Hard drive See Hard disk
Icon A small picture that represents an object or program.
Instant messaging A form of communication allowing two or more

people to hold a conversation in real time by typed messages over the
internet.
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ISP (internet service provider) An ISP is the company that enables and
services your connection to the internet.

Malware Malicious software. A generic term for any program that is
harmful to your computer, for example, a virus.

Mbps (Megabits per second) A measure of the speed of data transfer,
often used when talking about the speed of broadband.

Megabyte (Mb) A measurement of data storage. Eight bits make up a
byte; 1,024 bytes make a kilobyte; 1,024 kilobytes make a megabyte;
1,024 megabytes make a gigabyte.

Megahertz (MHz) The speed of your computer’s processor (its brain)
is measured in megahertz. One MHz represents one million cycles per

second.

Memory stick Small, portable device used to store and transfer data. It
plugs into a USB port and is also called a USB key, flash drive or pen drive.

Microfilter A device that attaches to your telephone socket and enables
you to make voice calls and use broadband at the same time via ADSL.

Modem A device that allows a computer to send information over a
telephone line. You need a modem to connect to the internet.

MP3 player A portable music player that plays digital music.
Network A system of communication between two or more computers.
Operating System The software that manages your computer.

PDF A file that captures all the graphics, fonts and formatting of a
document, regardless of the application in which it was created.

Pen drive See Memory stick
Phishing A type of email scam where you're tricked into giving away

personal details by being directed to a spoof website that resembles the
site of an official organisation (a bank, for example).
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Podcast A type of online radio (or video) show that you can subscribe to.
Files are downloaded and listened to offline.

Pop-up A small window that appears over an item (word or picture) on
your computer screen to give additional information.

Port A computer socket into which you plug equipment.

PowerPoint Part of Microsoft’s Office suite of programs. It allows you to
create slideshow presentations.

19)snq uos.rel ﬁ

Processor The main brain of your computer.

Ram Your computer’s short-term memory.

Ripping Copying data from a CD or DVD to a computer.

Router A device that routes data between computers and other devices.
Routers can connect computers to each other or connect a computer to

the internet.

Screen saver The image, or set of images, that appears when your
computer is idle for a certain period of time.

Security suite A bundle of security programs to protect your PC.

Social networking A way for people to socialise online, typically via a
website, such as Facebook or Bebo.

Software A general term for programs used to operate computers and
related devices.

Spam Unsolicited junk email.

Spam filter Software or a system that helps to keep spam out of your
email inbox.

Spreadsheet A collection of data arranged in rows and columns. A
spreadsheet program lets you manage these electronically.
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Spyware Software that secretly installs on your computer and is able to
track your internet behaviour and send details to a third party.

System Tray An area on your Windows desktop that displays program
icons and alerts you when action is required.

Tagging Process of adding descriptive keywords to a piece of
information, such as a photo, video or web page, to aid in the search

for it.

Taskbar The bar running across the bottom of your screen, from where
you can open programs and access the main Windows functions.

Toolbar A vertical or horizontal onscreen bar that’s made up of small
images. Click these to perform certain functions.

Trojan A computer virus that disguises itself as an innocent program to
entice people to install it. Trojans can allow third parties complete access
to your computer remotely.

Upload Process of sending files from your computer to the internet.

USB (Universal Serial Bus) A connection technology that allows you

to transfer data easily. USB cables are used to connect devices and are
plugged into a USB port on your computer.

USB key See Memory stick

Virus A malevolent program that spreads from computer to computer
within another program or file.

Voice over Internet Protocol (VolP) Term used to describe making phone
calls over the internet rather than via a standard phone network.

Web browser See Browser
Webcam A video camera attached to or integrated into your computer.
Webmail Email accounts accessed through your web browser.

Worm Similar to a virus, except a worm doesn’t need to attach itself to a
document and can simply spread via the internet.
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Further help NN

which

COMPUTING

HAVING PROBLEMS
WITH YOUR COMPUTER?

A few years ago Which? Computing launched an online Helpdesk service.
The team has a combined experience of over forty years and promises
to answer questions within five working days.

To date, the team has answered tens of thousands of queries from readers,
and there’s no PC problem they won’t tackle.

As a reader of Computing Made Easy for the Over 50s,
you can now access this indispensable service absolutely free.

To submit a question for the Helpdesk*, simply go to
www.which.co.uk/computinghelpdesk

Enter your query and, where it asks for a membership number,
simply enter the code that you'll find on the page of ‘Useful
websites and forums’ in the Troubleshooting chapter.

*This service is only available online

-------------------------------------------------------------
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