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Introduction

Most of my friends and acquaintances are seniors, as I am, and I have spent a
fair amount of time helping them get comfortable with computers in general
and Windows 7 in particular. This book is written for them in a voice without
jargon using relevant examples in clear, step-by-step instructions. This book
zeroes in on only the most important topics and uses brief instructions in plain
language with many color visuals to clearly lead the reader through the steps
necessary to perform a task. In addition, a group of fellow seniors have added
their comments in “QuickQuotes” about what is being discussed to provide
personalized input on a topic.

QuickSteps™ books are recipe books for computer users. They answer the
question “how do I...” by providing a quick set of steps to accomplish the most
common tasks with a particular operating system or application.

The sets of steps are the central focus of the book. QuickSteps sidebars show
how to quickly perform many small functions or tasks that support the primary
functions. Notes, Tips, and Cautions augment the steps, and are presented in a
separate column so as not to interrupt the flow of the steps. The introductions
are minimal, and other narrative is kept brief. Numerous full-color illustrations
and figures, many with callouts, support the steps.

QuickSteps™ books are organized by function and the tasks needed to perform
that function. Each function is a chapter. Each task, or “How To,” contains the
steps needed for accomplishing the function, along with the relevant Notes,
Tips, Cautions, and screenshots. You can easily find the tasks you want to
perform through:

® The table of contents, which lists the functional areas (chapters) and tasks
in the order they are presented

® A How To list of tasks on the opening page of each chapter

® The index, which provides an alphabetical list of the terms that are used
to describe the functions and tasks

® Color-coded tabs for each chapter or functional area, with an index to the
tabs in the Contents at a Glance (just before the table of contents)
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Conventions Used
in This Book

Windows 7 for Seniors QuickSteps uses several conventions designed to make the
book easier for you to follow. Among these are:

o A @ ora # in the table of contents or the How To list in each chapter
references a QuickSteps or QuickFacts sidebar in a chapter.

® Bold type is used for words on the screen that you are to do something
with, like “...click the File menu, and click Save As.”

® [talic type is used for a word or phrase that deserves special emphasis.
® [talic bold type is used for a word or phrase that is being defined.
® Underlined type is used for text that you are to type from the keyboard.

® SMALL CAPITAL LETTERS are used for keys on the keyboard, such as
ENTER and SHIFT.

® When you are expected to enter a command, you are told to press the
key(s). If you are to enter text or numbers, you are told to type them.
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How to...

* Review the Types of
Personal Computers

Identify the Parts
of Your Computer

e Use Your Computer
Start and Use Windows 7

Understanding the
Notification Area

]
# Understanding the Mouse
]

e Open the Start Menu

@ Starting a Program
* Use a Window

@ Changing Windows Explorer
* Use a Menu

e Use a Dialog Box

® Navigate with Windows 7
e End Your Windows Session
e Find Help

Chapter 1
Getting Started
with Windows 7

Most of us seniors cannot imagine life without a phone. How
do you summon aid or keep in contact with your family without
it? Our children, and especially grandchildren, can’t imagine
life without a computer, and even that is being supplemented
or replaced with a smart phone, really just a computer in a
very small package. Today, a computer is highly desirable for
a large number of functions, especially communications, but
including shopping, banking, investing, photography, music,
research, genealogy, and game playing, to name just a few.
The majority of computers are controlled by the Microsoft
Windows operating system, of which its latest version is
Windows 7. This book is dedicated to helping you, a senior,
get the most out of Windows 7 and your computer.
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If you are just starting out with Windows 7, it is likely that you
also have a new computer, so we want to begin by looking
at your computer and seeing what you have available to you
and how to use it. Then we’ll start your computer and look at
Windows 7, explore what it is and does, and how you use it.
The purpose of this chapter is to help you understand what

it is that you have in your computer and how to get started
using it. Many of the subjects in the chapter will be expanded
upon in future chapters.

Look at Your Computer

A computer is any device that can store and then execute a series of
instructions, called a program, to produce some useful result. There
are many different types of computers, from devices in your car, cell
phones, and music players to the mainframe and supercomputers
that fill a room. In this book, when we say “computer” we are talking
about personal computers or PCs that generally one person uses at a
time, and in particular, PCs that run Windows 7.

Review the Types of Personal Computers

There are a variety of Windows 7 computers, all with pretty much
the same components, which have the ability to perform the same
functions and run the same programs. These generally fall into three
types (see Figure 1-1):

® Portable computers, such as netbook, notebook, and laptop

computers, in which all the components of the computer are in a single
case that can be closed and, more or less, easily carried around.
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Portable Integrated

computer Desktop computer

computer Computer

Screen Computer Screen

Keyboard Pointing Keyboard Pointing Keyboard Pointing
device device device

Figure 1-1: All personal computers have the same components. Here are examples of the three types of computers
from Hewlett-Packard (HP), their Pavilion DV5 notebook, Pavilion 600 desktop, and All-in-One (AiO) 200 integrated
computers. (Images courtesy of HP ©1994-2010 Hewlett-Packard Company. All Rights Reserved.)

® Desktop computers in which the keyboard, mouse, and screen
are separate from the rest of the computer. Desktop computers are
generally larger and heavier, and with the separate components, they
are not very portable. They can be, but aren’t always, faster and more
powerful than the other types of computers.

® Integrated computers in which the screen and the rest of the
computer are in a single case, but the keyboard and mouse are still
separate, making the computer not very portable.

Windows 7 for Seniors QuickSteps Getting Started with Windows 7
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You don’t need to know much about the internal

components, just that they are there performing
their stated functions.

Identify the Parts of Your Computer

Independent of the type computer, all have the same set of six primary
external components, four of which are shown in Figure 1-1:

The computer itself processes what is entered on the keyboard,
pointed to by the mouse, read from a disc, or received from the
Internet, and then displayed on the screen.

The screen displays information from the computer.

® The keyboard transmits typed information from you to the computer.

A pointing device, such as a mouse, allows you to point to and
select objects on the screen.

An optical disc drive reads information, music, or videos contained
on either a CD (compact disc) or a DVD (digital video disc) into
the computer.

Connecting receptacles allow you to connect other devices to a
computer, such as a printer, a camera, an external hard drive, a sound
system, ora TV.

In addition, all computers have four or five major internal components
and many other minor components.

The central processing unit, or CPU, does all the real work of the
computer, and the technology behind its intelligence is the reason
that the huge computers we knew “back in the day,” which took up the
square footage of half a football field, now can fit in a small space on
your desk.

Memory is used to temporarily store information that the computer
is using while it is turned on. When you turn the computer off, the
contents of the memory disappear.

The hard disk is a rotating magnetic disk within your computer
that is used to store both programs and information on your
computer that you want stored for longer periods. The information
on a hard disk remains intact when you turn your computer off.

Windows 7 for Seniors QuickSteps Getting Started with Windows 7




The hard disk is used to store information you write, pictures you
take, your email address list, your financial records, and many N
other pieces of information you don’t want to lose.

® Flash memory is solid-state memory like regular memory, but it
retains its contents when the power is turned off. Flash memory is
common in small, chewing-gum-package-size “sticks” that plug into w
Optical drive for Two USB Video a USB (Universal Serial Bus) receptacle and are called USB flash
CDs and DVDs connectors  connector drives. Increasingly, you can buy larger amounts of flash memory
that are permanently mounted in the computer to supplement or even
replace the hard disk.

® The motherboard is used to plug in the CPU and memory and to
connect to the hard disk and various external components. It is the
central connecting device joining all of the computer's components.

Use Your Computer
The exact way that a computer is used depends on the computer.

Eﬂe;f,-iécz:’; Determining this requires that you refer to the information that
came with the computer. Here are some general rules of thumb for o
Four memory .
card slots using a computer:
Audio e Start the computer by quickly pressing and releasing a power button,
and video one of which is shown in Figure 1-2, and most of which have a symbol
connectors similar to the one shown. ~
Start and ® Stop the computer by indicating to the operating system that you
stop button want to do so, as explained in the next section. In a real emergency
you often can stop the computer by pressing and holding down the
power button. This can be dangerous, however, since if you have o
- not saved the information that is in memory, you will lose it. If you
use the operating system to shut down, you will be reminded to save
Figure 1-2: A computer may have a few or many information in memory.
connectors into which you can plug external e Insert a disc in an optical drive by opening the drive. There is ©
devices such as printers, cameras, and other . )
devices. (Image courtesy of HP ©1994-2010 normally a button or area that you press to do this. The button is often
Hewlett-Packard Company. All Rights Reserved.) located on the drive, to its right, or below the drive. When the drive

0]}
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The desktop image on your screen can be
virtually any image you want it to be. Computer
manufacturers generally ship a computer with
an image of their own, but you can select a
different one for yourself. The background
image in Figure 1-3 is a favorite photo of mine
looking west across Admiralty Inlet toward the
Olympic Peninsula from Whidbey Island in
Washington State.

is open, handle a disc only by its edges or center and place it in the
tray that has opened. Then press the button again or gently press the
front of the open tray to close it. After a minute or two you should see
some instructions appear on the screen telling you what to do next, as
described in the following section.

® Connect a printer or other device to the computer. Most printers
and many other devices connect to a computer using a USB
connector, shown in Figure 1-2, into which a cable from the printer
or other device is inserted. In addition to USB connectors, your
computer may have slots for memory cards used in cameras and
other devices, as well as connectors for audio, video, and external
hard disks. These connecting receptacles can be on the front, back,
and/or sides of a computer. Your computer instructions will describe
these to you.

Explore Windows 7

We said that a computer is a device that stores and executes a set

of instructions. Windows 7 is the foundation set of instructions, the
main program that is executed on your computer. The Windows 7
program is called an operating system, and performs the central role
in managing what a computer does and how it is done. An operating
system provides the interface between you and the computer
hardware: it facilitates your running other programs, such as
Microsoft Word, storing a file, printing a document, connecting to the
Internet, or retrieving information from a CD without you knowing
anything about how the hardware works.

Start and Use Windows 7

To start Windows, you need only to turn on the computer. When you
do, you'll see a screen with features similar to Figure 1-3.
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The desktop is used for windows,
dialog boxes, and icons

The Recycle Bin icon
opens a folder of
deleted files

Desktop icon for a
program you can
run, or a file or
folder you can open

The Start button opens
the Start menu

L] ZMPM F

CWwnae | |

The taskbar shows icons for The mouse pointer The notification area holds icons
programs that are running and other shows where the of running system programs, as
programs that are “pinned” to it mouse is pointing well as the time and date

Figure 1-3: When you have started Windows 7, your screen should have the main features
shown here, but with a different background image.
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e USE THE MOUSE
o You can switch mouse buttons by clicking Start,

o , In this book, for simplicity, we'll call any pointing device—including
clicking Control Panel, selecting Category h pad Kball L. ok d hic tabl ith
next to View By in the upper-right area (if it a touch pad, trackballs, pointing sticks, and graphic ta et§—w1t
isn't already selected), clicking Hardware two or more buttons a mouse. (We also assume you are using a two-
And Sound, clicking Mouse under Devices button mouse.) Moving the mouse moves the pointer on the screen.

™ And Printers, clicking Switch Primary And You select an object on the screen by moving the pointer so that it is
Secondary Buttons, and finally clicking OK on top of the object and then pressing the left button on the mouse.
and closing the Control Panel. Later sections in
this chapter will help you do this. You can control the mouse with either your left or right hand;
< - therefore, the buttons may be switched. This book assumes you are
: using your right hand to control the mouse and that the left mouse
) w button is “the mouse button.” The right button is always called the
“right mouse button.” If you switch the buttons, you must change
T} shlelmssl e el el your interpretation of these phrases.
e Highlight an object (a button, an icon, a
border, etc.) on the screen by pointing to I have found that many left-handed people, including myself, use the
it. Point at an object on the screen by ! mouse with their right hand. It saves having to change the mouse
moving the mouse until the tip of the 2 buttons, and some mice are designed exclusively for the right hand.
© pointer is on top of the object. Recycle Bin
. USE THE SCREEN
e Select an object on the screen by ) ) ) )
clicking it. Click means to point at an object The Windows 7 screen can hold windows and other objects. In its
you want to select and quickly press and simplest form, shown in Figure 1-3, you see a background scene, a
N release the left mouse button. bar at the bottom with a button on the left and the time and date on
e Open an object or start a program by the right, and some icons in the upper left.

double-clicking it. Double-click means to

point at an object you want to select and
0 press and release the mouse button twice ® The desktop, which takes up most of the screen.
in rapid succession.

The parts of a screen are

® The Start button in the lower-left area, which opens the Start menu.
e Open a context menu, which allows =

® The taskbar across the bottom, which identifies

you to do _th"_]gs .spe.cmc toan object, Ry Ban!’“\“ foen programs that are running or “pinned” to it.
by right-clicking it. Right-click means to 7 12| Erety Recyele B
o point at an Object and qu|ck|y press and Create shortcut ® The nOtification area |n the IOWer'nght area, Wh|Ch
release the right mouse button. Rename holds icons of running system programs.
Continued.. . . Ropetee
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QUICKFACTS

UNDERSTANDING THE MOUSE
(Continued)

e Move an object on the screen by dragging
it. Drag means to point at an object you want
to move, then press and hold the mouse
button while moving the mouse. You will
drag the object as you move the mouse.
When the object is where you want it,
release the mouse button.

QUICKFACTS
UNDERSTANDING THE
NOTIFICATION AREA

The notification area on the right of the taskbar
contains the icons of special programs and
system features, as well as the time and date.

e Show hidden icons
by clicking the up
arrow to see the icons
of hidden programs
and then click any you
wish to open.

B

Customize...

e Open a system feature by clicking one of
the icons in the middle (between the Show
Hidden Icons arrow and the Time/Date
icon) to open a system feature.

e Set the time and date by clicking the time
and date area to see a calendar and an
analog clock, then click Change Date
And Time Settings (see related Note on

the next page).
Continued . . .

® Desktop icons, which can be in any number and anywhere on the
desktop, are in the upper-left area of Figure 1-3. Desktop icons are
used to start programs or open files or folders.

® The mouse pointer, which can be anywhere on the screen.
USE THE DESKTOP

The desktop is the entire screen, except for the bar at the bottom.
Windows, dialog boxes, and icons, such as the Recycle Bin, are
displayed on the desktop. You can store shortcuts, which are icons to
load your favorite programs, on the desktop. You can drag windows,
dialog boxes, files, and icons around the desktop. Double-click an
icon on the desktop to open it.

USE A DESKTOP ICON

A desktop icon represents a program or folder that can be started or
opened and moved about the screen. For example, the Recycle Bin
is a desktop icon for a folder that contains all of the files that have
been deleted since the Recycle Bin was last emptied. Double-click a
desktop icon to open or start what it refers to.

USE THE MOUSE POINTER
The mouse pointer, or simply the pointer or mouse, shows where the
mouse is pointing. Move the mouse to move the pointer.

USE THE TASKBAR

The taskbar at the bottom of the screen contains the active tasks,
which are icons and titles of the programs that are available or
running on the computer or folders that are open. The taskbar also
holds the Start button on the left and the notification area on the
right. Click a program on the taskbar to open it.

Open the Start Menu

The Start button, on the left of the taskbar, or just “Start,” opens the
Start menu when clicked. This provides you with primary access to

Windows 7 for Seniors QuickSteps Getting Started with Windows 7
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UICKFACTS !

UNDERSTANDING THE

NOTIFICATION AREA (Continued)

e Show the desktop by clicking the far right
of the taskbar in an unmarked rectangular
area, which, if you click in it, will minimize
all open windows and dialog boxes and
display the desktop (click it again to have
the objects reappear on the desktop).

[\) NOTE |

If you are connected to the Internet, you should
never need to set your time and date, even
when changing to or from Daylight Saving Time,
because Windows automatically synchronizes
your computer’s time with a local time server.

[\) NOTE |

The icons you have in the notification area will
depend on the programs and processes you

have running and the system features you have
available. The icons shown here include system
messages, which opens the Action Center, @
Network, which opens the Network And Sharing
Center fal, and Speakers, which allows you to
control the sound from your computer m Ina
laptop or notebook computer you probably have
two additional icons: Power [Gf and Wireless [ . )

the programs, utilities, and settings that are available in Windows.
To open the Start menu:

1.

Point at the Start button by moving the pointer so that

it is over the Start button. You will see that the button
changes color. When this happens, the button is said to
be highlighted.

. Press and release the left mouse button (given that your mouse

buttons have not been switched to accommodate left-handers) while
the pointer is on the Start button. The Start menu will open, as you
can see in Figure 1-4.

T I‘-“ Getting Started 3 . lE ]
EN S<tine

% Snipping Taal Marty

Documents

f.—&m Windaows Live Mail
Pictures User-related folders
Wﬂ Microsoft Word 2010

Music

-

{ﬁ Windows Live Messenger

Games

J\-?/ Character Map

E‘ IMicrosoft Excel 2010

Computer

Control Panel

Calculator

Devices and Printers System-related folders

Sticky Motes 4
Default Programs

» Al Programs HEp and Supped

——] Session-end choices

Figure 1-4: The Start menu provides access to
the programs, utilities, and settings in Windows.
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[\) NOTE |

Your taskbar may have more or Start button

fewer objects than those shown
here: e\| S

Active programs
or open folders Notification area

510 PM

- e e )
B oz

T

Programs “pinned” Show Desktop
%,m_ to the taskbar button

The two steps describing how to open the

Start menu can be replaced with the two words
“click Start.” You can also open the Start

menu by pressing the Windows Flag key @
on your keyboard, if you have that key, or by
pressing both the CTRL and ESC keys together
(CTRL+ESC). In the rest of this book, you will see
the phrase “click Start.” This means open the
Start menu using any technique you wish.

EXPLORE THE START MENU

The left column of the Start menu contains named icons for programs
and folders, as well as access to control functions and other menus, as
shown in Figure 1-4. The most important menu item is All Programs,
which opens a submenu within the Start menu of all your programs. The
buttons in the lower-right area—Shut Down and session-ending choices,
also called “power buttons”—are important control functions discussed

[\) NOTE

If you are looking on the Start menu for programs
to access the Internet, you'll see how to add
them in Chapter 2.

later in this chapter. The Search text box in the lower-left area allows you
to enter criteria and search the files and folders on the computer or sites
on the Internet for those that contain a match. All other options on the
menu open folders or start programs, or both. The seven lower icons
on the left change to reflect the programs you have used most recently
(which are probably different from those shown here). In most cases,
these are the programs that Windows 7 initially displays.

The remaining items in the right column of the Start menu fall into
two categories: user-related folders and system-related folders,
programs, and options.

OPEN USER-RELATED FOLDERS

The top five options on the right in Figure 1-4 (including the user’s
name at the top) are used to access folders related to the user who is
logged on. These options start the Windows Explorer program and
display the folder identified. Clicking the user’s name opens a folder

Windows 7 for Seniors QuickSteps Getting Started with Windows 7 11
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Depending on the programs you have run and
the edition of Windows 7 you have (Starter,
Home Basic, Home Premium, Professional,
Enterprise, or Ultimate), your Start menu

may be different from the one shown here for
Windows 7 Ultimate edition.

containing the user’s set of folders, as shown next. Windows Explorer
will be discussed later in this chapter and again in Chapter 3.

I's —Tp

=
L) |Ar Marty » '|5’-\| Seanch Marty yel
File  Fdir  View Taols Help
Organire v Ibwhudeinlitiay > Shaewith = Bun » 32+ ] @
» 1 Favorites Eﬁ I i
b L Libraries Contarts Deskrap Nawnloads
e Homegranp "‘-._ W ["
-y =
Favarires Links hdy
o[ Camputer Dacuments
» € Metwork “) h
My Music My Pictures My Yideos
» D |
Saved Seaches Thacing
Games
" 12 items

[=l=fws OPEN SYSTEM-RELATED FOLDERS

—~
U@'l“ v Computer » v |4 | gt Comagter
© hile  Edit View lools Help
Organize = Propertics System propertics » Saa Sy | G
“ Favarires 4 Hard Disk Dnves (3)
Asus (C)
4 Libranics -
100 GB free of 245 GB
!a Humeyioup Server {L1F)
=y
[ 11168 fes of 134 GB
1B Camputer -
Data (F:}
T ——
€l Metwork IEV 69,1 GBfree of 190 GB

L

+ Devices with Removable Storage (1)

& 6
‘@ DVD RW Drive (€3
=

Asus (€ Space used; ——

Lecal Disk  Space free: 190 GB

The remaining five icons in the bottom-right area of the Start menu
(see Figure 1-4) help you manage your computer and its resources or
get help. The function of each is as follows:

® Computer starts the Windows Explorer program and displays disk
storage devices on the computer. From this point you can open any
disk, folder, and file that is available to you on your computer and the
network to which you are connected by double-clicking the object you
want to open.

® Control Panel provides access to many of the settings that govern
how Windows and the computer operate. This allows you to
customize much of Windows and to locate and solve problems.
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e Default Programs allows you to associate a program with a file type

STARTING A PROGRAM and automatically start that program when you double-click that type N
The method for starting a program depends on of file.
where the program icon is located. Here are the e Devices And Printers allows you to check the status of and change
alternatives: the settings on the hardware devices and printers in or connected to
e On the desktop Double-click the program your computer. w
icon, or “shortcut,” on the desktop. ® Help And Support opens a window from which you can search
e On the Start menu Click the program for information on how to use Windows 7. It includes a tutorial and
icon on the Start menu. a troubleshooting guide. Help is discussed in more detail later in
e On the taskbar or notification area Click this chapter. &
o et b T e metiezlon 1k, Your computer’s manufacturer may have added an icon that connects
e On the All Programs menu: you to the manufacturer’s Internet Help center.
1. Click Start.
: (&)
2. Click All Programs.
3. Click the relevant folder or folders. 1 Microsoft Office -
. ) Microsoft Access 2010
4. Click the program icon, as shown (&] Micrasott bxcel 2010
i i - @ Micrasaft InfaPath Decagner 2010
n Flgure = @ MicmsoﬂlnfopaﬂlFiIIe;JEUl{I Documents (e))
_ Miprosoft Office Access 2003

=] IMh fasoft OF X 20 Pictures

Micro| “reate <I.atnhases an.d pragrams to track and manage your informatian by
=3 i wsing Miciosoll Office Access,

@ IMic

[E Microsoft Office Publisher 2003
[ Microsoft Office Word 2003
[N] Micrasoft Onelote 2010

|0 Microsoft Outlaok 2010

|£| Microsoft PowerPont 2010

[B] Microsoft Publisher 2010 1
|i—| Micrasoft SharePoint Warkspace 20.
(] Microsolt Word 2010

Games

Camputer

Control Panel

Devices and Printers

When you move the pointer to an option on L mic'“ﬁ g?“;‘“ﬂlm's Pefault Programs o0}

the Start menu, the option takes on a colored 5 - - 1o sl S

background and becomes selected, as shown

in Figure 1-5. If you don’t immediately click [Lsearch programs and ies o]

the item, a little message box, or screen tip, will ©

appear. It gives you information about the option Figure 1-5: All Programs on the Start menu

you selected. may lead you through one or more folders

> before you find the program you want.

—h
o
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Use a Window

When you start a program or open a folder, the program or folder
appears in a “window” on your screen, as shown with the Windows
Explorer window in Figure 1-6.

Scroll arrow |

Scroll bar |

Minimize  Maximize
Title bar Address bar Toolbar button button
f L ik ]
@Qﬂ » Netwark » Win? » o » Anew b Quickfteps » SeniorWin7 » Chil » | 42 |[ searen o o]
Organize v =] Preview v Print Burn Mew folder =« A l'@’
T Photos 00622 by . &
Quicken 8
o QuickSteps :-: ' i
Blank Baak 1
i\ |lewtoldes FOL-02 FOL-02callouts Fi1-03
Cuicken 2010 &
. Quicken Q5 2011 i B |
Seniar Computing I3 -
3 i
Seniar Win 7 - == o =

Chol
Ch02
Chi3

Scroll button |

Scroll arrow —

14

=

; Chod

Chs ‘

) Chog |
Cho7 i
Chog
Chia
Chld

FI
o Small Bus. Serv >

Recvele Bin
101

FOL-03callouts Date taken: Specify date taken

TIF File

Tags: Add atag

Fil-04callouts

Fil-Odcallouts

101-03

Rating: | i &
Dimensions: [1012 x 905

Size: 3.49 MB
<

Navigation pane

Subject pane

Details pane

Preview pane

Close
button

Window
border

| Sizing
| handle

Figure 1-6: The Windows Explorer window has a number of different features that allow you to perform many tasks.
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CHANGING WINDOWS EXPLORER

The window shown in Figure 1-6 has all of its
panes turned on. By default, the preview pane
is not visible. You can turn these panes on and
turn other panes off.

e Turn on panes Click Organize on the
toolbar, click Layout, and click Preview
Pane (see Figure 1-7).

e Turn off panes Click Organize on the
toolbar, click Layout, and click Details
Pane or Navigation Pane.

e Turn on Classic menus Click Organize
on the toolbar, click Layout, and click
Menu Bar if you miss the menus that were
in Windows Explorer in earlier versions
of Windows.

@Qv|ﬁ » Libraries »

File Edit View Tools Help

Jrganize = Open Share with =

—

The window in Figure 1-6 has a number of features that are referred
to in the remainder of this book. Not all windows have all of the
features shown in the figure, and some windows have features
unique to them.

® The title bar is used to drag the window around the screen, and
may contain the name of the program or folder in the window
(the Windows Explorer window in Windows 7 does not contain a
name in the title bar).

® The address bar displays the complete address (minus the file
name) of what is being displayed in the subject pane. In Figure 1-6,
this is (from right to left) the Ch01 folder, in the Senior Win 7,
QuickSteps, Anew folders, on drive O of the Win7 computer in
the local network.

® The toolbar contains tools related to the contents of the window.
Click a tool to use it. The toolbar is always displayed.

® The Minimize button decreases the size of the window so that you
see it only as a task on the taskbar.

® The Maximize button increases the size of the window so that it fills
the screen. When the window is maximized, this button becomes
the Restore button, which, when clicked, returns the screen to its
previous size.

® The Close button shuts down and closes the program, folder, or file
in the window.

® The window border separates the window from the desktop, and can
be used to size the window horizontally or vertically by dragging the
horizontal or vertical border, respectively.

® The sizing handle in each corner of the window allows the window
to be sized diagonally by dragging with the mouse, increasing or
decreasing the window’s height and width.
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Double-clicking a window’s title bar toggles

between maximizing and restoring a window
to its previous size. This may be easier than

clicking the Maximize and Restore buttons.

(V) NOTE |

All windows have a title bar with the Minimize,
Maximize, and Close buttons. The title bars of
many program windows also have a control
menu icon on the left of the title bar and the
program name in the middle of the title bar. All
windows have a border and sizing handle, both
of which can be used to change the size of the
window. Many windows also have a menu bar.

Other features are optional.

CQrganize « @ Open = Prin

P

Cut

Copy
Paste
Unda
Reda

[ i

Select all

[ Layout 4

Folder and search options

75 Delete

Rename

Menu bar

Cetails pane
Preview pane

Mavigation pane

s

Rermove properties

Properties

Close

Figure 1-7: By default, menus are not available
in Windows Explorer, but you can turn them

on if you wish.

® The preview pane displays the object selected in the subject pane.
For example, in Figure 1-6, the navigation pane points to a particular
folder whose files of screenshots are shown in the subject pane,
where one particular file is selected and displayed in the preview
pane. By default, the preview pane is turned off.

® The details pane displays detailed information about the object
that is selected in the subject pane. The preview pane is turned on
by default.

® The subject pane displays the principal subject of the window, such
as files, folders, programs, documents, or images. The subject pane
is always on.

® The navigation pane provides links to the most commonly used
folders related to the user who is logged on, as well as an optional
hierarchical list of disks and folders on the computer. The navigation
pane is turned on by default.

® Scroll arrows move the window contents in small increments in the
direction of the arrow.

® The scroll button can be dragged in either direction to move the
contents accordingly.

® The scroll bar contains the scroll arrows and scroll button and allows
you to move the contents of the pane within the window so that you
can see information that wasn’t displayed. Clicking the scroll bar itself
moves the contents in larger increments.

Use a Menu

A menu provides a way of selecting an action, such as turning on
the preview pane, as shown in Figure 1-7. To use a menu in an open
window:

1. Click the menu name.
2. Move the pointer to the option you want.
3. Click the option you want.
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a dialog box

There are several ways to distinguish a dialog
box from a window. The purpose of a window
is to display information, while the purpose of

is to gather information. Dialog

boxes cannot be sized and do not have a

control menu icon, a menu bar, or Minimize and

Maximize buttons.

Use a Dialog Box

Dialog boxes gather information. A dialog box uses a common set
of controls to accomplish its purpose. Figures 1-8 and 1-9 show two
frequently used dialog boxes with many of the controls often seen.

The common controls in dialog boxes are used in these ways:

) ® The title bar contains the name of the dialog box and is used to drag
the box around the desktop.

® Tabs let you select from among several pages in a dialog box.

® A drop-down list box displays a list from which you can choose one
item that will be displayed when the list is closed.

Title bar Preview area Close button
Prinker
Marme: | WAINTAHP Phulusmarl 2600 series x| Propertics
Status:  Ready Comments and Forgs:
Typs:  HP Photosmart 2600 series [Document and Marihps -
; Print Range Freview: Composke
Option I -
buttons ® st vion
L _ Current page
Text box | %151
. subset:
Spinner I~

Drop-down F
list, open I

Check box |

j Reverce pagec
P\aﬂe’ﬂ%
R

Copies: ollate

Page Scaling: isfmkln % frea A i

Mone

Command
button

L TR BBk to Prinkable Area
Shrink to Printable Area
1 Tile large pages

L Choose PP Ties all payes

Jse cusk; Multiple pages per sheet
Lise CUStt E oklet Printing
[T Prink L file
[ Prink color as black.

Units: Inches Zoom @ §9'%

1/06 i

[Hu‘lmlps| [ Advanced ] |

(_orrmams-]\t. o8

| [ comat |

Figure 1-8: This dialog box demonstrates some of the
standard controls you’ll find in dialog boxes.

Tab

-
Internet Options

=)

—
eneral | securty | Privacy | content | Connections | rograms | advanced |

Settings

Slider |

Command |

o bbe used to contact you without your explicit concent

Select a setting For the Inkernet zone.

Medium

- Blocks third-party cookies that do not have a compact
privary policy
- Blocks third-party cookies that save infarmation that can

Muestricks First party cookics that save information that
wan b wsed Lo conibac you withoul you implicl, consesl

button |

fo stes | [ impot | [ Advenced || peram
Pop-up Blocker
j|  Prevent most pop-up windows from

appeariing.

Check box |

InPrivate

@ [/| Turn on Fop-up Blocker

| [Tl oo not colleck data for use by InPrivake Fitering

7| Disable toolbars and extensions when InPrivate Browsing
" starts

Figure 1-9: Dialog boxes come in many
different sizes and with different controls.
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Figures 1-10 and 1-11 show you an example

of personalizing the desktop and, with it, the
taskbar and windows borders. To do this, right-
click the desktop, click Personalize, click a new
theme, and click Close.

A list box (not shown) lets you select one or more items from a list; it
may include a scroll bar.

® Option buttons, also called radio buttons, let you select one among
mutually exclusive options.

Check boxes let you turn features on or off.
A preview area shows you the effect of the changes you make.
A text box lets you enter and edit text.

Command buttons perform functions such as closing the dialog box
and accepting any changes (the OK button), or closing the dialog box
and ignoring the changes (the Cancel button).

® A spinner lets you select from a sequential series of numbers.
® A slider lets you select from several values.
You will have a great many opportunities to use dialog boxes. For

the most part, you can try dialog boxes and see what happens; if you
don’t like the outcome, you can come back and reverse the setting.

Navigate with Windows 7

When multiple windows are open, and possibly a dialog box or
two, navigating among them and displaying the one(s) you want
could be difficult. Figure 1-10, for example, shows such a situation.
Earlier versions of Windows tried to address this, but Windows 7 has
added a number of features to handle it elegantly, including (see the
following sections on how to find and use these features):

® Aero Peek shows what'’s hidden on the desktop.

e Aero Shake minimizes other open windows.

e Aero Snap resizes and positions windows.

e Jump Lists display recent files and program options.

e Taskbar Previews show what is open in a program.
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Figure 1-10: A screen can become cluttered with windows and dialog boxes, making it difficult to find what you want.
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BOBBI FINDS
PROGRAMS AND
FOLDERS

| often have several
programs and folders
open on my computer,
and until Windows 7

y | would have difficulty
finding something that | was working on or
getting to an icon on my desktop. Now with
Aero Peek | can immediately see what’s on
my desktop, and using taskbar previews | can
easily see and choose from among the several
documents | might have open in Word or several
Internet sites | have open in Internet Explorer.
| think these new features are a real asset.

Bobbi S., 69, Washington

USE AERO PEEK

Aero Peek allows you to see what’s hidden on the desktop behind all

the open windows. You can do this on a temporary (or “peek”) basis

or a more long-lasting one.

® Temporarily peek at the desktop (this only applies if you are using
Aero themes):
When you have a screen full of windows, like Figure 1-10, move
the mouse pointer to (“mouse over’) the Show Desktop area in the
lower-right corner of the taskbar. All the open windows will become
transparent (“glass”) frames and you can see what was hidden on the
desktop, such as the files, folders, and email shown in Figure 1-11.

® Return to the original desktop after a temporary peek:
Move the mouse pointer away from the Show Desktop area. All the
open windows will reappear, as shown in Figure 1-10.

® Hide all open windows so you can see and work on the desktop:
Click the Show Desktop area on the far right of the taskbar. All the
open windows will be hidden, and you can move the mouse around
the entire desktop.

® Unhide all open windows and return to the original desktop:
Click the Show Desktop area on the far right of the taskbar. All the
open windows will be returned to their original position.
USE AERO SHAKE

Aero Shake allows you to minimize all open windows except for the
one you are “shaking.” To “shake” a window:
Point to the title bar of the window you want to remain open. Press

and hold the mouse button while moving the mouse rapidly to the left
and then to the right, as if you were shaking it.

_Or_
Select the window you want to keep displayed. Press and hold the
Windows Flag key while pressing HOME.
To return the minimized windows to their original size and position,
repeat the same steps.
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Figure 1-11: With Aero Peek, all open windows become transparent.
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4 ¥ Libraries »

USE AERO SNAP
Aero Snap “snaps” a window to various parts of the screen, a
function similar to the Maximize/Restore button (which can still be
used) on the title bar of a selected, floating (not already maximized)
window, with some useful additions.

® Maximize a floating window:

Diganis N Tibseary
W Favorites

* g Libsrasies
4 || Documents
40 My Decuments
Ancestry
Iy Stationeny
Trips
Pubilic Docurnents
o Music
b=/ Puctures
H videos

# Homegroup
1™ Computer

*‘Q Network

4 items

Cpen a library to ce

Videos
2w Librar

Windows 7 for Seniors QuickSteps

Point within the title bar or the window, not on its edge, and drag
it to the top of the screen. The window will be maximized to fill
the screen.

—Or—
Double-click the title bar.
—Or—
Select the window you want to be maximized. Press and hold the
Windows Flag key while pressing UP ARROW.

® Restore a maximized window (independent of how it was maximized):

Point within the title bar or the window and drag it away from the top
of the screen.

—Or—
Double-click the title bar.

—Or—

Select the window you want to be restored. Press and hold the
Windows Flag key while pressing DOWN ARROW.

® Vertically maximize a floating window while not spreading it out
horizontally:
Point to the top or bottom edge of a window, and when the pointer
turns into a double-headed arrow, drag it to the corresponding edge
' of the screen. The window will be vertically maximized.
—Or—
® Select the window you want to be maximized. Press and hold the
Windows Flag key while pressing SHIFT+UP ARROW.

Getting Started with Windows 7




® Left-align a floating window and have it occupy 50 percent of the screen:

N
Point to the title bar of a window and drag it to the corresponding
edge of the screen. When the mouse pointer (not the edge of the
window) reaches the edge of the screen, the window will fill the left
50 percent of the screen.
w
—Or—
Select the window you want to be left-aligned. Press and hold the
Windows Flag key while pressing LEFT ARROW.
® Right-align a floating window and have it occupy 50 percent of the o
screen:
Point at the title bar of a window and drag it to the corresponding
edge of the screen. When the mouse pointer (not the edge of the
window) reaches the edge of the screen, the window will fill the right .
50 percent of the screen.
—Or—
Select the window you want to be right-aligned. Press and hold the
Windows Flag key while pressing RIGHT ARROW. o
® Restore a window that is filling 50 percent of the screen:
Point at the title bar of a window and drag it down and away from the
window edge it was aligned to.
—Or— ~l
Double-click the title bar twice.
—Or—
Select the window you want to be restored. Press and hold the Windows oo

Flag key while pressing the key opposite the one used to enlarge it.
USE JUMP LISTS

Jump lists are a context or pop-up menu for application icons on

the taskbar or the Start menu. When you right-click a program icon ©
on either the Start menu or taskbar, or click the right arrow to the

right of a program on the start menu, a menu will appear containing

a list of recent files or webpages, as well as options to close the

0]}
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m CNM.com - Breaking News, U.5, ...
E The Seattle Times | Seattle Times ..
\! M5N.com

l_-" Google

@ Technology News - CNET Mews
Tasks

4L StartInPrivate Browsing

% Open new tab

& Internet Explorer
@ Unpin this program from taskbar

Close window

Look at the icons on the taskbar in Figure 1-12. It
is obvious by its bright highlight that the Windows
Explorer icon is selected and the one displaying
the thumbnails. You can also tell that the
Windows Media Player icon (the one following
Windows Explorer), by its lack of any highlight
and border, doesn’t have an open window. The
Excel icon shows it has open windows by its
unhighlighted icon but defined border.

[\) NOTE |

If you see in an exclamation mark in a shield

on the Shut Down button, you are being told
that when you click Shut Down, updates will be
installed and then the computer will be shut down.

application, pin or unpin it from the Start menu or taskbar, and
open the application with a blank file or webpage. (This is different
than simply pointing at an open taskbar program, which shows the
taskbar previews; see the next section.)

USE TASKBAR PREVIEWS

Taskbar previews are a miniature image, or thumbnail, of an open
window attached to a taskbar icon. When you mouse over, or point
at, an icon on the taskbar, a thumbnail of the open window or
windows related to that icon will temporarily appear, as shown next.
If you then move the mouse to the thumbnail, a temporary full-sized
image will appear (see Figure 1-12). When you move the mouse off
the thumbnail or the icon, the corresponding image will disappear.
Open a window by clicking its thumbnail (or by clicking the task

on the taskbar). Close a window by clicking the Close button on

the thumbnail (the Close button appears when the mouse pointer is
placed on the thumbnail).

End Your Windows Session

You have several ways you can end your Windows session, depending
on what you want to do. All of these can be found on the Start menu.

1. Click Start. Note in the lower right of the Start menu there is a button
marked Shut Down and a right-pointing arrow to open several options
(these are also called the “power” buttons), which are in addition to

Shut Down.
2. Click either Shut Down or the right arrow, and then click the option
you want.
Switch user
Log off
Lock
) Restart
H UL oW Sleep

—_—
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Figure 1-12: The natural instinct is to move the mouse from the thumbnail to the temporary larger window to open it, but ©
that causes both images to disappear. You must click the thumbnail.
—h
o
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There are two distinct schools of thought on
whether you use Sleep or Shut Down when
you leave the computer for any length of time.
There are two primary considerations: security
and power usage. Older computers used

less power running in Sleep mode than the
power consumed during shutting down and
starting up. New computers have reduced the
power consumed during these events, so it is
now a toss-up. From the security standpoint,
there is no security like having your computer
completely turned off. A computer is also pretty
secure in Sleep mode, but it is theoretically
possible for a hacker to awaken it. The choice
becomes a matter of preference. | turn my
computers off; my wife leaves hers on.

The meaning of the various options are

Shut Down closes all active programs and network connections and
logs off all users so that no information is lost, and then turns off the
computer (if it is done automatically) or tells you when it is safe for
you to turn it off. When you start up the computer, you must reload
your programs and data and reestablish your network connection to
get back to where you were when you shut down.

Switch User leaves all active programs, network connections, and
your user account active but hidden while you let another person use
the computer.

Log Off closes all active programs, network connections, and your
user account but leaves Windows 7 and the computer running so
another person can log on.

Lock leaves all active programs, network connections, and your user
account active but displays the Welcome screen, where you must
click your user icon and potentially enter a password, if you have
established one, to resume using the computer.

Restart closes all active programs and network connections and

logs off all users so that no information is lost. Windows is then shut
down and restarted. This is usually done when there is a problem that
restarting Windows will fix or to complete setting up some programs.

Sleep leaves all active programs, network connections, and your user
account active and in memory, but also saves the state of everything
on disk. Your computer is then put into a low-power state that allows
you to quickly resume working exactly where you were when you

left. In a desktop computer, it is left running in this low-power state

for as long as you wish. In a mobile computer (laptops, notebooks,
netbooks, and tablet PCs), after three hours or if the battery is low,
your session is again saved to disk and the computer is turned off.
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Figure 1-13: The Windows 7 Help And Support
window provides you with several options for
getting help.

can come from your children and grandchildren!

Often, some of the best help with a computer J

RESUME FROM SLEEP

There are several ways to resume operation after a computer has been
put into Sleep mode, which depend on your type of computer, how it
was put to sleep, and how long it has been sleeping. A computer can
be put into Sleep mode by your action on the Start menu, by shutting
the cover of a laptop, or as the result of the computer not being used
for a time. The ways to resume include the following;:

® Press any key on your keyboard. This works with most desktop
computers and mobile computers that have only been asleep a
short time.

® Quickly press the power button on your computer. This works with
most recent computers of all types. Holding down the computer’s
power button will, in most cases, either fully turn off the computer or
cause it to restart (shut fully down and then restart).

® Open the top. This works with most laptop computers.

Find Help

Windows 7 Help provides both built-in documentation and online
assistance that you can use to learn how to work with Windows 7.
For example, to use Help to start a program:

1. Click Start and click Help And Support. The Windows Help And
Support window, like the one shown in Figure 1-13, opens.

2. In the Search Help text box, type start a program. A number of
options related to starting a program will be displayed.

3. Click the Close button to close the Help And Support window.
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Personalize Windows

Add Windows Program Icons

Change Desktop Icons

Adding Other Program Icons W
to the Desktop

Change the Start Menu G h apt er 2

Change the Taskbar

Permanently Pin Icons M a kl n g t h e =

to the Taskbar
. . Computer Yours
Changing Taskbar Properties
Set and Use the Date and Time (&)
Changing the Notification Area It is important to you to have your computer work the way
Change Ease-of-Access Settings you do. You will be able to do things easier and reduce
Using the Control Panel your level of frustration. Microsoft realizes this and has built o
Customize the Mouse into Windows 7 many features that can be customized.
Customize the Keyboard You can keep the default Windows 7 setup if you wish,
Change Sounds or you can change the display, Start menu, taskbar, and -
Change Regional Settings sounds. You can also rearrange the desktop and enable
Manage Gadgets accessibility options.
oo
Change the Screen
An important aspect of Windows that leads to your enjoyment and
efficient use of it is how it looks. Windows 7 provides significant o
flexibility in this area. You can change how the screen looks,
including the desktop, the Start menu, and the taskbar.
—h
o
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Personalize Windows

In Windows 7, when you first attempt to change . .
various aspects of the program, you'll see a Much of what you see on the Windows 7 screen is controlled by
User Account Control (UAC) dialog box appear the Personalization window. Open it to make many of the changes
and ask you if you want to allow a program to in this chapter. (Several of the features 5
- make changes to your computer. This prevents controlled in the Personalization Sort by
a hacker from ?hangmg your system ove.r the window, such as sounds and the mouse Refresh
Internet or malicious software from harming . . . e
. pointer, are discussed on their own later 3k
your computer. When you see these dialog . ) Paste shortcut
boxes and if you are an administrator and, in in this Chapter.) N
< fact, want to continue., (.zlick Yes. If yqu are not 1. With Windows 7 running and displayed S Shred Polder Synehuonizsion
logged on as an administrator, yfou will ne’ed on your computer, right-click a blank B Adobe Drive 54
o ertmtter;\ pais:vord o (éo.that. | yout d(;)n tl ) area of the desktop. The desktop New
want 1o do whatever|is being requested, clic context menu is displayed. B Screen resolution
No. To simplify the instructions in this book, _ o @ Gadgets
0 | have left out the UAC dialog box and its 2. Click Personalize. The Personalization g peonsice
associated steps. If you see one while following window opens, as shown in Figure 2-1.
the instructions here, just process it as you CHANGE THE DESKTOP THEMES AND COLORS
want and continue with the instructions. UAC is You can use any picture, color, or pattern you want for your deskto
© discussed further in Chapter 6. yP ! - OrP y y P

y background. Windows 7 comes with a number of alternatives. From
the Personalization window:

1. Drag the scroll button on the right, and review the themes that are
N~ available with Windows 7 (or click Get More Themes Online to view
Microsoft’s online library). Click the theme you want to use. With each
theme you can select a desktop background and a window color, as
well as the sounds used and a screen saver.

© !—w 2. Click Desktop Background. Click the Picture Location down
L & arrow, and select a source of pictures; or click Browse and navigate
Themes allow you to control many facets of to a location on your computer where you have a picture you want
Windows 7 just by changing the theme. J to use (Chapter 3 explains how to navigate on your computer).

10
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- . B Contral Panel » All Control Panel iems » Personalization

File Edit View Tool: Help

Control Panel Home

Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window color, sounds, and screen saver all at once.
Change mouse pointers - - w
Lhange your account picture o H = o .
Windows 7 Architecturs Characters Landscapes Mature
Sceney United Kimgdom United States 13
Basic and High Contrast Themes (5}
(&)
Windows T Basic Windows Classic High Contrast=1 High Contrast =2 High Contrast Black
See also [ =2 |
isplay
Taskbar and Start M : ;
sl dlo o Lt Desktop Background Window Color Sounds Screen Saver
Ease of Access Center Harmony Sky Windows Detault None
= ~

Figure 2-1: The Personalization window lets you change the appearance of Windows 7.

Click OK, and click the picture or pictures desired, shown in

Figure 2-2 (if you select more than one picture, each picture will S
appear as the background, similar to a slide show, changing each

background every 30 minutes by default).

‘You can select a new theme and almost 3. Click Save Changes to close the Desktop Background window.
immediately see the changes on the desktop. 4. At the top of the themes list, click Save Theme to save any changes ©
If you don't like the changes, select a different to a previous theme or to save a new theme.
theme. . .
5. In the Save Theme As dialog box, name the theme, and click Save.
—h
o
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Choose your desktop background
Click a picture to make it your desktop backgreund, or select more than one picture to create a slide show.

I_t » Control Panel » All Control Panel ltems » Personalization » Desktop Background

Picture lucation: iWimluw:. Desklop Backgrounds

2] (o)

-

(6 ] seoercon. 5}

= Scenes (6)

« Uniled Kingdom (6)

« United States (G)

e

4 Wallpaper (1)

S R b

I s B o e

Us-wp3
Item type: JPG File

Picture position:

Change picture every:

30 minutes

e’ o

&Y =

fags: Us

Rating: Unrated

Dimencions: 1620 x 1200

Size: 746 KB

Title: Cannon Beach, Oregon, USA

I Save changes [ Cancel




|= |z /s3] CHANGE THE RESOLUTION AND TEXT SIZE
@Qﬂ!- <« All Control Panel lrems » Dispia}r - | 5 || Search Control Panel F e Dependlng on your Computer and monitorl you can
mfilewitimiee oot 5 display Windows 7 with various resolutions and text
Control Panel Home TR (N N S——— sizes. You can select the text and object size in the Display
Adjust resoluion T A e e window and then go on to adjust the resolution. From the
q one of these options. To temporarily enlarge just part of the
Hy Calibrate color screen, use the Maanifier tool. Personalization WlndOW w
Change display settings ’
ifmfwtze_‘mmpn @ SoalleoBe gk, o 1. Click Display in the lower left. The Display window will
e 35 appear, as shown in Figure 2-3.
= Medium -
2. Click the text and object size you want to use, and click N
- larger 150% Apply.
— 3. Click Adjust Resolution. If you have more than one
Personalization display device, click Identify. The display’s number
Peiices anignnters i appears on each screen. In the Display drop-down list, o
click the display whose resolution you want to change.
Figure 2-3: Increasing the text and object size lets you see less of . . .
what’s on the screen, but what you see is larger and possibly easier 4 Click the Resolution drop-down arrow. Drag the slider up
to read. or down to adjust the resolution. (You can try this and if
you don't like it, come back and change it.) o
=@ ®
\-_j k-j [« Displny + Sereen Resolution + [ [ Fearch Contmi P 0
Change the appearance ol your display
Detect N
| Idenbty |
Lhisplaret | L SyncMaster = |
Resalution; 11280 « 1024 (recommended) = | oo
Orizestatinn: HHigh
'._% 1280 = 1024 (recommended) T
Pake text and othe
‘What display setting @
dt=] [Eifioe b
‘ HO0 = 600
—h
o
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The Advanced Settings link in the lower-right
corner of the Screen Resolution window
provides access to settings that are specific to
your display hardware.

& Window Color and Appearance ﬁ
| Window Color and Appearance :
Inactive Window - o] x| |
Active Window =lolx]
Marmal  Tabied Selected
‘Window Text :I
Message Box 3
Message Text
- oK

To turn on Windows Aero, select a Windows theme, Colors and sizes selected
here apphy only it you have selected the Windows | Basic theme or an kase of
Access theme,

Ttem: 3 Color Lt
| Desktop - i SiimmEs =T
v | B
oK i Cancel Apply

5. Click Apply to save the settings, and then click the Back arrow in the

upper-left area until you are back to the Personalization window.

ALTER THE APPEARANCE OF OBJECTS

You can alter the appearance of windows, icons, and dialog boxes,
changing their shapes and colors, as well as the font used in those
objects. From the Personalization window:

1. Click Window Color at the bottom of the window. The Window Color
And Appearance window will open.

2. Click a different color scheme, if desired; scroll down and turn off
transparency if you don’t like looking through window borders; or
change the color intensity.

3. Click Advanced Appearance Settings to open the old-style (circa
Windows XP) Window Color And Appearance dialog box, as shown
on the left. Select an object whose color and/or font you want to
change, make those changes. All settings made here will provide a
Windows Classic look or style.

4. When you are ready, click OK to close the Window Color And

Appearance dialog box. Then click Save Changes to return to the
Personalization window.

SELECT THE SOUNDS WINDOWS 7 PLAYS

You can select the sounds that are played when various events occur,
such as a critical stop or Windows shutdown, in the Sound dialog
box. Make sure your speakers are plugged in and turned on. Then
from the Personalization window:

1. Click Sounds at the bottom. The Sound dialog box will appear,
displaying the Sounds tab, as shown in Figure 2-4.

2. Click the Sound Scheme down arrow, and select one of the options.

3. Double-click a Program Events option to hear its current sound played.

4. Click the Sounds down arrow to select a different sound for the
event. Click Test to hear the sound.
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¥ Soind [ 5. When you have made all the changes you want to the association of
e PR sounds and events, click Save As to save your changes as a new
T S S — scheme. Type a name for the new scheme, and click OK.
el 6. When you are ready, click OK to close the Sound dialog box.
Saund Scheme:
TR S e PICK A NEW SCREEN SAVER o
B g When the computer is left on but not in use, the unchanging
S image on the screen can be burned into the face of a cathode-ray
[E] Windows) B tube (CRT) monitor. The newer, thin, flat-screen liquid crystal
cose Py i display (LCD) monitors are not as affected by this, but plasma ~
s displays can be. To prevent this damage, you can choose to use a
Play“z:?::j:mp — : screen saver, which constantly changes the image on the screen
; when the computer is not in use. Windows 7 provides a number
Winioses fetters Ll BTest || Browse of alternative screen savers you can use. From the Personalization o
window:
[ ok ][ concel ][ apply
1. Click Screen Saver in the lower-right corner. The Screen Saver
I;;g;;gsszélll/:eﬁ?sunds can be associated with Settings dialog box appears.
2. Click the Screen Saver down arrow, and review the options in the S
drop-down list.
3. Click a screen saver option to see it previewed in the dialog box
(see Figure 2-5).
4. Click Preview to see the screen saver on your full screen. Press ESC -
to return to the dialog box.
5. Click the up or down arrow on the Wait spinner to set the time to wait
before enabling the screen saver. -
6. When you have the screen saver you want, click Settings, if it is
enabled, to see what settings are available for your screen saver.
With the Photos option, you can select the folder, such as Pictures,
from which to display photos. o
7. When you are ready, click OK to close the dialog box.
—h
o
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(B screen Saver Settings ==/] USE A DIFFERENT MOUSE POINTER

Screen Saver | If it is difficult for you to see the mouse pointer, you can change how
it looks and behaves in the Mouse Properties dialog box. From the
Personalization window:

1. Click Change Mouse Pointers in the upper-left area. The Mouse

(4]
Properties dialog box will appear with the Pointers tab displayed, as
shown in Figure 2-6.
2. Click the Scheme down arrow, and choose the scheme you want
q_ Screen saver tO use.
(Blastes — ) [Lsetings.. | [ Preview ] 3. If you want to customize a particular mouse pointer, select that
Wait:. 10 2 minutes [ On resume, display logon screen pointer, click Browse, locate and select the pointer you want to use,

Power management and click open.
0 Conserve energy or maximize perfarmance by adjusting display 4. CI|Ck OK to Close the M0use Propertles dlalog bOX_

brightness and other power settings.

Lhange power settings

¥ Mouse Properties m
[ oK ] [ Cancel | [ Apply | |B|.itms| Pointers | Painter Options | ‘Wheel I Hardware
. . Suheine
© Figure 2-5: You can use your own photos with the

[Wmdows Aero [zystem scheme] - L\\)

Photos screen saver option.

! Saveds.. Delete

S ) NOTE | CE—
3 !HePpSeIec:t I/\\?@ :|

By default, Windows smoothes the edges of _ O
. . Working In Background L\\)"

screen fonts using ClearType. You can adjust )

how ClearType works from the Personalization Bus O
@ window by clicking Display, and then in the Frecision Select -+ -

Display window clicking Adjust ClearType [¥] Enable pointer shadaw Use Defeutt | [ Browse..

Text. In the ClearType Text Tuner, you can turn ] Allow themes to change mouse pointers

ClearType on or off; by clicking Next, you can

Apply

o)) fine-tune how ClearType operates. ClearType :

is only effective if you are using a notebook Figure 2-6: The mouse pointer should be

computer or a flat-panel display. easily seen and instantly informative for you.
o
-
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Add Windows Program Icons

While you can make a lot of changes to the

screen and its contents, the first step is to get When you first install and start up Windows 7, you will Only have a
comfortable with the default screen and content, couple icons on the desktop, including the Recycle Bin, which is the
and only then look at what changes might be only one Windows has by default. Some computer manufacturers
beneficial to you. may include additional icons. The purpose of having program icons o
on the desktop, called shortcuts, is to be able to easily start the
38 Desiop foon SR i programs by double-clicking their icons. To add Windows program
| D | icons, such as Windows Explorer and Control Panel, to the desktop
Desktop icons .
sl —— and customize them: ~
;zet;ﬂ:& e 1. Right-click a blank area of the desktop, and click Personalize to open
_ _ the Personalization window.
L 2 @ - _ 2. Click Change Desktop Icons on the left to open the Desktop Icon
Conper - Maw Nk e Settings dialog box, shown in Figure 2-7. o
4 3. In the Desktop Icons area, click one to five icons that you want
Hearek fin to have on the desktop. For example, you might want icons for
Computer and Control Panel. You might use the others less often,
Change loon. | [ Restore Defauk and they can be quickly accessed from the Start menu. o
[¥] &llow themes to change des iconz
4 e o chenos deien 4. To customize a Windows program icon, click the icon and click
— Change Icon. A dialog box will appear displaying alternate icons.
5. Select the alternative you want, and click OK.

Figure 2-7: Add the icons to the desktop for e . . . ~
the programs you use most often. 6. When you are satisfied with the Windows program icons you have

selected and/or changed, click OK.

View 3 Large icons . . . .
Sortby ¥ | Mediom icons 7. Click the Close button to close the Personalization window.
Refresh | @ Small icons |'}
Paste Auto arrange icons m
Paste shortcut Align icons to grid Change Desktop Icons
Undu Delete Cul+Z | . o
:’ Shows desklop fecrs When you have the icons that you want on the desktop, you can
NVIDIA Control Panel Show desktop gadgets . . . . .
| S = change the size of the icons, their order, and their alignment through
B futees D d the desktop context menu. ©
Mew: 13
TR Right-click a blank area of the desktop to open the context menu, and
@ Gadgets click View to open the View submenu.
B Personalize
—h
o
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RESIZE ICONS
Windows 7 gives you the choice of three different sizes of icons. The
size you choose is a function of both the resolution you are using
on your display and your personal preference. By default (the way

—
= —

;’)‘ .2 — Windows is set up when you first install and /or start it), your icons
© R‘:I;’n Rec':':':f:mn Rec‘::}: L will be medium size. From the View submenu:
L)arge Mc:dium Sj;nall Click each of the sizes to see which is best for you.
ALIGN ICONS
< You can drag desktop icons where you want them; by default,

Windows 7 will align your icons to an invisible grid. If you don’t like
that, from the View submenu:

Click Align Icons To Grid to clear the check mark and allow any
arrangement on the desktop that you want.

If you should move your icons around and then change your mind,
reopen the View submenu and:

© Click Align Icons To Grid to reselect it. Your icons will jump to the
invisible grid and be aligned.

ARRANGE ICONS

By default, there is no particular order to the icons on the desktop,

so you can drag them into the order that suits you. However, you can
have Windows arrange and sort the icons in several ways. From the
View submenu:

0 Click Auto Arrange Icons. By default, the icons will be placed in
a column alphabetically by name, except that the system icons
(Computer, Recycle Bin, Internet Explorer, User’s Files, Control
Panel, and Network) will be at the top.

10
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9 . . .
. If you want to change the order in which Windows 7 arranges
ADDING OTHER PROGRAM ICONS desktop icons:
TO THE DESKTOP _ _
The method for adding other program icons, or 1. R!ght-chck a blank area of the desktop to open the context menu, and
shortcuts, to the desktop depends on where the click Sort By to open that submenu.
icons are. 2. Click one of the options to have the icons sorted in that manner. W
ADD ICONS FROM THE START MENU RENAME DESKTOP ICONS
.Clickatar:hto open tretrr]negu, :tnd CIEPIG When you add program icons to the desktop, they may have the
UL R LR L word “Shortcut” in their names, or they may have names that are not
ADD ICONS FROM THE ALL : ; . £ N
PROGRAMS MENU meaningful to you. To rename desktop icons:
1. Click Start, and click All Programs. 1. Right-click an icon name you want to change, and click Rename.
2. Locate and point to the icon, hold down the 2. Type the new name that you want to use, and press ENTER.
right mouse button, and drag the icon to ”
the desktop. (This is called right-drag.) Ch ange the St art Menu
3. Click Copy Here.
i The Start menu has several areas you can customize, including the
AI::DCI:T_:?(N; FF:OIIYI I?Z:T’R MIENUS g size of the icons, the number of programs on it, the programs to use
S A rograms, and open for the Internet and for email, and how the Start menu operates. ©
additional folders as needed.
to desktop. Windows 7 gives you considerable flexibility as to what is displayed
3. Click Copy Here. on the Start menu and how those items work. ~
ADD ICONS NOT ON A MENU 1. Right-click Start and click Properties to open the Taskbar And Start
1. Click Start, and click Computer. Menu Properties dialog box.
2 ity G ar colslors, @z 4 2. With the Start Menu tab selected, click Customize. The Customize o
drive and(fold?r(s) needed to Ic:catz e Start Menu dialog box will appear (see Figure 2-8).
program (most programs are stored in _ _ _
their own folder within the Program Files 3. Scroll thrqugh the list of links, icons, and sgbn_wenus. Select the ones
folder on the C: drive). you want included on the Start menu, anq |nd|cat§ how they should
TR U S operate. Toward the end of the list there is an option that lets you “
- Drag the program icon fo ihe deskiop. J change the size of the icons on the Start menu.
4. Use the Number Of Recent Programs To Display spinner to select
the number displayed in the lower-left corner of the Start menu.
—r
o
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Customize Start Menu M
‘fou can customize how links, icons, and menus look and behave on the
Skart menu,

»

Display as a link
() Display as a menu
(7) Don't display this item
|:| Connect To 4
[ Cantrol Panel
(@) Display as a link
() Display as a menu
(7) Don't display this item
Default Programs
Devices and Prinkers
& Documents
(@) Display as a link
() Display as a menu
() Don't display this ikem
& Dowrloads
() Display as a link e

m

Start menu size

Mumber of recent programs to display: 7B
Mumber of recent items to display in Jump Lists: ? :
Use Default Settings [ OF ] [ Cancel ]

Figure 2-8: You can customize what is
displayed on the Start menu and how
those items work.

Changing the size of icons only affects the icons
on the left of the Start menu. The purpose of
smaller icons is to list more programs.

5. Use the Number Of Recent Items To Display In Jump Lists spinner
to select the number displayed in jump lists (see Chapter 5).

6. To return to the original default settings, click Use Default Settings.
7. When you have made the changes you want, click OK twice.

ADD PROGRAMS TO THE START MENU

You can add programs to the upper-left corner of the Start menu
(where they will remain unless you remove them).

1. Click Start, click All Programs, and open the appropriate folders to
display the program you want on the Start menu.

2. Right-click the program, and click Pin To Start Menu. The program
will appear on the Start menu. For example, if you want to add
Internet Explorer, click Start, click All Programs, right-click Internet
Explorer, and click Pin To Start Menu.

Open

@' Run as administratar
Troubleshoot compatibility
Open file location

Edit with Aptana Studio
Pa  Scan for viruses

Pin ta Taskbar
Pin to Start Menu {"_r?

Restore previous versions
B Adobe Drive €54 »

Send to »

Cut
Capy

Delete
“i‘,' Rename

Praperties

3. Click outside the Start menu to close it.
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To remove a program on the Start menu, click
Start, right-click the program, and if it is one
you added in the upper-left corner of the menu
(semi-permanent area), click Unpin From Start
Menu. If the program you want to remove is

in the lower-left corner (recently used program
area), click Remove From This List. Then click
outside the Start menu to close it.

vy

The picture that is displayed on the Start menu
comes from your user account, as described

in Chapter 6. To change this picture, right-click
the desktop, click Personalize, click Change
Your Account Picture on the left, click one of
the pictures shown, click Change Picture, and
click Close to close the Personalization window;
or click Browse For More Pictures, navigate
to the drive and folder with the picture you want
(see Chapter 3), click that picture, and click
Open. Click Close to close the User Accounts

dialog box.

Programs

Start button currently running

;I@“ 4 @, [i@ | 8] ﬁil

Programs pinned to
the taskbar

Figure 2-9 shows a changed Start menu, which you can compare with
Figure 1-4 in Chapter 1.

Lfe Internet Explarer F

WH iicrosoft word 2019
Kﬂ. Micrasaft Excel 2010 Decimints

Pictures
@ Snagit L0

.J\-_ﬁ, Character Map

Music

Games

[ Windows Live Mail

Computer

| Calculator
Network

Sticky Motes
Control Panel

_—
[ Getting Started : _
-' Devices and Printers

Default Programs

Help and Support

P AllPrograms

| Search programs and files

Figure 2-9: A Start menu with changes
described in this chapter.

o Change the Taskbar
Notification area,

date and time The taskbar at the bottom of the Windows 7
screen has four standard areas: the Start
button on the left, the task list in the middle,
and the notification area and the Show

Show Desktop  Desktop button on the right. In addition, there

button is an optional “pin-to” area next to the Start

button. You can change the taskbar by moving and sizing it and by
changing its properties.
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[\) NOTE |

You can turn on a second optional area on the
taskbar next to the notification area that lets you
open the Tablet PC Input Panel to enter text

on the screen without a keyboard. Instead, you
write with a mouse or stylus, or click a keyboard
layout on the screen. Right-click the Start
button, click Properties, click the Toolbars tab,
click Tablet PC Input Panel, and click OK.

MOVE AND SIZE THE TASKBAR

You can move the taskbar to any of the four sides of the screen. Do
this by dragging any empty area of the taskbar to another edge. For
example, Figure 2-10 shows the taskbar moved to the right edge of
the screen.

You can size the taskbar by dragging the inner edge (top edge when
the taskbar is on the bottom) in or out. Here is a taskbar at double its
normal size.

42

PAGE PICKS
WHAT SHE NEEDS
TO LEARN

In truth, there is far more
about my computer that

| don’t know than what

| know, but | get along
pretty well and can do
what | want to do. | started out with the idea that
| had to learn all about my computer, but quickly
found that was a tall order, and so changed

my objective to learning just what | needed to
know to do writing, emailing, online banking, a
small amount of shopping, surfing the Internet,
and managing my pictures. It works well and is
agreat asset . . . and I'm always curious about
what | don’t know and want to know more.

Page G. B., 68, Washington

In either case, you must first unlock the taskbar. See the “Changing
Taskbar Properties” QuickSteps to do this.

Permanently Pin Icons to the Taskbar

Windows 7 provides the ability to permanently “pin,” or attach,
frequently used program icons to the taskbar next to the Start button.
Once there, the icons are always visible (unless you hide the taskbar),
and the related program can be started by a single click. By default
Windows 7 has three icons pinned to the taskbar: Internet Explorer,
Windows Explorer, and Media Player. You can pin additional

icons, you can remove those that are currently pinned, and you can
rearrange the current icons.

PIN AN ICON TO THE TASKBAR

After you have used Windows 7 for a while, you may find that you
use a program more often than others and would like to have it more
immediately available. This is what pinning to the taskbar is for. You
can do that by either:

Locating the program icon in Windows Explorer, any part of the Start
menu, or on the desktop; right-clicking it; and clicking Pin To Taskbar.

—Or—
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] {7 Windows Media Playe

Recycle Bin @u « Music » Album » Keystone Passage Play Burn Sync

5 =l canrch P vl b Savelist  Clear list P~ A~
4 [ Musie
0, Artist K ocnaTaage Keyctone Paszage
2} Album B Keystone Passage » Keystone L s
) Genee AndesnMict  [SRSlPR] TSRS w
§ Videos New Wings il y
Pictures Chetzemeka Rai
< Recorded TV Norwegian Nigt & Keystone Passoge
Windsor Castle’: » Keystone Passage
i Other Libraries Cinien Creek Andean Mist
i Carole (constar Return of the M Mew Wings
i Marty (winT) Ihe Kingdom of  Chetzemoka Rain ' S
Jd Music Petals in the 5ty Norwegian Nights E
- Artist Windsur Castle’s Buming
=) Alhurn Ornion Creek
Return of the Magicians

The Kingdom of Mossylog

Figure 2-10: A taskbar can be moved to any of the four sides of the screen.
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CHANGING TASKBAR PROPERTIES
A number of taskbar features can be changed
through the Taskbar And Start Menu Properties
dialog box (see Figure 2-11).

OPEN TASKBAR PROPERTIES
Right-click an open area of the taskbar, and
click Properties. The Taskbar And Start Menu
Properties dialog box appears with the Taskbar
tab selected. (Click Apply to test a change
without closing the dialog box.)

UNLOCK THE TASKBAR

By default, the taskbar is locked. To move or
resize the taskbar, it must be unlocked.

Click Lock The Taskbar to remove the
check mark and unlock the taskbar.

HIDE THE TASKBAR
Hiding the taskbar means that it is not displayed
unless you move the mouse to the edge of the
screen containing the taskbar. By default, it is
displayed.
Click Auto-Hide The Taskbar to select
the check box and hide the taskbar.

USE SMALL ICONS
If you want to conserve desktop space and you
have good eyesight, you can make the icons
smaller, the size they were in previous versions
of Windows.

Click Use Small Icons to add a check
mark and make the icons smaller.

Continued . . .

L. Taskbar and Start Menu Properties M
Taskbar | Start Menu | Toolbars

Taskhar appearance

7] Lock the taskbar

"] Auto-hide the taskbar
] Use small icons

Taskbar location on screen: [Buttom ¥ ]

Taskbar buttons: [Nways combine, hide labels v]

Matification area
Customize which icons and notifications appear inthe [~ o0
notification area. -

Previess drckbnn with &ern Prek

Temporarily wiews the deskbop when you move your mouse ko the
Show desldop button at end of the kaslbar,

[¥] Use &ero Peek ko preview the deskkop
How do I customize the taskbar?

Figure 2-11: You will use the taskbar often, so
it should look and behave the way you want.

Start the program in any of the ways described in Chapter 1. When
it has started, right-click its icon on the taskbar, and click Pin This
Program To Taskbar.

Recent
m Marty's Quicken Nata
Ei M & C Quicken

3 Quicken 2011

|4 Pin this progearm Lo Laskbar [}—

Close window

| @ |

You can pin a file or folder to the Windows Explorer icon on the
taskbar by opening Windows Explorer, navigating to the file or folder,
and dragging it to the Windows Explorer icon on the taskbar. Access
the pinned file or folder by right-clicking the Windows Explorer icon
and clicking the file or folder.
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REMOVE AN ICON PINNED TO THE TASKBAR

CHANGING TASKBAR PROPERTIES To remove a program icon pinned to the taskbar:
::C:::LCI)E:I)IIZE TASKBAR BUTTONS Right-click the icon and click Unpin This Program From Taskbar.
There are three choices for customizing taskbar REARRANGE ICONS PINNED TO THE TASKBAR
buttons: The icons that are pinned to the taskbar can be moved around and w
e Always combine similar items and hide placed in any order.
the labels, such as program names (this
is the default). Drag icons pinned to the taskbar to where you want them.
e Combine similar items when the taskbar is If you have a program pinned to the taskbar, which is preferable if N
full, but display the labels. there is room, you don't also need it on your desktop.

e Never combine similar items under any
circumstances, but display the labels.

Combining similar items, for example, puts all Change HOW WIndOWS 7 OperateS ol

Microsoft Word documents in ene icon or all How Windows 7 operates is probably more important to you than
Internet pages in one icon so that they take up how it looks. For that reason, Windows 7 has a number of facilities

less room on the taskbar. By default, similar .. .
. . that allow you to customize its operation.
items are combined.

;’r','gk;ﬁj ;f:f :,:O?Ct:,tons donn arrow Set and Use the Date and Time
USE AERO PEEK The time and date in the lower-right corner of the screen may seem
Aero Peek allows you to see the desktop simple enough, but significant capability lies behind these simple
and what is under the open windows on the numbers.
screen when you move the mouse to the Show
Desktop button on the far right of the taskbar.
This is turned on by default.

1. Move the mouse until your cursor is on the time or date in the
notification area. The current day and date will appear.

Click Use Aero Peek to remove the check Tuesday, October 26, 2010
mark and this capability. unig

CLOSE TASKBAR PROPERTIES

After you’ve made any of these changes to the
taskbar, click OK to enable them and close the
Taskbar And Start Menu Properties dialog box.

—

0]}
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CHANGING THE

NOTIFICATION AREA
The notification area on the right of the taskbar
can also be changed through the Taskbar
And Start Menu Properties dialog box (see the
“Changing Taskbar Properties” QuickSteps
for instructions on displaying the dialog box).
The notification area, which can get crowded
at times, contains program icons put there by
Windows and other programs. You can control
which icons are displayed along with their
notifications, which icons are hidden but their
notifications displayed, or which icons are not
there at all. To change the natification area:

Click Customize under Notification Area.
The Notification Area Icons window will
appear, as shown in Figure 2-12.

CUSTOMIZE NOTIFICATION ICONS
To customize the behavior of icons in the
notification area:

Click the drop-down list opposite the
icon you want to change, and select the
behavior you want.

DISPLAY SYSTEM ICONS
Up to five system icons—Action Center,
Network, Volume, Power (on mobile computers),
and Clock—are shown in the notification area by
default. You can turn them off if you wish.
1. Click Turn System Icons On Or Off.

2. Click the drop-down list opposite an icon
name, and click Off to not display it.

Continued . . .

l= @ s
Q‘:) |Q » Control Panel » All Control Panel lrems » Matification Arealcons - A-,I Seqrch Controd Pane P
File Edit  View Tools Help
L

Select which icons and notifications appear on the taskbar

I you choose Lo hide icers and notifications, you won't be notilied about changes ur updates. To view hidden
icons at any time, click the arrow next to the notification area on the taskbar,

lcons Behaviors
|8 ion ©. [ |
I “‘C“‘m Lomer | Show 1con and notifications v
g " I ]
?:J M_"f""'c_"l . | Show icon and notrhications - |

09 Ve . | Show 1con and notrhications =| =
E F‘Oll"‘:“El""‘e“‘e ) | nly show notrhicatians =

— T : ]

[} 3’“9" | Only show notifications -

P Kaspersky Anti-Virug

| Only chow notifications -

Lo w""?‘_m_; ll.ve r‘_‘f"' ;Only show notifications -

T2 Whndace Hndsts
Tum system icons on or off
Restore default icon behaviors

[} Abways show all icons and netifications on the taskbar

Figure 2-12: Turn off the notification area icons that are not useful to you.

2. Click the time. The full calendar and clock appear.

r x|

I uesday, Uctober 2b, 2010

1 October, 2010 r

Su Mo Tu We Th
26 27 28 29 30
T
o 11 12 13 14
17 18 19 20 2
24 5ERIT B

I % A

Sa
2
9

16

PE]

30
A

ZBREFe~T

4:28:31 PM

Change date and time cettings...
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CHANGING THE
NOTIFICATION AREA (Continued)

3. When you have made the changes you
want, click OK.

CLOSE TASKBAR PROPERTIES
After you've made any of these changes to the
notification area, click OK to enable them and
close the Notification Area Icons window. Click
OK again to close the Taskbar And Start Menu
Properties dialog box.

The blue and yellow shield on the Change Date
And Time button tells you that the function being
selected requires administrator permission. You
must be an administrator or have a password
for one.

3. Click Change Date And Time Settings. The Date And Time dialog
box will appear, as shown in Figure 2-13.

5= Date and Time ﬂ

Date and Time | additional Clocks | Internet Time

Date:
Tuesday. October 24, 2010

Tune:
42559 P

I i‘ Change date and time...

Time zone

(UTC-08:00) Pacific Time (US & Canada)

I Chanye bine cone...

Daylight Saving Time ends on Sunday, Movember 07, 2010 at 2:00 AM. The
clock is set ta go back L hour at that time.

[¥] Matify me when the clock changes

Get more time zone information online

How doTset the clock and time zone?

Figure 2-13: Setting the date and time is normally
automated using an Internet time server.

4. With the Date And Time tab selected, click Change Date And Time.

The Date And Time Settings dialog box appears.

5. Use the arrows on the calendar to change the month. Or, click the

month to display the year, use the arrows to change the year, click the
month, and then click a day.

6. Double-click an element of time (hour, minute, second, AM/PM), and

use the spinner to change the selected time element. Click OK to
close the Date And Time Settings dialog box.

7. Click Change Time Zone, click the Time Zone down arrow, and click

your time zone.
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8. Click Automatically Adjust Clock For Daylight Saving Time if it
isn’t already selected and you want Windows 7 to do that. Click OK to
close the Time Zone Settings dialog box.

9. Click the Additional Clocks tab to add one or two clocks with
different time zones. Click Show This Clock, open the drop-down
™ list box, and click a time zone. Enter a display name, and repeat
for a second additional clock, if desired. (The additional times will
appear when you point to the time in the notification area.) Click OK

when done.
< i " 10. Click the Internet Time tab and see how your computer’s
i time is currently being synchronized. If you want to change
i e b G 4 Hew¥o shingy that, click Change Settings.

gl -

Su Mo Tu We Th

s el 11. Click Synchronize With An Internet Time Server if it

Fr
1
2 4 5 6 7 &8 9 =, - H ) _ . . .
o IEBE RNy 7-7 s i isn’'t already s.elected, open the drop-down list, cllc_katlme
BaESaEa : \ \ server, and click Update Now. Once turned on, Windows
A1 2 3 4 5 6 24410 PM 44 PM 514 AM will check the time every seven days. Click OK to close the
i |- i i Internet Time Settings dialog box.
© Change date and time seftings... 12. Click OK to close the Date And Time dialog box.

Change Ease-of-Access Settings

Ease-of-access settings (also called Accessibility Options) provide

™~ alternatives to the normal way the mouse and keyboard are used, as
well as some settings that make the screen more readable and sounds
more understandable, all of which are meant to make the computer
easier to use with various physical limitations.

(e0}
1. Right-click a blank area of the screen, click Personalize, and click
Ease Of Access Center in the lower-left area. The Ease Of Access

You can also turn on the most common ease- Center window will open, as shown in Figure 2-14.

of-access options from the Windows 7 logon —Or—
@ screen by clicking the Ease Of Access icon in

v g Press and hold the Windows Flag key while pressing U.

the lower-left corner of the screen.
o
-
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@U L @ » Control Panel » All Control Panel Items » Ease of Access Center - | +3 ] | Search Control Pane! »
File Edit View Tools Help
Control Panel Home - 0
Make your computer easier to use
) Change administrative settings Quick access to common tools
‘You can use the tools in this section to help you get started. w
Windows can read and scan this list automatically. Press the SPACLEBAR to select the
highlighted tool.
[V] Always read this section aloud V] Always scan this section
}
N Start[Marrator
= StartOn-Screen P oce up High Contrast
Keyhoard
w Mot sure where to stant? Get recammendations to make your computer easier to use
Explore all settings o

‘When you select these cettings, they will automatically ctart each time you log on.

!- Usze the computer without a display
Optimize for blindness

Make the computer eazier to cee

Ciptimize vicual display

Set up alternative input devices

Make the mouse pasier to use

Adjust settings for the mouse or other pointing devices

& Use the computer without a mouse or keyboard (e))
.

Make the keyboard easier Lo use
Adjuct cettinge for the keyboard

Use text or visual alternatives for sounds
Set up alternatives for sounds

ﬂ Make it casier to focus on tasks
L Adjust settings for reading and typing

Figure 2-14: Ease-of-access settings let you work with Windows 7 and your (00}
programs in ways that facilitate use with various physical limitations.

2. Select the options you want to use in the common tools area at the
top (see Table 2-1 for a description). You can also turn the options on ©
or off using the keyboard shortcuts shown.

0]}
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OPTION DESCRIPTION KEYBOARD SHORTCUT
Magnifier Enlarges a part of the screen around the mouse.

On Screen Keyboard | Displays an image of a keyboard on the screen
that you can click to select the appropriate keys.

Narrator Reads aloud selected text on the screen.
™D High Contrast Uses high-contrast colors and special fonts to Press together left SHIFT,
make the screen easy to use. left ALT, and PRINT SCREEN.

Table 2-1: Ease-of-Access Common Tools

<
3. Click any of the blue text links in the lower part of the window to
_ review, and possibly change, the ease-of-access settings that apply
By default, and if you have speakers and a to various areas of the computer. Within links there are a number of
To) sound card, Windows 7 will scan and read aloud assistive tools, shown in Table 2-2, that can be turned on, either in
the four options in the Quick Access section. these links or with the keyboard shortcuts shown.
4. When you have set up the accessibility options you want, click Close.
©
OPTION DESCRIPTION KEYBOARD SHORTCUT
Mouse Keys Uses the numeric keypad to move the mouse Press together left SHIFT,
around the screen. left ALT, and NUM LOCK.
N Sticky Keys Simulates pressing a pair of keys, such as Press either SHIFT key five
CTRL+A, by pressing one key at a time. The keys | times in succession.
SHIFT, CTRL, and ALT “stick” down until a second
key is pressed. This is interpreted as two keys
pressed together.
© Filter Keys Enables you to press a key twice in rapid Hold down the right SHIFT
succession and have it interpreted as a single key for eight seconds.
keystroke; also slows down the rate at which the
key is repeated if it is held down.
o Toggle Keys Hear a tone when CAPS LOCK, NUM LOCK, or Hold down the NUM LOCK
SCROLL LOCK is turned on. key for five seconds.
Table 2-2: Additional Ease-of-Access Tools
o
-
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Customize the Mouse

USING THE CONTRQ!. PANEL N The mouse lets you interact with the screen and point at, select,
The Control Panel is a facility for customizing and drag objects. You also can start and stop programs and close
many of the functions available in Windows. . . . . .
L Windows using the mouse. While you can use Windows without
The individual components of the Control Panel . o A
are discussed throughout this book (several in a mouse, it is more difficult, making it important that the mouse o
this chapter); this section is an introduction to operates in the most comfortable way possible. Change the way the
the Control Panel itself. mouse works through the Control Panel Mouse component.
ez vl iy e Bl A 1. Click Start and click Control Panel.
Click Start and click Control Panel on the right. . . .
e .g ) 2. In Category view, click Hardware And Sound, and under Devices o
The Control Panel is displayed. By default, it will i )
- . And Printers, click Mouse.
be as shown in Figure 2-15. (Mobile computers
will show additional hardware devices unique —Or-
to them.) In Large or Small Icons view, click Mouse. .
SWITCH THE CONTROL PANEL VIEW
The Control Panel has three views: the default -
Category view, shown in Figure 2-15, which @Q'@ i Tt Bl ] fscarh Carrtpunet. | )
groups Control Panel functions; and Large and P T——— ' |
Small Icons views (Figure 2-16 shows Small I i o
Icons view), which show all the Control Panel Adjust your computer’s settings Viewby: Category ™ '
components in one window.
. . . ) il System and Security llzer Accounts and Family Safety
When n Category view, CI'Ck the Vlew By @@ Review your computer's status $$ -'?' Add or remove user accounts
down arrow on the right, and click either Eia:dk::;f?:;,c:um‘:a Mg P“f ~
Large Icons or Small Icons. SRR ol !!? oo pzajf"fej”" Pessneaticn
When in Large or Small Icons view, click ﬁ.a;_' e S Ll L T
the View By down arrow on the right, and , / Hardware and Sound ‘; Clock, Language, and Region
H H i = *  View devices and printers Change keyboards or other input methods
click Category to switch back to that view. - o -
Continued . . . *—-}|’ Programs #FW EaseofAccess
KL wnnsansprogrr @ e S
. . . . ©
Figure 2-15: Category view provides a hierarchy of windows that leads you to
the settings you want to change.
—h
o
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USING THE CONTROL PANEL (Continued)
OPEN A CONTROL PANEL CATEGORY
Category view groups components into
categories that must be opened to see
the individual components, although some
subcategories are listed.

Click a category to open a window for
it, where you can select either a task
you want to do or open a Control Panel
component represented by an icon.

OPEN A CONTROL PANEL COMPONENT
When Category view’s secondary windows
are opened in the previous step, the icons for
individual Control Panel component icons are
displayed. In either Large or Small Icons view,
these component icons are directly displayed.
To open a component:

Click the component’s icon.

Many Control Panel components are also
available from other locations. For example,

the Date And Time component opens the same
dialog box that appears when you click the time/
date in the taskbar and click Change Date And
Time Settings.

= (5]
@ Qv @ » Control Panel » All Control Panel Eems » - I +5 [ Search Cantral Pans! 0|

Tile  [Ldit View Tools llelp
Adjust your computer’s settings Viewby: Smallicons
P Artinn Center &1 Adminictrative Tnals g AutoPlay
&Rarkup and Rectnre %Ri&l ncker Nrive Facryptinn I? Color Management
B Credential Manager _5 Date and Time e Default Programs
[ Desktop Gadgets =4 Device Manager =3 Devices and Printers
B Display Q Ease of Access Center ¥ Folder Options

ia Fonts =1 Getting Started & HomeGroup
#=% Indexing Options €71 Intemnet Options | &4 Java (32-bit)
&2 Keyboard [E Location and Other Sensors B Mail 32-bit)
F Mouse ¥ Metwork and Sharing Center B3 Notification Area Icons
NVIDIA Control Panel & Parental Controls Bt pCR-A
B Performance Information and 1 ools ﬂ" Personalization |ES Phone and Modem
3 Power Uptions ﬁ Programs and Features P Recovery
_’9 Region and Language I_!_R; RemoteApp and Desktop Connections & Sound

Fgl Speech Recognition @ Sync Center 8 System
J. Taskbar and Start Menu [=8 Troubleshooting 35 User Accounts
B Windows CardSpace B windows Defender ﬂ Windows Firewall
e Windows Live Language Setting i Windows Update

Figure 2-16: The Control Panel’s Small Icons view shows all of the components
in the Control Panel.

Either way, the Mouse Properties dialog box will appear, as you can
see in Figure 2-17.

3. If you want to use the mouse with your left hand, click Switch
Primary And Secondary Buttons.

4. Double-click the folder in the middle-right area of the Buttons tab.
If the folder opens, your double-click speed is okay. If not, drag the
Speed slider until the folder opens when you double-click it.

5. Select the options you want to use on the Buttons, Pointer Options,
Wheel, and Hardware tabs.
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e [ 6. Click the Pointers tab. If you want to change the way the pointer
looks, select a different scheme (see “Use a Different Mouse Pointer,”
earlier in the chapter).

Buttons | Poirters | Pointer Options | Whesl I Hardware |

Buatburr cunifligunalion

] Switch primany and secondar buttons j 7. When yOU haVe set up the mouse the Way yOU Want, CI'Ck OK
Select thiz check box to make the button on the i
right the one you use for primary funciions such

as selecting and dragaing. -
R Customize the Keyboard @
Bkl elt o _ Windows requires a keyboard for manual communications (speech
Double-click the folder to test pour setting. If the . K i
s oD X e il 2 et recognition can replace the keyboard in many instances). You can
Speed  Show g— Fe _ change the length of the delay before a key that is held down is
Ty repeated and the rate at which the key is repeated. =
| Tum on ClickLock Settings.. . .
Erales o it o it i dove e e, 1. Click Start and click Control Panel.
ton. To zet, ress the mouse button. Ton 2, click the
mouss bulton g 2. In Category view, click Large or Small Icons view, and then click
Keyboard. The Keyboard Properties dialog box appears. ol
Aovk 3. Click in the text box in the middle of the dialog box, and press a
Flaure 2-17: The mouse Is the primary wa character key to see how long you wait before the key is repeated
y(;qu operate in Windows 7. P yway and how fast the repeated character appears.
4. Drag the Repeat Delay slider in the direction desired, and then test o

the repetition again.

5. Drag the Repeat Rate slider in the direction desired, and then test the
_ 6. Drag the Cursor Blink Rate slider in the direction desired, and ~
If you have purchased a mouse separately from observe the blink rate.
your computer and have installed its software, 7

your tabs may be different and its features may
not be as described here.

. When you have set up the keyboard the way you want, click OK.

Change Sounds o
Windows 7 uses sounds to alert and entertain you. Through Control
Panel’s Sound component, you can select the sound scheme you want
(see Figure 2-18).

©
1. Click Start and click Control Panel.
2. In Category view, click Hardware And Sound, and then click Sound.
—Or- L
o
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== In Large or Small Icons view, click Sound.
%2 i somsin Seup In either case, the Sound dialog box appears.
Choose your configuration 3. Click Speakers, click Configure in the lower-left corner, select your
Setect the speaker setup below that is mast e ; configuration in the Audio Channels list, and click Test to test your
e confanmen enyeur cemputer A a adh setup. When you are ready, click Next.
Audia channels:

« o 4. If you have speakers in the configuration you choose that aren’t
i & 3 actually present, click them, and click Next. Click the speakers
| that are full-range speakers, and click Next. When you are done,
A = = click Finish.

< [ Pyt | i i i

. R 5. Double-click Speakers, click the Levels tab, and drag the sliders
Ik any speaker above 1o testit. . . . . H
in the direction desired to set the volume. Click OK to close the
i [ Gnest ) Speakers Properties dialog box.
- Figure 2-18: Windows 7 can handle up to a seven- 6. Click the Sounds tab, and select a different sound scheme to

change it, if desired (see “Select the Sounds Windows 7 Plays”

speaker surround sound.
earlier in the chapter).

7. When you have set up the sounds the way you want, click OK.

Change Regional Settings
Windows 7 lets you determine how numbers, dates, currency, and
time are displayed and used, as well as the languages that will be
N~ used. Choosing a primary language and locale sets all the other
settings. You can customize these options through the Regional And
Language Options component in the Control Panel.

1. Click Start and click Control Panel.

0
2. In Category view, click Clock, Language, And Region, and then
click Region And Language.
_Or_
(o)) Changing the format used for dates and times In Large or Small Icons view, click Region And Language.
might affect other Windows programs, such In either case, the Region And Language dialog box will appear, as
as Excel. you can see in Figure 2-19.
o
-
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B [ 3. In the Formats tab, click the Format drop-down list, and select the
primary language and region in which the computer will be used. This
changes the standards and formats that will be used by default.

Formats | Location I Keyboards and Languages | Admini

Farmat:

English (United States) 7 4. Customize the date and time formats by clicking the down arrow
associated with each setting and selecting the option that you want.

Date and time farmats

Short date: [y - 5. Click Additional Settings and then go to the individual tabs for w
Long date: [dddd, Mnnan dd, yyyy - numbers, currency, time, and date; and set how you want these items

Short time: [ -] displayed. Click OK when you are done.

L_"“g"‘me’ [anmss z) 6. Review the Location, Keyboards And Languages, and

Firstday ofweels | Sunday 7] Administrative tabs, and make any desired changes. >

W

does the

7. When you have set up the regional settings the way you want, click OK.

Examples
Shart date: L0/26/20L0
Lang date: Tuesday, October 26, 2010
Shottme 6108 Manage Gadgets o
L ime: 6:10:52 P . o ege
ot : The Gadgets feature displays a clock and other gadgets—initially on
fddions seliasi the right side of the screen, but they can be moved. To manage gadgets:
Go online to learn about changing languages and regional formats
o 1. Click Start and click Control Panel.
2. In Category view, click Appearance And Personalization, and then o
Figure 2-19: Regional and language options allow click Desktop Gadgets.
Windows 7 to operate almost anywhere in the world.
_Or_
In Large or Small Icons view, click Desktop Gadgets. -
In either case, the Gadgets window will open.
i [P
Page Lof L ¥ | Search gadgets P -
0o
> = B
Calendar Clack CPU Meter Currency Feed Headlines
)
L/ ©
Picture Purzle Weather Windows Madia...
V Shiowr details W Get more gadgets online
—h
o
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3. Double-click the gadgets that you want displayed.

4. If you want to see more gadgets, click Get More Gadgets Online.
Internet Explorer will open and display the gadgets that are available.
Under the gadget that you want, click Get Now. On the Windows Live
page that appears, review the gadget, and click the Download button.

(ap) If prompted, read the Unverified Submission notice and click Install

if you want to continue. Click Save, navigate to a folder in which you

want the gadget stored, and click Save again. Either a dialog box will

open or a message will appear at the bottom of Internet Explorer, both
of which will offer to open the folder that contains the downloaded

< . . .
gadget. Click Open Folder and double-click the gadget. Click Install.
The new gadget appears on your desktop.

5. When you are ready, click Close to close the Gadgets window.

o Gadgets for headlines, weather, and central processing unit (CPU)
meter (which tells you the amount of your computer resources you
are using) are shown here on a desktop.

©

Juniper launches smartphone security s...

N

Remains of 97 found on Bosnia-Serbia b...
@m Lithium battery danger on planes spark...
Some gadgets that are available online cost | At least 18 killed as Indonesian volcano ...
(e o)
money, and you need to be aware of that when
4 1720 w
you select them.

(o))

o

-
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Start Windows Explorer

Change Windows Explorer

Recognize Storage Devices

Open Drives and Folders
Navigate Folders and Disks

Renaming and Deleting Files
and Folders

Select Multiple Files and Folders
Use the Recycle Bin
Create Shortcuts

Copying and Moving Files
and Folders

Search for Files and Folders
Create Files

Zipping Files and Folders
Back Up Files and Folders

Write Files and Folders to a CD
or DVD

Managing Disks

Chapter 3

Working with
Information

The information on your computer—documents, email,
photographs, music, and programs—atre stored in files. So
that your files are organized and more easily found, they are
kept in folders, and folders can be placed in other folders
for further organization. For example, a folder labeled
“Ancestry,” which is contained in the My Documents folder,
contains separate folders for my parents, “J B Matthews”
and “R S Matthews.” The “J B Matthews” folder contains
folders for my father’s parents, as well as folders of photos
and articles, and files for notes and lineage. Such a set

of files and folders is shown in the My Documents folder

in Figure 3-1.
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Currently A
N Subfolders Folder list open folder Subfolders WO rk Wlth
[ — /7 1 Windows Explorer
B - «/Amstr)r ‘ JBMH&/VS ” = B / ) The tool' tha't Windows 7 pr(‘)vide.s to locate and
- o ™ - — r—r— work with files and folders is Windows Explorer
rganize v pen w arewith = rint -rmai o ] v
. (often called “Explorer,” not to be confused
3 Libraries - g?ﬁﬂgﬁms DIA1Y [ srcange by older » with Internet Explorer discussed in Chapter 4).
[ Documents Windows Explorer has a number of components
2 My Documents I b, I . .
< et Y bl and features, most of which are shown in
| JB Matthews 3 r é Figure 3-2 and described in Table 3-1. Much of
- ‘B‘Ti;'re;h 3 i - | this chapter is spent exploring these items and
E atthews x I
“T——— g Articles B J Matthews F B Matthews hOW they are used.
. Photas .I. b | L
o || R SMatthews wud; IK“;J When you open e
|| My Stationery L [ wli Windows EXplOl‘el‘,
. Trips Documents
+. Public Dacuments Phatas Ancestry Lineage you can C}.loose' What
) Msic you want it to initially Pictures
© E‘ uskiesg display from among the o
Videas . . ¥
: choices on the upper-
@ 7] Ancestry State: 28 Shared . Gatacs
Microsoft Word Document I‘lght corner Of the Start
menu. These choices give [REfre
N~ glg:erress-n Windows stores files in folders, which can be within other you access to (from top

to bottom):

® Your personal folder, which contains your documents, pictures, music,
0 and games

- . . . ® Your documents
The term “objects” is used to refer to any mix of )
files, folders, and disk drives. ® Your pictures
® Your music
(o))
® Your games
® The computer on which you are working
o
-
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Back |—

Forward  Address bar  Toolbar Selected file Refresh Search box
[ = [EEH =5
o
-@l\"‘)'| .. b Libraries » Documents »| My Documents » Ahcestry » | B Matthews » - | 3 | | Search J B Matthews pel |
¢ "
Organize = @ Open = Share with = Print E-rhail Burn Mew folder == (O @
- ; —
Documents library ,
lr‘gq“bfﬁries TN Arrange by:  Folder = JB Matthews-Ancestry  Page 10f2 E|
[ Documents
: By J B Matthews, December, 1938
2 My Dacuments :
W Ancestry i ‘ Mine generations is as far back as | can go
. 1B Matthews ! along genealogical paths to find an ancestor
| Adticles = E_ I l " whose name and circumstances are known.
| BJ Matthews - . v In the year 1678, seven years before the
F B Matthews Articles BJ Matthews F B Matthews revocation by Louis XIV of the Edict of
P MWantes, my ancester Thomas Lemont, a
g ota k w. o Xﬂ French Huguenot, left France and settled in
o RS Matthews - = = Loendonderry, Ireland. In the same year a
1 My Stationery 3 [ z son, Thomas Lemont I, was born to him.
. Trips HEE
\. Public Documents Phaotos Ancestry Lineage Thomas Lemont Il and his wife Mary were
B Music the parents of an adventurous son, John
= pi Leront |. Before he was eighteen years of 2
= !m”es p ] age, John fell in love with a Scottish girl, =
B videos i A wm ? 4
@ .'. Ancestry State; 2R Shared Authors: Marty Matthews Date modified: 10/29,/2010 2:00 PM
MicrosoffWord Document  Title: JBM Ancestry Size: 262KE ¢
Navigation pane Subject pane Details pane Preview pane

Figure 3-2: Windows Explorer provides the means to access files, folders, disks, and memory devices on

your computer.

Start Windows Explorer

By default, Windows Explorer is pinned to the taskbar, and you

can most easily start it by clicking this icon. For this example,
though, start Windows Explorer using the Start menu.

1. Start your computer, if it's not running.

2. Click Start. The Start menu will open, and you’ll see the Windows
Explorer choices on the right of the menu.
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A good way to learn about the contents of
your hard disk and how it is laid out is to
simply explore it by clicking the many folders
it contains. There are some folders, such as
Windows and Programs that are not easily
understood, but other folders, such as Users,

AREA FUNCTION

Back and Forward
buttons

Displays an object previously shown.

Address bar

Displays the location of what is being shown in the subject pane.

Toolbar

Contains tools to work with objects in the subject pane.

Selected file

The object that is displayed in the preview pane and on
which chosen operations, such as copy and delete, will be
performed.

Refresh

Updates or refreshes the window specified in the address bar.

Search box

Allows you to search a folder or disk for specific text. Type the
text you want to search for.

Preview pane

Displays the contents of the object selected in the subject pane.

Details pane

Provides information about the object selected in the subject pane.

Subject pane

Displays the objects stored at the address shown in the
address bar.

Navigation pane

Facilitates moving around among the objects you have available.

Table 3-1: Windows Explorer Components

have many files important to you, such as —Or—

Contacts, Favorites, My Documents, and My
Music. Knowing where these files are assists
you in backing them up.

60
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3. Click your personal folder (the one with your name on it). Explorer will
open and display in the subject pane the files and folders that either
come standard with Windows 7 or that have been placed there by you
or somebody else, as shown in Figure 3-3. You can:

Click an object in the subject pane to select it and get information
about it in the details pane, preview it in the preview pane (not shown
in Figure 3-3 because an object is not yet selected), or use the toolbar
tools with that object.

Double-click an object in the subject pane to open it in Windows
Explorer or its program, like Microsoft Word, so that you can see and
y work with its contents.




Change Windows Explorer
You can change how Windows Explorer looks and which features are
available with the toolbar.

1. If Windows Explorer is not already open, click Start and click your
personal folder.

2. Click Pictures in the navigation pane, and then double-click Sample
Pictures in the subject pane. Windows 7’s sample pictures should
open, as you can see in Figure 3-4.

3. Click one of the pictures. The toolbar changes to something like what B
p
is shown in the illustration.
Organize = =] Preview - Share with = Slide show Print E-mail Burn Mew falder =+ i @
These toolbar options are specific to a picture. Selectin
(d)]
other types of files would have generated different options.
yp g
= E (i) 4. Click Organize to open the Organize | [E]Preview v st
uk:) | A » Marty » '|‘f|| Seqrch Marty R Organize menu. Here yOU ‘E‘ cut
T can perform operations on & | Copy o
Organize » Include in library = Share with = Bum » S i ) . { laste
a - the object you have selected L‘ tl
= B . . hea
Pakmonisy E E ! 3 28 using menu options such as S
o Libnanies Contacts Desktop Downloads Favo.ri:.:es CUt’ Copy’ PaSte’ Delete’ and Select all
= Documents , - Rename, and perform folder-
o Music @ & w - related operations with menu | Loyout _ : -
Bl Pictures Links Iy By Music Iy Pictures . Folder and search options
5 Videos Ddcusmerits options such as Layout, Folder =
) An rch Options, and Close. slete
& Homegroup ! » K ) | d Sea c p Rename
My Videas Saved Searches Tracing 5' CIICk the Change Your View Remove properties
AP Cormpter Gy down arrow (not the button Prapeties ©
& Netwarl itself, which gives you another Close
s view of your folder—the down
items . « . " .
} arrow is labeled “More Options”) on the right of the toolbar.
Drag the slider up and down to change first the size of the ©
re a ri ur rson. r. . s 4
atare a part of your personal foide downward, the arrangement of the objects. PM—
) ore options
—r
o
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)
@Qv| .. ¥ Libraries » Pictures » Sample Pictures - | ¢,| Search Sample Pictures pe |
Organize « Share with « Slide show Burn Mew folder == [ @
b3 Favarites & P|ctur¢s library At Tk
Sample Pictures
4o Libraries -
[ 3 Documents F
> Jﬁ Music =
b (&= Pictures 5
& B Videos

I ¥ Homegroup

""h |

>
M Computer Lighthouse -

- Jellyfish Kaoala

l 8 items State: 28 Shared

v,

Figure 3-4: Windows Explorer’s toolbar changes to provide commands
for what is selected in the subject pane.

=

@L)v' v Libraries » Pictures » Sample Pictures - | +4 | | search Sampie Pictures Pl

Organize = =] Preview ~ Share with = Slide show Print E-mail » [E= |« [l @

- , :
it faverites  — Pictures library

: Amange by: Folder
Sample Pictures

s =
"3___‘1"*’”"“ Mame Date Tags Size Rating
-t Dacuments
J1 Music || Chrysanthemum 3704/ 2005 1559 P 59KB %3
@ M
=] Pictues li=| Desert 371472008 159 P 52TKB
g Videis E = llydrangeas 1/24/2008 441 PM 532 KD
li=| Jelbfish 2 32 A 755 KB
= 1 763 KB
) Homegroup =] Koala 2 43 KB
/= Lighthouse ZALLZ00E L1332 A FAGKB. .5 500 W
M Compules li= Penguins 2/18/2008 5:07 Al 760 KB
s &= Tulips 2/7/2008 11:33 AM 67 KB
?ﬁ Metwark
=

Tegs: Add a tag

e Lighthouse State: BB Shared
JPG File Diate taken: 2/11/2008 11:32 AM

Figure 3-5: Folder Details view gives you further information about the
objects in a folder.
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6. Click the Change Your Views
down arrow, and click Details,

| Extra Large Icons

which is shown in Figure 3-5. R Ellegelcons
7. Click Name at the top of the left o st

column in the subject pane. The 8 Small cons

contents of the subject pane will 38 List

be sorted alphanumerically by 4= Details

name. Click Name again, and the S Tiles

contents will be sorted by name in ;E e

the opposite direction.

8. Click one of the other column headings, and then click the
same column heading again to see the contents sorted
that way, first in one direction, and then in the other.

9. Click the Close button in the upper-right corner of the
Explorer window to close it.

Locate and Use
Files and Folders

The purpose of a file system, of course, is to locate and
use the files and folders on your computer. Within
your computer, there is a storage hierarchy that starts
with storage devices, such as disk drives, which are
divided into areas called folders, each of which may be
divided again into subareas called subfolders. Each of
these contains files, which can be documents, pictures,
music, and other data. Figure 3-1 showed folders
containing subfolders and eventually containing files
with information in them. Figure 3-6 shows a computer
containing disk drives, which in turn contain folders.
Windows Explorer contains a number of tools for locating,
opening, and using disk drives, folders, and files.




l=lesll Recognize Storage Devices
&= > compurer » 0 B #'| Files and folders are stored on various physical storage
Organize *  Properties  System properties B=~ 0 @ devices, including disk drives, CD and DVD drives, memory
— * 4 Hard Disk Drives (3) cards and sticks, and Universal Serial Bus (USB) flash memory.
18 Computer . . .
& Asus (C) el You will have some, but not necessarily all, of the following:
Mail gp/ 139 GB free of 245 GB . .
PerfLogs T i e Primary floppy disk, labeled “A:”
. Program Files 2 . . Mo
; pmzmmmes @ 1116Bfree of 201 GE ® Primary hard disk, labeled “C:
| QuickSteps (= Drata (F:) . “Ey L
e '_%F_“’/ m3fr—:e of 193 GB ° CD o DVD drlve’ Iabeled D “p ‘e NN
| Windows . _ ® Other storage devices, labeled “E:” and then “F:” and so on
P 4 Devices with Removable Storage (1)
iy Server (D i . 1 : : “ :// :
S (F{;:-: [ Te—— Your primary floppy drive is always labeled ,A (glven'that
. - - you still have one—most new computers don’t). Your primary
A (C) Space uced: Tatal ize: 245 GR hard disk is always labeled “C:.” Other drives have flexible o
&/ Local Disk Spacefree: 189 GB File system: NTFS . . . . “ P .
labeling. Often, the CD or DVD drive will be drive “D:,” but if

you have a second hard disk drive, it may be labeled “D,” as
you can see in Figure 3-6.

Figure 3-6: Your computer stores information in a hierarchy of
disk drives and folders.

Open Drives and Folders

When you open Windows Explorer and display the items in

Computer, you see the disk drives and other storage devices on

your computer, as well as several folders, including Program Files, ~
Users, and Windows, as you saw in Figure 3-6. To work with these

drives and folders, you must select them; to see and work with their

contents, you must open them.

1. Click Start and click Computer to open Windows Explorer and
display the local disk drives, similar to what was shown in Figure 3-6.

2. In the subject pane (right pane), click disk (C:). Disk (C:) will be
highlighted and its characteristics will be displayed in the details ©
pane (bottom pane).

3. Double-click disk (C:) in either the navigation or subject pane. Disk
(C:) will open and its folders will be displayed in the subject pane.

0]}
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i == : 4. Scroll down and double-click Users to open that folder and
oV @Q'| T 7% | seaith ans ol display your persgnal folder (the folder with your name on it)
- along with a Public folder.
Ori:n:e = = Indwi'n e e il 18 5. Double-click your personal folder. The subject pane displays
B E i | b the files and folders in your folder. This will include Contacts,
I Perflags & ' ‘3' 2\ Desktop, My Documents, My Music, and others, as shown in
i Cantacts Desktap Dawnloads Favorites .
b L0 Program Files . Flgure 3-7.
> . Program Files = i
s B Quiik&eps ‘ lﬁ [ lqh i 6. Keep double-clicking each folder to open it until you see the
. Temp = Links o Mty . Ty Music Iy Pictures contents you are |ooking for.
< 4 |_Jsers X
——_—— . W & J Navigate Folders and Disks
R pblic Hpleos pen: Wamhen  Teoy Opening Windows Explorer and navigating through several
Wln:lo:rs L folders—beginning with your hard disk—to find a file you
12 items State: & are,
w0 ) want is fine. However, if you want to quickly go to another
S folder or file, you won’t want to have to start with your hard

Figure 3-7: Double-clicking a drive or folder will open it in the disk every single time. The Windows 7 Explorer gives you
subject pane. K . . R
three ways to do this: through the Libraries folder in the
© navigation pane, by using the folder tree in the navigation
pane, or by using the address bar.

NAVIGATE USING LIBRARIES

N~ The Windows 7 suggested way to navigate is through the
Libraries folder, which contains links to the folders within your
personal folder (called a “library” in this case, as shown next). By
clicking a library in the navigation pane and then double-clicking

o folders within the subject pane, you can move around the folders
and files within your personal folder. For example, given the
folder structure shown Figure 3-1, here are the steps to open my

] B Matthews folder.
@ 1. Click Start and click Documents, which opens the Documents library
within your personal Libraries folder.
o
-
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S TIP

It is easy to get confused with the various
folders in the navigation pane. Both Favorites
and Libraries are folders with shortcuts, or links
to folders and files on your computer. The
shortcuts in Libraries are links to the actual
folders in the C:/Users/Personal Folder/My
Documents, as you see in the section “Navigate
Using Folders.”

2. In the navigation pane, click the right-pointing triangle or arrow
opposite the Documents library to open it (if the arrows are not

visible, move your

pointer into the

navigation pane).
3. Still in the navigation

page, click the

right-pointing

arrow opposite My

Documents to open it.

4. If you had such a set
of folders, you would
repeat step 3 to open
the Ancestry folder,
and then click the
J B Matthews folder
to open it in the
subject pane.

NAVIGATE USING FOLDERS

= |-E
@UVL,.; v Libraries » - | +3 |f Seqrch Libraries P |
Organize » = Open Share with » = = - @ @
&30 Favorites Libraries
QOpen a library to see your files and arrange...
a = Libraries =
» & Documents & Documents
R " s Library
b @) Music ~ :
...... Pict ,
: ; VI(E e | Music
: ideas J Library
= ibran
» ¥ Homegroup £ Pictures
;—'( Library

1> Computer
I G‘h Metwark

= Documents
= Library

i Videas
o Library

State: 2R Shared

Date modified: 9/28/2010 10:34 PM

The portion of the navigation pane starting with Computer is a
folder tree that contains all the disk drives, folders, and files on your
computer in a tree, or hierarchical, structure. To open the same folder
structure shown in Figure 3-1 through Computer:

1. Click Start and click Computer, which opens Computer. If you don’t
see the (C:) drive in the navigation pane, click the right-pointing arrow
opposite Computer to open it there.

2. In the navigation pane, click the right-pointing arrow opposite (C:) disk

drive to open it.

3. Still in the navigation pane, click the right-pointing arrow opposite

Users to open it.
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4. Repeat step 3 to open your personal a8 Camputer
N folder and then the My Documents and ik AsuiAC)
Ancestry folders. e :11
erfLoags
5. Click the J B Matthews folder to open it b L Pragram Files
in the subject pane. > W Progim Ees bAG
>0 QuickSteps
You can see that Libraries saves a couple \ Temp
of steps, but at the cost of possible gy
confusion. & Contacts
Deskto
< NAVIGATE USING THE ADDRESS BAR 8 Do
Windows 7 gives you another way to ; e
quickly navigate through your drives and 4 [ My Documents
folders by clicking segments of a folder 4 & Ancestry :
To) address in the address bar, as shown in - ;iﬂ:ﬁ:‘:ﬁ -
the illustration. o My Statianery
| Ik Computer b Asus (C) » Users » Marty » My Documents » Ancestry » | B Matthews » - | iv,[
© If you click any segment of the address, you will open that level in
the subject pane. If you click the arrow to the right of the segment,
it displays a drop-down list of subfolders that you can jump to. By
The small down arrow between the Forward : s - . .
, _ successively clicking segments and their subordinate folders, you can
N~ button and the address bar displays a list of 1 h h h
disks and folders that you recently displayed. eastly move throughout the storage space Ancestry | x| J B Matthews » |4
on your computer and beyond to any
.1 B Matthews
network you are connected to. | RSMatthews
(e 0] CREATE NEW FOLDERS
While you could store all your files within one of the ready-made
folders in Windows 7—such as Documents, Music, or Pictures—you
will probably want to make your files easier to find by creating several
& subfolders.
o
™
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RENAMING AND DELETING FILES
AND FOLDERS
Sometimes, a file or folder needs to be renamed
or deleted (whether it was created by you or
by an application) because you may no longer
need it for any number of reasons.

RENAME A FILE OR FOLDER
With the file or folder in view but not selected, to
rename it:

In the subject pane, slowly click the name
twice (don’t double-click), type the new
name, and press ENTER.

_Or_
In either the navigation or subject pane,

right-click the name, click Rename, type
the new name, and press ENTER.

DELETE A FILE OR FOLDER TO THE
RECYCLE BIN

With the file or folder in view in either the
navigation or subject pane, to delete it:

Click the icon for the file or folder to select
it, press DELETE, and click Yes to confirm
the deletion.

_Or_

Right-click the icon, click Delete, and click
Yes to confirm the deletion.

Continued . . .

For example, to create the Ancestry folder discussed earlier:
1. Click Start and click Documents. Make sure nothing is selected.

2. Click New Folder on the toolbar. A new folder will appear in the
Documents folder with its name highlighted.

3. Type the name of the folder, such as Ancestry, and press ENTER.
Double-click your new folder to open it (you will see it's empty).

As an alternative to clicking New Folder on the toolbar, right-click
the open area in the subject pane of Windows Explorer, click New,
and click Folder. Type a name for the folder, and press ENTER.

Select Multiple Files and Folders

Often, you will want to do one or more operations—such as copy, move,
or delete—on several files and /or folders at the same time. To select
several files or folders from the subject pane of an Explorer window:

Move the mouse pointer to the upper-left area, just outside of the top

and leftmost object. Then drag the mouse to the lower-right area, just
outside of the bottom and rightmost object, adding shading across the
objects, as shown in Figure 3-8.

—Or—

Click the first object, and press and hold CTRL while clicking the
remaining objects, if the objects are noncontiguous (not adjacent to
each other). If the objects are contiguous (next to each other), click
the first object, press and hold SHIFT, and click the last object.

Use the Recycle Bin
If you do a normal delete operation in Explorer or the desktop, the
deleted item or items will go into the Recycle Bin. Should you change
your mind about the deletion, you can reclaim an item from the
Recycle Bin, as explained in the “Renaming and Deleting Files and
Folders” QuickSteps earlier in this chapter.
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RENAMING AND DELETING FILES
AND FOLDERS (continued)

RECOVER A DELETED FILE OR FOLDER
To recover a file or folder that has been deleted:
Click the Organize menu, and click Undo.

This only works if you perform the undo
operation immediately after the deletion.

—Or—

Double-click the Recycle Bin

on the desktop to display the _..:
Recycle Bin. Right-click the b
file or folder icon you want to Recycle Bin

undelete, and choose Restore.

PERMANENTLY DELETE A FILE OR FOLDER
If you're sure you want to permanently delete a
file or folder:

Click the icon to select it, press and hold
SHIFT while pressing DELETE, and click
Yes to confirm the permanent deletion.

—Or-—

Right-click the icon, press and hold SHIFT
while clicking Delete, and click Yes to
confirm the permanent deletion.

. TP

To select all objects in the subject pane, click
Organize and click Select All; or click any
object in the subject pane, and press CTRL+A.

[ = | B S
@le .. ¥ Libraries » Documents » Ancestry » JBMatthews » Photos v |¢'u,|| Search Photos Pl
Organize =] Preview Share with = Print E-mail Burn MNew folder =E-» .@

3 Favorites — Documents library R —

Photos

. Libraries »
3 Documents I
2 My Documents -
. Ancestry . f
. 1 B Matthews | i
| Articles i BurrelFannie

m

. B Matthews
. F B Matthews
. Photos

. R S Matthews

scan0006 srahﬂl]l.'!

J My Stationery

» i
. Trips £
J Public Documents
J’ IMusic f‘w .
[&5] Pictures &
BE videos e g e
- scand00§ scand(09 scand10 scandill -

o b Gitems selected Datetaken: Specify date taken Rating:
| | Tags: Add atag

Figure 3-8: Drag across multiple objects to select all of them.

The Recycle Bin is a special folder and it can contain both files and
folders. You can open it and see its contents as you would any

other folder by double-clicking its desktop icon or clicking it in the
navigation pane (look under Favorites and Desktop). Figure 3-9
shows a Recycle Bin after deleting several files and folders. What
makes the Recycle Bin special are the two special tasks in the toolbar:

e Empty The Recycle Bin permanently removes all of the contents of
the Recycle Bin.

® Restore All ltems returns all the contents to their original folders, in
effect, “undeleting” all of the contents.
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[ = [ = weza| Obviously, there is a limit to how 7
& )=[@ » reoyeetin » =y || Search Recyete B | much the Recycle Bin can hold. A e N
You can limit the amount of space ~ Ferele®! _ .
Organize » Empty the Recycle Bin Restore all items = = [ @ . . , p & Empty Recycle Bin
- it takes so that it doesn’t take over S
A - i e Sid .
R Favoiies ES Tt Document your hard disk. That and other Rename
|4 Recently Changed | | 23268 . . .
. Public o settings are configured in the Properties |y
= [E% Craig g g
B Desktop 2] \rcrosot Excel 57-2003 Worksheet Recycle Bin’s Properties dialog box.
& Downloads = 15.0 KB
5l Recent Places 27‘“‘ By Craigl 1. R|ght-c||ck the i 4 Recycle Bin Properties M-‘
= I_‘la Micrasoft Excel Comma Separate R le Bi =
sl Libraries 7l 133kB ecycile bBin on General D
i e the desktop, and
“% Homegroug l File falder CIiCk Properties. Itcycle Bin Location  Space fAvailable
. I Asus (C)
- ko prologue The ReCyC|e Bln . Data(F 199 GE
1% Computer | : '[;':t}[locn_lment Proper‘ties dlalog box | Server (D:) 244 GB
- i | L3 J_'-'t:'S . (.J'l
G Network will appear, as you e
i erfings ror selected location
T can see here. & Comtomoie:
?} 2 |f yOU have mu|t|ple Maximum size (ME): 16356
S ’ . (7 Don't move files to the Recycle Bin. Remove files
hard d|SkS, SeleCt = :::nrnetdiately whetn t:IteIetlzl:I.y - R
Figure 3-9: The Recycle Bin holds deleted items so that you the drive you want o
can recover them until you empty it. Display delete confirmation dialog
to set. In any case,
make sure Custom
Size is selected, : 1 |
. 0] Canicel Apphy
select the size, and | I ~
type the number
of megabytes you want to use (“16356” MB or megabytes is
16.356 gigabytes).
: 3. If you don’t want to use the Recycle Bin, click Don’t Move Files To [0 o)
The Recycle Bin. (This is strongly discouraged, however, since this
> means that files will be permanently deleted with no hope of recovery.)
Remember to empty your Recycle Bin. You'd be 4. If you don’t need to see the deletion confirmation message, click that
SURERIESE. o iLE S [l esless (wiis check box to deselect it. (Again this is discouraged, since it tells you ©
;hck :heRRecyIcleB.Bm on the desktop, and click what is happening to the files in case it is not what you want.)
mpty Recycle Bin. ] _
5. When you are ready, click OK to close the dialog box.
—h
o
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ol Many people think that shortcuts on the desktop
for programs and other folders and files you
frequently use are no longer worth the trouble,
because you can now pin frequently used
programs to the taskbar. | put my most heavily
used programs (those | use at least several
times a week) on the taskbar, and then | have
programs | use at least once a month as icons
on the desktop. My remaining programs |

< access through the Start menu.

You may want to have the folder tree visible in

©
the navigation pane and have the destination
folder shown so you can drag to it the icon for
which you want to create a shortcut.

N~

S ) NOTE

You can tell if an object is a shortcut in two
ways: “Shortcut” is in its title (unless you've
renamed it), and an upward-pointing arrow is in

illustration.

the lower-left corner of the icon, as shown in the

10

Create Shortcuts

A shortcut is a link to a file or folder that allows you to quickly open
the file or folder from places other than where it is stored. For example,
you can start a program from the desktop even though the actual
program file is stored in some other folder (a program shortcut is called
a “link,” as you can see in the illustrations here, but for our purposes it
is the same as a shortcut). To create a shortcut:

1. In Windows Explorer, locate the program or other file or folder for
which you want to create a shortcut.

2. If it is a program file (one that has the word
“application” in the Type column), drag it

to a different folder (as from a folder to the <

deSktop)' IF Create link in Desktop
3. If it is any other file or folder, hold down the

right mouse button while dragging the file Copy here

or folder to a different folder, release the Move here

right mouse button, and then click Create e

Shortcuts Here. Cancel
—Or—

1. On the desktop or in the folder in Windows Explorer in which you want to
create a shortcut, right-click a blank area, click New, and click Shortcut.

[El  Shared Folder Synchronization 4
& Adobe Drive CS4 3
MNew >| . Falder

#  Shartcut I}

III__] Microsoft Access Database

S| Screen resolution

@ Gadgets

2. In the dialog box that appears, click Browse, and use the folder tree to
locate and select the file or folder for which you want to make

a shortcut. m@ﬂj
3. Click OK, and click Next. Type a name for the shortcut, and CarelPP -
click Finish. Shortcut
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COPYING AND MOVING FILES

AND FOLDERS
Copying and moving files and folders are similar
actions, and can be done with the mouse alone,
with the mouse and a menu, and with the
keyboard.

COPY WITH THE MOUSE
To copy with the mouse, hold down CTRL while
dragging any file or folder from one folder to
another on the same disk drive, or drag a file or
folder from one disk drive to another.

Search for Files and Folders

With large, and possibly several, hard disks, it is often difficult to
find files and folders on a system. Windows Explorer’s Search feature
addresses that problem.

1. Click Start and notice the blinking cursor in the Search Programs And
Files text box at the bottom of the menu.

2. Type all or part of the folder name, filename, or keyword or phrase
in a file in the Search box. As you type, Windows 7 will start locating
files and folders that match your criteria and display them in the top of
the Start menu.

MOVE NONPROGRAM FILES ON
THE SAME DISK WITH THE MOUSE

Move nonprogram files from one folder to another
on the same disk with the mouse by dragging the
file or folder.

MOVE NONPROGRAM FILES TO

ANOTHER DISK WITH THE MOUSE

Move nonprogram files to another disk by
holding down SHIFT while dragging them.

MOVE PROGRAM FILES WITH THE MOUSE
Move program files to another folder or disk by
holding down SHIFT while dragging them.

COPY AND MOVE WITH THE MOUSE
AND A MENU

To copy and move with a mouse and a menu, hold
down the right mouse button while dragging the
file or folder. When you release the right mouse
button, a context menu opens and i it
allows you to choose whether to Move here
Lreate chortcuts here
copy, move, or create a shortcut (see
“Create Shortcuts” in this chapter).

Lancel

Continued . . . J

The search will be of all
indexed files, the index for
which is automatically built
by Windows 7. After you
have used the computer
for a relatively short period,
depending on the number
of files you have, all
nonprogram or not-system
files will be indexed.

3. If you see the file or folder
you are searching for, click
it and it will be displayed
in Windows Explorer (if a
folder) or in the program that
created it (if a file).

4. If you want to see more
results, click See More
Results at the bottom of

Documents (1)
£ | bookmark
IMicrasoft Outlook (263)

i~ Rotary - The Rotary Rooter - Jan 4 2010

i=4 John Plakes Top Coat

(=4 Rotary - The Rotary Rooter - Dec 5 2009

=4 Ratary - The Ratary Raater - Nav 20 2009

i34 Re: The Scoop

=4 RE: (Rescued) RE: Howard Vange

(=i Fw: (Rescued) RE: Howard Vange

m_] Howard Yange 2.doc (Fw: {Rescued) RE: Howard Yange)
=1 (Rescued) RE: Howard Vange

MJ Howard Yange 2doc {{Rescued) RE: Howard Vangs)

Files (4)
&  Rotary

€ Rulary
&  Kotary International
& Rotary Club of South Whidbey Island

4 Gee more results

|P.oto|}' x| | Shutdown | » |

Ele = O

the menu. Windows Explorer will open. Review the list in the subject

pane; if you see the file or folder you want, click it to open it.
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COPYING AND MOVING FILES

AND FOLDERS (continued)

COPY AND MOVE WITH THE KEYBOARD
Copying and moving with the keyboard is done
with three sets of keys:

e CTRL+C (“Copy”) copies the selected item
to the Windows Clipboard.

e CTRL+X (“Cut”) moves the selected item to
the Windows Clipboard, deleting it from its
original location.

e CTRL+V (“Paste”) copies the current
contents of the Windows Clipboard to the
currently open folder. You can repeatedly
paste the same Clipboard contents to any
additional folders you want to copy to by
opening them and pressing CTRL+V again.

To copy a file or folder from one folder to
another using the keyboard:

1. In Windows Explorer, open the disk and
folder containing the file or folder to be
copied.

2. Select the file or folder, and press CTRL+C
to copy the file or folder to the Clipboard.

3. Open the disk and folder that is to be the
destination of the copied item.

4. Press CTRL+V to paste the file or folder
into the destination folder.

5. If you still are not finding what you want, scroll the subject pane to the

bottom and you’ll see some additional options, as shown in Figure 3-10.

6. In the Search Again In options, you can choose one of three specific

places to search, or click Customize to select one or more other
places to search.

7. To filter the search results, click in the search text box in the upper-right

corner of the Windows Explorer window. = -
Two options will appear that let you filter the ... . e

search results by the date it was modified Date modified: [ Sze

and the size of the file.

8. To change search options, click Organize in the toolbar, and click

Folder And Search Options. The Folder Options dialog box will
appear. Click the Search tab. Make any change to the settings that
you want, and click OK.

=3
") [P search Result [49 | Rot |
uu o<k Dearch Results » ¥ | ¥4 | | Rotary A
Organize » Save search Burn E . 0 @
L Favorites @| boaokm ark
=1 Baookmarks Boy Scouts Boy Scout Sizet BL2 KB
= [ibeari Farms.url B aut Leadership Skills Inf
e Gl CiUsers'Public\Public Documents'Internet Explarer
3 Documents
}r Fusic Marty
&) Pictures I http://prep.southwhidbeyrotary.com  Size: 179 KB
) swratary_sqlL = User ID: ratarydb = Password: retj328x There 15
B videos alsa a web interface to manage your database at. > http: wewowhidbe.,
& Homegroup > Cliff Aaker
| Re: http://prep.southwhidbeyrotary.com  Size: 7.10 KB
n Mame tary_sq)l L User ID: rotangdb Password: retj32x There is also
18 Computer aweb interface to manage your database at. hitp:/www.whidbey.com,
€ Netwark Search again in: L
o Libraries o Homegroup 18 Camputer F Custom... @ Internet l:'
p 268 items
P .

Figure 3-10: You may need to refine your search criteria to get only the
files you are looking for.
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You can also use the Cut and Copy commands
in the object’s context menu (by right-clicking
the object) or Cut, Copy, and Paste from the
Organize menu in Windows Explorer.

ES

BOB FINDS
SIMPLE IS EASIER
After being president

of a succession of
banks, | came into my
retirement with little
hands-on experience
with computers, although
| had overseen their
introduction and use in
our banks. Luckily, | had a number of friends
and associates who helped me get set up
and started using a personal computer. In this
process, | picked up several pointers, primary
among them, which | had known from other
areas, was the K.I.S.S. principle of keeping

it simple. | only have on my computers the
programs | want to use frequently, and | have
found that the simpler the set of folders | use,
the easier it is to find what | need. It is easier
to search through a number of files in a single
folder than it is to search through a number
of folders.

Bob 0., 74, Washington

9. If you want to save the search, click Save Search on the toolbar,
select the folder in which you want to store the file, type the filename,
and click Save. If you don’t select another folder, saved searches
are available in the Searches folder by default. Saved searches also
appear under Favorites in the navigation pane.

Create Files

10. When you are done, close Windows Explorer.

Files are usually created by applications or by copying existing files;
however, Windows has an additional file-creation capability that

creates an empty file for
a particular application.

1. Click Start, click
Documents, and
open the folder
in which you want to
create the new file.

2. Right-click a blank area
of the subject pane in
Windows Explorer, and

choose New. A menu of
all the file types that can be
created by the registered

Arrange by

View
Sart by
Group by
Refresh

Paste

Paste shartcut
Share with
Rlew

Properties

N

13
L3
L3

applications on your computer

will appear.

3. Click the file type you want to
create. If you want to work on
the file, double-click it to open it

in its application.

12 @ [ B & 2 [ e (3

W L B

Falder
Shortcut

Microsoft Access Database
CorelDRAW ¥4 Graphic

Contact

Corel PHOTO-PAINT X4 Image
Microsoft Word 97 - 2003 Document
icrosoft Word UDocument

Journal Document

Micrasoft PowerPoint 97-2003 Presentation
Micrasoft PowerPoint Presentation
Adobe 30 Reviewer Document
Micrasoft Publisher Document

Teut Nacument

Adobe LiveCycle Designer Document
Micrasoft Ducel 97-2003 Waorksheet
Microsoft Excel Worksheet
Lompressed {zipped) Falder
Briefcase
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ZIPPING FILES AND FOLDERS

Windows 7 has a way to compress files

and folders called “zipping.” Zipped files are
compatible with programs like WinZip and take
up less room on a disk and are transmitted
over the Internet faster.

CREATE A ZIPPED FOLDER

You can create a new zipped folder and drag
files to it.

1. Click Start and click Documents.

2. Navigate to the folder that you want to
contain the zipped folder.

3. Right-click in a blank
area of the subject pane, .j
click New, and click
Compressed (Zipped)
Folder. The zipped folder
will appear.

=

Mew Carnpressed
(zipped) Falder

4. Click the folder name, type a new
name, and drag files and folders into
it to compress them.

PACKAGE FILES OR FOLDERS
TO A ZIPPED FOLDER

1. In Windows Explorer, select the files and/
or folders you want zipped.

2. Right-click the selected objects, click
Send To, and click Compressed
(Zipped) Folder. A new zipped folder will
appear containing the original files and/or
folders, now compressed.

Continued . . .

Back Up Files and Folders

Backing up copies important files and folders on your disk and writes
them on another device, such as a recordable CD or DVD, a USB flash
drive, or to another hard disk. To start the backup process:

1.

Click Start and click Control Panel. In Category view, click
System And Security, and click Backup And Restore. If this
is the first time you are doing a backup, you will have to set up
Windows Backup.

F

@le@ < Syste.. » Backup and Rest.. - | +4 | | Seqrch Control Pane! o

Control Panel Home =
Back up or restore your files

'.\‘_;i' Create a system image Backup

f Create a system repair disc Windows Backup has not been set up. "f'i'Set up backup

Restore
Windows could not find a backup for this computer,

'.$'Select another backup to restore files from
See also
Action Center

'@' Windows Easy Transfer

Recover system settings or your computer

[ )

. Click Set Up Backup. The Set Up Backup dialog box will appear, as

shown in Figure 3-11.

. Click a local backup destination drive or, if it is available on your

computer, click Save On A Network.

. If you chose to save on a network, click Browse, select a network

drive and folder where you want the backup, click OK, and enter your
network user name and password. Click OK. The network drive will
appear on the list of destination drives. Click it.

. Click Next. Accept the recommended Let Windows Choose What

To Backup or click Let Me Choose, and then click Next.

Windows 7 for Seniors QuickSteps Working with Information




ZIPPING FILES AND FOLDERS
(Continued)

EXTRACT ZIPPED FILES AND FOLDERS
To unzip a file or folder, simply drag it out of the
zipped folder, or you can extract all of a zipped
folder’s contents.

1. Right-click a zipped folder, and click
Extract All. The Extract Compressed
(Zipped) Folders dialog box will appear.

2. Enter or browse to the location where you
want the extracted files and folders (or
click Make New Folder if you want them
in a new folder under the selected folder),
and click Extract.

3. Close Windows Explorer when you
are done.

. TP

When you zip a group of files, right-click the file
whose name you want to give to the zip folder,
and then click Send To. The file’s name will
automatically be given to the zip folder.

I\,_,-j @j} Set up backup

Select where you want to save your backup

s

destination
Save backup on:
Backup Destination Free Space Total Size 2
e Server (D) 21119 GB 244,14 GB e
i@ DVD RW Drive (E4 ‘
=
S Data (F:) §9.17 GB 199.21 GB
o External (G:) 175,51 GB 465.76 GB =
Save on a network... ]
F /1. Other people on the network might be able to access your backup. Mare information ‘
N

Figure 3-11: If possible, back up to an external drive.

6. If you chose the latter option, select the files and drives you want to

back up, and click Next.

7. Review the Backup Summary that is presented. If it is not correct,
click Back in the upper-left area, and return to the previous steps.

8. If the proposed schedule is not what you want, click Change Schedule.

Select how often, what day, and what time you want to do the backup,

and click OK.

Windows 7 for Seniors QuickSteps Working with Information

75

-t
(@)



- 9. Click Save Settings And Run Backup. Your next backup will be

N System and program files will not be backed up scheduled and the current backup will begin. You can stop the backup

in an automatic scheduled backup. if you wish and change the settings in this window, which replaces the
original Backup And Restore window.

10. When the backup is complete, you'll get a message that the backup
has completed successfully. Click Close. The Backup And Restore
window goes into its final form, shown in Figure 3-12. Click the
Close button to close the Backup And Restore window.

[E=SREER™)
< -
@vv|& b Contral Panel » System and Secunty » Backup and Restare - | +y | | Search Control P.,, D |
Control Panel H . @
HekmERanet L R Back up or restore your files
0 T.E;J Create a system image Backup
) Create a system repair disc . Pcternal G) i ) I@ ek
——— I
— 168.59 GB free of 465.76 GB
C—--.
:V Backup size: 7.21 GB
fj‘l‘danage space
©
Mext backup: Mot scheduled
Last backup: 11/2/2010 1:27 PM
Contents: Files in libraries and personal folders for all users and
selected folders
Schedule: Mone. Select Back up now to run backup manually.
N @ITUI'I"I on schedule
'&'Change settings
Restore
You can restore your files that were backed up on the current location. Restore my files
0 '.$.'Re5tcre all users' files
'E;!Select another backup to restore files from
Recover system settings or your computer
See also
(o)) Action Center
@' Windows Easy Transfer
.
Figure 3-12: The final Backup And Restore window goes through several changes.
o
~—
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Write Files and Folders to a CD or DVD

Windows 7 allows you to copy (“burn” or record) files to a writable
or rewritable CD or DVD. You must have a CD or DVD writing drive
and blank media.

1. Place a blank recordable disc in the drive. You will be asked if you
want to burn a CD or DVD using Windows Explorer or Windows
Media Player, or possibly other programs on your computer.

rf;n} AutaPlay [‘:' | = ﬁ |
1N
4 4 DVD RW Drive (E)
[] Always do this for blank DVDs:
Blank DVD cptions o1
& Bun File.s ko disc
(S SN Windoias ExnlarER
5 Burn a DVD video disc
\-J using Windows DWD Maker
View more AutoPlay options in Control Panel
LS 4 @
2. Click Burn Files To Disc. Type a name for the disc. You will be shown
two formatting options based on how you want to use the disc:
® Like A USB Flash Drive, which is the default. This format, called ~

Live File System, can only be read on a computer with Windows XP,
Windows Server 2003 or 2008, Windows Vista, or Windows 7
operating systems. This option allows you to add one file or folder

to the CD or DVD at a time, like you would with a hard disk or a
‘—‘w USB flash drive. You can leave the disc in the drive and drag data foe)
' to it whenever you want and delete previously added objects.

The Live File System that lets you use CD-R/
DVD-R discs like CD-RW/DVD-RW is a super
capability that you can use much like an
additional hard disk.

e With A CD/DVD Player. This format, called Mastered, can be read by
most computers, including older Windows and Apple computers and
most stand-alone CD and DVD players. To use this format, you must
gather all the files in one place and then burn them all at one time.

0]}
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Use this format for music and video files that you want to play on

(o)l MANAGING DISKS automobile or stand-alone devices, such as MP3 and video players.
Windows 7 provides three tools to help manage 3. Click the option you want, and click Next. If you chose Like A USB
the files and folders stored on hard disks. Flash Drive, the disc will be formatted and, depending on the option

CLEAN UP A DISK you choose, a new AutoPlay dialog box may appear.
Disk Cleanup helps you get rid of old files on 4. With the Live File System, in the AutoPIay dlalog box, click Open
your hard disk. Windows looks through your hard Folder To View Files.
disk for types of files that can be deleted and lists 5. In either case, a Windows Explorer window will open with the subject
them, as shown in Figure 3-13. You can then pane message “Drag files to this folder to add them to the disc.”
<t select the types of files you want to delete.
1. Click Start, click Computer, right-click a
disk drive you want to work on, and click [ = Disi Cleanup for Asus (C) =)
Properties. ————
Digk Cleanup |
0 2. Click Disk CIeanup' Windows 7 will ~  vou can use Digk Cleanup to free up to 17.2 GB of disk
calculate how much space you could save. spacsiorAsusi(C):
3. Select the types of files to delete, and F'"EES o d'EtE: T — -
. q "] Downloaded Pragram Files [ bytes BB
click OK. You are asked if you want to B ) Temporary Intenet Fies T11MB |;|
permanently delete these files. Click [ 3 Dffline \Webpages 126KE
© . [C] 3B Game Statistios Files 207 KB
Delete Files to permanently delete them. ¥ & Recyele Bin 187KE -
4. When you are ready, close the Properties Total amount of disk space vou gair: B0.2ME
dia]og box. Description
Downloaded Program Files are Activel{ control: and Java applets
dowrloaded ically he | il i i

N~ e S Ll e 5 bl b il
Error Checking tries to read and write on your Files folder on pour hard disk.
disk, without losing information, to determine if
bad areas exist. If it finds a bad area, that area
is flagged so that the system will not use it.

o Error Checking automatically fixes file system Mo DR
errors and attempts recovery of bad sectors. [ ok [ cance |

1. Click Start, click Computer, right-click a - — ; -
disk drive you want to work on, and click Figure 3-13: It is important to get rid of files
. ’ and folders that you are no longer using.
o Properties.
Continued . . .
o
A
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6. Open another Windows Explorer window, locate the files and folders
MANAGING DISKS (continued) you want on the CD or DVD, and drag them to the CD/DVD drive N
2. Click the Tools tab, and click Check subject pane.
Now. Select whether you want to e If you are using the Live File System format, as you drag the objects
automatically fix errors and/or attempt to the drive, they will be immediately written on the disc. When you
recovery of bad sectors, and click Start. have written all the files you want to the disc, right-click the drive and
You may be told you have to restart click Close Session. After the “Closing Session” message above
Windows to use Error Checking. If the notification area disappears, you can remove the disc from the
s0, close any open applications, click drive and insert it at a later time to resume adding or removing files
Schedule Disk Check to do a disk check and folders.
the next time you start your computer, (P, B
and then restart your computer. Error
Checking will automatically begin when Copying 2 items (93.1 MB)
Windows restarts. from Data (F3 to DVD RW Drive (E) Programs101102
You will be shown the status of the Error ium Fecendsremeining . &)
Checking operation and told of any problems
that could not be fixed. When Error Checking is (%) More details
complete, your computer will finish restarting. o 4
DEFRAGMENT A DISK e If you are using the Mastered format, drag all the objects you want o
When files are stored on a hard disk, they written on the disc to the drive. When all files and folders are in the
are broken into pieces (or fragments) and drive’s subject pane, click Burn To Disc. You are asked to confirm
individually written to the disk. As the disk or change the title, select a recording speed, and click Next. When
fills, the fragments are spread over the disk the burn is complete, the disc will be ejected and you can choose to
as space allows. To read a file that has been burn the same files to another _disc. I_n any case, cIicK Fini_sh when ~
fragmented requires extra disk activity and can you are done. The temporary files will be erased, which might take a
few minutes.
slow down the performance of your computer.
To fix this, Windows has a defragmentation 7. When you are done, click Close to close Windows Explorer.
process that rewrites the contents of a disk, oo
placing all of the pieces of a file in one
contiguous area.
1. Click Start, click Computer, right-click a
disk drive you want to work on, and click ©
Properties.
Continued . . .
—r
o
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MANAGING DISKS (continued)
2. Click the Tools tab, and click Defragment

Now. The Disk Defragmenter will open, as
shown in Figure 3-14. You can choose to
turn off the automatic defragmentation by
deselecting the drives to be defragmented,
or you can modify the schedule.

. If you wish to go ahead manually, such

as with an external drive not otherwise
defragmented, shown in Figure 3-14,
select the drive and click Analyze Disk
to see if the disk needs defragmenting. If
you wish to continue, click Defragment
Disk. The process can take up to a
couple of hours. Some fragments may
remain, which is fine.

. When you are ready, click Close to close
the Disk Defragmenter window.

A very good way of backing up important
information on your computer is to write the
files to a CD and put the CD in your bank safety
deposit box.

By default, Windows 7 automatically defragments
your drives on a periodic basis, so under most
circumstances, you won'’t need to do it.

80

—

-
By Disk Defragmenter

= Disk Defragmenter consalidates fragmented files on your computer’s hard disk to improve system
= performance. Tell me more about Disk Defragmenter

Schedule:

Scheduled defragmentation is turned on | 'E-; Configure schedule...
Run at L:00 AM every Wednesday
Mest scheduled run: 11/3/2010 2:43 AM

Current status:

Diiske Last Run Progress
&Asus {C) 10/27/2019 9:23 AN {0% fragmented)

o Server (D7) 10/27/2010 9:47 AM (0% fragmented)

caData (F) 10/27/2010 9:35 AM (0% fragmented)

w External {G:} Mever run

Oinly disks that can he defragmented are shown.
To best determine if your disks need defragmenting nght now, you need to first analyze your disks.

] [ H Defragment disk ]

Close

| "?Ana]yze disk

Figure 3-14: Defragmenting brings pieces of a file together into one
contiguous area.
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How to...
Set Up an Internet Connection N
Browse the Internet
Search the Internet
Save a Favorite Site W

Use Tabs

Changing Your Home Page

Chapter £
Exploring the Internet

Access Web History

Organizing Favorite Sites
Copy Internet Information

Play Internet Audio and The Internet provides a major means for worldwide

Video Files communication between both individuals and organizations, 7
S el as well as a major means for locating and sharing information.
Get the News For many, having access to the Internet is the primary reason
Contact Government Agencies for having a computer. To use the Internet, you must have a @
Get Maps and Directions connection to it using one of the many means that are now
Shop on the Internet available. You then can send and receive email; access the
World Wide Web; watch movies; and participate in blogs, ~
forums, and newsgroups, among many other things.
e Connect to the Internet 00
You can connect to the Internet using a telephone line, a cable TV
connection, a satellite link, or a land-based wireless link. Across these
various types of connections there are a myriad of speeds, degrees of o
reliability, and costs. The most important factor is what is available
to you at the location where you want to use it. In an urban area, you
have a number of alternatives, from landline phone companies, cell
-
o
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phone companies, and cable TV companies, all with varying degrees
of speed, reliability, and cost. As you move away from the urban area,
your options will decrease the further away you are, until you have
only a telephone dial-up connection and/or a satellite link available.
With a telephone line, you can connect with a dial-up connection,

a DSL (digital subscriber line) connection, or other high-speed
connections of various types. DSL, cable, satellite, and some wireless
connections are called broadband connections and offer higher
speeds and are always on—you don’t have to turn them on and off.
You must have access to at least one of the forms of communication
in order to connect to the Internet, and the Internet connection itself
may need to be set up.

Research the types of connections available to you and their cost.
Start by talking to your friends and neighbors, see what they use
and how happy they are with their service. Then call your phone
company and your cable TV company and ask them about their
Internet offerings.

With most forms of Internet connections, you have a choice of speed
and ancillary services, such as the number of free email accounts

and possibly a personal website. Also, depending on the type of
connection, you may need dedicated equipment, such as a modem,
DSL router, or satellite-receiving equipment, which may or may not
be included in the monthly cost. Also, make sure you know not only
what your Internet service will initially cost, but what it will cost after
the introductory period.

Set Up an Internet Connection
Broadband Internet services, including DSL, TV cable, satellite, and
high-speed wireless, provide an Internet link with a device called
a router that connects your computer to the service. Normally your
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If you have to use a dial-up connection, which
you should avoid if possible, contact your phone
company and have them lead you through the
process of getting set up and becoming familiar
with its use. You may need to get a modem, a
device to connect your computer to a phone line,
or one may be built into your computer—your
phone company will be able to tell.

Internet service provider (ISP) will provide the router and physically

install it. With a router in place, your computer is connected to a no
broadband service and you are connected to the Internet at all times.

There may be nothing else you need to do to connect to a broadband

service. The easiest way to check if you are connected to the Internet

is to try it out by clicking the Internet Explorer icon normally pinned
to the left of the taskbar. (&3

If an Internet webpage is displayed, like the MSN page shown in
Figure 4-1, then you are connected and you need do no more. If you
did not connect to the Internet, then you need to run through the
following steps:

1. Have you (or has someone else) contacted an ISP (such as
your phone or cable company) and contracted to have Internet o
service connected to your computer? If so, go to the next question.
If not, you need to locate an ISP and contract for the service.
To find a good ISP, in addition to asking friends and neighbors
who are using the Internet, ask the store where you bought o
your computer.

2. If you know that you have contracted for an Internet service, then
is your computer connected to it? Can you physically see the
connection? If you can answer “yes” to both those questions, go ~
to the next question. If not, contact your ISP and ask them about
connecting your computer. They will either send someone out to do
it or they will lead you through the steps to do it yourself.

To connect to the Internet, you need to have an
existing account with an ISP with a user name
and password for your account. If you want to

use Internet mail, you need to know your email 3. If you have a service and your computer is connected to it and foe)
address, the type of mail server, the names of you still cannot connect to the Internet, then you probably need
the incoming and outgoing mail servers, and the to change some settings on your computer. Contact your ISP
name and password for the mail account. This and have them lead you through the changes you need to make.
information is provided by your ISP when you This is their job. They need to make sure your connection is o
establish your account. working properly.
—r
o
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Figure 4-1 shows Internet Explorer (IE) 9, which
is just becoming available as this book is written.
Originally Windows 7 came with IE 8, but in early
2011 Windows 7 started including IE 9. If you
have an earlier version of Windows 7 with |E 8,
you can download IE 9 from Microsoft.com, which
| recommend you do. It is both cleaner and faster,
and leaves more room to display a webpage. This
book assumes you are using IE 8 or 9.

0
5

= | “- hittpa/famannnmsn.com,’ P-acx || \Q, hASHLLurn * l The Seatlle Tirre: |] ] A
7
Hotmai  Messenger Bing g
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Figure 4-1: The easiest way to see if you have an Internet connection is to try to
connect to the Internet.

Use the World Wide Web

The World Wide Web (or just the Web) is the sum of all the websites
in the world—examples of which are CNN, Google, and MSN
(which was shown in Figure 4-1). The World Wide Web is what you
can access with a web browser, such as Internet Explorer, which
comes with Windows 7.
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=5 L | http://www.cnn.com,’ -

ER:JLH\! <[@c]e

Go to "http://www.cnn.com/™

Live: FollowEll the
college footbdll action
TCU faces Utah in a clash of
unbeatens, ‘Barna takes on LU S

California 0, WashSt 0 12:00 1st| HCAAF scorehoar

Browse the Internet

Browse the Internet (also called “surf” the Internet) refers to using a
browser, like Internet Explorer, to go from one website to another to
see the sites” contents. You can browse to a site by directly entering a
site address, by navigating to a site from another site, or by using the
browser controls. First, of course, you have to start the browser.

START A BROWSER
To start your default browser (assumed to be Internet Explorer
Internet Explorer), click the Internet Explorer ' i r@} o |
? - | [l 1}

icon on the left of the taskbar.

ENTER A SITE DIRECTLY
To go directly to a site:

1. Start your browser and click the existing address, or URL (uniform
resource locator), in the address bar to select it.

2. Type the address of the site you want to open, as shown next, and
either click Go To (the right-pointing arrow) next to the address bar
or press ENTER.

USE SITE NAVIGATION

Site navigation is using a combination of links and menus on a
webpage to locate and open another webpage, either in the same
site or in another site:

® Links are words, phrases, sentences, or graphics that always have
an open hand displayed when the mouse pointer is moved over
them and, when clicked, take you to another location. They are
often underlined—if not initially, then when you move the mouse
pointer to them.

® Menus contain one or a few words in a horizontal list, vertical list,
or both that always have an open hand displayed when the mouse
pointer is moved over them and, when clicked, take you to another
location.
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§- USE BROWSER NAVIGATION

Older webpages are shown in Compatibility
View, as indicated with the icon of a torn page
at the right end of the address bar.

Browser navigation is using the controls within your browser to go
to another location. Internet Explorer has two controls not discussed
J elsewhere that are used for navigation:

Compatibility e Back and Forward buttons take you to the next or previous page
Back Address bar view Stop . . .
in the stack of pages you have viewed most recently. Moving your

__ / mouse over these buttons will display a tooltip showing you the name
%ﬁp:_.--_.--w.cnn.com_.-- EIR X? of the page the button will take you to.

Py
/ e Pages recently entered button displays a drop-down list of webpages
Forward Pages recently Refresh that you have recently entered into the address bar, as well as a list of
entered sites you recently visited (in IE 9).

Search the Internet
You can search the Internet in two ways: by using the search
capability built into Internet Explorer and by using a search facility
built into a website.

SEARCH FROM INTERNET EXPLORER
To use Internet Explorer’s search box:

1. Click the Internet Explorer icon on the taskbar to open it.

: 2. In IE 8, click in the Search box " — -
_ on the right of the address bar, or  &ing Suggestion: u

. . . toyota prius
By default, the Internet Explorer’s search in IE 9, click in the address bar.

toyota prius recall

uses Microsoft's Bing search engine. You can In either case, begin typing what i

change this by clicking the down arrow on you want to search for. (The first :Z:i: ,‘Z.’jﬁ ZZ::;M

the right of the Search box and clicking Find time you searchin IE 9, click Turn o i

More Providers in IE 8, or in IE 9 clicking the On Search Suggestions.) Click

down arrow on the right of the address bar one of the suggestions below the B> |
and clicking Add. In either case, the Add-Ons Search box, and click Search (the magnifying glass in IE 8) on the
Gallery will open and allow you to add another right end of the Search box, or click Go To (IE 9), or press ENTER. By
search provider by clicking Add To Internet default, the Bing search site will open with the results of the search, as
Explorer under the provider you want. you can see in Figure 4-2.

3. Click the link of your choice to go to that site.
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SEARCH FROM AN INTERNET SITE

There are many independent Internet search sites. The most no
- opular is Google.
ford fusion hybrid O] Pop &
Web Autos Imeges Videos News Morev 1. In Internet Explorer, click the current address in the address
AL RESULTS 1110 o 7,430,000 resuts - Advanced | bar, type google.com, and either click Go To (the blue arrow) w
2011 Ford® Fusion Hybrid o el or press ENTER.
f,xu =us:s;n Hy :._,:,.j PRl ::::';.Ec::i.;:r"-FuslonHy brid - \We Spesk Resale Value 2011 Ford Fusion Hybrid It's
R%,.“ :””T St b ton Siiei ~|| 2. Inthe text box, type what you want to search for. As you type,
_{r‘ed:::: 2;: e izrsﬁif:sl-i‘:;r‘\:-l':iydbgse.;ll;’fir.ﬂp\c3r.:or~ Ford Dealers are Drogging Frices! Get Ford GOOgle will dlSpIay some gueSSGS based upon what yOU have
Fusion Photos Lol S o typed, with the resulting websites for those guesses shown in
Hybrid Vehicles ord.CarPriceSecratz.com - Find out our Lowest Possinie Price Save on a 2011 For . . .
pihropsecORY (LT a full webpage, as illustrated in Figure 4-3.
Pricing Ford Fusion Hybrid ) ) ) .
T ;}:;:ﬁ;nds'wm:m Research. Reviews, Fricing & More. Get Ford Fusion 3. CIICk the Ilnk of your Cholce to go to that Slte_
Toyota Prius deas: ford focus - toyota prius - ford fusion
avg.com

Family +

= 2011 Ford Fusion Hybrid ) [3)
brother's kesper Base retail price (MSRP): $22 240 - i
i Fuel sconomy (MPG]: 41 ety | 28 nighway e[ .I| *q httpmegoogle.c., O - & X l-" fard fu., * lThe-.SzaattI... l J Tty

- Owmer ratings: 4 reviews ey | LIlELaE —

. . mages  \idsos  Msps  Ne Shoppig, el o o -
Local results near Sefiingham. Washington Web Images \idecs Msps MNews Shopping  Gmad  mere Signin & 4
Mew and used Bstings - Dealers and services

e GO L )gle |f0rd fus[-: mn Search | neEniem:

Bing Autos  Specs

2011 Ford Fusion Car | Choose From Standard & Hybrid Mid-Sized ... ford fusion (e))
The 2011 Ford Fusion - Build & price 2 gas-poversd or hybrid zedan that delivers 2 = g m =
plenty of performance. Explore pictures, specs, MPG, videos, reviews & more. _l' Everything ford fusion hyb"d % S Eesmng Lreky o Az
e ford. comi201Dfusi - i i )
= & Images Tord-SIOn reviews Compare Cheviolet Maliby
Fl I | 3 - A ford fusion forum EFAEst 22 MFG Hwy & An E|
k. . W ideos ford fus On Frecision, Quslity and Des|
<3 wanw.chevrolet.com/Malibu |
) R = hNews Aot 13 300,000 rESLIE (010 Eecance) Aianced sesrch i =
Figure 4-2: The results of a search using Internet " Shopping Ford Fusion Clearance
5 2011 Ford Fusion Sale Az Ford Dealers Cut Frices to Mal
Explorer s SearCh box' ! Nore Deslars Mt fon i tomy— Gat Sales— Get Intemet Prices & \l
Ford Dealers Must Move Fusion Inveniory— Get Ford
Savings Here! ‘Washington
Langley, WA fusion-sale_ auto-price-finder.com ford.dealersclearinglots.cam/iF
- — Owerstocked Ford Fusion sihd s Spokans Hision
T e e e S In Business For 88 Years!
- Ford Dealers are Overslocked — Get Unbeatable Deals & £
Aoy time Save Nowl Call or email for a Free Cuote
Latest ' www.wendle.com/FordFusion

ford-fusion autodiscountgroup.com
Past 24 hours.

Past week - 2010 Fusion Clearance (0]
2011 Ford Fusion Car | Choose From Standard See The Official Lowest Price
Past marth & Hybrid Mid-Sized ... .1 & New 2010 Ford? Fusion Toi
vl The 2011 Ford Fusion - Build & price a gaspowered or forddirect.com/Fusion
Custam range... nybrd sedan that delivers plenty of peformanca. .
al | Explore picturas, specs, MPG, videos, ... Ford Fusion Super Sale
il lery - Models - Pricing - FUSION Hybrid Ford Dealers Muz Glear
Sites with images: b
wwww_ ford com/carsffusiond - Cached Fusion Stock Ford Deals!
. ’ : : fusion. 123findacar.
Mare search tools 2011 Ford Fusion Options | View Available Trim AR IEReREeT
Levels | Ford.com ' ro— o
Something different Detsiled information including pricing, specs, )
ford taurus performance & options ...
ford edge wvw_ford com/carsffusionfinm/ - Cached |
Figure 4-3: The results of a e = .
search using Google. )
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” Save a Favorite Site

o Internet Explorer helps you “remember” sites

you've been to but can’t seem to recall, including Sometimes you visit a site that you would like to return to quickly or

Favorites (click the Favorites icon), History often. Internet Explorer has a memory bank called Favorites to which
(click the Favorites icon and click History), you can save sites for easy retrieval.
AutoComplete (begin typing in the address bar ADD A FAVORITE SITE
™ and |E will complete it), and the Back/Forward
drop-down lists (right-click the button). To add a site to Favorites:
1. In Internet Explorer, open the webpage you want to add to your Favorites
P - list, and make sure its correct address (URL) is in the address bar.
[ & rousrorme 2. In IE 8, click Favorites in or above the tab row. In IE 9, S io
o Bl e el S L click the Favorites icon on the right of the tab row. =] View favorites,
Mame:  TopolaCars _ 3. In either case, click Add To Favorites. The Add A Favorite dialog box
0 Crestein | pnmlirunnies v [ Mewtoder | appears. Adjust the name as needed in the text box (you may want to
Cancel | type a name you will readily associate with that site), and click Add.

OPEN A FAVORITE SITE

Add to favorites... - @]

© To open a favorite site you have saved: | Favorites | Feeds | History|
w In Internet Explorer 8, click Favorites above ::_:i\::::::ebsites I
You can also change the home page by clicking the tab row. In IE9, click the F.avorites icorT L:S: .\:'reiﬂtelj -
the Tools menu in IE 8 or the Tools icon in on thg right of the tab row. In either case, click :Wi*nl:s L"i;e”' e | 4
N~ IE 9, clicking Internet Options in either case, the site you want to open. &) ASUSTeK COMPUTER L.
and making the desired changes at the top of (5 Seattle Times
the General tab. Use Tabs gi:; B
’ Internet Explorer 8 and 9 allow you to have *§ Google
0 several webpages open at one time and easily EEV:”;:LW
‘—m switch between them by clicking the tab (o Whidbey Webmail
< associated with the page. The tabs reside on ;%::f;:::sof e
You can open the home page in its own tab the tab row, immediately above the displayed G L
o instead qf rep-la(.:ing the current tab b.y holding webpage, which also has the address bar in Il .Eid Online Auction Ca..
CTRL while clicking the Home Page icon. & Tayata Cars o

4 IE 9, as shown in Figure 4-4. Originally, only one
page was open at a time in versions of Internet

= Turn on Suggested Sites...

10
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Address bar Tabs Home
- _I_
_ =
[ ) |m bkt fannan crm, co - | = | (4] | X || W MSM.com | Bl chmc X | e Technolog...[ The Seattl.., |_| (1 5.0 el
Close Tab New Tab

Figure 4-4: Tabs allow you to quickly switch
among several websites.

12
*fs
9

6

CHANGING YOUR HOME PAGE
When you first start Internet Explorer, a webpage
is automatically displayed. This page is called
your home page. When you go to other webpages
you can return to this page by o
clicking the Home icon on the
tab row. When [E starts, you can
have it open several pages in addition to the
home page, with the additional pages displayed
as tabs (see “Use Tabs” in this chapter), which
will also be opened when you click the Home
Page icon. To change your home page and the
other pages initially opened:

Home (Alt+M) |

1. In Internet Explorer, directly enter or
browse to the site you want as your home
page. If you want additional pages, open
them in separate tabs.

2. In |IE 9 right-click the Home Page icon, and
click Command Bar. In either IE 8 or in the
IE 9 Command bar, click the Home Page
down arrow, and click Add Or Change
Home Page. The Add Or Change Home
Page dialog box will appear. % |~

Continued . . .

Explorer before IE 7. If you opened a second page, it replaced the first

page. IE 7 and on, however, give you the ability to open multiple pages

as separate tabs that you can switch among by clicking their tabs.
OPEN PAGES IN A NEW TAB

To open a page in a new tab instead of opening the page in an

existing tab:

1. Open Internet Explorer, with at least one webpage displayed.

2. Click New Tab on the right end of the tab row, or press CTRL+T, and open
another webpage in any of the ways described earlier in this chapter.

—Or—
Hold down CTRL while clicking a link in an open page. (If you just click
the link, you’ll open a page in the same tab.) Then click the new tab to
open the page.
3. Repeat any of the alternatives in step 2 as needed to open additional
pages.
SWITCH AMONG TABS

To switch among open tabs:

Click the tab of the page you want to open.

—Or-

Press CTRL+TAB to switch to the next tab to the right, or press CTRL+
SHIFT+TAB to switch to the next tab to the left.

—Or—
Press CTRL+n, where nis a number from 1 to 8 to switch to one of the
first eight tabs numbered from the left in the order they were opened.
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1ff3
9

6 (You need to use a number key on the top of the main keyboard,
CHANGING YOUR HOME PAGE not on the numeric keypad on the right). You can also press CTRL+9
(Continued) to switch to the last tab that was opened, shown on the right of the

(aied or Change Home Page Mﬂ tab row.

CLOSE TABS

; /? ¥ould you like to use the following as your home page?
| =hpe
hittp: i seattletmes, rwsource, comfhtmifhomefinde::. homl TO ClOSG One OI‘ mOI'e tabS:

| ") Use this webpage as your only home page

Right-click the tab for the page you want to close, and click Close

1”1 Add this webpage to your home page tabs

QU st urre bl et s e Fosee e 0 Tab on the context menu; or click Close Other Tabs to close all of
Ty -] the pages except the one you clicked.
- ‘ —Or—
3. Click: Press CTRL+W to close the current page.
Use This Webpage As Your Only Home _Or— Addto favarites, v [H]
Page if you wish to have only a single : sty |
home page. Click the tab of the page you want to close, and J[Fmﬁlﬂ ey 5
. . iewy By Date =
Add This Webpage To Your Home click the X on the right of the tab. i3 Weeks Ago -
Page Tabs if you wish to have several T 2 Weeks Ago
home pages on different tabs. Access Web History T Last Week
TH Monday
I ST it S Ty Internet Explorer keeps a history of the websites

Home Page if you want all the current
tabs to appear when you start Internet
Explorer or click the Home Page icon
(this option is only available if you have
two or more tabs open).

£ ad.doubleclick (a...

£, adyieldmanager ...

you visit, and you can use that history to return to
a site. You can set the length of time to keep sites B cfusion twwra..
in that history, and you can clear your history. &) ads.pointroll (ads..

£ cnn fwanan.cnin. .,

USE WEB HISTORY £ contentLadrmon.. _
To use the Web History feature: 2 Turm on Suggested Sites..,

4. Click Yes to complete your home page
selection and close the dialog box.

1. Click Favorites or its icon, and click the History  Figure 4-5: The Web

tab or press CTRL+H to open the History pane.  History feature allows
you to find a site that

2. Click the down arrow on the History tab bar you visited in the
to select how you want the history sorted. recent past.
Depending on what you select, you will be able to further specify the
type of history you want to view. For example, if you click View By
Date, you can then click the day, website, and webpage you want to
open, as shown in Figure 4-5.
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t_-; DELETE AND SET HISTORY

Tovi Internet Explorer’ . .
pfe:fm;r:seui;nkggne ARSI You can set the length of time to keep your Internet history, and you o
' can clear this history.
7 1. In Internet Explorer, click Tools or its icon at the right end of the tab
row, and click Internet Options. w
ORGANIZING FAVORITE SITES 2. In the General tab, under Browsing History, click Delete to open the
. : . Delete Browsing History dialog box. If needed, select the check box
After a while, you will probably find that you have . . .
T 5 e e B B opposite History to delete it. Select any other check box to delete
. that information, although you should keep the Preserve Favorites
hard to find the one you want. Internet Explorer Website D heck b | dto k hat inf . o
provides two places to store your favorite sites: e Slt.e a.ta check box .se ected to keep that information (it is a
a Favorites list, which is presented to you in the confusing dialog box). Click Delete.
form of a menu you can open, and a Favorites 3. Click OK again to close the Internet Options dialog box.
bar, which can be displayed at all times. There — - - —_— .
are several ways to organize your favorite sites. A bids e
REARRANGE THE FAVORITES LIST | Favorites Bar .{.
The items on your Favorites list are displayed | Mieraiareba: £
in the order you added them, unless you drag et
. ) Websites for United Kingdorm (o))
them to a new location. ——
In Internet Explorer, click Favorites or the ] ASUSTeK COMPUTER INC
icon, locate the site you want to reposition, Seattle Times
and drag it to the location in the list where & chm
ou want it - ~
y . -'l Google
CREATE NEW FOLDERS Wells Fargo i
Internet Explorer (both 8 and 9) comes with - :
. | Favorites Bar
several default folders added by Microsoft or by | Fawerites Folder
the computer's manufacturer. You can also add | Modified: (o8
ani-A q q 11/7/2010 6:15 PM
your own folders within the Favorites list.
1. In Internet Explorer, click Favorites or the - -
. X . | Mew Folder | [ Move. | [ Rename ] | Celete. ]
icon, click the Add To Favorites down
arrow, and click Organize Favorites to [ cose ©
open the Organize Favorites dialog box,
shown in Figure 4-6.
Continued . . . Figure 4-6: As with files, organizing your favorite
websites helps you easily find what you want.
—h
(@)
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ORGANIZING FAVORITE SITES
(Continued)
2. Click New Folder, type the name for the
folder, and press ENTER.

3. Drag the desired site links to the new
folder, drag the folder to where you want
it on the list, and then click Close.

PUT FAVORITES IN FOLDERS
You can put a site in either your own folders
(see “Create New Folders”) or the default ones
when you initially add it to your Favorites list.

1. Open the webpage you want in your
Favorites list, and make sure its correct
address or URL is in the address bar.

2. Click Favorites or the icon, click Add To
Favorites, adjust the name as needed in
the text box, click the Create In down arrow,
select the folder to use, and click Add.

r B
Add a Favorite &

| . Add a Mavorite |

I Add this webpage a5 a favorite. To access your favorites, visit the
Favorites Center.

Mams: MEN rnm

| Cresteirc [, ¢ Favaiites =] [ newrolger |
37 Favortes
_u Favorites Bar
) Microsoft Websites
e | MSN Websites
|

Sw'elrsiles fur Uriled Kirngdon
| Windows Live

ADD A SITE TO THE FAVORITES BAR

In IE 8, by default, a Favorites bar is displayed
on the same row with and to the right of the
Favorites menu. In IE 9, you can turn on the

Continued . . .

Copy Internet Information

You may occasionally find something on the Internet that you want

to copy—a picture, some text, or a webpage.

COPY A PICTURE FROM THE INTERNET

To copy a picture from a webpage to a folder on your hard disk:

1. Open Internet Explorer and locate the webpage containing the picture

you want.

2. Right-click the picture and click Save
Picture As. Locate the folder in which
you want to save the picture, enter the
filename you want to use, and file type,
if it is something other than the default
.jpg, and click Save.

3. Close Internet Explorer if you are done.

Open link

Open link in new tab
Open link in new window
Save target as...

Print target

Show picture
Save picmre%as...
E-mail pictuf..,

Print picture...

COPY TEXT FROM THE INTERNET TO WORD OR EMAIL

To copy text from a webpage to a Microsoft Word document or email

message:

1. Open Internet Explorer and locate the webpage containing the text

you want.

2. Drag across to highlight the text, right-click the selection, and

click Copy.

3. Open a Microsoft Word document or an email message in which
you want to paste the text. Right-click where you want the text,

and click Paste.

4. Save the Word document and close Internet Explorer, Microsoft Word,
or your email program if you are done with them.

COPY A WEBPAGE FROM THE INTERNET

To make a copy of a webpage and store it on your hard disk:

1. Open Internet Explorer and locate the webpage you want to copy.
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ORGANIZING FAVORITE SITES
(Continued)
Favorites bar by right-clicking any of the three
icons (Home, Favorites, and Tools) on the right
of the tab row and clicking Favorites Bar. By
default, the Favorites bar has two sites on it, but
you can add others.

Open the site you want to add to the
Favorites bar. In either IE 8 or IE9, if

the Favorites bar is open, click the Add
To Favorites Bar button on the left of the
Favorites bar. .| ¢ msn @& sug

—Or— Add to Favorites bar

In either IE 8 or 9, click Favorites, click
the Add To Favorites down arrow, and
click Add To Favorites Bar.

DELETE A FAVORITE SITE

You can delete a favorite site from either the
Favorites list or the Favorites bar by right-
clicking it and then clicking Delete.

</
Material you copy from the Internet is normally

protected by copyright; therefore, what you can
do with it is limited. Basically, you can store it
on your hard disk and refer to it. You cannot
put it on your own website, sell it, copy it for
distribution, or use it for a commercial purpose
without the permission of the owner.

o

2. In |IE 8, click Page on the tab row, and click Save As. In IE 9, click the
Tools icon, click File, and click Save As.

3. In the Save Webpage dialog box, select the folder in which to save
the page, enter the filename you want to use, and click Save.

4. Close Internet Explorer if you are done.

Play Internet Audio and Video Files

You can play audio and video files on the Internet with Internet
Explorer directly from a link on a webpage. Many webpages have
links to audio and video files, such as the one shown in Figure 4-7.

To play these files, simply click the links. If you have several audio
players installed (for example, Windows Media Player and Real Player),

- = | E é
a )| B http:ffennnnenn.com/ P-BeX H B cNM.cam - Br... % |The Seattle Times ‘ | Mt 2f 404
E
Bat edition pri &

. | WERNATOMNAL | wExco Signip | LEEQ
i ('\l\l I

m

Home Video MewsPulse U5 World Politics Jusfice Entertainment Tech Health Living Travel Opinion iReport Money:

Limited-Time Special Offer

Only 4%

“ ‘. " . Y = ( [ &F) your first menth

Texas day care owner makes - p Click to getyour3 scores now!
most-wanted list
A WMOBD DOSIZD ONN2 SNOWE 3 DESCE J2MONSTIN0N 1N M2 RNy U038 Oy OF ADgan

Tanstmed Ino 3 siaughtr. U S, ocids sad saven aomen wera il (Duan HllLog In or sign up to psracnalizs!
rapNC COMENE Waner BECTEN0N IS ANEAT] FULL BRORY 1

Don't miss

=y pvp—

27213 peopis recommendzd The 10 most iconic mavia
EEEH

18,115 paopia recommend=d N Y. Rap. Chris Lea resigns
‘after Cralgslst pereonals scandal

Mideast and N. Africa unrest

* Witnaas: Paaceful Libys protestsrs shot
* Libya can still count on 3 fewaliea

= Mulugess sy ul Lips Lusde =

* Nation bynation | Blog | U.5. options

Basatuall star dlen ffar I3 Charlle Sheen pulling  Arqustts Jokee about 3 =
P et s o e AL BT S L paris el 98,560 poapis rasormmendad "Firefy roturning to aabi
http://www.cnn.com/video/?/video/world/2011/03/04/ivory.coastwomen.kil... f s b

Figure 4-7: Play an audio or video file on a webpage by clicking the link.
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To enjoy audio and video files from the Internet,
you should have a broadband connection.

Search sites such as Google and Bing provide
the ability to search the entire Internet. Search
boxes on other sites, such as CNN and Amazon,
are used to search those sites, not the Internet.

A

you will be asked which one you want to use. Make that choice, and
the player will open to play the requested piece.

Chapter 10 discusses working with audio and video files in depth,
including how to play these files in several ways.

Use the Internet

The Internet is a major way in which you can connect with the
world that provides information, shopping, contact with government
agencies, getting directions and maps, and planning and purchasing
travel, to name only a fraction of what you can do. In later chapters of
this book we'll look at using the Internet for email, social networking,
digital photography, music and video, personal finance, and genealogy.
For the rest of this chapter we’ll look at using the Internet in a number
of other, possibly more general, ways.

Get Information

The start of many things you do on the Internet is through a search.
As you have seen earlier in this chapter, searching the Internet is easy
through either the Internet Explorer’s Search box, which by default

is the Microsoft Bing search engine, or a search website like Google
.com. While there are a number of other search sites, for example,
Ask.com, I've found that Google and Bing are as good as any and
handle all that I want to do.

You can search for almost anything and in most cases find it. Sometimes
you need to be more diligent than other times, but often you can find
what you are looking for. Several examples of searches follow.

SEARCH FOR HISTORICAL FIGURES

In the last several years there have been movies and television
programs on England’s King Henry VIII and Queen Elizabeth I,
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Mary Tudor and Mary Queen of Scots Search | Petnteon his daughter. In these, two historical figures named Mary come up:
mery tudor and mary queen of scots Mary Tudor and Mary Queen of Scots. Let’s say you are curious no
About 455,000 results (0.4C seconds) Advanced search

and want to know more about these two people and how they
Mary | of Fngland - Wikipedia, the free encyclopedia
“Mary | Queen cf England”. Tudor Histery Web Ring. are related'
httpy fitudorhistory org/mary’ ... Margare!, Quean of Scots - Heir to
the: English Thi . .
Chictasndare ety o - Agtowi - Pl Dl 1. In Internet Explorer’s address bar highlight the current contents and w
en.wikipadia.orgiwiki/Mary_|_ot_England - Cached - Similar

type google.com.
Mary Queen of Scots o
el sl ralooraigrishrtriee Ay 2. In Google’s text box, type Mary Tudor and Mary Queen of Scots and

habid vyt RS press ENTER. The Google page similar to that shown in Figure 4-8
Answers com - Who was Mary Queen of Scots and who WI” Open.

was Mary Tudor . . . . .

Mary | of Scotland questicn: Wheo was Mary Queen of Scots and whe 3. ReV|eW the fII‘S'[ Several entl‘leS, and CI|Ck the fII‘St one yOU Want tO see.
was Mary Tudor? Mary |, Gueen of Scots (known as Mary Stuart) .. . . .

was Quoen of Scots in her own .. A page similar to the one shown in Figure 4-9 will open.

wiki areswers coml (Who_wes_Mary_Quesn_ofl_Scots_ami_who_wes_Mary
_ludor - Cached - Similar

Mary | Biilish Monarches

Mary | daughier of Henry VIl and Cathering of Aragon. was bom in lﬂgﬁ (&) ]
1578 and ... Ment and Beauty of her Cousins Mary Gueen of - - T T - T T e, e
Scotland and Jane Grey. ... &4 |K= hittp YAkl AW c.ca/Q/ Wi, wa S himy, Que '| 2 °| X | 2 MSN.... |H CNM...e ] 3Te:hn.--] & an., x| 2 The S | | W

wwvw. britannia.com » Menarchs - Cached - Similar

Mary, Queen of Scots: Biography, Portraits, Primary
Sources

to Tudor Relatives. Scurces: Life of Mary, Queen of Scots (2 wel) by
George Chahmers - My Heal is My Gwn by Jobn Guy - Mary. Queen
of Scots: |he Daughter ...

englishhistory . net/tudor/relative/marygosbiography html - Answer
Cached - Similar

Answers.com 4a

Ml by Google Oueen Scotiand Scols Women
Figure 4-8: A search can be a question’ a Sign in using: user-generated content: report abuse
statement, a word, or a phrase. Often a question | % v 2lin Who was Mary Queen of Scots and who was Mary Tudor?

can be truncated, as it is here, where “who were” Answers.com members: R AL L

has been left off. e

Spain History

Seattle Coupons www.Greupen.comSeattle
1 ndiculously huge coupon a day. Get 50-90% off Seattle's best!

Bl Remember me

A: [imereve]
Answer

Mary I, Queen of Scots (known as Mary Stuart) was Queen of Scobs in her own nght and Queen of France as
wite af Franas 1T af France. She was s days old when her tather digd - that's when she hecame Seatland’s m
apcond quesn regnant and st notable Seottish manarch. Mary [ was granddaughter of Elizabeth I's aunt,

making her the heir of childless Queen of England. She had three husbands, but her only chila's father was her
cousin and second husband. Elizabeth Timprisoned Mary 1and seventeen years later she ordered Mary's

Searches on the Internet are seldom the same,
as it is a dynamic and changing environment.

‘ execution. Mary's son James became James VI of Scotland after Mary's abdication and James 1 of England after
New pages, re-ordered pages, and obsolete Elizsbeth T death,
pages are constantly changing and creating Get There were two women known as Mary Tudor:
e
= Mary Tuder was daughter of Henry VIL of England and Elizabeth of York, She was brefly Queen of France as
new results for searches. WiHZiP Pro wife of Louis XI1 of France. She returned to England after his death and married Duke of Suffolk. Her ©
granddaughter was Jane Grey, who ruled England and Ireland for nine days.

h FREEb * Mary I of England {(known as Bloody Mary) was the only surviving child of Henry VIII of England ang Katherine

- . . when you bu of Aragon. She became Queen of England and Ireland after deposing Jane Grey and she became Queen of Spain

Flgure 4'9- Sometlmes a Seal‘Ch Kaspe“{y 201!" when her eleven years younger husband becarme Philip 1T of Spain, Mary 1 had noe children and was succeeded by
can quickly Iead you tO the ® her mineteen years younger half-sister, Elizabeth 1.

answer you want.

0]}
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4. If the results of the first entry do not satisfy your curiosity, click
Previous in Internet Explorer’s address bar to return to the list of
search results and click another entry.

i = | B

elﬁ_ 1|\ (2] httpef . bing... O = €& X H[:.!white. »® . The Seatt.. ‘ A

SEARCH FOR RECIPES

Ll

e Shopping Newe s Vorw | WS Fotmal ; *.]| The Internet is a tremendous resource for recipes. All
biﬁg ' white bean soup ' O] you have to do is search. Here is an example with white
Web Web | Retipes Imeges  Morev bean soup.

RELATED SE. S ALL RESULTS 1-10of 10,300,000 results - Advanced F

WhkeGesn Sopith o for whife bean soup 1. In the Internet Explorer Search box (in IE 8) or in the

e S . . aqdress bar (in I!E 9). type white bean soup. By_default the
e aan and Bscon | == Bing search engine is used and as you are typing, search
Wt Bean Recipes E. 7 suggestions will appear below the Search box.

?I:;IT Skl White Bean Saug. \White Bean Soup '.".'hitEEEan Soup White Bean Soup

Sausageand Baan Soup  pafieh com VegetaranTimes co  Allrecipes. com MyRecipes com B white bean saup -

Cooking White Beans ul
Types of Beans

Bing Suggestions v

. . . wehite bean soup
White Bean Soup Recipe - Allrecipes.com : ;
User rating: 4.5/5 - 1 photo - 28 reviews white bean soup with ham
A delicious white bean and corn soup, sezzoned with garlic, =avary, and thyme. Tastes
3 even better the next day, and can sazily be made vegetarian! A hearty and ...

avg.com allrecipes.com/Recipe'White-Bean-Soup/Detail aspe wehite bean soup calories

wehite bean soup with har bone and tormatoes

goo .s_'wm White Bean Soup Recipe - White Bean Soup with Great Northern wehite bean soup crockpot
Beans .
Sae 3 White bean soup includes chicken broth and bacon and onien and great northern beans. Turn off search suggestions
Clear a8 - Tumn off White Bean Soup with bacon.
southernfood. about. com/od/bean sandblackey edpeas/r/bI30428i. htm - —
< [T | b |9| ] | Add
Figure 4-10: If you like to cook, the Internet is a 2. If you want one of the suggestions, click it. Otherwise press ENTER.
great resource for you. A list of sites with a recipe for this dish appears, similar to what you

see in Figure 4-10.

Be sure and look beyond the first page of search results. Often you'll
find some great resources off the first page.

Get the News

With the Internet’s almost immediate communication, it is a great vehicle
for getting news of all types, including local and national newspapers,
general and specialized magazines, and newsletters of all types. Several
examples follow.
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When you do a Google search, the first several
sites may be highlighted with a color background
to tell you that those sites have paid to be at the
top of the list. It is important to check several sites
in both the paid and unpaid areas and compare
prices. In a search for the cell phone battery, the
first three sites were paid and had the battery
priced at $8.99, $15.95, and $14.95, respectively.
Amazon, which was not in the paid area, had it
listed for $5.36 and would connect you to 13 other
retailers with prices starting at $2.49.

Most online newspapers are currently free, but
some, like the Wall Street Journal, are beginning
to implement partial charging schemes for
their current edition and archives, especially in
electronic readers such as the iPad.

READ ONLINE NEWSPAPERS

Most newspapers have been online for some time. Generally, you can
go right to their site by putting their name directly into the address
bar followed by “.com” without searching for them. For example, the
following URLSs all work:

ajc.com (Atlanta Journal Constitution)
bostonherald.com
chicagotribune.com
denverpost.com

kcstar.com (Kansas City Star)
latimes.com (Los Angeles Times)
miamiherald.com

times.com (New York Times)
philly.com (Philadelphia Inquirer)
seattletimes.com

wsj.com (Wall Street Journal)
washingtonpost.com

READ ONLINE MAGAZINES

Many magazines that once had paper editions are now only online,
while others are now charging for their online editions. For example
Consumer Reports (consumerreports.org, .com also works) and Cook’s
[llustrated (cooksillustrated.com), which give you their home page for
free, ask you to pay when you want to see the detail, as you can see in
Figure 4-11. For the most part, you can directly use the magazine title
with “.com” in Internet Explorer’s address bar.

READ NEWSLETTERS

There are a great many newsletters on the Internet. Practically every
organization that has an Internet presence has a newsletter, either as
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RECIPES

EQUIPMENT REVIEWS

TASTE TESTS

ARTICLE | RLCIPL t BROWSL RLCIPLS |

TUSCAN WHITE BEAN SOUP

Makes aboul 2 1/2 quurls, serving 6 to 8. Published Junuary 1, 2001,

For perfectly cooked, richly flavored beans, go against tradition: Forget
ahout presoaking, and don't spare the salt.

START YOUR 14-DAY FREE TRIAL ONLINE MEMBERSHIP

+ 17 Years of Cock's Necipes
+ Web-Exclusive Videos

+ Lipdatad Braduct Katings

* Menuz and Shopping Lists

Enter E-mail Addres (RN h*‘-—

How we use your email address

Dear Mriend,

T

These days, it's pretty easy to get free recipes on
the m sure a search for "reast chicken

s |

recipe I tum up thouzands and thousands. But,
a5 wiilh 50 rraach on the weby, you should tresd
lightly if vou don't know the source.

)

ir‘e*

HOW TO COOK VIDEODS

INGREDIENTS -
b= Y “ - =
oy )
Tty Cookslllustrated.com Free for 14 days. ol T, £
- — -

miline M o I
» 17 Yoars Gf Cook's Recipes. oot
* Updal uct.

» e and Shopping Uists  (PLYIEEDD

Search All [=]
SEARCH

Figure 4-11: While the majority of Internet news
and information content is free, an increasing
number of sites are beginning to charge for it.

Social Security Online - Ihe Official Website of the U.5. Social ...

WWW_S53. G0V
Official website of the U.S. Social Security Administration. ... Watch a briefvideo
about cur website (less than twe minutes}

Contact Us Medicare
Retirement Survivors
Disability Espariol
Login Woman
Quick Access

Customer senice 800-772-1213

Search within weww.ssa. gov

Search

a part of their site or one that is emailed to you. If you
belong to or are otherwise a part of an organization,
inquire about looking at their newsletter online or
receiving it by email.

Contact Government Agencies

Most government agencies from the local to the
federal level have an online presence that can be very
useful in finding out about government programs,
learning about public officials, and getting the
results of elections. Three examples are the Social
Security Administration, researching the position

of a congressperson, and looking at the results of a
statewide election.

SOCIAL SECURITY ADMINISTRATION

Probably the fastest way of locating a website is to
search the name of the entity; similarly, the fastest

way to find what you want in a site is to do an intrasite search.
Let’s say you want to find the current eligibility requirements for
Social Security.

1. In the Internet Explorer Search box (in IE 8) or in the address bar
(IE 9), type social security and press ENTER. One of the entries that
appears is titled “Social Security Online - The Official Website...”

2. In the search box under “Search within www.ssa.gov”, type eligibility
requirements and click Search.

3. Review the search results and click the entry that is most likely to give
you the information you need.

4. Follow any additional links that you need to get your information.
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RESEARCH A CONGRESSPERSON
KEN FINDS NEW

If you would like to determine the views of your congressperson and
I‘!IVOA;gIEg PURSUE you don’t remember his or her name or the district number he or she
represents, you can find all that online.

| am a retired civil/structural
engineer and as such, |

1. In the Internet Explorer address bar, type google.com.
have had a rather lengthy

2. In the Google search box, type your state name and congressional

’ ; | exposure to computers of L. L.
w Nl sizes. | have now been districts, and press ENTER. Your results should be similar to the
7’ ¢ ¥ ) . . .
L : using personal computers illustration.
for over ten years and would find it very hard, if
not impossible, to be without them. | use them for washington state congressional districts < Search
email, banking, paying bills, and monitoring credit Abuut 9,010,000 resulls 0.23 secunds) Advanced swwich
cards, as well as researching medical questions, » Statewide Map of Washington Legislative Districts
things we are thinking of buying, and low-cost Hislory of the State Legislaturs ... rou may use the inforrmation below W find your
. . legislative district and congressional district. ...
travel. Probably most important to me is the apps leg wa govDistrictFinder! - Cached
support that a perslonal computer prowdes in the Washington's Representatives - Congressional District
photography and video areas. | have had a long- Maps (WA ...
: : : : : The wo senalors fom Washington are Sen. Canbesll, Maria [D WA] and Sen.
time hObby of taklng plctures and maklng movies, . The map to the right shows the congressional districts in this state. ...
and what | can now do with my computer in that waran ovtrack us + Congress » Members of Congress - Cached - Simila
area constantly amazes me. | do video editing; Washington State Legislature
. i i Congress - the Other Washington __. | agislaror Infarmation, Find Your Distriet,

photograph touch ups, Organlzatlon’.and storage Bill Search ... {List of legislators, their committees, districts, ...
and burning both photographs and videos to CDs Bill Information  Find Your Legislator RCW

ward leg wa gowl - Cached - Similar

and DVDs. | even have a device that transfers
film negatives and photographic slides to my
computer so | can edit and store them. The
personal computer has given me many tools in
this area that | never dreamed about before they
appeared. 4. Note your district, scroll down to locate your congressperson, and
click his or her name. A page about your congressperson should

Ken H., 70, Derbyshire, UK open. From here, you can see a brief or official biography, track his
or her voting record, find out who donated to his or her campaign,
and the bills that he or she alone sponsored.

3. Click the entry with “Congressional District Maps” in its title with the
URL govtrack.us. The result should look similar to Figure 4-12, except
for your state.

5. Follow any of the links that interest you.
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f e
ovtrack.us

a crvte praject o track Congress

Home Insider Track Research Tools About Dev LoglIn

f == fwss| STATEWIDE ELECTION
Q' L Neow ot gl congrr iy -[8]ex ][ @ v [ B e[ @ T Bw.x [@Then | | BT E | N fost governmental jurisdictions (cities,

Bill Search: |bill number or koywords

counties, and states) maintain a page with
the most recent election results. To find the
results for a statewide race:

Follow us on @govtrack and Facebook

1. In Internet Explorer’s Search box (IE 8)

E‘-’ % | Sen. Cantwell. Maria [D-WA
A

Govirack Insider is running new video summaries of bills in Congress. Check it out. or addreSS bar (IE 9), type the name Of
Congress > Members of Cungress i Feeommencl] 12 D_suage your state and the words “state election
Washington’s Representatives - Congressional results,” and press ENTER. A list of related
District Maps I topics should appear.
Go'to another state:  [Washingion =l Drag the mouse over the map to identify the di.sl'rict.(_‘f;. '{-.-:" Washington Elections Information
OIS o T T S s g e daclame

SMHIWQ"“ '5;;‘3" '~; www.sec state. wa.govelections - Cached page
[

Cheney

2. Click the entry that looks most promising

ﬁ G i e et to you. A related detail page will open.
4 W Review that page and determine if you
Q Pendiemon \ . . .
Thi state s divided into 9 congressionsl Manwf:‘éfw:m e / need to go further or if the information you
istriets. o4 Ongnot . .
PO . c want is available there.

The map to the right shows the 5 , Bahercty [ Natic

congressional distriets in this state. | il A =

Zoom in to find where you live. —] veacs Eloene :Bm, om!:,"q' f )

oo g Sad woadons” St Get Maps and Directions

15 [ District 1[View Map) 'E;w-ogfé"lgm' 1 Nampa
s 4 X r J, el MaD CiatA SO0 - Tems ool iee . .

b., [ Rep.lnslea Jay [D-Wanl = wwess Il Google and Microsoft, as well as other sites,

Figure 4-12: The Internet has a number of resources to help you understand and

work with local, state, and federal governments.

have excellent and very detailed maps and
driving directions. Here’s how each works.

USE MICROSOFT MAPS

1. In Internet Explorer's Search box (IE 8) or address bar (IE 9), type
an address or location you want to see on a map, and press ENTER.
Among the search results is a small map.

2. Click View Large Map to see a full-sized map of the location or
address you entered, as shown in Figure 4-13.
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.. | - (=l 3. On this map you can:
‘;i (=] hitp:/fwwanbing.com/maps/defaultaspsde =G X || W& Ms. ECN,,, @Tﬂ... [ M. % il 38 ‘ . . N
e~ I_—_ ,;& | ‘l e — ® Zoom in for more detail or zoom out for
b' = by Noth e | ) - : % area references by clicking or dragging
'ﬁS 20525 Manhattan Pl, Torranc in the scale on the upper left of the map.
Maps
x g : ® Drag the map around to see areas not
-] ! . . .
20525 Manhattan P, Torrance, 4 8 currently in view by moving the mouse w
CA90501-1825 e—— onto the map and dragging it in the
Directions - Save - Send é s d|reCt|0n yOU Want |t moved.
Notwhat you wanted? i x .
Explore user content ] @ _ ® View the map as a road map or as
LISINFSSFS AT THIS ANNRFSS ) iy . . . .
it § i an aerial photograph in either straight
i F i B ] down Aerial view or the slightly angled
bl "\ Bird’s Eye view using the option on the
Bars, Grills & Pubs : %@ﬁ top_rlght corner.
Malle & Shopping Centers v ‘é By,
M < 3 .. . .
- i3 g ® Get driving directions from another o
iric g A _ e L ST g location by clicking the auto icon on the
o L e ; 107 :
Occasion. Gome sea why Torance Bakeny has boenwoiod | | IO AT @TTCR bottom left of the page.
the #1 Dakery in South Day Since 1991, b é (i 0 p=ml, 4 .
“» e 3 s £ % ® | ocate restaurants, businesses, malls,
eriler & 4 > . . .
e gt i BT s It and hotels by clicking the options on the
=]l (@) [x =) &) 3] e e ey leftokle ol thopage. ”
: —/  USE GOOGLE DIRECTIONS
Figure 4-13: Excellent maps are available online with many features not available Both Goo gle and Microsoft provi dev ery

any other way. . . . . .
detailed driving directions between two ~

or more locations.

1. In the Internet Explorer address box, type google.com to open the
Google search site. At the top of the page you should see a row of
options, either immediately or after a few seconds.

9- |8 nitp-termargoogle.comy -|e|x H.-' %

Web [mages Videos Maps Mews Shopping Gmail more v

2. Click Maps. In the page that opens, note that you can put in an
address or a location just as you did with Bing. Here, though, we’ll
get driving directions.

0]}
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=lie . Click Get Directions. In the first text box,
&0 B srmnigvogecommapstinentios [ [X|[ o x [Mon. | @Teer | Moo | @] | (0 72 & labeled “A,” type the starting location. This
Web Images Videos Maps News Shopping Gmal moro v & b | Holp | S can be a street address, a city or airport, or
Gox nge maps | (A some other location identifier.
. Press TAB and type the ending location or
Get Directions My Maps “ [7] Happiness suney & Pont [ Send = Link . y . . . .
2| [T D e — the location’s first intermediate point. If you
m B £ de = | mame || moe.  |[ wap | Sawiite | Eamn | . i
¢ o 3 |Westminster Thomtn want to enter more locations, click Add
@ | Domor lsemainl Aion, Pats B Dever | 18 R Sy Destination, and type that location.
@k Fate Ay 0 = %ﬁlakm Denver "0 e Click Get Directions. A map will appear
Add Destination - Show options :: ; @ = " . ) " . .
= LD ST along with a detailed set of directions, as
Ken Caryl olumbing i i - i i
Driving directions to Alr Force Academy, CO | | fer ang B IH.,..:H..& < youcan seein Flgurg 4-14. C.“Ck Prmt
a Pl ot 2 Y above the map to print the directions. If
= Suggested routes H Park Castie fines  The Pnery K .
T o 7 sedi e s you want the map printed, click Include
ol ce Blasbetr—— Kioyo Large Map, and then click Print again.
LI5S : 1 hour 26 mins g p g
fohmi 1 hour 50 mins in rafic -) . Close the Print window. Back on the map,
MRS MlLON S Tiwsss ! if you want to change your route, simply
i s ki drag the blue line that represents it. You'll
This route has tolls. B ka ¥ | g . p . .
This route has restricted usage or private roads. N e . see the line move and the directions
Park H
Cenver Intemational Airpert @ -}I““a t;:;‘: T Change aCCOI’dIngly.
?‘Z:i:e;?)?:;dg T o e AR . As with the Bing map, you zoom by simply
”%9‘ o double-clicking the map, drag the map to
i Shsvosh o I show other areas, and look at it either as
% THslnionw o Pelis D Fountain road map or as a satellite photograph.
3 Take exit 64 toward 170 § om
Yoll. ot - |:|:-km 010 Gobighev=or dot ©2010 Google - Terms of Usc | Repart a problem [
= ~—=| Shop on the Internet
Figure 4-14: With the advent of online maps and directions, you can more easily Shopping is one of the great benefits of
find your way.

having access to the Internet. You don’t
have to leave your home, you have access to far more outlets than are
available in most places, prices are generally modest, and you have the
ability to do comparison shopping to find the best products at the best
prices. Look at three examples of online shopping for a digital camera,
narrow shoes, and airline tickets.
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| DIGITAL CAMERA
" Reviews = You may be aware that digital cameras are improving quickly and o
| S getting cheaper at the same time. If you are interested in getting a
Forums I . .
5 new one, you may be in a quandary as to which one to buy. Start
e a1 s e i ‘ by searching for camera reviews and then do some comparison
PREMIER BERANDS ON CNET b 3 b 7 3 : w
ST shopping before fmally b}lymg a camera (you can’t dq th1s.w1th all
T products, but electronics in particular can be handled in this way).
4.”-‘“{‘5 = | 1. In either the Google or Internet Explorer Bing search box, type digital
et “C'”m;tmw'” ——— camera reviews and press ENTER. A page of sites that review digital
’ s T ] cameras will appear.
il - 2. Open several of the sites and look at what they offer. Some may
W . . . .
ki piobil be more comparison shopping than reviews of cameras. One site
=i ) S fiomensnES anet b . that | have found to be good is CNET Reviews. Click that link to ”
Nt L open it.
il Digital cameras’ compare digital camera reviews - CN- | Reviews
5549 Digital camera reviews and ratings, videoc reviews, user opinions, most popular
at 1ators & digital cameras, camera buying guides, prices, and companscns.
£547 - Ames reviews cnet com/digital-cameras - Cached page
Man=tpisce m
3. On the CNET site, in the middle of the page, click Digital Camera Product
+ 21 et o myBat . . . . . .
e — { - Finder to pick the camera that is right for you. Click the size you want and
‘ click Next, click the level of sophistication desired and click Next, click
Figure 4-15: For electronics, there is a wealth of the features you want and C.|ICk See Result§. A page of possibilities is ~
information that allows you to find what you want, displayed, an example of which you can see in Figure 4-15.
:zgf;::: lternatives, and shop for the best price 4. Pick the camera you want to investigate further, and click the title of
the camera to open a page devoted to it. Read the review and other
information on the page. (o)
4 5. Click Compare Prices in the Price Range section. Here you see
< a list of several stores with their customer rating, price, and whether
When comparison shopping, make sure that the camera is in stock and has free shipping (enter your ZIP code to
you compare the price with shipping and tax, determine this). ©
because, as you will see, not all stores are 6. If you are ready to go ahead, click Shop Now and follow the instructions
RS ) to purchase the camera.
—h
o
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AIRLINE TICKETS

Airlines now prefer and reward buying tickets online. You often
save money, sometimes a lot, may also be entitled to fast electronic
check-in at the airport, and sometimes get bonus miles. There are
many sources of airline tickets on the Internet, including the airlines
themselves and numerous travel sites. Sometimes the sites can save
you money, but often the cheapest fares are from the airlines, and
some airlines, such as Southwest, do not allow sales through the
travel sites, so you need to look at both the airlines and the travel
sites. Also, some travel sites, such as Fly.com, will compare the fares
on several other travel sites. What I recommend is that you start by
comparing travel sites with Fly.com, then go to the site that looks
best, and finally go to the airline that looks best. Also, if you are
going along a Southwest route, you want to check them (Southwest
does not charge for up to two pieces of checked luggage, which on
other airlines can be $25 to $35 a bag).

1. In Internet Explorer’s address bar, type fly.com
and press ENTER. Type the from and to cities,
select the departure and return dates and

fly.com

W Reunaws: (S.Oneway; @ Mui-city times and the number of travelers, and click

Fi Ti H

S:Z?;e WA - SuallleTaconma inll {SEA) P:ul'.u Wallarls, Mesico - Guslave Dise Qrdaz (PY the travel Sltes you Want to Compare’ aS Shown
Bl et Nemby Aapos T inchode Mty figorts in the i||ustration_

D r Reti .

T b 2. Click Search. Your screen becomes very

busy, and you may see a message that a
pop-up window has been blocked. Click
to allow the pop-up. You see a Fly.com
summary, shown next, and then a narrow
== window for each of the travel sites you
selected, as you can see in Figure 4-16.

Travelers |1 [=] ") Prefer Nonstop

Compars Sites {in new windows)

¥ Cneapoar ¥ OncTravel Il Expesia (¥ Oroitz
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. TIP

Priceline.com has a Name Your Own Price ﬂy,Com' N

program that allows you enter from and to
locations and the dates you want to fly, and ';:T:{“;;‘:[ i,
then enter the round-trip fare before taxes and R yen e (V) i i i ‘5“
fees that you want to pay. (Yc?u c.an also do this e L,\ ; : 53_ : o
for hotels and rental cars.) Priceline says you Stops <)f [jimee | 360 | ssee | W0 | woa | s | 9701
can save up to 40 percent on flights. The catch 7] nonetos 18| | Feoabrmon [ ;
A . CIRE 5569
is that you have to pay for the tickets ahead of et = || ————— S
time, you can’t specify the airline or the time LT = Cramis | Ak laea i Stos | Duton Caon
Leave ¥ 1nie o [ Ljanai s’ i
of day you will fly, the ticket must be roundtrip ot 12500 < 1155 .
: f % $ 12504 w PV T 1h17m Eco
and for economy class only. If your price is PR A DD et wsm 1 mam
accepted, your money is nonrefundable and e e 2 A m n s S Detais
nontransferable, the ticket cannot be changed, e =
and you don't get mileage credits. Priceline does m— gy ipesia 105 1 wem b
promise that domestic flights will leave only et - e o1
between 6 A.M. and ket I e
riceline.com sy i S r en i e v o
10 PM. unless the [l o flumeemu e wA pemerm g 2 mam o
. i . fhephts | b ez mewiekd Sl Alfiance SkyTesn il
city pairs require off- B — = -
peak travel and that e : : o
there will be nomore §f puages T nml"'“" 3. Expand (click Maximize on the right of the title bar) and review each
than one connection  Ep ot e of the travel sites (be sure to get the total price with both taxes and
each way. If you e e fees included, not just the advertised price.
have some flexibility, | - ity oy . . . .
it can save you Vo | e ® mmaem” | 4. Pick an airline and enter their name in the Internet Explorer address ~
some money : : bar (don’t click their name in Fly.com or another travel site because
you want the best fare the airline itself will offer). Re-enter the from
et Stk el and to cities and dates and times. Click Search or the equivalent
button (Alaska Airlines uses “Shop”). The results for that airline will
(o)
(S Era iﬁ"’ be displayed. It may surprise you.
gt + . ;
N sav s e 5. If Southwest flies the route you want to fly (type southwest.com in
40% an flights* 50% on hotsis 40% on cars”® g .
D O the address bar and enter your from and to cities), check their fares.
Initially the fares are displayed one-way without fees and taxes, so you o
need to select a departing and a returning flight. Click Continue to go
to the Price page and see the total cost.
It may take some work and perseverance to find the lowest fare.
y p
—h
o
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- How to...

o Get Windows Live Mail
e Establish an Email Account
e Create and Send Email
Understanding the Ribbon
e Receive Email

o Respond to Email

) Using the Contacts List
e Deal with Spam
e Apply Formatting

}) Using Web Mail
e Attach Files to Email

e Use Calendar

e Participate in Newsgroups
e Set Up Windows Live Messenger

Use Windows Live Messenger

Chapter 5

Sending and
Receiving Email

For many seniors, having access to the Internet and email
are the primary reasons for having a computer. The Internet
provides a major means for worldwide communication
between both individuals and organizations, allowing you to
send and receive email, as well as communicate using blogs,
forums, and newsgroups. In this chapter we’ll talk about how
to get, set up, and use Windows Live Malil, including creating,
sending, and receiving messages; handling spam; adding
attachments and signatures; and applying formatting. We'll
also briefly look at two web-based alternatives for email, as
well as how to use the Calendar, participate in newsgroups,
and use Windows Live Messenger.
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Use Internet Emaill

Windows 7 does not include a mail program, but you can download
Windows Live Mail from Microsoft for free as part of Windows Live
Essentials. Windows Live Mail allows you to send and receive email

™ and to participate in newsgroups. You can also send and receive email
through a Web mail account using Internet Explorer or another browser.
This section will primarily describe using Windows Live Mail. See the
“Using Web Mail” QuickSteps for a discussion of that subject.

<
o] Get Windows Live Mail
QQ [ » Control Panel » All Control Panel rens » Getting Started - [ 4[] seorncon. 21| For email with Windows 7, this book describes the
use of Windows Live Mail because it works well, is
Go online to find out what's new in Windows 7 freely available from Microsoft, and is designed for

» Discover new features that can help you be

o kS p Gonnlinete SR Windows 7. There are a number of other alternatives
RIS U yout compites that you can buy or get for free, including Outlook

from Microsoft, Eudora, Mozilla Thunderbird, and

©
“@%f e | C O m e Opera. Conduct an Internet search on “Windows
Il’.'
Mail Clients.”
I=l GD. online to find outwhat's new in :' e [ . . .
¥ Windows 7 .' To get Windows Live Mail, you must download
™~ ;1 Transfer files and settings from - Use a homegroup to share with Wlndows lee Essentlals from MlcrOSOft' TO do that.
k: another cornputer Q other camputers in your home
P 1. If you have a new computer or new installation of
Jj P ‘3 e QEW'”“"‘” ke Windows 7, click Start, click Getting Started,

and click Go Online To Get Windows Live

w % & H
Back up your files Add new users to your computer Essentlals-

If you are using Windows 7 (assumed in this book)

! b and don’t see the Getting Started menu, click
- Start, click All Programs, click Accessories,
o click Getting Started, and double-click Go Online
Figure 5-1: By downloading Windows Live Essentials, Microsoft assures To Get Windows Live Essentials, as shown in
that you have the very latest software and allows other manufacturers the Figure 5-1.

opportunity to have you use their software.

10
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[ £7 Windows Live Essentials 2011 [ 2. Click Download Now and in the File Download -

Security Warning box, click Run. If a User Account N
Control dialog box opens, click Yes to allow the

installation. The Windows Live site will open.

Select programs to install

Ay open Windows Live programs will be closed autormatically,

3. Click Choose The Programs You Want To
Install, choose what you would like (I recommend w
all, but think it is a good idea to look at what
you are installing; see Figure 5-2), and click

= (=5 wail
= Install. If you are asked to close Internet
€] j’ Witer Explorer and possibly other programs, click IS
) Windows Live Mesh 7 i%% —_— Continue, and the programs will be closed
for you.

=

4. The downloading and installation of Windows Live
These programs are installed Essentials will begin and take from one to ten
minutes with a broadband Internet connection.
When this is completed, you may be asked to
restart your computer. If so, make sure all other
o] el ] programs are closed and click Restart Now.

Messenger Companion
adrams are installec

o | Bing Bar 0 3 Outlook Connector Pack

5. When your computer restarts, you are asked to
Figure 5-2: Windows Live Essentials includes email, instant messaging, select various settings that, if selected, tend to
blogging, movie making, and more. lock you into Microsoft’s Bing search engine and
Microsoft's MSN website. This may be subtle, like
telling you that several add-ons are ready to use. ~
Click Enable if you want the add-ons or click Don’t

Enable otherwise (my recommendation).

6. If you do not have a Windows Live, Hotmail, Messenger, or Xbox Live
account, you will need to create one. Click Sign Up and follow the o
instructions on the screen to establish an account. If you already have
one of those accounts, sign in as indicated.

7. If a Windows Live Messenger window has opened, click Close. It will
be opened and discussed at the end of this chapter. ©

0]}
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Home  Folders Wiew | fccounts W

Emur\}Ncmgmup Propertics

W Accolint

You need to get your email address and
password from your ISP before you set up
an email account.

Establish an Email Account

To send and receive email with Windows Live Mail, you must have
an Internet connection, an email account established with an Internet
service provider (ISP), and that account must be set up in Windows
Live Mail.

For an email account, you need:

Your email address, for example: mike @ anisp.com

The type of mail server the ISP uses (POP3, IMAP, or HTTP—POP3
is the most common)

The names of the incoming and outgoing mail servers, for example:
mail.anisp.com

The name and password for your mail account

With this information, you can set up an account in Windows Live Mail.

1.

Click Start, click All Programs, and click Windows Live Mail if you
see it on the Start menu; if not, click the Windows Live folder, and
then click Windows Live Mail.

. If Windows Live Mail has not been previously set up, the Add

Your Email Accounts dialog box will appear; if it doesn't, click the
Accounts tab, and click Email on the left to open it.

. Enter your email address, press TAB, enter your email password,

press TAB, enter the name you want people to see when they get your
email, select the Manually Configure Server Settings check box,
and click Next.

. Select the type of mail server your ISP uses (commonly POP 3), enter

the name of your ISP’s incoming mail server (such as mail.anisp.com),
and whether this server requires a secure connection (most don't,
but your ISP will tell you if it does and how to handle it). Unless
your ISP tells you otherwise, leave the default port number and
logon authentication.
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5. Enter your logon ID or user name, the name of your ISP’s outgoing
server (often the same as the incoming server), leave the default N
port number, and select the check box if your ISP tells you the server
requires a secure connection or authentication.

6. When you have completed these steps, click Next (if you have other
email accounts you want to add, click Add Another Email Account w
and repeat the necessary steps), and then click Finish. (Before
Windows Live Mail can read messages from certain accounts, it
might need to download the existing folders in those accounts. Click
Download to do that. Windows Live Mail will open. Figure 5-3 shows o
it after receiving several email messages.

Control Quick Access  Ribbon Title Message Maximize/
menu toolbar tabs bar List Group Minimize  Restore Close
\F‘ l l ;/; ; : _
i i = AP %%hly\'\findu%liw\ﬁi ® =|E
Windows Live Ii Home Falders iew Atcounts @ = Help
Mail button e il - - - =" - _ —
= :lu ;—L ?< e Zoy %4 :— ( o Tlag =2 Copy to E @
Ribbon U= = EI ® M l_d Bl = L & Gowatch = Copy =
Email Photo Kems Junk Delete Reply Reply Forward Instdnt Addto Unread/ Mowve = Send/ ‘Work sign m
message  email - - all - messpge | calendar  read to 5“? tncoding &8 bind Receive ~ offline in
| e Delsts Fespond Adtions Taols
| il A i
QuICk views (8) 4 Noveirbar »e I Calendar
SubuTuwe Th Fr Sa pane
Matthewstechnology .. ' @ P Frfin bject Da..f‘i.._.f_.|:| B D——
1 _ Tnhme () | ] - Marty Matthews F tation ready UMR=] 7 ¢ o 1011 12 12
Folder pane | " Drafts i Carole Matthews Mecting :L‘LJIBRDIEI_‘! 14 15 15 1T 18 19 20 ' ~
Sontiterns ‘Facebook Keconnect with your triends WA S S s 5 1 Scroll bar
Junk ermail (1 - Facebook Re.mrm.act_with your friends. 105204201 2872930 1 7 3 4
: . Carule ballhears Ewile Irevilativm: Marly's TOUh Birthday w2010 R o
Dieleted iterns 2 83101
4 nr ¢
Outbox ) )
Presentation ready Today (0]
Storage folders Marty BMatthews 117132010 4:19 PhA Ho e:;nts for the next
Mo
Shortcut menu To! Marty MT: N | Reading
C(Matll, tcal’snddar, @ 2 ShifTrader'res I pane
ontacts, Feeds, = | entationLppt
Newsgroups) i
= M| K The presentation we discussed is complete and attached. 11 ©
Status bar = TITETTanE T, U —o Warking anline @

Figure 5-3: Windows Live Mail provides access to email, a calendar, contacts, feeds, and newsgroups.

0]}
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To quickly start Windows Live Mail with a

single click, if it isn’t already running, start it

as described in “Establish an Email Account,”
right-click the Windows Live Mail icon on

the taskbar, and click Pin This Program To
Taskbar. The icon now will always be available
on the taskbar to open the program.

r 3

Tasks

E, Mew email message
@-_, Mew photo email
[EH Mew event

[Eg Mew contact

150 Windaws Live Mail

|4= Pin this program tofaskbar |
by

B Close all windows

Use the next two sections, “Create and Send Email” and “Receive
Email,” to test your setup.

Create and Send Email
To create and send an email message:

=N
1. Open Windows Live Mail, as described in the = - Q 7

Home Falders Wi

Email[y Photo Items | Junk  Del

previous section, and in the Home tab, click message] email - »
Email Message in the New group. The New = Do
Message window will open, similar to the
one in Figure 5-4.

Email message (Ctrl+MN)

Create @ new email message.

. Start to enter a name in the To text box. If the name is in your

Contacts list (see the “Using the Contacts List” QuickSteps in this
chapter), it will be automatically completed and you can press ENTER
to accept that name. If the name is not automatically completed, finish
typing a full email address (such as billg@ microsoft.com).

Figure 5-4: Sending email
messages is an easy and
fast way to communicate.

B =S¢ 0 1 1 = | NewMessage E@g
Message Insert Cptions @.

0 [aral -l -|B i=||<E 5= J |0 -] ! v

Clipboard || B | 7 1 abe X. |4 - év Plain Insert | Contacts| Delivery Editing

et ™
Font Paragraph Plain text
E';E Tou.
[
Send &
) Beco,
Subject Hide Cc & Boc
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’ QUICK T!ﬂ ﬂ
UNDERSTANDING THE RIBBON

The ribbon is the container at the top of both the
Windows Live Mail and New Message windows
for the tools and features you are most likely

to use to accomplish the task at hand (see
Figure 5-3). The ribbon collects tools in groups;
for example, the New group provides the tools
to start an email message or add a new event
to the calendar. Groups are organized into
tabs, which bring together the tools to work on
broader tasks. For example, the Folders tab
contains groups that allow you to add and work
with folders.

The ribbon provides space so each of the tools
(or commands) in the groups has a labeled
button you can click. Depending on the tool, you
are then presented with additional options in the
form of a list of commands, a dialog box or task
pane, or galleries of visibly accurate choices
that reflect what you'll see in your work.

Other features that are colocated with the
ribbon include the Windows Live Mail button
on the left of the tab row and the Quick Access
toolbar on the left of the title bar. The Windows
Live Mail button lets you work with your mail,
as opposed to the ribbon, which centers on
working in your mail. The Quick Access toolbar
provides an always available location for your
favorite tools. It starts out with a default set of
tools, but you can add to it.

. If you want more than one addressee, type a semicolon (;) and a

space after the first address, and then type a second one as in step 2.

. If you want to differentiate the addressees to whom the message is

principally being sent from those for whom it is just information, click
Show Cc & Bceg, if they are not already displayed, press TAB, and put
the second or subsequent addressees in the Cc text box as you did in
the To text box.

. If you want to send the message to a recipient and not have other

recipients see to whom it is sent, click Show Cc & Bcg, if they are not
already displayed, click in the Bec text box, and type the address to
be hidden. (Bcc stands for “blind carbon copy.”)

. Press TAB, type a subject for the message, press TAB again, and

type your message.

. When you have completed your message, click Send opposite the

addresses. For a brief moment, you may see a message in your
outbox and then, if you open the Sent Items folder, you will see the
message in its folder. If you are done, close Windows Live Mail.

Receive Email

Depending on how Windows Live Mail is set up, it may automatically
receive any email you have when you are connected to your ISP, or
you may have to direct it to download your mail. To open and read
your mail:

1.

Open Windows Live Mail, and click Inbox in the Folders list on the
left to open your inbox, which contains all of the messages you have
received and haven’t deleted or organized in folders.

. If new messages weren’t automatically received, in the Home tab click

the top of the Send/Receive area in the Tools group. You should see
messages being downloaded.

. Click a message in the inbox Message List to read it in the reading

pane on the bottom or right of the window, as shown in Figure 5-3
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Have a friend send you an email message so
you know whether you are receiving messages.
Then send the friend a message back and ask
them to let you know when they get it so you
know you are sending messages.

Normally, the contents of your Message List
are sorted by the date and time in the Date
column, with the most recent message at the
top. You can sort on any of the elements in
the message by clicking in
the column heading for that
element. Click in the column @
heading a second time to sort n

in the opposite direction. You %! rom
can also click Sort By in the B subject
View tab Arrangement group =

and click the element you want

to sort on.

Priarity
Attachment

Flag

FE pate

[E] sort by Date -|

If the sender of an email is not in your Contacts
list, you can easily add her or him by clicking
Add Contact next to the From email address.

MNewegq (info@newegq.corn) Add contact
To: Marty Mattheus;

- - S
L1 K (@ = | Presentation ready E@ﬂ
Message '._._?,"

® x SN e et ¥ | V] 3 copyto O3 copy 4 Previous
SR @—] = S g S Findtet | G Net
Junk Delete Reply Reply Forward Instant Addto  Mowve J i :
- all - message | calendar  to G Watch =§¥ Encoding
Celete Respond Actions Mavigate

Presentation ready
Farty Matthews

To: barky MT;

1141372010 413 PM

] ShifTraderPres
- | entationl.ppt

The presentation we discussed is complete and attached.

b v

Figure 5-5: Work with a message you have received in the Message List
(see Figure 5-3) or in its own window (shown here).

(which shows the message on the bottom), or double-click a message
to open the message in its own window, as shown in Figure 5-5.

4. Delete a message in either the inbox or its own window by clicking
the relevant button on the toolbar. Close Windows Live Mail if you are
finished with it.

Respond to Email
You can respond to messages you receive in three ways. First, click
the message in your Message List or open the message in its own
window, and then in the Home tab of the inbox or the Message tab
of the message, click:

e Reply to return a message to just the person who sent the original
message.

—Or—
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If you see an email address in an email message
that you want to add to your Contacts list, right-

e Reply All to return a message to all the people who were
addressees (both To and Cc) in the original message.

click the email ad'dress, and click Add %
To Contacts. This opens the Add

A Contact window so that you can

enter the necessary information.

—Or-
Add to contacts
Send ernail e Forward (upper half) to relay a message to people not
L0 safe serers it shown as addressees on the original message.
Add to blocked senders list
4

Re&y Reply Forward
all =

USING THE CONTACTS LIST

The Contacts list, shown in Figure 5-6, allows
you to collect email addresses and other
information about the people with whom you
correspond or otherwise interact.

OPEN THE CONTACTS LIST
To open the Contacts list:

Click Contacts [ in the lower-left area
of Windows Live Mail.

ADD A NEW CONTACT
To add a new contact to the Contacts list:

1. With Contacts Windows Live Mail open,

click Contact in the Home tab New group.

The Add A Contact dialog box opens.

2. Enter as much of the information as you

have or want. For email, you need a name

and an email address, as shown in the

Quick Add category. If you have additional

information, such as a nickname, several

email addresses, several phone numbers,

or a home address for the contact, click
the other categories on the left and fill in
the desired information.

Continued . . .

Fespond

In all three cases, a window similar to the New Message window
opens and allows you to add or change addressees and the subject,
and add a new message.

=

S [ e [ = | Cuntacts - Winduws Live Mail =
K ol
_— L = ~~ & 5 = G Fdit rate =, T rport - a1
a=| Uzm i x o | \ 12| i,;? i Rttratenan | ey L‘g& L ik
et r bt B = EMove to T _i | Lirectones =
Contack Category Ihems Delete Crail  Instant Wiew Cdit “Wiew | Import 3 Sign
2 Message | profile contact sha Copytn~ - - = Clean up rontacts in
[ Send Actions Tools |
I 1
Contacts 2 || Asli Arts, Inc.
All Contacts (2041) (Offine)
Derinnal (5) Asha Dornfest [202425] -
Ashley Bersano = Personal

Ashley Carmichael Full name Asli frts, Inc,
Ashok Gunnia

| Asli arts, nc | Waork
Athena Honore Wark phone 44Y-535-1434

|
|
| Mifnirk prmail asharts@anisp.ram

AuctnSys@aol.com
Austin, James Edit this contact
Aweeidah Gallery

| B Sandbery

Baggenstos, Carl

Wifarking c:qli-1e@ |

Figure 5-6: The Contacts list provides a place to store information about the
people with whom you correspond.
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USING THE CONTACTS LIST

(Continued)

3. When you are done, click Add Contact to
close the Add A Contact dialog box.

ADD CONTACT CATEGORIES

You can group contacts by category and

then send messages to everyone in
the category. To categorize a group
of contacts:

1.

In the Contacts Windows Live

Mail window, click Category in
the Home tab New group. The
Create A New Category dialog
box appears.

. Enter the category name, and

click the names in your Contacts

list that you want in the category.

When you have selected all the
names, click Save.

. When you are done, click the

Mail icon in the lower left to
close the Contacts list and
reopen Windows Live Mail.

When you want to address a
message to a category of people, start typing
the category, and its name will be displayed.
Click the category name to send the message
to everyone in the category. Click the plus sign
on the left of the category to expand it and list
the contacts that are included in it.

116

When you have several email addresses in a single contact’s record,
they are all displayed when you go to enter the contact in an email
message so you can select the address you want.

7 Create 2 new category

Enter a category name:

select contacts youwant to add to the categony

10000 00000 (Offling

7> (Offling

2smith@whidbey.com (Offling

Adam Lermiews (Offline)

Mdam Paclt (Offline)

Adler,Steve P {0Fine)

Adobe Prerzlease Coordinator (O line)
Adobe Pre-Release Coordingtor (Offling)
Adrian Marbyn (Offline)

Adrienne Hawdey (Offline

Adrienne McDunn (0ffline)

athnity@ | aoshet.com (Utthne

ISWP | Canrel

[ »

Tou. IBus|

Ceo | | &2 Business
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Cio Bebo Baggens

bbaggens@anisp.com

Bebo Baggens bebo@baggens.com

Bebo Baggens bebobi@someisp.com

Deal with Spam

Spam, or unsolicited email, often trying to sell
something, from Viagra to designer watches, can
be harmful as well as irritating. Spam can contain
viruses or malware buried inside a harmless-
looking link or sales offer. If you do not handle
spam, it can overwhelm your inbox. There are
essentially three ways to deal with it:

e Your ISP often can filter email for their clients
if the clients choose. If you are suffering
from too much spam, your first attack is to ask
your ISP to increase the filtering level for your
account. They capture email that is suspicious
and present it to you in a list for you to check.
If you see valid email, you can rescue it. If your
ISP cannot do this, or doesn’t guide you through
finding a way to do it, you might look for a
different ISP. This can be a serious problem.

e Your email program, such as Windows Live
Mail, will usually have a filtering mechanism
available. You may have several options.




ANNE FINDS EMAIL
A MIXED BLESSING
Email allows me to stay
;” - current on what's going
on in others’ lives. | see it
as a surface connection,
and often follow up by

| can’t imagine not having
email, although | find it a mixed blessing.

| try to save email communication for family,
friends, and professional peers, but | confess
| haven’t managed to keep the intruders out.
Email address information has become a
standard question on most applications now, be
it for employment or opening a bank account.
Who knows who has access to my address
from there, so it seems virtually impossible to
keep it all private. At one time | considered
changing my email address, but | believe that
would only be a short-term diversion.

| have been encouraged to find an antispam
product, and perhaps that is my way out of my
dilemma. | know that there must be something
out there that will solve this problem—there are
too many people out there who have had to
march down this same road. Somewhere there
is an answer . . .

Anne T, 61, New Mexico

o= interacting on the telephone.

Windows Live Malil, for example, can set a level for email protection,
filter for phishing attacks (phishing is described in the following
section), block specific senders, allow specific senders, restrict
international email, use digital IDs, or block images in email and put
the offending messages in a Junk email folder (see Figure 5-7). To
access these features in Windows Live Malil, see “Set Safety Options
in Windows Live Mail.”

e You can find third-party software that specializes in filtering
email and providing a way for you to safely sift through your
email without a lot of hassle. | have used MailWasher for this with
good results (see mailwasher.net for a free download). You can get
a list of products that are rated from cnet.com. Type http://cnet.com
into your browser address text box, type anti spam software into the
search text box, and click Search (the magnifying glass). You'll find a
list of reviewed antispam software (look at the date and make sure it
is a current review).

=2 |

&1 | |E| ._a + | Junk email - Windows Live Mail

Horme Falders Wi Accounts

[= L Phata email ST L Reply all
F 1 = xlca2

Email Dielete | Reply
message -

@Add to calendar ?vFIag

‘j Fonward = [ Unreadsread & Wiatch

Tools Sign

&Encoding e B - it

[ e Respond Actiohs

-

(_f Instant message _" Mowve to

r Quick views (T 4 Movember »

. SuMo Tu'e Th Fr Sa
4 Matthewstechnolo.. ' @ P From Subject

112 3 458

Inbox(7) = ' Mr.Kofi Kagame Attn: My Dear Matthew, 78 9 1011 17 13
Drafts (1) 14/15 16 17 18 19 20
Sent iterns 212233 2435 26 27

| Junk ernail (1) X | 262030 1 2 3 4
© Deleted items 567 80101

8mm8e R

4 1 F

1 message(s), 1 unread Warking online @)

Figure 5-7: To keep from being inundated with spam, it is important to use all the
filtering mechanisms at your disposal.
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Many malware protection packages labeled
“Internet Security” include antispam capability.
Examples of two highly rated programs include
Norton Internet Security 2011 and Kaspersky

SET SAFETY OPTIONS IN WINDOWS LIVE MAIL

To set the options for handling spam and other email threats in
Windows Live Mail:

1. Click the Windows Live Mail tab on the left of the tab bar (left of the

e SR 2001, Home tab), click Options, and then click Safety Options. You'll see
a dialog box, shown in Figure 5-8, with several approaches to safely
dealing with email.

e —— e Options, the default tab, allows you to set a level of protection you
want. High, the default, is a good choice, although you may prefer
o | e St il Low if you already have a good ISP or third-party spam handler. If

you don’t want to deal with suspected spam at all, you might click
Permanently Delete Suspected Junk Email Instead Of Moving It
To The Junk Email Folder. Although this can be a viable solution,

| don’t recommend it, as there are occasional valid emails that get

=, Windows Live Mail can move messages that appear to be junk email into 2

I_ _‘__‘\' special Junk email folder.

Choosze the level of pnk email protection you want;
7 Mo Automatic Filtering. Mail from blocked sendars is otill moved to the
Junk Emad foldes.

10

_) Lowr Move the most obwious unk. email to the Junk b mad folder.
@ High: Most junk email is caught, but some regular mail may be caught as
well Check your Junk Email folder often.

) Safe List Only: Only mad from people or domains on your Safe Senders List
will be delvered bo pour Inbose.

| Permanently delete suspected junk email instead of maving it to the Junk
Email folder

| Repart junk emal ta Microsoft and its partness recommended)

Figure 5-8: You can set safety options for dealing
with spam and other threats to your email in
Windows Live Mail.
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trapped this way—you'’ll lose the ability to rescue them.

Safe Senders, allows you to enter specific email addresses or
domain names that you trust. Click Add and enter the email address/
domain name. Click Also Trust Email From My Contacts to allow
people from your Contact list to be automatic trusted senders.

Blocked Senders blocks specific email addresses or domain names.
If you have a specific offender, you can simply block them. Click Add

and enter the address/domain name. You can also choose to send an
offending email to the sender or unsubscribe to the mailing list. | don’t
recommend either of these in order to retain your privacy.

International allows you to block email from specific countries or
languages. Click Blocked Top-Level Domain List, and click the
check box to block messages from countries on the list based on
their top-level domain, such as BE for Belgium or RU for Russia.
Click Blocked Encoding List, and click the check box to block the
selected languages based on the way they are encoded.

Phishing is when an email message pretends to be from a reputable
organization and tries to get you to give them sensitive information
like a credit card number or your password. This tab allows you to
remove suspicious emails that potentially contain invalid links to the
source of the message (it says it is from one source, but is really
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Not all email programs can properly receive
HTML messages, which results in messages
that are not very readable. However, most
programs released in the last ten years can
handle HTML.

»

i 4 Options M
| Speling | Lonnechon I Advanced |
| General | Beoad | Reccipts Send Composc | Signaturcs |

Sendmg

= m| E Save copy of sent messages in the "Sent ltems’ folder
= [¥] Send messages immedately

1] Avtunmativally pul peupde | el win g addess Dok dllea
= the third reply

[¥] Include message in reply
[¥] Reply to messages using the format in which they were sent

Mail Sending Fomat
== ':E”"’”- HIML Settngs... | [Plan | et Setings...|
O Plain Teat
Mews Sending Format
P OHTHL HIML Settings... | [Plain Text Setings.. |

|

@ Plain Texl

Figure 5-9: If you send your mail using HTML
instead of plain text, you can apply fonts and
color and do many other things not available
with plain text.

from another). Select both check boxes to protect against phishing
and to place the email in your Junk email folder. You'll want to check
your Junk folder occasionally and delete the contents after you verify
that no valid email was selected.

e Security gives you several opportunities for protection. You can
select a “security zone” to use. | recommend the Internet Zone;
otherwise, it is too restrictive. | also select the Warn Me When
Other Applications Try To Send Mail As Me. | do not recommend
blocking the downloading of images. Again, this is too restrictive.

It is better to just open images from trusted sources. Do not open
forwarded images without knowing who it is from and trusting that
they are discriminating. Finally, you can purchase a digital ID and
use it to send and receive email that contains a digital signature.
You can encrypt the contents and attachments for all your email

or digitally sign your outgoing email. These are fairly strict security
measures that | do not use. However, if you have a special need for
them, they are available.

2. Click OK to save your changes and close the dialog box.

Apply Formatting
The simplest messages are sent in plain text without any formatting.
These messages take the least bandwidth and are the easiest to receive.
If you wish, you can send messages with formatting using Hypertext
Markup Language (HTML), the language with which many websites are
created. You can do this for an individual message and for all messages.

APPLY FORMATTING TO ALL MESSAGES
To turn HTML formatting on or off:
1. Click the Windows Live Mail tab on the left of the tab bar (left of the
Home tab), click Options, and then click Mail.

2. Click the Send tab. Under Mail Sending Format, click HTML if you
want it and it is not selected, or click Plain Text if that is what you
want (see Figure 5-9).

3. Click OK, and, if desired, close Windows Live Mail.
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o™ 41 Options M
| Speling | Lonnechon Advanced |
| General ] Recad | Reccipts Send | Camposc | Signatures
Signature sethings
'3' == E Add signatures to all ougoing messages
=il
q_ =l [#] Dont add signatures to Replies and Fomwards
Signatures
\ Signature #1 Default zsignature Hew
Edit Signature:
S @ Test Thanks, Sel as D:!au‘!l
% tarty Matthews - .
Matthews Technology
(") File i Browse..
©
N~ [ ok J[ cance | seph |

Figure 5-10: A “signature” in Windows Live Mail is
really a closing.

B ) NOTE

If you have several email accounts, you can
click Advanced in the Signatures tab of the

Options dialog box and select the account(s)
with which to use a selected signature.

10

SELECT A FONT AND A COLOR FOR ALL MESSAGES

To use a particular font and font color on all of your email messages
(you must send your mail using HTML in place of plain text—see
“Apply Formatting to All Messages”):

1. Click the Windows Live Mail tab, click Options, and then click Mail.

2. Click the Compose tab. Under Compose Font, click Font Settings
opposite Mail.

3. Select the font, style, size, effects, and color that you want to use with
all your email; click OK twice; and then, if desired, close Windows

Live Mail.
K Rl
4 Options m
| Spelling I Connection | Advanced
| Genell | Read | Receipts | Send | Compose | Signatures
Compose Font
A MaiL [ 10 pt. Arial Font Seflings... |
News: | 10 pt. Arial Fonk Settings

ATTACH A SIGNATURE

To attach a signature (a closing) on all of your email messages:

1. Click the Windows Live Mail tab, click Options, and then click Mail.

2. Click the Signatures tab, and click New. Under Edit Signature,
enter the closing text you want to use, or click File and enter or
browse to the path and filename you want for the closing. The file
could be a graphic image, such as a scan of your written signature,
if you wished.

3. Click Add Signatures To All Outgoing Messages, as shown in
Figure 5-10, and click OK. Then, if desired, close Windows Live Mail.
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USING WEB MAIL g B8 httpy//bI15 e biulsimail eve.comy detault.aspoh, - | (v | * ” = Hotmail - ]_! ) N
M . .. . £7 windows Live® Mdbﬁaa'{_‘m Messenger Office Photos | MSN Marly Mallhews®
Web mail is the sending and receiving of email D
over the Internet using a browser, such as Holmail New | Reply Replyall Foowad | Delele link Sweep Maka: Movetor | @ 2 Oplians + @ -
Internet Explorer, instead of an email program, fip | B Clean out yoUr iNDOX We've skied rew wops 1o help you get organioed, ke o "swerp® mem o sweepowsy
such as Windows Live Mail. There are a number —_— | urrveanted messages, aned Micresoft SmantSeoeen techoology to ke junk mail oot esin moe W
of web mail programs, such as Windows Live el s St ey 10
HOtma" (hOtmail.Com), YahOO' Mail (ma”yahOO Sent Show: Al | Unrcad | From contacts | Soowl updates | From groups Armrange by *
9 . . Deleted | Everything else =
.com), and Google’s Gmail (gmail.com). So long e 4 0 Gt 757711 [—— o | R
as you have access to the Internet, you can T | nemeer e, Ticker - RSS Feed
sign up for one or more of these services. The p:ggm | tetforgreenrectongle  Corile Nt o 21370 B
. . . Lo otos ) 1 2110 rty Matthews cply [ »
basic features (simple sending and receiving of by 1 . e i it
email) are often free. For example, to sign up for gyt sl I 3 Cacle Mot O | |t ot bavet A28 K. Hatmal Acgreien
Windows Live Hotmail: # Hewsenges ] ]
& 1 invitaton
1. Open Internet Explorer. In the address hiieasd Carole Ma..vet
bar, type hotmail.com, and press ENTER. Honie  Download (37 KB)
Contacts
2. If you already have a Windows Live Coends oo | Dowesdensp J
aCCOUﬂt, enter yOUF ID and password, and © 000 Microsoft  Terms  Privacy  Aboutourads  Advertise Help Center  Feedback  English
click Sign In. Otherwise, under Windows [o))
Live Hotmail, click Sign Up, fill in the Figure 5-11: Web mail accounts are a quick and free way to get one or more email
- . i, accounts.
requested information, and click | Accept.
3. When you are done, the Windows Live . . . . .
Hotmaﬁ e EaEn EEICTE Y A way to quickly open Windows Live Hotmail is to add it to your
mail, as shown in Figure 5-11 Favorites list or Favorites bar. With Hotmail open in Internet Explorer, -
) EE e eI e 6 e Gk (e click the Favorites icon {7 in the upper-right corner of the Internet
a message. Explorer window, click Add To Favorites, change the name, and then
: . . click Add; or click the Add To Favorites down arrow, and click the
5. Click New on the toolbar to write an email T ) ) R ) ) foe)
message. Enter the address, a subject Add To Favorites Bar. Windows Live Hotmail will appear either in
and the message. When you are done, the Favorites list or on the Favorites bar. In either place, click it once to
click Send. open Windows Live Hotmail.
6. When you are finished with Hotmail, close ©
Internet Explorer. —
o |,-;__‘_"d http:/flive.comfdefaultaspxiwa=ws
G5 53 Hotmail - Windows Live ] CHN o MsH O
—h
(@)
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- . Attach Files to Email
With a New Message window open, you can

drag a file from Windows Explorer or the You can attach and send files, such as documents or images, with

desktop to the message, and it will automatically email messages.

be attached and sent with the message.
9 1. Open Windows Live Mail, and click Email Message in the Home tab

New group.

2. Click Attach File in the Message tab Insert group. Select the folder

et [oetyiburg Aodrery and file you want to send, and click Open. The attachment will be

1] ] The Gettysburg Address formatted.docs .
shown below the subject.
3. Address, enter, and send the message as you normally would, and
then close Windows Live Mail.
P11 o b5 = | Calendar - Windows |ive Mail = | B |t Use calendar
e . — — “!l The Windows Live Mail Calendar, which you
’ R e & L Bl can use to keep track of scheduled events,
Forward Sendd Reminders  Marty
Receise * - 1 1 1
L= e is open by'default in t'he I'lgl’.l’[ parle, as you
) ) _ ) have seen in several figures in this chapter,
4 Movember, 2010 » Sun on Tue Wed Thu Fri Sat . ] . ]
Su Mo’ Ta'we Th fr S 3| Noseibard ) 3 ; || beginning with Figure 5-3.
11 1 3 4 5 6 Halloween Dudget Mee
18R B 2 To close the Calendar or open it if it is closed:
14 15 16 17 |18 19 20 7 o ¢ ] 10 1
M2z U282 A BudgetMee Meterons Dy Click the View tab, and click Calendar Pane in
WMo .
¢ & 1 o ey .|| the Layout group. The calendar pane will close,
Budgetes Mecting o or open if it was closed.
Hotmail {marty5026}) = = 3 i - i T —
¥ Marty's calendar Budget Mae Thanksgivin
! Birthday calendar .
5 i A - e : || You can also expand the Calendar to fill the
R} US Holidays Budget Mee Windows Live Mail window.
. Click the Calendar icon in the lower-left corner
g = . Budget Mee . . . .
7 @ m 8 (2 = of the Windows Live Mail window. The Calendar
Working onlinc @ opens, as you can see in Figure 5-12.

Figure 5-12: The Calendar provides a handy way to keep track of scheduled = '-' B e
events, especially those scheduled through email.
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To return from the Calendar to Windows Live Mail:

Click the Mail icon in the lower-left corner of the Windows Live
Mail window.
DIRECTLY ADD EVENTS TO A CALENDAR

To add an event to a calendar date: w

B | X ¢ < lidecing tancy & Mapes el : 1. With the calendar pane open, right-click a date on the Calendar,
L ot and click Create New Event. The New Event window will open.

e = & | s calen, | - | & . . .
Hae X 0O | Bl i By 2. Enter the subject, location, dates and times, and a message, as
Save and Forward Delete | Paste /::-\ 5 days = |43 Mo recurrence - Editing . .
7 shown in Figure 5-13.

cose

Adtions Clipboard Options

3. If you have multiple calendars, click the Calendar down arrow,
and select the calendar you want to use. Also, select how you
want the calendar to reflect your time during the event.

Subject  Meeting Mancy & Monica
Location UBCC

Start Fri 11/19/2010 v B00AM v [Clall day

End  Frit11/19/2010 7| [snem = 4. If the event will happen on a repeated basis, click the Recurrence
down arrow, and click the period for this event.

SharePoint Hostin
) 5. When you have completed the event, click either Save & Close

to store the event on your Calendar or Forward to send this to
others for their schedules.

Figure 5-13: The Windows Live Mail Calendar allows 6. If you selected Forward, an email message will open. Address it,
’c'gl‘";";:fs"d scheduled events to others to put on their make any desired changes to the message, and click Send.
ADD AN EMAIL MESSAGE TO A CALENDAR ~

When you receive an email message with scheduling ramifications,
you can directly add its information to your Calendar.

1. In Windows Live Mail, click the message that has calendar
information, and click Add To Calendar in the Home tab o
Actions group. calendsr

—Or-
Right-click the message and click Add To Calendar. ©

0]}
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In both cases, an event window will open. Unfortunately, the subject

and the body are the only fields that are filled in for you from the

e-mail (the current date is in the Start and End date, but you probably

need to change that). You must fill in the location, dates and times,
and whether it is recurring.

week

it s 2. After filling in the pertinent information, click Save & Close. The event
e O IO will appear on your Calendar.

a7
. Meeting nex |

=1 Subject: Meeting next

Participate in Newsgroups

Newsgroups are organized chains of messages on a particular
subject. Newsgroups allow people to enter new messages and
respond to previous ones. To participate in one or more newsgroups,
you need to set up a newsgroup account, then locate and open a
particular newsgroup, and finally send and receive messages within
the newsgroup.

SET UP A NEWSGROUP ACCOUNT

Setting up a new account for a newsgroup is similar to setting up the
account for your email. To set up a newsgroup account, you need the
name of the news server and, possibly, an account name and password.

1. Open Windows Live Mail, and click the Newsgroups icon in
the lower-left corner of the window. During your initial use of the

8| m m % Newsgroups window you will be asked if you want Windows Live Mail
to be your default news client. If you don’t have another newsgroup
[ Newsgroups reader, click Yes.

2. To participate in newsgroups, click the Accounts tab, and click
Newsgroup. Enter the name you want displayed showing from whom
your messages are being sent, and click Next. Enter your email
address if not already displayed, and click Next.

3. Enter the name of your news server. Your ISP or sponsoring
organization will give you this. One you can try is news.microsoft.com.
If you do not need to enter an account name and password, your ISP or
sponsoring organization also will tell you this, and you can skip to step 6.
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4. To enter an account name and password, click My News Server
Requires Me To Log On, and click Next. Enter your account name N
and password, and click Remember Password (if desired).

5. Click Next, click Finish, and click OK to show available newsgroups.
You will get a message that you are not subscribed to any
newsgroups and asking if you would like to see a list of newsgroups. w
If so, click View Newsgroups.

6. A list of newsgroups will appear. If you wish to just view a newsgroup,
select that newsgroup and click Go To. If you wish to view a newsgroup
over a given period, click Subscribe. Newsgroups will be downloaded I
from your news server. This could take several minutes. A new account
will appear in the Newsgroup Subscriptions window and a list of
newsgroups will be displayed.

SUBSCRIBE TO A NEWSGROUP
Most general-purpose news servers, such as those maintained by
ISPs, have a great many newsgroups, probably only some of which
might interest you. To subscribe to a newsgroup (meaning to read
and reply to messages they contain on a recurring basis): o)

1. If you have just come from setting up a newsgroup account,
skip to step 2. Otherwise, open Windows Live Mail and click the
Newsgroups icon.

2. Click the news server you want to use in the left column, and click
View Newsgroups.

3. To search for a particular newsgroup, type a keyword (such as

. Computers) in the Display Newsgroups That Contain text box, and 0
r press ENTER (if newsgroups start popping up as you type your search
- keywords, you may not need to press ENTER).

To unsubscribe to a newsgroup, right-click
the newsgroup name in the list of groups on
the left of the newsgroup window, and click
Unsubscribe. Click OK to confirm.

4. Double-click the newsgroups to which you want to subscribe. An
icon appears to the left of each newsgroup you double-click. After
you have selected the newsgroups, click OK. You are returned to the
Windows Live Mail Newsgroups window.

0]}
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READ AND POST MESSAGES IN A NEWSGROUP

You can read and send messages like email messages for newsgroups
to which you have subscribed, but with two differences. You can

choose to reply to the newsgroup or

[ % Re: E36 ws E46 ws E34 s E3D

Outhox Al [

= |E| ._ﬁ 'E'l + | altautos.brmw - Windows Live Mail = | E . Ll
o R ol| totheindividual, and a new message
[ x R . j ND |~ R Rcwhup By % | is called a write message. If someone
TG . & | & el e Il | @' G ; . . oy
Bttems Nelete Cancel | Replytn Reply *j Hinreadf Flag  Watrh S fonse s al, Senidf E} Marty rephes to thlS message’ 1tis added
group e, read (% Show replies 38~ Receive - & = .« .
New Deiete Resond actions rocis to the end of the original message,
e v thereby creating a chain, or thread, of
_ : Subo Tuwe Th Fr Sa messages on a given subject.
news.whidbey.net Subject Fram * 1123496
alt.autos.brow (48) 4 [F06vs E6vs B3 ws E30 AD [ 7895 1w111213 ; ; ;
o [ #Re: E36 vs E46 vs E34 vs E30 lJetf Strickland 57 14 15 16 171819 20 1' Open WIndOWS lee Mall’ Open your
news microsoft.com 4 [ PRe:E36 vs E46 vs E34 vs E30 AD : 21 32 73 24 25 26 27 news server, and C||Ck a neWSgI’OUp

Tom K. - 133 4 .
= S| BBWL23 4 you want to open. A list of messages

coupe & 'vert

51 message(s), 48 unread

weigh about the same as their E46 counterparts.

- 567 83101 ill be displ d
Wil be displayed.
Storage folders Re: E36 vs E46 vs E34 vs E30 R i
Tam K. (tkorth W50 E58AM | Tomorrow 2. Click the triangular icon on the
Sewirnup s : A s b left of a message (this identifies
=How different is E36 from the 1 series? - 00 A1 .
that there are replies) to open the
Mechanically and electronically, the 1 series is very similar to related messages.
an E90 with F . . o
a shorter wheelbase and less rear seat room. In the U5, the | s 3. Click a message to dlsplay itin

the bottom pane, as shown in
Figure 5-14 (you may need to click
Click Here or press SPACEBAR to

Working online @

Figure 5-14: A newsgroup provides a thread on a given topic to which you can add your

comments.

Home Falders Wiew Accounts
B Mews message x O g it _’d Reply all
& =
i Tems - ‘yé S L4 | Forward =

Delete Cancel | Replyto Reply
group g Istant message

e Dielete Respand

open the message). Or, double-click
the message to have it displayed in
its own window.

4. To initiate a newsgroup thread or respond to a newsgroup thread:

® Click News Message in the Home tab New group to create a public
message that will begin a new thread.

® Click Reply To Group in the Home tab Respond group to create a
public message in the thread you have selected.

® Click Reply in the Home tab Respond group to create a private
message to the person who wrote the message you have selected.
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® Click Reply All in the Home tab Respond group to create individual
messages to all who have contributed to the message you have N
selected.

® Click Forward in the Home tab Respond group to send a copy of
the message you have selected to one or more individuals.

5. Create and send the message as you would any email message. w
When you are done, click Mail to return to Windows Live Mail.

Use Windows Live Messenger It

Windows Live Messenger allows you to instantly send and receive
instant messages (or chat) with others who are online at the same
time as you. This is frequently called “instant messaging” or IM.
Windows Live Messenger provides a quick way to chat, share photos,
and exchange files with family, friends, and associates online.

Set Up Windows Live Messenger

When you downloaded and installed Windows Live Essentials to

get Windows Live Mail, you probably also installed Windows Live

Messenger; it is selected by default. If so, its icon & may be on

your taskbar, or at least it is in the Start menu. If you didn’t install it ~
and want to now, return to the “Get Windows Live Mail” section and

follow the instructions there.

The use of Windows Live Messenger requires that you first have

a Microsoft Live account or an MSN or Hotmail account, which @

you may have done earlier in this chapter in the “Using Web Mail”

QuickSteps. Once you have an account, you are able to set up your

contacts and personalize Messenger to your tastes. o
—h
o
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ESTABLISH A WINDOWS LIVE ACCOUNT

With Windows Live Messenger installed, open it and establish a
Windows Live account.

[ 8 Windons e Messenger =l lesdl’ {1, Click Start, click All Programs, and click Windows Live

Messenger; or click the Windows Live folder, and click
Sign'into ® Windows Live Messenger. The Windows Live Messenger
Windows Live Messenger window will open, as you can see here.

— 2. If you already have a Windows Live account, enter your email
i : i : address and password, and click Sign In. Go to the next section,
|

Fesserd “Add Contacts to Messenger.”

Forgot your passaord?
Signin 3 @ vailable - 3. If you don’t have a Windows Live account, click Sign Up. Internet
Il Resmerntier my 10 and Dai#;z::m Explorer will open and the Windows Live registration will appear.
Enter the information requested, click | Accept, and when you are
=N told you have successfully registered your email address, close
Rentanealineassian Lian e your browser. You will be returned to Windows Live Messenger.

4. Enter your email address and your password, and then click
Sign In.

ADD CONTACTS TO MESSENGER

To use Windows Live Messenger, you must enter contacts for people
you want to “talk” to.

1. If Windows Live Messenger is not already open, click its icon in the
taskbar. If the icon isn’t there, click Start, click All Programs, and
click Windows Live Messenger.

2. The first time you start Windows Live Messenger you will see some
introductory screens asking if you want to connect with Facebook and
S other social media sites. Following that you are asked if you would like

x R either Social Highlights or MSN news in a side panel of Messenger.
Create 2 group.. Click your choice. If you choose Social Networks, you are given a
SRt nony choice of Facebook, MySpace, or LinkedIn. Again, click your choice.

il 3. Click Add in the upper-right corner of the Windows Live Messenger

Add people from other services.. window to open a context menu of choices for IM contacts. Click:
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® Add A Favorite This opens your list of contacts so you can select
one or more that you want to contact with IM. Click in the Search
Contacts text box, and type the person’s name as best you can.
People who fit what you have typed will appear (you can see if that
person is online). Double-click the name you want.

® Create A Group Click OK to start a group so you can have group
conversations. Type a name for the group, and click Next. Click
Select From Your Contact List, click the contacts you want, and
click OK. Click Next, and then click Done. After the contacts accept
your invitation, they will become members of the group.

® Create A Category Click OK to create a new category, such as
“church” or “club,” within which you can organize your contacts.
Type a name for the category, click to select the contacts you want
in the category, and click Save.

® Add A Friend Type your friend’s email address; optionally, if you
want to send text messages, select a country and type the friend’s
cell phone number, and click Next. If you want to make the person a
favorite, click that option and click Next. An invitation will be sent to
the friend. Depending on the person’s status—whether they are online
and whether they accept your invitation—you will get a response
accordingly. Click Add More Friends, if desired, or click Close.

® Search For Someone In the Windows Live search page, type the
name you want to search for. As you type the name, a drop-down
list appears with options to search your contacts, your documents,
or the Web; or you can select a few choices. Click your choice.
Depending on your choice, a Bing search window will open and
display a list matching your search or list of people in your contacts
or documents will be displayed. Click the one you want to find.

® Add People From Other Services Type a name or email address,
and click Next to add people in that way; or click one of the services
and follow the instructions to connect that service with Windows Live.
If you see a box labeled “Set Up Your Privacy Settings,” choose
among Public, Limited, or Private settings, and click Save.

4. When you are done adding contacts, close Internet Explorer. Back in
Windows Live Messenger, you should now have a list of contacts. If
you want to exit Windows Live Messenger, click Close.
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CUSTOMIZE MESSENGER
There are several ways to customize Windows Live Messenger.

BN
=) | @ wttpyscid-eragiconabf.. O ~| & X |[ @ Manage socil updates fiora yar ™y & i

£7Windows Live™  Hotmail |

Manage social updates from your friends

Marty » Options » Manage social updates from your friends

People or groups you've hidden

You haven't hidden updates from any users or groups.

Updates from Windows Live

Select the updates you want o see from your friends.

m

Connected services - Updates about services connected to Windows Live

[¥] Discussions - Updales aboul distussions in groups

Favorite things - Updates about favorite books, music, and movies

Friends - Updates when people become friends

Groups - Updates about groups

Hotmail - Updates from your Hotmail inbox

Messenger - Updates about new profile pictures and status messages
Messenger games - Updates about games played in Windows Live Messenger
MSM - News, sports, weather, entertainment, and financial info all in one place,
Office on SkyDrive - Updates about shared documents on SkyDrive

Photos on SkyDrive - Updates about new photos

Profile - Profile updates

Profile notes - Updates about notes left on profiles

Shared lavurites - Updates about shared favorites

spaces blogs - Blog updates on Windows Live Spaces

Spaces guestbook - Updates about comments added to guestbooks

EEEENESEEEENEREEEEE

Spaces lists - Updates about changes to lists on Spaces

To choose the updates that your friends see about you, manage your social updates.

L L1} | L3

Figure 5-15: Setting Windows Live Messenger options allows you to
customize how your services work with mail.

1. Open Windows Live Messenger. Change from full
view, shown in Figure 5-11, to compact view, shown on
the left, by clicking the Switch To Compact View icon
in the upper-right corner of the window.

52 Windows Live Messenger Lﬂiﬂu

E Share something new

Marty Matthews = Inbox v %
el

Search contacts or the weh

# Favoriles
| tortise@live.com
|

4 Groups
QuickSteps

“ Club
CE Matthews
Hotter

v Coworkers

v Family

¢ Friends

4 Other Contacts

john cronan
torbse@ive.com

e 2@ 0

Give us 15 seconds...

Connectedto &  Add ~

5

2. Assuming you have connected with social networking
sites, click the Edit Messenger Social Settings icon & .
You are presented with a number of options for working
with the various services you have selected, as shown
in Figure 5-15.
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[ Options &) 3. When you have chosen the options you want, click
’ﬁ Personal Save and close Internet Explorer.
“Your profile . . .
Sign in “ous friends. co-warkers, family, and others use your name to identify pou in Messenger, Hotmail, 4' In W|nd0WS lee Messenger’ CIICk the down arrow
Sk ., and other pl “Wwind Lrve. .
Contacts S to the right of your name. Here you can choose
Messages Hame: Marty Matthowe how you appear to IM users and a number of
History Edit the mbormation about yoursel that youws nends can see Other OpthﬂS
Motifications
Sounds Statuz harty Matthews T Inbasx g_}# -
[¥] Show me as “Away™ when I'm inactive for 5 minutes @ Awailable "
Iohile phone . e - . .
Esho_wmeas Busy™ and block my alerts when I'm running a full-scresn program or presentatian u |-Bus
Privacy settings are tumed on ¥
[T Shaw information abaut the song I'm listening ta a0 Buvay
Connection :
LAppear offline
Sign out from here (ASUE)
Sign out from evengnhere
Exit bessenger
Wiew wour profile
Edityour name
& Personalize »
{ OK ] | Canuxl | I Apply ] [E Switch to full view
Show the menu bar
Figure 5-16: You can customize Windows Live Messenger in a number of ©  Help center

areas using the Options dialog box.

Windows Live Messenger does not normally
create a permanent record of your conversation
unless you specifically choose to do that. To

do this, click the down arrow opposite your
name, click More Options, click History,

click Automatically Save My Conversation
History, and click OK.

More options

5. Click More Options to open the Options dialog box. Here you have a
number of options you can use to customize Messenger, as you can
see in Figure 5-16.

6. Click each of the areas on the left, and review the options and
selections on the right. Make the changes that are correct for you,
and then click OK.

Use Windows Live Messenger
Using Windows Live Messenger is simple: double-click a contact.
If they are online, the Conversation window will open, as shown in
Figure 5-17. If they are not online, you will be told the contact will be

given the message the next time they are online.
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[ & cB Matthews <cbm0419@hotmail com> =G mess| SEND A MESSAGE
o With the Conversation window open (done by double-clicking
M en s Sl a contact), send a message by typing it in the bottom pane and
Hawe a great day! . k .
pressing ENTER. You can add emoticons (smiley faces), change
the font, and/or change the message background with the icons
@ below the text box.
Marty Matthews said (2:48 Ph) = = i R
Hi, can you come online and chat? Q Shares NNl > W 18 | |
CB Matthews says Emoticons Winks
< Yes--How are things today? i SRR )
BEEEEL
L™ TN TN
Last rnessage received at 2:52 Ph on 11/20/2010, @ __,: Q @ .. i@j
920228
| B T e
(i [ [
-gv (=] Share ~ TyWoice call » (E) 4 @ » "& CI% = g‘ E@ @
DS 58 A
L bout d tiohs fi University of Phoeni R an | (==
23N Mare abaut degree aptians Tram nluersﬂzyo Qe ‘\35 IE;‘:'ﬁ & @ 'I“.ﬁ Iei
© - . P kare
Figure 5-17: When a conversation is in process, you can
see who said what in the Conversation window.
RECEIVE A MESSAGE
. With a conversation in process, a received message appears in the
Conversation window, as you can see in Figure 5-17. If someone
sends you an instant message without a Conversation window
open, you will get a little pop-up message from your notification
© area. Double-click this message to open a Conversation window
with the sender.
If you want to stop receiving comments
permanently from another person (for example,
if that person’s remarks are getting offensive),
o click Close.
(=
-
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- How to...

e Set Up Users

# Understanding User
Account Control

Reset a Password
) Setting Passwords

e Switch Between Users

e Set Parental Controls

e Control What Parts of Windows
Can Be Used

o Set File and Folder Sharing

e Back Up Your Information
}) Locking a Computer
o Understand Internet Threats T

e Use an Antivirus or Security
Program

Control Internet Security

Chapter 6

Controlling Security

Computing, like most things in life, requires prudent caution.
You should not let yourself be petrified by it; on the other
hand, you want to do what’s needed to protect yourself, your
information, and your computer. There have been a number
of articles in AARP The Magazine and elsewhere about the
perceived vulnerability of seniors to computer scams and
fraud, implying that seniors are not as able to take care

of themselves on a computer as the younger generation.

| think that is misguided. Most of us got to where we are
today because we successfully learned how to protect
ourselves from many different threats. The computer is no
different. You simply need to learn how to protect yourself in
that environment. It is well worth the effort to get the many
benefits that using a computer provides.
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This book talks about setting up local user
accounts, which are those that are set up on
and use a local computer, as well as smaller
or workgroup local area networks (LANSs). If
your computer is part of a domain (generally
found in larger organizations), it is important
to use domain user accounts that are set up

on a domain controller rather than local user
accounts.

v
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Protecting yourself on a computer is a multifaceted subject
because of the different aspects of computing that need
protection. In this chapter you'll see how to control who uses
your computer, control what other users do, protect data
stored in the computer, and review the security you need with
the Internet.

Control Who Is a User

Controlling who uses a computer means identifying the users to the
computer, giving them a secure way of signing on to the computer,
and preventing everyone else from using it. This is achieved through
the process of adding and managing users and passwords.

With Windows 7, like previous versions of Windows, the first user of
a computer is, by default, an administrator; however, the Windows 7
administrator operates like a standard user until there is a need to
be an administrator. Then a Windows 7 feature called User Account
Control (UAC) pops up and asks if the administrator started the
process. If so, click Continue to proceed. A person who is not an
administrator in the same circumstance would have to enter an
administrator’s password to continue.

Even though you may initially be an administrator, it is strongly
recommended that your normal everyday account be as a standard user.
The reason for this is that if you are signed on as an administrator
and a hacker or malevolent software (called “malware”) enters
your system at the same time, the hacker or software might gain
administrator privileges through you. The best solution is to use

a separate administrator account with a strong password just for
installing software, working with users, and performing other tasks
that require extensive administrator work.




[\) NOTE |

There are three views of the Control Panel:
the Category view, which is the default; the
Large Icon view; and the Small Icon view. The
Category view is a hierarchical one in which

you first select a category
In the two icon views, you

control. To change the view, click the View By
down arrow and then click the view you want.
This book assumes you are looking at the

and then the control.
directly select the

Set Up Users

If you have several people using your computer, each person should
be set up as a separate user. To add users to your computer, or even
to change your user characteristics (as well as to perform most other
tasks in this chapter), you must be logged on as an administrator, so
you first need to accomplish that. Then you may want to change the
characteristics of your account and add a Standard User account for
yourself. Finally, if you have multiple people using your computer,
you may want to set up separate user accounts and have each user
sign in to his or her account.

LOG ON AS AN ADMINISTRATOR
The procedure for logging on as an administrator depends on what

CEREEny T J was done when Windows 7 was installed on your computer:
® [f you installed Windows 7 on your computer, or if you bought a
computer with it already installed and did nothing special to the default
installation regarding administrator privileges, you should be the
— administrator and know the administrator’s
- password (if you established one).
@u'|$, » Control Panel » UserAccounts and Family Safety » User Sccounts - | 3 | | Search Con., O | . . .
° ® |f you did not do the installation or you
Control Panel Home Make changes to your user account got the computer with Windows 7 already
Mianage your credential installed and you are unsure about your
Create a password reset disk SR i e adminiStratOI‘ status or paSSWOI‘d, the
K Remaove your password Mar_t)_" . . .
Link online IDs % , Administrator instructions here will help you log on as an
) ; ange your picture Password protected - . . .
tlft"i:@:tigurm”mptm T administrator. The first step is to determine
e ikl B Change your account type the administrator status on your computer.
profile properties . . )
: Click Start and in the Start menu click
Ch.angemy Shvirnnent @ Manage ancther account . .
variables : _ Control Panel. In Category view, click
'&' Change User Account Control settings N
See also User Accounts And Family Safety, and
B Parental Controls then in any view click User Accounts. The
3 / User Accounts window opens, as shown in
Figure 6-1: Setting up users provides a way of protecting each user from the Figure 6-1.

others and the computer from unauthorized use.
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If your personal account on your computer is
currently set up as an Administrator account,
it is strongly recommended that you create a
new Standard User account and use that for
your everyday computer use. Only use the

Administrator account for installing software,
changing and adding user information, and

performing other tasks requiring an administrator.

136

UNDERSTANDING USER

ACCOUNT CONTROL
Windows 7 has a feature called User Account
Control, or UAC. UAC monitors what is
happening on the computer, and if it sees
something that could cause a problem, like
installing a program, adding a new user, or
changing a password, it interrupts that process
and asks for physical user verification. When
it does this, it also freezes all activity on the
computer so that nothing can happen until
verification is provided—either using the mouse
or the keyboard. If the user has administrator
privileges, this person is asked if he or she
wants to allow changes to be made and,
if so, to click Yes. If the user doesn’t have
administrator privileges, he or she is asked for
the administrator’'s password. By requiring a
physical action, UAC ensures that an actual

Continued . . .

If the window shows you are an administrator, you can skip these
steps. To make changes to an account, see “Change Your Account”
later in this chapter.

—Or—

If you are not an administrator, someone else on your computer must
be. Ask that administrator to change your account type or facilitate
your signing on as an administrator. Once that is done, skip to
“Change Your Account” later in the chapter.

CHANGE YOUR ACCOUNT

You can change an account name, the display picture, add or change
a password, and possibly change the account type.

1. Click Start and click Control Panel. In Category view, click User
Accounts And Family Safety, and then in any view click User Accounts.

2. Click Change Your Account Name. If you are not already logged on
as an administrator, the User Account Control dialog box will appear
and ask you to type an administrator’s password.

3. Type a new name, and click Change Name.

In a similar manner, you can change your display picture. If you

are the only administrator, you will not be allowed to change your
account type or delete your account. Changing and setting passwords
are discussed in the “Setting Passwords” QuickSteps in this chapter.

SET UP ANOTHER USER

To set up another user account, possibly a Standard User account for
your use:

1. Click Start and click Control Panel. In Category view, click User
Accounts And Family Safety, and then in any view click User
Accounts. The User Accounts window opens.

2. Click Manage Another Account, and, if needed, type a password and
click Yes to open the Manage Accounts window, as shown in Figure 6-2.

Windows 7 for Seniors QuickSteps Controlling Security




QUICKFACTS ,

UNDERSTANDING USER P ol oo B] N
. v Sl SEr ACCounts anage ACCounts * S0 2] I
ACCOUNT CONTROL (Continued) v - 2 ~itL
person IS_SIttmg el Fomputer a.nd. e Choose the account you would like to change
malware is not attempting to modify it.
i User Account Control = Marly _F T w
rou want to allow the following program to make Administrator | | Standard user
changes to this computer? Password protected I E Password protected
: P : Microsoft Wind
A E -
File ongin: Hard drive on thic computer E ek accoudis off D
{ \_f Show details Xes ?
Change when these notifications appear
All operations that require administrative o
privileges have a little shield icon beside them, Create a new account
as you can see in Figure 6-1. What is a user account?
For a while, especially if you are installing kil Bl yousicaneii
several programs, the UAC dialog boxes can ) Set up Parental Controls
be irritating. You can turn it off in the User Go to the main User Accounts page
Accounts Control Panel, but this is strongly
discouraged. If you do turn it off while you
are installing several programs, it is strongly Figure 6-2: The Manage Accounts window allows you to create and manage
. user accounts. ~
recommended that you turn it back on when
you are finished. _
3. Click Create A New Account. Type a name of up to 20 characters.
Note that it cannot contain just periods, spaces, or the @ symbol; it
cannot contain “/\[]:; | =,+* ? < >; and leading spaces or periods 0o
@ Standard user are dropped
Standard account users can use most software and change system settings that do . ..
not affect other users or the security of the computer. 4. Accept the default account type, Standard User, or click Administrator
) Administrator .. .
Administrators have complete access to the computer and can make any desired as the account type YOU canseea Summary Of the prlv”eges avallable
changes. Based on notification settings, administrators may be asked to provide to each user type ©
their password or confirmation before making changes that affect other users,
5. Click Create Account. You are returned to the Manage Accounts
window. Changing other aspects of the account is described in later
sections of this chapter.
—h
o
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Reset a Password

Using passwords to access your computer can

prevent others from using it when you don’t Windows 7 allows you to reset a password you have forgotten if you
want them to do. However, it can also prevent have previously created a password reset disk, which can be a USB
you from using your computer if you forget the flash drive, CD, or floppy disk.

password, and worse, you can lose all of the

information on your computer if you can't access With a password reset disk, anyone can reset a password. Therefore,

it and haven't backed it up. You therefore need to it is important to store the reset disk in a safe place.
weigh the risks of not having a password versus CREATE A RESET DISK
forgetting it and not being able to access your
computer. What is the worst case on either side? 1. Insert a USB flash drive in its socket, or insert a writable CD or a
o formatted and unused floppy disk into its respective drive. Close the

AutoPlay window if it opens.

2. Click Start and click Control Panel. In Category view, click User
Accounts And Family Safety, and then in any view click User
Accounts. The User Accounts window opens.

3. Click Create A Password Reset Disk in the list of tasks on the left. If
needed, type a password and click Yes.

4. The Forgotten Password Wizard starts. Click Next. Click the drive

down arrow, and select the drive on which you want to create the
If you or someone else changes your password, .
all passwords and encrypted files tied to the password key. Click Next.
original password are permanently inaccessible 5. Type the current user account password, and again click Next. The
with the new password. If you use a password disk will be created. When this process is done, click Next. Then click
reset disk to reset your password, you will retain Finish. Remove and label the disk, and store it in a safe place.
access to all your original information. ) 6. Close the User Accounts window.

USE A RESET DISK

If you have forgotten your password and there isn’t another person

- with administrator permissions on your computer who can reset it,
_ you can use a reset disk you have previously created.

A CD, a floppy disk, or a USB flash drive can
hold the password reset for only one user at a
time, but it is just a file on the disk and can store
other information if you want.

1. Start your computer. When you see the Welcome screen, click your
user name. If you have forgotten your password, click the right arrow.
You will be told that the user name or password is incorrect.

2. Click OK to return to the password entry, and look at your hint.
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3. If the hint isn’t of any help, click Reset Password. The Password

SETTING PASSWORDS Reset Wizard starts. N
Passwords are the primary keys used to allow 4. Click Next. Insert your reset disk in its socket or drive. Click the
some people to use a computer and to keep drive down arrow, select the drive the reset disk is in, and again click
others away. While there are recent alternatives Next. Type a new password, confirm it, type a password hint, click
to passwords (see “Replace Passwords” in this Next, and click Finish. (You do not have to create a new reset disk w
chapter), most computer protection depends with your new password; Windows updates the reset disk for you.)
on them. Remove the reset disk.

CREATE A PASSWORD 5. Enter your new password, and press ENTER.
After setting up a new user account, you can N
add a password to it that will then be required to —r

use that account. o
1. Click Start and click Control Panel. In @uvm!, « Change an &c., b Create Password - |4,. | | Search Con.., O |

Category view, click User Accounts i
And Family Safety, and then in any view Create a password for Ruth's account (&)
click User Accounts. The User Accounts
window opens.

2. If it is not your account that you want to
add a password to, click Manage Another

You are creating a password for Ruth.

If you do this, Ruth will lose all EFS-encrypted files, personal certificates and stored

Account. If needed, type a password, click passwords for Web sites or network resources.

Yes, and click the account you want. In To avoid losing data in the future, ask Ruth to make a password reset floppy disk. S

your account or in the other account that New password

opens (this cannot be the Guest account S ~
because that cannot have a password), I the password contains capital letters, they must be typed the same way every time.

Haow to create a strong password

click Create A Password. i
Type a password hint

The Create Password window will open,

The password hint will be visible to everyone who uses this computer.

as shown in Figure 6-3. Note the warning What is a password hint? 0
message. This is true only if the user L4

already has a password that has been [ Createpassword | [ Cancel | _

used to encrypt files, create certificates, = 4

and access websites and network Figure 6-3: Creating, changing, or deleting a password will

resources. If you create a new password lose all items that are based on passwords, such as encrypted ©

for this person, it will replace the old one, files, certificates, and other passwords.

Continued . . .

0]}
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SETTING PASSWORDS (continued)

and all the places where the old one has
been used will no longer be available even
with the new password. This is the case
every time you create, change, or delete

a password.

3. Type the new password, click in the
second text box, type the new password
again to confirm it, click in the third text
box, type a nonobvious hint to help you
remember the password, and click
Create Password.

4. Close the Change An Account window.

CHANGE A PASSWORD
It is a good idea to change your password
periodically in case it has been compromised.

1. Click Start and click Control Panel. In
Category view, click User Accounts
And Family Safety, and then in any view
click User Accounts. The User Accounts
window opens.

2. If it is not your account that you want to
change, click Manage Another Account.
If needed, type a password, click Yes, and
click the account you want to change. In
your account or in the other account that
opens, click Change The Password.

3. In your account, type the current password,
and click in the second text box. In either
your or another’s account, type a new
password, click in the next text box, and

Continued . . .

For a password to be strong, it must be eight or more characters long;
use both upper- and lowercase letters; and use a mixture of letters,
numbers, and symbols, which include ! # $ % ” & * and spaces. It
also should not be a recognizable word, name, or date. Instead of a
password such as “mymoney,” consider using something like this:
“my$Money23.”

Switch Between Users

When you have multiple users on a computer, one user can obviously
log off and another log on; however, with the Welcome screen, you
can use Fast User Switching (which is not available in the Starter
Edition of Windows 7). This allows you to keep programs running
and files open when you temporarily switch to another user. To use
Fast User Switching:

1. Click Start, click the Shut Down right arrow, and click Switch User.
The Welcome screen will appear and let the other person click his or
her account and log on.

Switch user l
Log off
Lock

[ Switch users without closing programs.

Restart

BN s

2. When the other person has finished using the computer and has

logged off (by clicking Start, clicking the Shut Down right arrow, and
clicking Log Off), you can log on normally. When you do, you will see
all your programs exactly as you left them.
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SETTING PASSWORDS (continued)
type the new password again to confirm it.
Click in the final text box, type a nonobvious
hint to help you remember the password,
and click Change Password.

Control What a User Does .

User accounts identify people and allow them to log on to your

computer. What they can do after that depends on the permissions

they have. Windows 7 has two features that help you control what

other users do on your computer: Parental Controls and the ability w
to turn Windows features on and off for a given user. In addition,

Windows 7’s New Technology File System (NTES) allows the sharing

of folders and drives as well as the assignment of permissions to use

a file, a folder, a disk, a printer, and other devices. The permissions H
are given to individuals and to groups to which individuals can

belong. So far, you've seen two groups: Administrators and Standard

Users (also called just “Users”), but there are others, and you can
1. Click Start and click Control Panel. In o

Category view, click User Accounts create more.
And Family Safety, and then in any view
click User Accounts. The User Accounts
window opens.

4. Close the Change An Account window.

REMOVE A PASSWORD
If you move a computer to a location that
doesn’t need a password—for example, if it is
not accessible to anyone else, or if you want to
remove a password for some other reason—you
can do so.

You can limit the sharing of files and folders to the Public folder
within the Users folder on your computer. To do so, you must create
or move the files and folders you want to share into the Public
folder. The other option is to share directly the other folders on
your computer. This is made easier by the inheritance attribute,
where subfolders automatically inherit (take on) the permissions of
their parent folder. Every object in Windows 7 NTFS, however, has ~
its own set of security descriptors that are attached to it when it is

created; with the proper permission, these security descriptors can

2. If it is not your account in which you
want to remove the password, click
Manage Another Account. If needed,
type a password, click Yes, and click
the account you want. In your account
or in the other account that opens, click
Remove The Password.

3. If it is your account, type the current

be individually changed. When permissions are appropriately set,

password, and, in any case, click other users on your computer can access and optionally change your oo
Remove Password. files and folders.
4. Close the Change An Account window.
(o]
—h
o
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Set Parental Controls

File sharing can be a valuable and useful

capability, but it can also open up your If you have a child or grandchild as one of the users on your computer
computer to significant harm. It is important to and you are an administrator with a password, you can control what
think through what your needs are and how your child can do on your computer, including hours of usage, programs
you want to do the file sharing to get the value he or she can run, and access to the Internet. When your child encounters
CHONE e J ablocked program, game, or website, a notice is displayed, including a

link the child can click to request access. You, as an administrator, can
allow one-time access by entering your user ID and password.

1. Click Start and click Control Panel. In Category view, click User

A child for whom you want to set up Parental Accounts And Family Safety, and then in any view click Parental
Controls must have a Standard User account. Controls. If needed, type an administrator password and click

To set up the Parental Controls, you must have Yes. You may be asked if you want to sign up for online Family

an Administrator account with a password. Safety through Windows Live. If you want, enter your Windows Live

user name and password, and click Sign In to see how it works.
Otherwise, click Cancel.

[=l=meas] 2. When you are back in Windows and the Parental
= | Controls window has opened, click the user for whom
@uvLﬂ“ <« Parental Controls » User Controls - | +5 | | Search Con... 0 | i L.
® you want to set Parental Controls to open the individual
= User Controls window.
s ot i e 3. Click On under Parental Controls, as shown in Figure 6-4.
Parental Controls: Current Settings:
nﬁ[}n, enforce current settings e, il 4. CIle Time LimitS, drag the hOUrS to bIOCk or a"OW (yOU
u
ort |W' Standard iisér only need to select one or the other, and you can drag
——m Wi i across multiple hours and days), and then click OK.
! Time lirnits : e
;}:_ij Control when Ruth uses the computer e e axd Control when Ruth will use the computer
? Games Gane Rtirics: o Click and drag the hours yon want to hlnck or allow.
<@ Control games by rating, content, or title Program Limits: Off |
Midnight {AM) Noon (PM)
=7 Allow and block specific programs 12 Tg’ll 3456 F 8 9 W12 t 2“ 34567 89101
 Allow and block any programs on your computer E Sunday
i Monday
Tuesday
o
S - Thursday
Frid
Figure 6-4: Parental Controls allows you to determine what a child g:hf,);a,
can do and see on your computer. [l

M Elocked
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In addition to the parental controls that are
described here, additional controls such as

web filtering and activity reporting are available
for download and use at the bottom of the
window that opens when you first open Parental

5. Click Games and choose if any games can be played. Click Set
Game Ratings, choose if games with no rating can be played, click N
a rating level, choose the type of content you want blocked, and click
OK. Click Block Or Allow Specific Games, click whether to block or
allow specific games installed on the computer, and click OK. Click

) OK again to leave Game Controls. w
Controls in step 1 of the “Set Parental Controls” _ .
section of this chapter. 6. Click Allow And Block Specific Programs, and choose whether
o to allow the use of all programs or only the ones you choose. If you

choose to pick specific programs to allow, a list of all the programs
on the computer is presented. Click those for which you want to allow

S
access, and click OK.
7. Click OK to close the User Controls window.
Control What Parts of Windows Can Be Used o

As an administrator, you can control what parts of Windows 7 each
user can access.

= = el ST i
Mirlove Foans S e 1. Log on as the user for whom you want to set Windows feature usage.
Turn Windows features on or off ® 2. Click Start and click Control Panel. In Category view, click
To turn a feature an, select its check box, To turn a feature off, clear its Programs and then in any view click Programs And Features.
check box, Afilled box means that only part of the feature is turned on,
0 G = 3. Click Turn Windows Features On Or Off in the left column. If
[ 1 Indexing Service i needed, type a password and click Yes. The Windows Features ~
. Internet Explorer 8 = d | b
[] 1) Internet Information Services 1a Og OX appears'
= L B 4. Click an unselected check box to turn a feature on, or click a selected
|9 edla Freatures . . H
W . Microsoft MET Framework 3.5.1 check box to turn a feature off. Click the plus sign (+) where applicable
R ticcosori s ssaine Qe WS e to open the subfeatures and turn them on or off. 0
IE & Print and Document Services
[C]1) RAS Cannection Manager Administration Kit (CMAK) 5. When you have selected the features the user will be allowed to use,
. Remote Differential Compression - .
click OK.
i Qk ] [ Cancel i
6. Close the Programs And Features window.
©
—h
o
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y QUOTES

JEREMY IS

COMFORTABLE

WITH HIS

SECURITY

PRECAUTIONS

| am a small book publisher

working out of my home.

| depend very heavily on

my computer and do a
large part of my business over the Internet,
frequently using PayPal for handling payments
and keeping all my records on my computer.
You would think in that situation | would be
very concerned about computer security. I'm
actually not. | do all the prudent things like using
the latest software, doing all the recommended
updates, running the latest antivirus software—
again with the latest updates—doing recurring
backups of my files, and maintaining the
recommended security settings. None of these
steps, though, is extreme, and none take much
effort to implement and maintain. | believe that
| have moderate-to-low exposure to security
risks by working out of my home, where only
my wife has access to my computer, and by
following the basic security steps just mentioned.
| believe that it is easy to get overly concerned
about computer security, but if you look at what
is the real risk if someone got control of your
computer, generally, if you have taken the basic
precautions, the answer is not much.

Jeremy B., 61, Michigan

Set File and Folder Sharing

Files are shared by being in a shared folder or drive. Folders and
drives are shared by their creator or owner or by an administrator.
To share folders and drives, as well as printers and other

devices, both locally and over a network, you must address three
components of Windows 7 that allow you to control access to your
computer and its components (see Figure 6-5):

® The Windows Firewall, which protects your computer and its
contents from network access

® The Network And Sharing Center, which is the primary means of
controlling sharing in Windows 7

® Sharing individual drives and folders, which lets you determine if a
drive, folder, or other device is shared; who has permission to access
it; and what they can do with the contents

o
Individual
drive and
folder sharing

The Network and
Sharing Center

Path to file, folder,

Firewall

and drive sharing

Figure 6-5: The sharing of your computer requires that you set up your
firewall, the Network And Sharing Center, and the individual drives and
folders to accomplish that.
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i = mess| SET UP THE WINDOWS FIREWALL
@C}vlﬁ « Systeman... » Windaws Firewall %2 |[ 52arch Controt Pans £l Windows 7 includes the Windows Firewall, whose N
@ objective is to slow down and hopefully prevent
Centrol Panel Home 4 5 5
Help protect your computer with Windows Firewall anybody from accessing your Computer without your
Allow a program or feature - - s . . . . .
inbigh Wesows Fil D ™ permission, while at the same time allowing those who
& Change notifcation sttings.  How does afirewall help protect my computer? you want to use your computer to do so. The Windows @
J Turn Windows Firewall on or What etwork locations? . . T
. ek i | Firewall is turned on by default. Check to see if it is; if
: = y
) Restore defaults . '-g' Home or work (private) netw.. Connected i itisn’t, turn it on
= . .
% Advanced settings Metworks at home or work where you know and trust the people and
Troubleshoot my network ckoshin o || 1. Click Start and click Control Panel. In Category N
Windouws Firewall state: on view, click System And Security, and then in any
Incarpimg connectiahs Pl D view click Windows Firewall. The Windows Firewall
atare noton € NIt of allowe
programs window opens and shows your firewall status.
Active h k (private] a . . .
e R 2. If your firewall is not turned on, or if you want to turn o
Motification state: El|0th|? me when Windows Firewall it off, C||Ck Turn Windows Firewa" on or off in
OCKE 38 New program
; the pane on the left. If needed, type a password and
e . @ Public networks Not Connected () click Yes. The Windows Firewall Customize Settings
s s window opens. Click the respective option button to
Network and Sharing Center turn on your firewall (highly recommended) or to turn
{ ) it off (not recommended). You can do this for both

your local network and for a public network to which
you may be connected. Click OK.

3. To change the settings for what the firewall will and won't let through, ~
In the Windows Firewall Allowed Programs click Allow A Program Or Feature Through Windows Firewall at
window, you can determine what each option the top of the left column. The Allowed Programs window opens, as
does by highlighting it and clicking Details at shown in Figure 6-6.
i) (@R @il ClEiEg e 4. In the Programs And Features list, select the services running on your ©
computer that you want to allow people from the Internet to use. To
share information across a LAN, click the following items:
® Core Networking
' ©
You will probably have other programs selected, ® File And Printer Sharing
such as Internet Explorer and Windows Live
Messenger, that can be used on the Internet.
—h
o
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[ E=SREER ® HomeGroup

@Qﬂﬂ < Wfindows Firewall v Allowed Programs - |$, | | Search Cont.,, O | ) Network Discovery

Allow programs to communicate through Windows Firewall I ® Wmdows' CoIIabolratlon qompUter Name
To add, change, or remove allowed programs and ports, click Change settings. RegIStratlon SerVICe (Optlonal)
What are the risks of allowing a program te communicate? ¥/ Change settings ._ ® \Windows Peer To Peer Collaboration Foundation
Allowed programs and features: (Opt|0na|)
Name Home/Work (Private)  Public  * 5. Click to select each program or feature you want
s ens ko - - to allow through the firewall. Click OK to close the
Ml Internet Explarer O X . .
C1iSCSI Service 0 o B Windows Firewall Allowed Programs window, and
[ Media Center Extenders o o ‘, = then click Close to close the Windows Firewall
Microsoft Office Outlook O |=
[ Netlogon Service O o L COI’]'[I’O| Panel.
Netwark Discovery O
FIScstariatee Logs ahalcns ol C USE THE NETWORK AND SHARING CENTER
Remote Assistance
CiBemar Beidip 0 S The second layer of file-sharing protection in Windows 7
[JRemote Event Log Management O O . . .
[ Remote Scheduled Tasks Management L], I ks 1S Controlled Wlth the Network And Sharlng Center,
[ Details.. |[ Remove | shown in Figure 6-7, which allows you to turn on or
rr——— off the primary components of sharing information
[ ] [ ] among users on a Computer and across a network.
QK Cancel

The first time Windows 7 was run, a choice was made

Figure 6-6: The Windows 7 Firewall can be configured to allow certain between a public and private network. The Network

programs and features to come through. And Sharing Center allows you to change that. If you
are primarily sharing your computer with other computers within an
organization or a residence, you should select either Home Network
or Work Network, where network sharing is relatively simple. If you

you have a specific program not on the are primarily using public wireless or cable Internet connections and
Windows Firewall Allowed Programs And very little sharing of your computer, select Public, which makes it
Features list, you can include that program by more difficult for someone to get into your computer.

clicking Allow Another Program at the bottom

of the Windows Firewall Allowed Programs 1. Click Start and click Control Panel. In Category view, click Network

window. Select the program from the list or And Internet, and then in any view click Network And Sharing
browse to its location, and click Add. Center. The Network And Sharing Center window opens, as shown
> in Figure 6-7.
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[ l—l=k=sd]] 2. If you want to change the type of network (home,
@G.m « Network and Intemet. » Network and Sharing Center « [+ [ Search Cont.. £ work, or public) you are connected to, click the current N
T o - type of network to the right of the icon (in Figure 6-7,
View your basic network information and set up connections it is Home NetWOfk). The Set Network Location dlalog
Change adapter settings | 3 See full map .
Change advanced sharing * ? 0 bOX WI" appear
<ettings { WINT INetwork Internet
(Thiz computer) F - = w
View your active networks Connect or disconnect =
k_/ &% Set Network Location
Network Access type: Internet
@ Home network Connections: ,4: Local Area
Connection Select a location for the 'Network’ network
L i ) lichi e e i e I
<& Setup a new connection or network E
- Set up a wireless, broadband, dial-up, ad hoc, or VPN connection; or set Home network
up 2 router ar access piint. | I all the computers on this network are at your home, and you recognize them,
this is a trusted home network. Don't choose this for public places such as
i- Connect to a network coffee shops or sirports.
Connect or reconnect to a wireless, wired, dial-up, or VPN network
connection, - Waork network
e If all the computers on this netwerk are at your workplace, and you recognize U'I
Chouse humeyroup and sharing uplions = them, this s o llu.:ltd wurk network, Don'l chuwse Lhis Tor public places such as
Seaalo w Access files .:md prir?h:rs located on other network computers, or sttt sedmports
HomeGroup change sharing settings. Publicissionk
et O () Trleeotprobien B T e et et e
Windows Firewall ';'f gnose and repair p , O gettr ing ] network and is not trusted.
information.
= | Treat all future netamrks that Trannect to as public, and don't ask me again.
Help e chuuse
Figure 6-7: The Network And Sharing Center is the primary means of
sharing your computer.
3. Read the conditions that are expected in each network type, and then ~
click the type that is correct for you. If needed, type a password and
click Yes. Your choice will be confirmed. Click Close.
4. Each type of network has sharing settings that are automatically set.
Home Network is the most open, with just about everything shared; ©
Public Network is the other extreme.
5. When you have finished with the Network And Sharing Center,
click Close.
(o]
USE HOMEGROUP FOLDER SHARING
The final layer of sharing settings is the determination of the disks
and folders you want to share. Windows 7’s HomeGroup makes
—h
o
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sharing files and folders within the homegroup much easier. When
Windows 7 is first installed or started, you are asked if you want a

. home, work, or public network. If you choose Home, which may
and resources on their computers. Such a . . o
group can be in a residence or in a smaller also be a good idea for small businesses, a homegroup is either set
organization. Only Windows 7 computers can up or joined, depending on whether a homegroup already exists.
join a homegroup. You are then shown a list of your libraries and asked if you want to
share them. By default, your pictures, music, printers, and videos are
shared for anyone to read, view, or use but not to change. Documents
are not shared, but you can change this at the time of installation or at
a later time. You can make these changes at the library level or at the
disk and folder level. To do this at the library level:

A homegroup is a group of networking computer
users who want to easily share information

( l=|Elwessl| 1. Click Start and click Control Panel. In Category view,
@th@ <« MNetwork and Internet » HomeGroup - | 44 || Search Con... }3| CIle Network And Internet, and then in any VieW CI|Ck
7 HomeGroup. The HomeGroup window opens.

Change homegroup settings I

If this is the first time you are looking into HomeGroup,
you'll be asked if you want to share any libraries. Click
Choose What You Want To Share. The HomeGroup
wizard will appear and walk you through the selection
of what to share within the network and to create a

7] Documents 7] Printers password to join other Windows 7 computers to the
HomeGroup. When you are done, and if you have
previously reviewed the HomeGroup, the Control Panel

‘l% This computer belongs to a homegroup.
Share libraries and printers

[¥] Pictures [#] Music [¥] Videos

m

How do I share additional libraries? How do I exclude files and folders?

Share media with devices

Strearn my pictures, music, and videos to all devices on my home network HomeGroup W|nd0W WI” 0pen1 as Shown In Flgure 6-8
e B _ 2. Make any changes that you feel you need, and then, if
MNote: Shared media is not secure, Anyone connected to your network can receive your shared .
media. you made changes, click Save Changes. If needed, enter
Other homegroup actions the password and click Yes. Otherwise, click Cancel.
View or print the homegroup password
Change the password... || To gobeyond the sharing of libraries within the

Leave the homegroup...

homegroup, and even then only for someone to
read, view, or use your libraries, you need to go to
the individual drives and folders. You can change

Change advanced sharing settings... -

[ Save changes H Cancel ]

b A

Figure 6-8: The HomeGroup default is to share three of your libraries
plus your printer within your homegroup.
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the sharing of libraries so that other users can change contents in

addition to reading or viewing them. To do that: no
1. Click Start and click Computer. In the folders (left) pane, click
Libraries so the detail libraries (documents, music, pictures, or
videos) are shown in the right pane. o
2. Right-click the library whose sharing you want to change, and click
Share With. The context menu and file-sharing submenu will appear.
Open
Oper in new wind o D
Share with » a MNobody
Daorn't showe in havigation pane Haornegroup (Read)
%3 Scan with Panda Antivirus Pro 2009 Homegrou;h(ﬁ‘.eadf\l‘t-frite)
Send to ¥ Specific people..
(&)
Copy
Create shortcut
Delete
Rename
Properties
%mm_ 3. By default, the libraries are shared among the homegroup to be read-
. only. You can allow homegroup members both read and write access
Windows 7 Starter and Home Basic editions can to your libraries, or you can select specific people and give them .
ST YOI & SO S EEE EHEE a7 specific permissions. Click the option you want, and, when you are
or change the sharing of one. finished, close the Windows Explorer window.
Back Up Your Information o

Computers are a great asset, but like any machine, they are prone to

failures of many kinds. Once you have started using your computer

regularly, it becomes important to make a copy of your information

and store it in another location should your hard drive fail or ©
something else happen to your computer.

0]}
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It usually takes losing important information
three times before people get religious about
backing up their data. Don’t wait that long. You
don’t need to back up everything—just the most
important things that would really cause you a
problem if you lost them. Figure out the simplest
way for you to back up your most important
items like your financial records, your contact
lists, your writing, and possibly your genealogy
information, and do it often.

There are several solutions to copying and saving your information.
The term normally used for this is backup (or to back up—the

verb form). This means storing a copy of your information in a
location other than on your computer. You can back up both on your
computer and on the Internet.

BACK UP ON YOUR COMPUTER

Within your computer, you can back up your information to a

CD or DVD, to another drive that is connected to your computer
(including an external hard drive and a USB flash or thumb drive),
or to a hard drive on another computer. You may want to perform
backups to a couple of these items on a periodic basic, and a couple
of times a year back up your data to a CD and put it in your bank
safety deposit box.

Windows 7 has a backup program, but without a lot of setup, it
backs up things you don’t really care about, like your programs
you already have on CDs or DVDs. A simpler way to do a backup
is to simply copy your files from the hard disk in your computer
to an external device, like a CD, DVD, USB flash drive, or external
hard drive. Here’s how to copy some files to a writable (or
“burnable”) CD.

1. Click Start, click Computer, and open (click the triangle on the left)
the drive and folders in the left column needed to display the files you
want to back up in the right column, as you see in Figure 6-9.

4 gy Data (F)

.| Files 100701
-hg. Marty2 1002
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i == w3%l] 2. Open your CD/DVD drive, insert a blank writable
&) () « Fies 0001 » Energyrdlgne » + |4y || oo e ry d|§c, and closg the drive. An AuthIay dialog box N
will open offering you several options.
Organize = Include in library = Share with = Burn New folder =~ [ @
- - T
g Mame Date modified i & AutoPlay B |
* Fé: ‘;mp”t;’ J) Valcent Products Inc_files 7/1/2010 10:42 PM )
3 : = A
" SSUS{ ; T 15 Algae Startups Bringing Pond Scumto..  7/3L 2005 9:49 AL &dq DVD RW Drive (E) w
s Dm“: ) - ) ABO Contact Information 8/17/2003 2:00 PI
A - 2 =
0 a:.::s fuum ) Algae Biofuel Links YT RaseM g 7] Always do this for blank CDs:
i' 2 . TH @ Algae-Based Fuels Set To Bloom - MIT 8/1/2005 9:02 AM
= A‘:"“” : ") AlgaeBiofuel Green Chip 7/20/2008 304 P Blank Claptians
- Ap “”D“_ y ] Algal Biomass Summit 1003 8/17/2008 158 P (> [t audia CD N
b = 4 ; ; y
: J Je:us Dr.we -2' Bineicalfebio 8/2/2008 7:54 BM using Windows Media Plawver
o Asus Drivers 9 . - e 08 AR . Burn files to disc
b 1 COREL ﬁ_. EET Production Overview 4/16/2008 10:08 AM ‘U e
5 . i0i. EBT Social & Economic Impact 8/16/2008 L0:10 AN
i ;e ktop 100629 T Goagle digs into wallet for geothermal e...  8/11/2005 112 AM View more AutoPlay options in Control Panel
" = Des 0? Web P ABG -E GreenFuel Technologies Corporation_Fr...  §/L/2005 5:19 Al A )
| ;> '] Eynaml;i eb Prag. | _ iplingersBioFuel free2 9/1/2005 10:00 AM (@) ]
i _ E::?)I‘- s !}- -}‘_ "Major discovery’ fram MIT primed to un..,  5/L/2005 LL39 AN = 3. CIle Burn Files To Disc to Open the Burn
;i tes - 4 1 b . . . . .
_ . ' ' A Disc dialog box. Type a title, click Like A USB
ems - . .
, Flash Drive, and click Next. You will see a
message that the disc is being formatted and
Figure 6-9: You must first locate the files on your computer that you want to then another AutoPlay dialog box will appear.
back up. .

E =k
Burn a Disc M

How do you want to use this disc?

Disc title:  Algae Research

Like a USE flash drive

Save, edit, and delete files on the disc anytime. The disc will
wark on computers running Windows XP or later. (Live File
System)

) ) . () With a CD/DVD player (0]
Your AUtOPIay d|alog box may look different Burn files in groups and individual files can't be edited or

. removed after burning, The disc will alse werk on most
from the one shown here, depending on the e Moty
options that have been selected in the past.

Which one should I choose?

“

0] 8
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4. Click Open Folder To View Files to open another window with a

blank right pane with the message “Drag Files To This Folder To Add
Them To The Disc.”

5. In your original folder, similar to the one shown in Figure 6-9, select

the files you want to back up by clicking the first file, pressing and
holding SHIFT while clicking the last file if the files are contiguous, or
pressing and holding CTRL while individually clicking the other files if
they are not contiguous.

6. When all the necessary files in a folder are selected, drag them (point

at the selected files, press and hold the left mouse button, and move

@ vk <ties s tra v =|&y]| seoror rergnigee the mouse) to the right pane of the new folder for the CD or DVD, as
P you can see in Figure 6-10, and release the mouse button.
e | e ' 2 7. You can open other folders and drives and drag other files to the
L Files . . .
B et Fomie et CD/DVD folder. Periodically look at how much space on the CD/
B Aptana |i _".A_. gae [1}] mg.lng o um ta... i . i . .
it %Amcommrmmn DVD has been used by right-clicking the drive in the left pane of
. W] Algae Diofuel Links Tl . . . . . .
L Asus Drivers @jmj,,_m,,d T its window and clicking Properties in the context menu. In the
. COREL = - - . .
8 ui @::-:::'M;m@nn Properties dialog box, look at how much free space you have left,
N El mass Sumimir .
- Disktop i06r) = bmetcalfe_bio and then click OK.
N . T ) ~
J: P o }ﬂw?mm'c Impact e .4} DVD RW Drive (E} Algae Rezearch Properties o]
'y 8§ items selected Date modified: 7/20/2008 3:04 PM - 8/17/2008 2:00 PM | Genersl [ Tocks | Hardwars | Sharing | Customizs | Recording|
w Sizer 138 MB = k] %
o ke L]
W VD RW Drrve (1) A, < |43 ]| seorch V0 R Dnve i Aigae Rese.. P esj'f filga Research]
i Organize = Close session Eject =a- Al @ . Type: D Drive:
T Favarites :_ Mame . Uate modihizd i File system:  LIDF
I y W Used space: 23,074,816 bytes  22.0MB
Dirag fles ta this folder to add them to the disc 5
= Libraries E = X B rree space: FL3H8h 696 bytes BHUME
& Homegroup E .L I’E\d Capacky: 736,980,512 bytes 702 MB
‘% }
1= Computer I ""|+ Move to DVD RW Drive () Algae Research -
Bl Asus (€3
Gl Server (L) b Drive E;
o3 DVD RW Drive (E) Algae Researcl
iy Data ()
g_‘. 0 items
=
Figure 6-10: An easy way to back up files is to drag them to an external disc or drive. ¢ 4
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Your disc is now ready to be used on other computers, Close Session. You'll see a message that the disc is being closed. N
When that is done, you’ll see a message that the disc is ready. Click

Eject, remove the disc, label it with a soft felt-tip pen, and store it with

a paper or plastic sleeve in safe place, preferably away from your

computer and in a fireproof container. W

@]IEH_ BACK UP OVER THE INTERNET

, , _ _ Recently, many people are choosing to save their information to
A disc created with the Like A USB Flash Drive the cloud ino that thev back up the dat thei t
option can be put into the CD/DVD disc drive ¢ ctoud, meanng that they bacik up the data on their computer

ﬂ@ s By A 8. When you have all the files you want to back up in the CD/DVD, click

again and have files deleted and added to it, as to a location (a server) accessed through the Internet. This method &
well as edited and restored to the disc. makes it easy to access your data from any location, as well as your

new computer, should your old computer fail. These services are

reasonable in cost or even free and are easy to set up. o

Some programs, once you have subscribed to them, install a small
software program on your computer. These programs work behind
the scenes, copying new photos, data files, deposits, or letters to a
secure, encrypted location. Should your old computer break down,
you can restore your files and data to your new computer.

Some personal financial management programs also offer this service
for their data. For example, Quicken’s Online Backup service charges

a nominal fee per month to protect your financial information. o
An example of a currently free cloud service is Microsoft’s SkyDrive.
Microsoft gives you 25GB of storage. You'll need to set up an account
with a user ID and a password. oo

1. Click the Internet Explorer icon on the taskbar to open it. In the
address bar, type skydrive.live.com and press ENTER. Windows Live
will open, and if you are not already signed up as a Windows Live or
Hotmail client, you will be asked to do that. Click Sign Up, fill out the ©
form that opens, and click | Accept. Your SkyDrive page will open,
where you can use existing folders or set up your own, as you can
see in Figure 6-11.

0]}
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-
? Marty's SkyDrive - Windows Live - Windows Intemnet Explorer

P

ydrive live.com/home.aspx

~[4[x [ 8ing 2l

T Favorites 22 |5 Marty'... % |E® CHN.co

E7Windows Live- Hotmail Messengsr  Office Photos | MSN

E Marty's SkyDrive

Marty » SkyDrive
Mew v Add files  View synced folders  Options *

Documents

o U W =

T Lin My Files Pubilic Mewdoc
Favorites
Favorites Shared
favarites
Photos

Share photos with anyone, Create a folder for your photos

@ 2010 Microsoft | Terms | Privacy | Advertise

i@Tﬂ.lmulu... 23 Gougle iETIle'Sral.l... |: - = [ dm - Page= Safety~ Took~ @~ ”

Marty Matthews

penfils | sign nor

Search documents and more bing m

m

bing.com Microsoft
Adfeedback | X

Repart Abuse | Code of Canduct | Help Center | Feedback | English

i

Done m _,

&

& Internet | Protected Mode: OFF Br B -

Figure 6-11: Online, “cloud” Internet storage is a good and safe way to back up important files.

2. Click a folder you want to use to open it, and then click Add Files;
or click New, click Folder, enter a name for the folder, click Create
Folder, and then click Add Files. In either case, a window will
open inviting you to drop documents there or select documents from
your computer.
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frwindowstive .~~~/ 3.Youcanuse steps 1, 5, and 6 under “Back Up on Your

; Add documents to Research
\ Marty » Office » Research » Add files

Ofiles (0OKD) Photo size: | Large (1600 pu) -

Drop documents here or select documents from your
computer.

Conlinue

Computer” and drag the files to the window shown in the
previous step; or you can click Select Documents From

Your Computer, select the files as in step 5, and click Open.
. You'll see the files being added. When the files have been

added, you can remove individual files by clicking the X
after the file size of each file. You can add files using either
method in step 3.

. When you have added all the files you want, click Continue.

A list will appear of the files you have added. You can select
a particular file and share, move, copy, rename, and delete
it. If the file is for Microsoft Word, Excel, or PowerPoint, you
can edit it directly in your browser (Internet Explorer) using
the Microsoft Office Web Apps.

£7Windows Live”  Hotmai

B Research
Marty » Office » Research

Rew v Acdd files  Share s View: Details » Sort by: Darte v Download as zip file Maora «

Youre done! You successiully added 20 files,

loday

| USDE Aquatic Species Program Fi.., Marty Matthews 5 munutes ago
|| USDE Geothermal Technologies P.. Marty Matthews 5 nunutes ago
ﬂ_j MRECL Jim Sears Seminar 071011 Marty Matthews 6 minutes ago

|| The alternative-energy hubble _ St Marty Matthews 7 minures ago

| productbrochures2_UK[1] Marty Matthews 7 minutes ago
L truthouwt_ Drven_ Sha Agassi., Marty Matthews 7 munutes ago
| MREL Algae Biotuel Presentation Marty Matthews 7 munutes ago

B 'Maj{hﬂrzcliscover‘,r' from MIT prime..,  Share+ Move Copy Rename Download More -+ ®
| Googre digs into wallet for geoath Marty Matthews | minutas ago

KiphngersBiofuel free2 Marty Matthews 8 minutes ago

6. When you are done, close the skydrive.live website and, if desired,
Internet Explorer.

Other cloud sites work similarly.
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LOCKING A COMPUTER

By default, when your screen saver comes on
and you return to use your system, you must go
through the logon screen. If you have added a
password to your account, you have to enter it
to get back into the system, which is a means of
preventing unauthorized access when you are
away from your running computer. If you don’t
want to wait for your screen saver to come on,
you can click Start, click the Shut Down right
arrow, and click Lock; or you can press # (the
Windows flag key) +L to immediately bring up
the logon screen, from which your screen saver
will open at the appropriate time.

Depending on your environment, having to go
through the logon screen every time you come
out of the screen saver may or may not be
beneficial. To turn off or turn back on the screen
saver protection:

1. Right-click the desktop and click
Personalize. Click Screen Saver.

2. Select or deselect On Resume, Display
Logon Screen, depending on whether
you want to display the logon screen upon
returning to your system (see Figure 6-12).

3. Click OK to close the Screen Saver
Settings dialog box, and close the
Personalization window.

s B
ﬁ Screen Saver Settings ﬁ
Screen Saver

Screen saver

Photos v” Settings... ][ Prewview

Wiait: 20 = rninutes %On resurne, display logon screen

Power managerment

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change pouver settings

[ [0]4 ][ Cancel ] Apply

b ¥,

Figure 6-12: You can password-protect your system
when you leave it unattended by having the logon screen
appear when you return after using the screen saver.

Protect Yourself on the Internet

Your connection through your computer to the Internet is your
doorway to the cyberworld. It allows you to communicate with
others through email and social networking; it allows you to shop
for virtually anything without leaving your home; and it provides
an enormous resource for gathering information and news. It also is
a doorway that can let in things that can harm you, your computer,
and your data. It is like the front door to your house—you need it
to see and interact with other people, but it also has locks on it to
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keep out the people you don’t want to let in. Similarly, there are a
number of barriers you can place in the way of people who want to no
do damage via the Internet.

Understand Internet Threats

As the Internet has gained popularity, so have the threats it harbors. “
7 Viruses, worms, spyware, and adware have become part of our
Malware is a catch-all term for viruses, worms, vocabulary. Look at each of these threats to understand what each
spyware, adware, and any other harmful can do and how to guard your computer and data, as described '
Internet critter. in Table 6-1.

Use an Antivirus or Security Program

To counter the various Internet threats, you need to install an o
antivirus or security program. A number of such programs are
available, both free and at a cost. You can buy these in computer
stores and on the Internet. There is a lot of variability in the pricing,

PROBLEM DEFINITION SOLUTION

Virus A program that attaches itself to other files on your computer. There are many Install an antivirus program with a
forms of viruses, each performing different, usually malevolent, functions on your | subscription for automatic updates, and
computer. make sure it is continually running.

Worm A type of virus that replicates itself repeatedly through a computer network or
security breach in your computer. Because it keeps copying itself, a worm can fill
up a hard drive and cause your network to malfunction.

Trojan horse | A computer program that claims to do one thing, such as play a game, but has
hidden parts that can erase files or even your entire hard drive.

Adware The banners and pop-up ads that come with programs you download from the Install an anti-adware program.
Internet. Often, these programs are free, and to support them, the program owner
sells space for ads to display on your computer every time you use the program.

Spyware A computer program that downloads with another program from the Internet. Install an antispyware program.
Spyware can monitor what you do, keep track of your keystrokes, discern credit (o]
card and other personally identifying numbers, and pass that information back to
its author.

Table 6-1: Security Issues Associated with the Internet and How to Control Them

0]}
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[\) NOTE |

AVG’s free edition provides only very basic
antivirus protection. Microsoft’'s Security
Essentials is more robust, but still less than the
Internet Security offerings, although it could

be argued that it provides what the majority of
users need.

There are two simple rules for Internet security:
(1) don’t give out your Social Security number,
your birth date, your mother’s maiden name,

or your passwords to anybody you have the
slightest doubt about; and (2) if a proposition

is too good to be true, it probably isn’t true.

A third rule is harder because you may need

it to purchase items on the Internet, but be
cautious when giving your bank account or
credit card numbers to any organization you
are not sure about. In the latter case, a credit
card is better than a debit card or bank account
number because you have more recourse.

v

NAME WEBSITE LIST PRICE (AS OF 3/2011)
AVG Antivirus Free Edition free.avg.com Free
AVG Internet Security avg.com $54.99 for one PC, one year

BitDefender Internet Security | bitdefender.com $49.95 for three PCs, one year

Kaspersky Internet Security | Kaspersky.com $79.95 for three PCs, one year

Microsoft Security Essentials | microsoft.com/ Free
security_essentials

Norton Internet Security Symantec.com $69.99 for three PCs, one year

Table 6-2: Antivirus and Security Programs

and the opinion of which is the best also varies widely. Table 6-2
shows a few of these programs with which I have had direct
experience. The best thing for you to do is go on the Internet

and do a search of “antivirus program reviews.” Look for the
toptenreviews.com site—it gives you a quick comparison, but look
at several sites and read the reviews, because there is considerable
difference of opinion. When you have decided on the program you
want, determine the version to get. Most companies have a basic
antivirus program, an Internet security program, and an overall
security program. My opinion is that the Internet security programs
are a good middle ground. Finally, do some price hunting, making
sure you are looking at the version you want. At the time this

was written, Amazon.com, for example, was offering substantial
discounts (as compared to purchasing on the company’s website,
shown in Table 6-2). There have been mail-in rebate deals that allow
you to get the program for the price of shipping after the rebate.

Control Internet Security

Internet Explorer allows you to control three aspects of Internet
security. You can categorize sites by the degree to which you trust
them, determine how you want to handle cookies placed on your
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Internet Ciptions IM

| General | Security | privacy | Content | Connections | Programs | Advanced |

Select a zane ko view or change soourity scttings,

@ & v O

Local rtranet  frusted ses  Restrcted
skes

Intermnet

This zone is For Inkernct websites,
excepk thase listed in trusted and
restricked zones.

Security level hor bhic zone
Alloveed leveds For this zone: Medium bo High
Medium-high
- Anpropeiare For most wehsires
] - Prompts before downloading potentialhe unsafe

content
- Unsigned Ackived! conkrols will not be downloaded

[¥] Enabile Proteted Mude (reguires resartom Tnkenel Explorer)
Custom beved.. | Defauk lovel

Resssl all e Lo el aull leved

Figure 6-13: Internet Explorer allows you to
categorize websites into zones and determine
what can be done within those zones.

Protected Mode—which you can turn on or off
for each zone at the bottom of the Security tab
(the notice for which you’ll see at the bottom

of Internet Explorer)—is what produces the
messages that tells you a program is trying to

run in Internet Explorer or that software is trying
to install itself on your computer. In most cases,
you can click in a bar at the top of the Internet
Explorer window if you want to run the program or
install the software. You can also double-click the
notice at the bottom of Internet Explorer to open

the Security tab and turn off Protected Mode
(clear the Enable Protected Mode check box).

computer by websites, and set and use ratings to control the content
of websites that can be viewed. These controls are found in the
Internet Options dialog box.

In Internet Explorer, click Tools on the tab row, and click Internet
Options.

CATEGORIZE WEBSITES
Internet Explorer allows you to categorize websites into zones:
Internet (sites that are not classified in one of the other ways),
Local Intranet, Trusted Sites, and Restricted Sites (as shown in
Figure 6-13).

From the Internet Options dialog box:

1. Click the Security tab. Click the Internet zone. Note its definition.

2. Click Custom Level. Select the elements in this zone that you want
to disable, enable, or prompt you before using. Alternatively, select
a level of security you want for this zone, and click Reset. Click OK
when you are finished.

3. Click each of the other zones, where you can identify either groups or
individual sites you want in that zone.

HANDLE COOKIES
Cookies are small pieces of data that websites store on your computer
so that they can remind themselves of who you are. These can save
you from having to constantly enter your name and ID. Cookies can
also be dangerous, however, letting people into your computer where
they can potentially do damage.

Internet Explorer lets you determine the types and sources of cookies
you will allow and what those cookies can do on your computer (see
Figure 6-14).
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Figure 6-14: Determine how  [ire: cnrion: (2] From the Internet Options dialog box:
o you will handle cookies e
- urity vacy | ams | . - . .
Iea|t/’;a¢§ ,‘;Vegls':_’izn";azg e’l‘_’ — 1. Click the Privacy tab. Select a privacy setting by
y P . %, Select o setting For the Intermet zane. dragging the slider up or down.
"""""" e 2. Click Advanced to open the Advanced Privacy Settings
i - Blocks third-party cockies that do not have 2 compact . . . . . .
- T e dialog box. If you wish, click Override Automatic Cookie
O | Rt ety coeios ok sove iemaion thet Handling, and select the settings you want to use.
can be used to contact you without your implict consent
’ | 3. Click OK to return to the Internet Options dialog box.
Sies Import Advanced Defauk
_—ryy 4. In the middle of the Privacy tab, you can turn off the pop-
< 1 Do o Sattings up blocker, which is on by default (it is recommended that
I urm on Popup lochor you leave it on). If you have a site that you frequently use
Bt — that needs pop-ups, click Settings, enter the site address
@0 jﬁ;;;”:;“f‘“;“f?w e (URL), click Add, and click Close.
‘(.55 : e El ExIENS0Ns en LnFrivate Drowsi
0 . 5. At the bottom of the Privacy tab, you can determine
e [ e how to handle InPrivate Filtering and Browsing. See the
Note on InPrivate later in this chapter.

CONTROL CONTENT
You can control the content that Internet Explorer displays.

Internet Explorer 8 and 9 have added a new way

to browse and view sites, called InPrivate, that is _ _
opened by clicking Safety on the tab row of IE 1. Click the Content tab. Click Parental Controls. If you are not an

administrator, this will display the User Controls window similar to
what you saw in Figure 6-4 when setting Parental Controls with
This opens a separate browser window with Windows. To make changes in Parental Controls, you must make
this in the address bar: e © aboutinPrivate . them as an administrator in Windows itself, not Internet Explorer.

© While you are in this window, your browsing 2. Click Enable to open the Content Advisor dialog box. Individually
history, temporary Internet files, and cookies are select each of the categories, and drag the slider to the level you want

not stored on your computer, preventing anyone to allow. Detailed descriptions of each area are shown in the lower
looking at your computer from seeing where half of the dialog box.

you have browsed. In addition, with InPrivate . . .

o Filtering, also opened from Safety in the tab row, 3. Click OK to close the Content Advisor dialog box.
you can control how information about you is
passed on to Internet content providers.

From the Internet Options dialog box:

N~ 8 or clicking Tools and then Safety in IE 9 and
then in either case clicking InPrivate Browsing.

When you are done, click OK to close the Internet Options dialog box.
) (Other parts of this dialog box are discussed elsewhere in this book.)

10
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- How to...

Start Programs Automatically
Start Programs Minimized
Schedule Programs
Switching Programs

Control Programs with
the Task Manager

Stopping Programs
Control Windows Indexing
Update Windows 7

Use the Action Center
Restore Windows 7

Get System Information
Add and Remove Software
Setting Power Options
Add Hardware

Use Remote Assistance

Chapter

Using and Maintaining
Windows 7

Windows 7 facilitates whatever you want to do on your
computer. It is the means by which you can run other
programs, access the Internet, print documents and photos,
capture digital pictures from your camera, send faxes, and
connect to other computers. In this chapter we’ll look at
using and maintaining many of the facilities of Windows 7
not discussed elsewhere, including setting up the starting
and stopping of programs in a number of different ways, as
well as the maintenance and enhancement of Windows 7
and the setting up of Remote Assistance so that you can
have someone help you without that person actually being
in front of your computer.
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[\) NOTE |

In many of the steps in this chapter, you will be
interrupted and asked by User Account Control
(UAC) if you want to allow system changes.
So long as it is something you started and
want to do, you should click Yes or enter a
password. To simplify the instructions in this
chapter, the UAC instructions have been left
out. Chapter 6 discussed UAC in more detail.

[\) NOTE |

While there is a possibility that you will need
one of the ancillary ways of starting a program
shown in this chapter, the majority of the time
you won’t need to remember them; you only
need the ways explained in earlier chapters,
including using the Start menu, the desktop,
and the taskbar.

162

Start and Stop Programs

Previous chapters discussed starting programs from the Start menu,
through All Programs, through a shortcut on the desktop or taskbar,
and by locating the program with Windows Explorer. All of these
methods require a direct action by you. Windows also provides
several ways to automatically start programs and to monitor and
manage them while they are running.

Start Programs Automatically

Sometimes, you will want to start a program automatically and
have it run in the background every time you start the computer.
For example, you might automatically run an antivirus program
or an Internet phone program (such as Skype, which your kids or
grandkids may be pestering you to get so you can talk to them at
a cheaper cost). To automatically start a program, open a folder, or
open a file in a program:

1. Click Start, click All Programs, right-click Startup, and click Open
All Users. The Startup folder will open.

| Startu

L. thinko Farare
. Turbol Open
1 Wideol, Open all userslk
L Windo
Explore
L KAMP

Explore all users
| Xara £

4 Bac Delete

Rename

: Searth" Properties

2. Click Start and click Computer to open Windows Explorer. Position
the Explorer window so that you can see both it and the Startup
window on the desktop at the same time (right-click the taskbar and
click Show Windows Side By Side to arrange both windows).
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§ 3. In Explorer, open the drive and folders needed to display the program

Some programs automatically start when file you want to automatically start, or the folder or disk drive you N
Windows 7 is started without being in the want to automatically open, or the file you want to automatically
Startup folder. These are system programs. start in its program.

4. Hold the right mouse button while dragging (right-drag) the program
file, the folder, or the file to the open Startup folder, as you can w
see in Figure 7-1. When you reach the Startup folder, click Create
Shortcuts Here.

5. Close the Startup folder and Windows Explorer. The next time you
start your computer, the action you want will take place. D

Start Programs Minimized
Sometimes, when you start programs automatically, you want them

to run in the background—in other words, minimized. To do that: 4
1. Click Start, click All Programs, right-click Startup, and click Open
All Users to open the Startup folder.
2. Right-click the program you want minimized, and click Properties. o
Click the Shortcut tab.
f (= [ | (=@ x |
@O'| L%t Microsoft Office » Officeld » v|‘9|| Search Cffi., Pl Q\;} | . <« StartMenu » Programs » Startup v|‘,|| Segrch Star., Pl
Organize » Open Burn New folder = - [ @ L C:ganize » Include i;libra; : - Share;th > Burn > - = ~ i @
T ;_'. = !7_“_, \,;_ — e _
( b Dfficeld “-W‘a S Libraties | |
[+ Stationery !
L Templates WPREWIEWS WWIEWADWG.DLL ﬁ Homegroup
I+ 0 Microsoft Sikverlight 118 - oo
0 Microsoft QL Server Corrl| Y (M Computer 3
&L Microsaft Sync Framewoarl Lr oz
I+ Microsoft Synchronizatior w’ﬁf e f! THetwork
B Microsoft Visual Studio L L
L Micrasnft Wisal Studin T SVIEWER.DLE M = i @
w; WINWORD Date medified: 1/21/2010 5:20 PM 1item State; 22 Shared
{ Application Size: 1.35 MB l
Figure 7-1: Programs in the Startup folder are automatically started when you start Windows 7.
—h
o
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B8 Snagit 10 Properties [=5=) 3. Click the Run down arrow, and click Minimized, as shown in Figure 7-2.

Securly Detalk AT 4. Click OK to close the Properties dialog box, and then close the
General Shortcut Compatibility Startup folder
@ Snagit 10
Target type: Application SChed u Ie Prog ra m s
Target location: Snagi 10 You can schedule a program to run automatically, send an email, or
Target: rogram Files\TechSmithhSnagit 1045 nagit32. exe”

display a reminder on your screen using Windows 7’s Task Scheduler.

Satin "E:AProgrem FiesiTechSmithSnegit 10" 1. Click Start, click All Programs, click Accessories, click System

Shotteutkey:: | None Tools, and click Task Scheduler. The Task Scheduler window will

Bun Nomal winda - open, as you can see in Figure 7-3.
Mormal window
Comment: 1
Marimized
Open File Location ] | Changslcon.. | | Advanced.. | r@ e =
File  Artinn  Aiew  Help
«=|FE BE
(D) Task scheduler (Local)
v Lih Task Scheduler Library 3
l QOvendew of Task Scheduler - i | .Connecl to Another Computer..,
I 0K ] [ Cancel ] [ Apply ] "I_ Wou can use Task Scheduler to create and @ E Creale Basic Task...
L ‘\‘:_4' manage common tasks that your computer |=
~ will carry out autormatically at the times you l; % Create Task...
Figure 7-2: Minimizing a program, when it o o iy s emannae | impot Lask.
has automatically started, lets it run in the . e - [ Display Al Running Tasks
background. Tk e PR e T ] Disable All Tasks Histary
Task Status -] i —
AT Serice Account Configurati...
Status of tasks that have 5. EL,,t 24 hours - Wiewr 12
Surnmary: T3 total - 0 running, 70 succeeded, 0 stoppe... 1G] Refresh
E Help
Task Mame Run Result | =
AdobedAbUpdater-1.0-Asus-... E
Ai Manager {last run succeeded..,
: AitAgent (last run succeeded at.,
Many programs, such as Backup and antivirus [t ASUSACPI Service Provider (ru... -
programs, use their own scheduler to run Last refreshed st 12/1/2010 5:42:04 PM Refresh |
automatically on a scheduled basis.

Figure 7-3: The Task Scheduler is used by Windows 7 for many of its tasks, but you
can also use it to repeatedly perform a task you want.
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2. Click Create Basic Task in the actions pane or in the Action
menu. The Create A Basic Task Wizard opens. Type a name and N
description, and click Next. Select when you want the task to start,
and again click Next.

3. Depending on when you want the task to start, you may have to
select the start date and time and enter additional information, such w
as the day of the week for a weekly trigger. Click Next.

4. Choose whether you want to start a program, send an email, or
display a message, and click Next.

5. If you want to start a program, select it either from the list of programs o
or by browsing to it, add any arguments that are to be passed to the
program when it starts, and indicate if you would like the program to
be looking at a particular folder when it starts (Start In).

Create Basic Task Wizard [ —Or- (é)]
@ Summary If you want to send an email, type the From
and To email addresses, the subject, and text;
AR _ browse to and select an attachment; and type
T:fw Hars, - o your SMTP email server (this is your outgoing o
i Description: mail server that you entered when you set up
Display a Message Windows Mail—see Chapter 5).
[Finish |
—Or—

If you want to display a message, type a title and
the message you want it to contain.

Trigger: Weekly: &% 6:52 PM every Wednesday of every week, starting 12/1/2010 o dler M‘
Action: Display a message; Reminder
[¥] Open the Properties dialog for this task when I click Finish Prepare and distribute the weekly newsletter. ®
When you click Finish, the new task will be created and added to your Windows schedule.
’ < Back ] I Finish ] | Cancel ]
Figure 7-4: The Task Scheduler can be used to 6. Click Next. The Summary dialog box will appear, as shown in ©
send email messages and display a message on ; B ; : : :
your screen, as well as to start a program. Figure 7 4.. CI|c!< (.)pen The .Prop.el:tles Dialog For This .Task.
When | Click Finish, and click Finish. The Task Properties dialog
box will appear.
—h
o
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[\) NOTE |

The Create Task dialog box, basically identical

to the Task Scheduler Properties dialog box, 8. Wh o h h | K click OK. Click
can be used to set up a scheduled task instead . en you are done reviewing the scheduled task, clic . Clic

of using the Task Scheduler Wizard. Click Task Scheduler Library in the left pane. You should see your
e T e ef et Becle Teelk scheduled task in the center pane. Close the Task Scheduler window.

7. Look at each of the tabs, review the information you have entered,
and determine if you need to change anything.

Control Programs with the Task Manager

The Windows Task Manager, shown in Figure 7-5, performs a number
of functions, but most importantly, it allows you to see what programs
In the left pane of the Task Scheduler, click Task and processes (individual threads of a program) are running and to
Scheduler (Local), in the center pane scroll unequivocally stop both. A display of real-time graphs and tables also
down to display Active Tasks, and within that shows you what is happening at any second on your computer, as you

scroll down and double-click a Task Scheduler R .
I o : can see in Figure 7-7. To work with the Task Manager:
to work with it using the actions in the right pane.

1. Press CTRL+ALT+DELETE simultaneously and click Start Task
Manager. Alternately, you can right-click a blank area of the taskbar,
and click Start Task Manager.

{8 Windows Task Manager ==
SWITCHING PROGRAMS File Options View Windows Help
You can switch programs that are running on the Appications | Processes | Servizes | Performance | Netwarking | Users
desktop, on the taskbar, and on the task list. You = % R
can also switch them using the Task Manager | CH\Users|Marty\Documents|ancestry| B Matthe... Running
(see “Control Programs with the Task Manager” ‘g?ﬁ;”;;‘:;;fﬁf;;ﬁfﬁm —
later in this chapter).
SWITCH PROGRAMS ON THE DESKTOP
If you have several programs running and
arranged so that you can see all of them, switch
from one to another by clicking the program you
want to be active. However, if you have more
than two or three programs running, it may be
hard to see them on the desktop and, therefore, Figure 7-5: The Task Manager s e s
to select the one you want. shows you what programs
Continued . . . are running and allows Processes: 63 CPU Usage: 6% Physical Memory: 24%
you to stop them.
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2. Click the Applications tab. You'll see a list of the programs you are

SWITCHING PROGRAMS (continued) running, as shown in Figure 7-5. N
SWITCH PROGRAMS ON THE TASKBAR 3. Click a program in the list. Click End Task to stop the program, or

If you have up to five or six programs running, you click Switch To to activate that program.

should be able to see their tasks on the taskbar. 4. Click New Task to enter a program you want to start.

Clicking the task will switch to that program. w

If you have multiple instances of a single program

open, they will, by default, be grouped in a single
icon. For example, in the following illustration, 5 o[ir RecemPinces
the taskbar icon indicates (note the right edge of Orguniee v N
the icon) that there are multiple instances open 9 Favorites o fame
for both Internet Explorer and Windows Explorer. B ‘:’ e
B Deskiop L. Canon AL Manual
& Downloads A Chil
] Recent Places L chiz
14 b ChO3 (@)
4 Libraries r R
b Crs
o Hamegroup L ChiG
W Chi?
™ Computer . Data
e Bus () - DE DISK (H3
M Locsl Disk (D 3 . Ellen Camin
s Data () | Intemet Eplorer (e))
e Loeal Disk (G} L Imeestment Stuff
To select a particular instance of a program o DR " —
when there are multiple instances running, .';_'; o

mouse over the icon on the taskbar to open
thumbnails of the several instances, then mouse
over the one you want to see enlarged. Finally,
when you are ready to fully open one particular
instance, click the thumbnail for that instance, as
you can see in Figure 7-6.

SWITCH PROGRAMS ON THE TASK LIST

The oldest method of switching programs, which
predates Windows 95 and the taskbar, is using
the task list.

1. Press ALT+TAB and hold down ALT. The
task list will appear.

Be o] a

Figure 7-6: You can select one of several instances of a running program
by mousing over the taskbar icon and the thumbnails, and then clicking the
thumbnail you want.

Continued . . .

-
o
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SWITCHING PROGRAMS (Continued)

2.

While continuing to hold down ALT, press

TAB repeatedly until the highlight moves to
the program and instance you want or the

desktop on the right. Then release ALT or

click an icon to select the program you want.

If you don’t want tasks grouped on the taskbar,

right-click an empty area of the taskbar, click
Properties, click the Taskbar Buttons down

arrow, and click Never Combine. Click OK to

close the Properties dialog box. This not only

doesn’t combine, it also adds a
title to each task or icon—taking

Taskbar buttons:

up a lot of room. This method is

not recommended.

Motification area

notification area.

5. Click the Processes tab. Here you see a list of all the processes
that are currently running and their CPU (percentage) and
memory (KB) usage. Most of these processes are components
of Windows 7.

6. Click the Services tab. This is a list of the Windows 7 services that
are active and their status. There is nothing that you can do here
except observe it.

7. Click the Performance tab. This tab graphically
shows the CPU and memory usage (see Figure 7-7),
while the Networking tab shows the computer’s use
of the network. The Users tab shows the users that
are logged on to the computer. You can disconnect
them if they are coming in over the network or log
them off if they are directly logged on.

8. When you are done, close the Windows Task Manager.

-
%8 Windows Task Manager ﬂiﬂ

File Options View Help

|ﬁppicaiions I Processes 1 Services | Performance

CPU Usage CPU Usage Histary

Memary

Physical Memory Usage History

Taskbar location on screen:

[_Always combine, hide labels V]

Alvways combine, hids labels
Combine when taskbar is full

Customize which icons and notificaro

It is generally not a good idea to end a process.

Instead, stop the program in the Applications
tab that is generating the process.

Mever combine Physical Memary (ME) System
9pped o Total g191 Handles 27292
Cached 2302 Threads 979
Available 5898 Processes 66
Free 3823 Up Tirme 0:05:34:40
Commit {GE) zi1s
Kernel Memary (MB)
Paged 07 .
Honpaged 71 | 1% Resource Maritar. .. |
Processes: 66 CPU Usage: 7% Physical Memonye: 2736
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Figure 7-7: Under most circumstances, on a
personal computer, only a small fraction of
the computer’s resources are being used.
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[V) NOTE

Control Windows Indexing

In Windows 7, you cannot turn off indexing—it is ) ) ) ) N
an integral part of the search facility. Windows Windows 7 automatically indexes the files that are stored on a
Indexing has become quite efficient and seldom computer to substantially speed up your searches of files and folders.

affects the performance of the computer. Also,
you shouldn’t index your full c: drive, as this
includes program files that will slow down the
search for your own data, music, and other

1. Click Start, click Control Panel, select Large Icons view if it is not
already selected, and click Indexing Options to open the Indexing w
Options dialog box.

personal fileS. y r;e, Indexing Cptions bﬁid’
21,103 tems indexed
.""\ i
EQE)‘? Indexing complete, _b
Index these bocations:
Inchiwded | nratinns Ferkide
:d_\=1nbernet Explorer Hichory
O |Mirusolt, Quthock,
STOPPING PROGRAMS st o
You may choose to stop a program simply i T —
because you are done using it or in an attempt ~dripniitn I
to keep a program from harming your data or
other programs. .
USE THE CLOSE BUTTON
One of the most common ways to close a _
q . Modif ¥l adwanced
program is to click the Close button on the S d: ﬁ'l T«
upper-right corner of all windows. == 3 ok bt st v ek
o5e [ Choth ]
USE THE EXIT COMMAND I J

Almost all programs have an Exit command in 2
a menu on the far left of the menu bar; often,
this is the File menu or tab. Open this menu
and click Exit. The “Close” option on this menu
generally means to close the current document

. If you want to change what is being indexed, click Modify, click
the triangle icon to open the drives on your computer, and click the
folders, as shown in Figure 7-8. Then click OK. foe)

3. If you want to change the types of files being indexed, click

but leave the program running so you can open Advanced. Choose if you want encrypted files indexed, or if you want
another document. In a few instances, “Close” similar words that have different marks (diacritics such as the accent,
means the same as “Exit’ when there is only grave, and umlaut) that change the sound and meaning of the word ©
“Close” and no “Exit.” & it indexed differently. Click the File Types tab, and select the types of
Continued . . . files you want included. When you are done, click OK.

4. Close the Indexing Options dialog box.

0]}
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STOPPING PROGRAMS (continued)
CLOSE FROM THE TASKBAR

There are two ways to close a program from
the taskbar. |

Mouse over the icon,
move the mouse to the
red X in the upper-right
corner of the thumbnail,
and click.

_Or_
Right-click a task on the taskbar, and click

Close Window (or Close All Windows if there
are multiple instances).
[E Ihicrosott Word 2010

- Pin this program Lo Laskbar

/I8 Close window L}

CLOSE FROM THE KEYBOARD
With the program you want to close open and
selected, press ALT+F4.

If none of these options work, see “Control
Programs with the Task Manager.”

It could be that none of the options mentioned
in the “Stopping Programs” QuickSteps will
work if the program is performing a task or has
some fault. In that case, if you want to force the
program to stop, shut down Windows itself and
click Force Shut Down.

8 o
& Indexed Locations g

Change selected locations

b ﬁ f'ls@!;_((_:)
| CH\Dynamic Web Prog. ABG) {Unavallable)
|, C:\Program Files (x86YiMicrosoft Office\OFfice141¥isio Conter

b (g Dala (F:)

(- DE DISK (H:)

é_ Inkernet Explorer History

( Local Disk (D:)

s Local Disk (G2

|0 Microsoft Outlook

7 ® offine Files

W T Windows Sticky Notes

EIC

JEZORERE

4 m *

Summary of sclected locations
Included Locations Exchade
aData (F:)
t'j_tlrtemet Explorer Histary
0| Micrusuft Ouliouk,
¥ offire Files
L Farl Menu
o lkeers Default; Anphata; Applata; 4.
L. ‘Windows Live Mal
7 Windows Sticky Notes

([ Bisonatiocatons | (o J[ cona |

Figure 7-8: Windows Indexing uses idle
time to index your files and folders.

Maintain Windows 7

Windows 7 maintenance consists of periodically updating fixes and
new features, restoring Windows 7 when hardware or other software
damages it, getting information about it, and installing new hardware
and software.

Update Windows 7
Microsoft tries hard to encourage you to allow Windows 7 to update
itself, from the point of installation, where you are asked to establish
automatic updates, to periodically reminding you to do that. If you turn
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- on Automatic Updates, on a regular basis, Windows will automatically
To start the Windows 7 accessory programs,

N determine if any updates are available, download the updates (which no
such as Calculator, Notepad, and Paint, click ) ) .
I e [[ e o Ay e S come from Microsoft) over the Internet, and install them. If Automatic
and click the program you want to use. These Updates was not turned on during installation, you can do that at any
programs are discussed further in Chapter 9. time and control the updating process once it is turned on.
w

TURN ON AUTOMATIC UPDATES

To turn on, off, and control Windows Update:

1. Click Start and click Control Panel. In Category view, click System

It is important and strongly recommended that And Security, and click Windows Update. In Large Icon view, click =
you allow Windows 7 to do automatic updates. Windows Update.

Many of the updates are fixes for potential
security loopholes that will help protect
your system.

2. Click Change Settings, determine the amount of automation you
want, and click one of the following four choices after clicking the

Important Updates down arrow (see Figure 7-9): o
=) The_ first ar]d rgcommended
o choice, which is what | use,
@k“)lv}i: « Windows Update » Change settings = [43|[ scarch Con.. P

is the default. It automatically
determines if updates are
needed, downloads them, and

Choose how Windows can install updates

When your computer is online, Windows can automatically check for important updates and install them

::;l:.lg:,z::p zettings. When new updates are available, you can aleo install them hefore chutting down the then insta”s them on a frequency
How does autematic updating help me? and at a t|me yOU SpeCIfy

Important updates ® The second choice automatically
& st wpaaes ically (recommended) - determines if updates are

needed and downloads them; it

Inztall new updates: |Every d = | at |3:00 AM -
R J | then asks you whether you want
ecommended updates .
[¥] Give me recummended updates the same way D receive impurtant updates to InSta” them -
e e ottelioa ® The third choice automatically o0
g B o " " determines if updates are
ICroso paaic
[¥] Give me updates for Microsoft products and check for new opticnal Microsoft software when | needed, aSkS you befo re
vpdite Windons downloading them, and asks you
e _ - again before installing them.
[7] Show me detailed notifications when new Microsoft software is available ©
. R Note: Windows Update might update itself automatically first when checking for other updates. Read our ® The fou rth Ch0|Ce, Wh |Ch |S nOt
Figure 7-9: Automatic Updates privacy statement online. recommended. never checks
determines which updates you for undates ’
need, and can automatically ok | [ Concel | P :
download and install them.
—h
o
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3. Choose whether to include recommended updates when you are
otherwise online with Microsoft, whether all users can install the
updates, and whether to use Microsoft Update Service to receive
updates for other Microsoft products you have installed, like
Microsoft Office.

4. Click OK when you are finished, and close Windows Update.

APPLY UPDATES
Dy New updateshs avallible % If you choose either the second or third option for handling updates,

' Click to install them using Windows Updatc.

you will periodically see a notice that updates are ready to download
N\ and/or install.

When you see the notice:

1. Click the notice. The Windows Updates dialog box will appear and
show you the updates that are available.

2. Click the individual updates to see detailed information about them.

3. Select the check box for the updates you want to download and/or
install, and then click OK.

4. After you have selected all the updates you want, click Install
Updates. You will see a notice that the updates are being installed.

5. When the updates have been downloaded and installed, Windows
Update will reopen, inform you of this fact, and often ask to restart
your computer.

6. Close any open programs, and click Restart Now.

Use the Action Center

The Windows Action Center contains messages that have been sent
to you from Windows and other programs that, at least from the
viewpoint of the program, you need to respond to. When a message
is sent to you by a program, a flag with a red X appears in the
notification area.
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— Click the notification area Action Center flag to open the Action Center
“’% Pn i jump list. Click any option on the jump list to go directly to the window N
or dialog box, where you can view the message and possibly take

Change Windows Update settings (Important) . .
corrective actions.

Windows Defender needs to scan your

computer _Or_

Address a preblem with Adobe Acrobat . ) . w
@5« 1. Click Open Action Center to review recent messages and resolve

‘ up backup

problems, as you can see in Figure 7-10.

Open fichion Center 2. Click the relevant item to address the issue, and when you are ready,
' - close the Action Center.
N
[=l= ey CHANGE ACTION CENTER SETTINGS
QQ [¥ » Control Pansl » System and Sscurity » Action Canter - 42 || search Cont.. P You can Change how the Action Center informs you
i @ of an alert message.
Review recent messages and resolve problems
Change Action Center settings Action Center has detected one or more issues for you to review. 1- From the ACt|On Center, CI|Ck Change Action 9
'@ Change User Account Control =
sellings - Securit\,r ':-E:' Center Settlngs.
e i i 2. Select the security and maintenance messages you
View performance information Windows Defender needs to scan your computer |
i i oG B R T e iy want to see. Open any of the related settings that
S seem pertinent, returning to the Action Center when o

Maintenance you are ready.

@

b rorem et ot b eroot 3. When your A<?t|on Center settings are .the way you
Adobe Systems Inc. recommends installing Want them, CIle OK and CIOSe the ACthn Center.

the latest version for updates that might
zolve thiz problem.

Archive this message

Restore Windows 7

e e et up backur System Restore keeps track of the changes you make
Turn off messages about Windows Backup to your system, including the software you install ©

and the settings you make. If a hardware change, a
software installation, or something else causes the

Dackup and Restore . T
Windows Update P &‘ et system not to load or not to run properly, you can

i you don't see your problem listed, try one of these:

Seealso

Find and fix problems Restore your .
Windows Program computer to an
S g i use System Restore to return the system to the way it ©

was at the last restore point.

Figure 7-10: The Action Center consolidates and maintains alert
messages that are sent to you by the programs you run.

0]}
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§: SET UP SYSTEM RESTORE

System Restore does not restore or make
any changes to data files, only to system and
application program files. Data files must be

In a default installation of Windows 7, System Restore is automatically
installed. If you have at least 300MB of free disk space after installing

backed up, using either the Windows 7 backup Windows 7, System Restore will be turned on and the first restore
program or a third-party backup program, and point will be set. If System Restore is not enabled, you can turn it on
then restored from a backup. ) and set a restore point.

1. Click Start and click Control Panel. In Category view, click System

And Security, in any view click System, and finally click System
' Protection in the left pane. The System Properties dialog box will

System Restore actually needs at least 300MB appear with the System Protection tab displayed, as you can see in

on each hard, USB, and memory card drive that Figure 7-11.

has the feature turned on, and may use up to 15 2. By default, the disk on which Windows 7 is installed should have
percent of each drive. If a drive is smaller than system protection turned on, indicating that System Restore is
1GB, System Restore cannot be used. operating automatically for that disk. Again by default, your other

hard, USB, and memory card drives are not selected. If any drive
does not have protection and you want it on, select the disk, click
Configure, click Restore System Settings

System Praperti [ . . . .
il b And Previous Versions Of Files, adjust the
| Computes Name | Hardwate | Advanced | System Prtecton [Femle] disk space usage as desired, and click OK.
ﬁ rueifof?mwfé'é%ﬁiE?%"’C"vﬂ?—.ﬁ?iﬁiﬁl‘éﬁ??ﬁoen?"d 3. When you have made the adjustments you
want, click OK.
System Restore
Youcan o syem charges yrevenng | g0 ||| CREATE RESTORE POINTS
wour computer bo a previous restore poink.
A restore point is an identifiable point in time
Protection Settings when you know your system was working
g‘:':a"'e[s']“{’:‘ ] oot correctly. If your computer’s settings are saved
s Azus [C:] [System n . ;
caDats F) of at that point, you can use those settings to
= Local Disk [G:) Qff .
' restore your computer to that time. Normally,
e e gt Windows 7 automatically creates restore points
Creste 3 estore pointicht o orthe dives et [ Gromer for the system drive on a periodic basis. But
Figure 7-11: System Restore have system protection tumed an. ' i Kk t . int in ti that
returns the system to a | if you know at a given point in time that your
previous time when it was oK | [ Cancel |[ tpoy
functioning normally.
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computer is operating exactly the way you want it to, you can create
a restore point. N

1. Click Start and click Control Panel. In Category view, click
System And Security, in any view click System, and click System
Protection in the left pane. The System Properties dialog box will

appear with the System Protection tab displayed. @
2. Click Create and type a name for the restore point. The date and time
System Protection .
— are automatically added, and you cannot change the name once you
@ The restore point was created successfully. create |t
= £ N

3. Click Create again. You will be told when the restore point is created.
Click OK and click Close to close the System Properties dialog box.

RUN SYSTEM RESTORE FROM WINDOWS

If you can start and operate Windows 7 normally, try to execute the 3
following steps. If you can’t make it through these steps without

GENE DEPENDS ON
HIS COMPUTER
When there is a disaster,
the Federal Emergency
Management Agency

Windows 7 crashing, go to the next section.

1.

Click Start and click Control Panel. In Category view, click
System And Security, in any view click System, and click System
Protection in the left pane. The System Properties dialog box will
appear with the System Protection tab displayed.

(FEMA) may call me in to 2. Click System Restore; a message explains the restore and, if you
help communities recover have a recent restore point, it is shown as the recommended restore
from the event. | can be . . .
, point. If you want to use that restore point, click Next and go to step 4.
sent anywhere in the
country, and | go with my own laptop computer 3. If you want to use another restore point, click Choose A Different
and am issued another one by FEMA. | wouldn’t Restore Point, and click Next. If you don’t see a recommended
and couldn’t be without those computers. | use restore point, also click Next. A list of restore points will open, as oo
them many times a day to keep in contact shown in Figure 7-12. Select the restore point you want to use, and
with my colleagues at the agency, with the click Scan For Affected Programs. This will tell you if any programs
congressional staffs with which I'm working, have been updated or had a driver installed after the restore point. If
and with my family and friends back home. you go ahead with the restore, these programs will be restored to their ©
state before the update. Click Next.
Gene L., “over 65,” Washington
—h
o
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You can restore from a system restore.
Immediately before doing a system restore,

a restore point is created and can be used to
return to the point the system was at prior to
performing this action. Simply re-run System
Restore as described in either of the System
Restore sections in this chapter, choose Undo
System Restore, and follow the remaining
instructions.

. You are asked to confirm the restore point the system will be returned

to and given information about that point. If you do not want to restore
to that point, click Back and return to step 2 or 3.

. System Restore will need to restart your computer, so make sure

all other programs are closed. When you are ready to restore to the
described point, click Finish.

. A confirmation dialog box appears, telling you that the restore process

cannot be interrupted or undone until it has completed. Click Yes to
continue. Some time will be spent saving files and settings for a new
restore point, and then the computer will be restarted.

. When the restore is completed, you will be told that it was successful.

Click Close.
i System Restore ﬂ
Restore your computer to the state it was in before the selected event =

How do I choose a restore point?

Current time zone: Pacific Standard Time

Date and Time Description Type

Installed Snagit 10
Removed Snagit 10 Uninstall
‘Windows Update Critical Update

|| Shows more restore points [ Scan for affected programs ]

[ < Back ][— ek = i[ Canicel ]

b

Figure 7-12: You can do a system restore at any of the restore
points on the computer and return all of the Windows 7 settings
and registry to that point in time.
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You must log on as the administrator, with the

appropriate password, in order to run System
Repair.

You can also run System Restore by clicking
Start, clicking All Programs, clicking
Accessories, clicking System Tools, and
clicking System Restore.

RUN SYSTEM RESTORE FROM SYSTEM RECOVERY
Windows 7 has a System Recovery mode that allows you to start
Windows in a minimal way and fix many problems. You can start
System Restore in this mode.

1.

If your computer is turned on, turn it off (use Shut Down and make sure
the power is off) and let it sit for at least two full minutes. This allows all
of the components to fully discharge and will give you a clean restart.

. After your computer has sat for at least two minutes without power,

remove any disks in the floppy, CD, or DVD drives, or any USB flash
drives (“thumb drives”) and turn the computer on. As soon as the
memory check is complete, hold down the F8 key. After a moment,
the Advanced Boot Options menu will appear.

. If necessary, use the UP ARROW key to go to the top choice,

Repair Your Computer, and then press ENTER. Windows 7 will
begin loading.

. Select the type of keyboard you want to use, and click Next. Select

and/or type your user name and password, and click Next.

. Click System Restore. The System Restore window will open. Click

Next. The list of restore points will be displayed, similar to what was
shown in the previous section.

. Follow the instructions in “Run System Restore from Windows” earlier

in this chapter, from the second sentence of step 3 on.

. The restoration process will begin and Windows 7 will restart. The

System Restore dialog box will appear, telling you that the restoration
was successful. Click OK.

Get System Information

When you are working on a computer problem, you, or possibly

a technical support person working with you, will want some
information about your computer. The two primary sources are basic
computer information and advanced system information.
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( [==Es| GET BASIC COMPUTER INFORMATION

&)= v ComulPar » Sptem end Seeurity » Sptern ~[4|[ s 21 Basic computer information provides general system
i i @|| information, such as the Windows edition, the processor
and memory, and the computer name and workgroup

Control Panel | lome

View basic information about your computer

) Device Manager Windows edition . . . .

& Remote settings Windouns 7 Uiimate (see Figure 7-13). To see the basic computer information:
Iﬁl System protection opyri icrocoft Corporation. . . .

= Priciod il e Click Start and click Control Panel. In Category view,

Service Pack1, v721 click System And Security, and in any view click

System. The System window will open. After you have
reviewed the information, click Close.

System GET ADVANCED SYSTEM INFORMATION
Rating: "M Your Windows bxpenence Index . . . .
#8 nerd o he refreched Advanced system information provides detailed system
Procesar S, TR e information and lets you look at services that are running,
sl menoy AN BONGE Group Policy settings, and the error log. To see the
System type: 64-bit Operating System . .
Pen and Touch: Mo Pen or Touch Input is available for this advanced SyStem lnformatlon:
Display
F . 3 Click Start and click All Programs. Click Accessories,
omputer name, domain, and workgroup settings . . .

EoRne e  Change settings click System Tools, and click System Information. The
Full computername:  Asus System Information window will open. Click any of the
Sompiier der g topics in the left pane to display that information in the right
Workgroup: MATTHEWS . . .

- pane. Figure 7-14 shows the summary-level information

o iee ey _ that is available. Click Close when you are done.

] Windows is activated aedor . o
:'r';dm U"':E;E . Product ID: 00426-202-0124795-85704  Change  [Rhbiatiing
erformance Information an roduc f o
ok o e || Add and Remove Software

Today, almost all application and utility software comes

Figure 7-13: Basic computer information provides an overview of the i one of two ways: on a CD or DVD, or downloaded
computer and its operating system. !
over the Internet.

INSTALL SOFTWARE FROM A CD
If you get software on a CD or DVD disc, all you need to do is
put the disc in the drive, wait for the AutoPlay dialog box to
automatically appear, and follow the displayed instructions, of
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Figure 7-14: Advanced system
information provides a great
depth of information useful in
troubleshooting.

If you are having trouble installing a program

for no discernable reason, make sure you are
logged on with administrative permissions. Some
programs or installation situations require these
permissions; without them, the program refuses
to install. See Chapter 6 to see how to establish
and work with administrative permissions.

By System Information

File Edit ‘iew Help

|| Item
El-Hardware Resources 0% Mame
-~ Conflicts/Sharing Version

-DMA

Cther OS Description
-Forced Hardware

0S8 Manufacturer
System Mame

System Manuracturer
-Memory

= Components Systemn Model

¢ @ Multimedia System Type
-CO-ROM Processor
-Sound Device BIOS Version/Date

m

-Display SMEBIOS Version
Infrared wiindows Directory

-Input System Directory

-Modem Boot Devica

& Network Lucale

-Ports Hardware Abstraction Layer
#- Storage Llser Name

-Printing Time Zone

-Problem Devices

Installed Physical Memory (RAM) 2.00 GB

Walue

Micrnsoft Windows 7 Lifimate

6.1.7001 Service Pack 1, v.721 Build 7601
Mot Available

Microsoft Corporation

ASUS

ASUSTek Computer INC.

CM3570

x64-based PC

Intelik) Core{l M)Z Quad MU QEL00 @ 2.3306Hz,
American Megatrends Inc. 0207, 5/13/2009
25

Cawindows

Chwindows\system32
sDevicelHarddiskolume2

Uniled Slales

Version = "6.1.7601,17105"

AsusiMarty

Pacific Standard Tinme

[ 5earch selected category only [T search category names only

il Total Physical Memory 5.00 GB
&) Software Environment ||| #vailable Physical Memory £.50 GO
- System Dvers. | Iotal virtual Memory 16,0 Gb
----En.wrunmwll. Wariables Available Virtual Memory 145 GB
-~ Print Jobs . Page File Space 2.00 GB
- Metwork Connedtions r = ;
5 Page File Chpagefile.sys
- Running Tasks
- Luaded Modules bl | LLi# | ¥
Find what: Finel I Close Finl

which there are usually only a few.
When the installation is complete,
you may need to acknowledge

that by clicking OK or Finish and
possibly restarting your computer.
Then remove the disc from its drive.
That is all there is to it.

' AutoPlay

DVD RW Drive (E3) Adobe
Dreamweaver C53

] Always do this for software and games:

Install or run program from your media

Run Autoplay.exe
Publiched by fidobe Systems Incorporated

General options

Cpen folder to view flles
l U using Windows Explorer

View more AutePlay vplions in Contiul Penel
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SETTING POWER OPTIONS @'\_’,-!3‘« All Control Pan., » Power Options [ 42| [ Search Controt Panel )
. . .. @
Setting power options is important on laptop Contrul Panel Home Selict a power plan
and notebook computers that run at least some Requite s password onwakeup  Power plans can help you masimize your computer's peformance or
- - Chumseubatheroms | Comome i port g b e st
of the time on batteries. It can also be useful Bt da i y changing ils p gs-2ell :
on desktop computers to conserve power. The e whetciosing e e Plans shown on the battery meter
Windows 7 Power Options feature provides a Create a power plan QUG I tnaen R o i
. 0 oy r A ically balances p & with energy o pti
number of settings that allow you to manage K Qosshusio s ol on capable hordware.
your computer’s use of power. e St e comper *) Power saver Chanige gl Setfirigs
i Saves energy by reducing your computer’s performance where
H H ossible, L4
1. Click Start and click Control Panel. :
In Category view, click System And Hide addtions! plans (
H H H See also "1 High performance Change plan settings
securlty’ and CIICk Power optlons' Personalization Favors performance, but may use more energy.
2. Choose one of the power plans, e i

User Accounts Screen brightness: O l) 2

depending on whether you want to

emphasize battery life (energy savings
Figure 7-15: Windows 7 has three preferred power plans

on desktops), performance, or a balance g h
. . that let you emphasize performance, energy consumption,
between the two (click Show Additional or a balance between the two.

Plans to display the High Performance
plan shown in Figure 7-15). You can also

reduce the screen brightness on a laptop —E
or nOtebOOK ComPUter to reduce the @(q)vrﬁ s Power.. » Edit Plan Settings - i 3 | Search Controt Panei 2
power drain. -
ch ttings for the plan: Balanced
3' TO See a more detalled Settlng’ C“Ck Choac:cgli::cclaniz di;1w‘:c€l::sthaatj:uc:antyour computer to use,
Choose Wht-en To Turn Off The Display. [l ovsseer B —
If you are using a laptop or notebook
computer, your power options will look LDk ihe dspiy: (e ol [ 1)
like those in Figure 7-16. (A desktop D Turn off the display: [5 minutes <] (10 minutes -
computer won’t have the battery settings.) ® bitmscompunionie e ) e =
4. Click each of the drop-down lists, select _ i 0 % 5 0 ;
. . o Adjust plan brightness: u L =
the setting that is correct for you, and Figure 7-16: You can
adjust the screen brightness. If you would 'dfe:‘ the meounz :f
- - - 5 1aie time perore e Change advanred power settings
Ilke to contr0| IndIVIduaI pleces Of hardware display and/Ol' the Restore default settings for this plan
(disk drives, USB ports, and so on), click computer are turned
Continued . .. off or put to s_Ieep, Swvethargs | [Earcie)
respectively.
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SETTING POWER OPTIONS (continued)

Change Advanced Power Settings, click
the plus signs to open the lists, click the
action you want to change, and click the
spinners to adjust the values. Click OK
when you are finished.

5. When you are ready, click Save Changes
to accept the changes you have made to
your power options settings.

See Chapter 1 for a discussion of the differences
between shutting down a computer and putting
it to sleep.

INSTALL SOFTWARE FROM THE INTERNET
To download and install a program from the Internet:

1. Click the Internet Explorer icon on the taskbar. In the address
bar, type the URL (uniform resource locator or Internet address)
for the source of the download, and press ENTER. (For this example,
I’'m downloading the Firefox web browser whose URL is http://www
.mozilla.com, but you don’t need to type the “http://www’—just type
“mozilla.com.”)

2. Locate the link for the download, and click it, as shown in Figure 7-17.

You may need to approve the downloading in Internet Explorer by
clicking the bar at the top of the window and clicking Download File.

e i;:,I|U hetp:/fursrsemozilla.com/e O + B & X || @ Mozill | Fircfoscweb brows.. l_‘ {n s €
» mozilla DESKTOP MOBILE ADD-ONS SUPPORT [
Firefox

Made to make the n})

o)
Web a better place. 5
anew  super even more . J 4
look speed ~ awesomeness S N

K2 rotimamatny

; ) Firefox4 ¥

. W/ Free Doumload o
J Y Team

g \ Firefox

(et Firefox an your phone!
£ I L
hittp:f favavar rnozilla,comy/products/ d. duct=firefox-4.0&80s=winétlang=en-U3 wA00% v

Figure 7-17: Mozilla’s Firefox is a good alternative browser to
Internet Explorer.
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Unless you are specifically told otherwise,
always save a downloaded file to your hard
disk and then, if a program-specific dialog box
doesn’t automatically appear, allowing you to
start the program, start it by double-clicking the
file on your hard disk. That way, if there is a
problem, you can restart the program without
having to download it a second time.

3. A message box will appear, asking if you want to run or save the
program. Click Save.

Firefox Setup 4.0.exe (11.9 MB) 3347-mozilla.voxcdn.com

Run Save = Cancel

4. When you are told the download is complete, click Run to start the
installation. Follow the instructions that are displayed.

The Firefox Setup 4.0.exe download has completed.

Run Open folder View downleads

5. If the program does not have a valid digital signature (many do
not), a message will appear telling you this and asking if you want
to continue. Decide that and, if so, click Run again; otherwise, click
Don’t Run. User Account Control will also ask if you are sure you
want to go ahead. Click Yes if you do, or click No if you don't.

6. Follow the program’s installation instructions, making the choices that
are offered to you.

7. When the installation is complete, you may be notified, the program
may be started, Windows Explorer may be opened to show where
the program is installed, and/or one or more shortcuts may be left on
the desktop.

)

Mozilla
Firefox

8. Close the Windows Explorer window and any other windows and
4 dialog boxes that were opened by this process.

REMOVE SOFTWARE
There are at least two ways to get rid of a program you have
installed and one way not to do it. You do not want to just delete
the program files in Windows Explorer. That leaves files in other
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[ l=/@e3]| locations and all the settings in the
@O'lﬁ ¥ Contral Panel b Al Contral Panel Trerms % Pragrams and Features - | G’l | Searrh P, O | registry' TO Correctly remove a program, N
Gt Pl e you need to use either the uninstall
Uninstall or change a program h th
View installed updates T uninstall a prograrm, select it foom e list and then dick Uninstall, Change, ur Repair. program that comes wit many
% Tum Windows festures on or programs or Windows 7’s Uninstall
Organize v  Uninstall  Repai = v @
R — : _ Or Change A Program feature. To do w
[Mame Publisher Installed On  Size Wersion it
A Adobe Acrobat Y Pro bxtended - English, Fra..  Sdobe Sys..  4/16/2011 yau the latter:
B Adobe AIR Sdobe Sys..  16/2011 11.0.5700
(=4 Adobe Dreamweaver C33 Adobe Sys.. 21672011 58 ME 9.0 H H
B "dobe Flash Player 10 ActiveX, Adobe Sys..  2/16/2011 SO0ME  10.215226  |F 1. Click Start and click Control Panel. In
SAdobeFlash Player 10 Plugin Adabe Sys.. 2/16/2011 600 ME  10.1102.64 Category view, click Programs and in o
52 Adobe Media Mlayer Adobe Sys.. 2/16/2011 11 . .
S 2dobe Reader X (10.0.1) Adobe Sys. 271072011 1IMB 1001 any view click Programs And Features.
B s sl i L0400 The Uninstall Or Change A Program
[ &mazon Games & Software Downloader Arnazon 12/20/2009 2.0.20 . . .
[E70 nsweriarks 5.0 English Runtime Vantage S 0/23/2010 5.0.7 window will open, as you can see In
[TTAPEX 64-bit Add-On Adobe Sys..  8/24/2009 JL0KB 900 ; _
[ aptana Studic Aptang, Inc.  2/16/2011 120 Flgure 7 1 8' ol
[T7ASUSUp date 2162011 : :
EALurtwathileleu LAM Card Azurewave  5/12,/2009 1070 2' CIICk the program you Want to unInSta”’
%_BPDJ_ — Applelnc, 17172011 LT4MB 2040 and click Uninstall on the toolbar.
" Core il emove only) 21672011 . .
St e i Follow the instructions as they are
Cul'clm‘i Corel Corp...  2/16/2011 presented, WhICh vary from program
CorelDRAWR) Graphics Suite ¥4 - Bxtra Con...  Corel Corp...  2/16/2011
CorelDRAWATY Graphics Suite )4 - Windows... Corel Corp...  2/16/2011 2.92 MD to program. o
[8°1EPU-4 Engine 27162011 1.00.19 il .
o i A s R 3. When the uninstall has successfully
Apple Tnc. Product version: 2040 completed, close the Uninstall Or
Help link: http:/fwww.apple.com/zupport/ .
e S R Change A Program window.

Figure 7-18: Programs are removed through the
Uninstall Or Change A Program feature.

Add Hardware
Most hardware today is Plug and Play. That means that when

you plug it in, Windows recognizes it and installs the necessary @

The “change” part of the Uninstall Or Change driver software automatically and you can immediately begin

A Program window is used to install updates using it. Often, when you first turn on the computer after installing

and patches to programs. It requires that you the hardware, you see a message telling you that you have new ©

have either a CD with the changes or have hardware or that Windows is installing the device driver. Frequently,

downloaded them. With some programs you will you need do nothing more; the installation will complete by itself.

get a third option: Repair. )
—h
o
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With other equipment, you must click the message for the installation
to proceed. In either case, you are told when it has successfully
completed.

.
‘I Installing device driver software ™ *
Click here for status,

Problems may occur when you have older hardware and the programs
that run it, called drivers, are not included with Windows 7. In that
case, you will see a dialog box saying you must locate the drivers. Here
are some options for locating drivers:

® | et Windows 7 see what it can do by itself by clicking Locate And
Install Driver Software in the Found New Hardware dialog box.
Windows 7 will scan your computer and look on the Microsoft site to
see what can be found.

® Microsoft has drivers for the many popular devices and, as a part of
Windows Update (discussed earlier in this chapter), the ability to scan
your system and see if it has any drivers to help you. The first step is
to look at Windows Update by clicking Start, clicking All Programs,
and clicking Windows Update. Click Check For Updates in the
upper-left area, and see if a driver for your device is found.

® The manufacturer of the device is generally a good source, but as
hardware gets older, manufacturers stop writing new drivers for more
recent operating systems. The easiest way to look for manufacturer
support is on the Internet. If you know the manufacturer’s website,
you can enter it; or you may have to search for it. If you must search,
start out by typing the manufacturer’'s name in the Internet Explorer
address bar. This uses Bing search and gives you a list of sites.

® Third-party sources can be found using search engines like Google
(google.com) and searching for “device drivers.” You should find a
number of sources, as you can see in Figure 7-19. Some of these
sources charge you for the driver; others are free. Make sure the
driver will work with Windows 7.
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9"-____..' |§ hitpy/fwrarar gongle.com/Fhizenfepld © w | (4] | X || M sarnsung hdd drivers GDDgft--vl | (b & ¢ io N
Web Images Videos Maps MNews Shepping Gmail more v " Web Hi;to;y_l Search settings | Signin  *
GO Ogle samsung hdd d”"'ersl Search | Tt o0 ¥
About 1,780,000 results (0.20 sceonds) Advonced scorch =l
* Everything » Samsung Fast Hard Drive Ad | Ads w
(0] Images 550 Uses Two Thirds Less Power Than Typical Hard Drives- Driver Downloads
Leam Iore Now! et Intel® Graphics Drivers, Ly
Bl \ideos www. Samsung . com BIOS & Fimware. Uownload now.
¥ More ) 3 Intel.com
SAMSUNG Hard Disk Drive -
The cne and only HDD company in Korea, which dewelopes Free Samsung Drivers
Langley, WA Hard Disk Drive for fast & easy storage and aceess of data Official Samsung Drivers.
> Change localion erueial to the Digital era. Downluad and Install in Seconds! D
WA, Jglobal/busi hdd/ - Cached - Similar Samsung.DriverSquad.com
~| Show scarch tools Hard Disk Drive | SAMSUNG HDD Drivers Download
2.5 PATA HDD Experience the outstanding performance Liewnload HOU Drivers Now
Suppert. HM16UHC. How ... Instantly Update ¥ our HDD Drivers
www.samsung.com/au/.. fpe.../hard-disk ../indox.idx?.. HDD-Drivers. DriverWhiz.com
Australia - Cached - Similar .
SAMSUNG Hard Disk Drive - suppor - uliities Driver Downioed 3
This pregram is used to diagnese the disk when the Get Drivers, Lpdates and Downlands
SAMSUNG hard disk is ... o ) wikarilieracrl s
WWW.Samsung.com » ... » support » utilities » Extemal Dnve -
Cached - Similar See your ad here »
= Show more results from samsung.com
Llelp locate Samsung HDD Drivers - Tech -
CH| Hl | b m
If you are using Windows 7 and want to use Figure 7-19: Many device drivers can be found by searching the Internet,
Remote Assistance with someone using although you may have to pay for them.
Windows XP or Windows Server 2003, you
must be on the receiving end of the assistance
and you cannot use Windows 7’s Pause feature. .
Also, the person using Windows XP/Server Use RemOte ASS|Stance
2003 cannot use Start Talk for voice capability. Remote Assistance allows you to invite someone to remotely look at
your computer and control it for purposes of assisting you. The other 0
person must be using Windows 7, Windows Vista, Windows XP, or
Windows Server 2003 or 2008; and it will be helpful if both of you
_ . have an email account. To use Remote Assistance, you must set it up,
Remote assistance is the perfect way to let your .
: . : and then you can be either the requester or the helper. ©
children or grandchildren help you with your
computer. You will surprise them when you tell
them you want to use Remote Assistance!
—h
o
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r T
Remote Assistance Settings ﬁ

You can get limits for the uze of Remote Azsistance on thiz computer.

Femate control

[¥7] oy this computer to be controlled remotely

Irveitations
Set the maximum amount of time invitations can remain open
B -

B Create mvitations that can only be used from computers iunning
‘windows Yista or later

System Properties ﬂ

| Computer Mame | Hardware | Advanced | Systern Protection Hemo!e|

Remote Assistance

[¥] Allowe Nemate Assistance connectians to this computer

‘what happens when | enable Remote Assistance?

Femaote Desklop
Click an option, and then specify who can connect, if needed.
@ Don't allow connections to this computer

7 Allow connections from compukters running any vession of
Remote Desktop (less secue]

(71 Allow connections only from computers unning Femate
Deskiop with Metwork, Level Authentication [more secure]

Select Users...

Help me choose

186

Figure 7-20: Before using Remote Assistance,
it must be turned on.

SET UP REMOTE ASSISTANCE

Although Remote Assistance is installed with Windows 7, you must
turn it on and set your firewall so that Windows 7 will allow it
through. Both of these tasks are done in Control Panel.

1

. Click Start and click Control Panel. In Category view, click System

And Security, in any view click System, and click Remote Settings
in the left pane. The System Properties dialog box will appear with the
Remote tab displayed (see Figure 7-20).

. Select Allow Remote Assistance Connections To This Computer,

if it isn’t already, and click Advanced.

. Determine if you want a person to control your computer, and select

the check box under Remote Control accordingly. Set the time an
invitation for Remote Assistance is to remain open.

. Click OK twice to close the two open dialog boxes. In Control Panel,

click Control Panel in the address bar, click System And Security,
and click Windows Firewall.

. Click Allow A Program Or Feature Through Windows Firewall.

The Allow Programs To Communicate Through Windows Firewall
window will open and show the programs and features that are
allowed through the firewall.

. Click Change Settings toward the top of the window, then scroll

through the list until you see Remote Assistance, and click it, if it
isn’'t already selected (see Figure 7-21).

. Click OK to close the dialog box, close the Windows Firewall window,

and then close Control Panel.

REQUEST REMOTE ASSISTANCE
To use Remote Assistance, first find someone willing to provide it
and request the assistance. Besides the obvious invitation text, the
request for assistance message will include a password to access
your computer and the code to allow the encryption of information
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Remote Desktop is different from Remote
Assistance, even though it is on the same
Remote tab of the System Properties dialog
box. Remote Desktop lets you sit at home and
log on and use your computer at work as though
you were sitting in front of it.

Figure 7-21: Before you can use
Remote Assistance, you must
make sure that your firewall will

==l

. (ﬁvlﬂ <« \Windows Fi... » Allowed Programs - | + Search Control Panel 0 |
/¥ . IR0 Sl = o SR AT et ISl e

Allow programs to communicate through Windows Firewall

To add, change, or remove allowed programs and perts, click Change settings.
What are the risks of allowing a program to communicate? I:@Change settings

Allowed programs and features:

Mame Home/Work (Private) Public *
Microsoft Office Outlook

Microsoft OneNote

Microsoft SharePoint Werkspace

[ Netlogon Service

Network Discovery

[ Performance Logs and Alerts

Remote Assistance

Emcte Desktop

[0 Remnte Fuent | ng Management

[ Remote Scheduled Tasks Management

[] Remote Service Management

n

OOOD0DO0DROREORE®
poOoooROEOOOO

[ Remote Volume Management

(=]
m
=

=

oK

let it through.

()

u oL Windows Remote Assistance

Do you want to ask for or ofter help?

Wifindows Remote Assistance connects tao computers so that one person can help troubleshoot or fix
problems on the other person's computer,

< Invite someone you trust to help you
Your helper can view your screen and share control of your computer.

= Hclp someone who has invited you
Kespond to a request tor assistance trom another person.

Read our privacy statement anline

Cancel

to be sent back and forth. All this is provided for you
with Windows Remote Assistance. To begin a Remote
Assistance session:

1. Click Start, click All Programs, click Maintenance, and
click Windows Remote Assistance to open the Windows
Remote Assistance dialog box.

2. Click Invite Someone You Trust To Help You, and then
click one of the following methods:

e Save This Invitation As A File that you can transfer
as an attachment to an email message using any email
program or web-based email such as Google’s Gmail, or
via a CD or USB flash drive.
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r|E| =R N @ + | ¥ou have received a Rernote Assistance invitation E@Iﬂ‘ [ ] Use Email TO Send An InVitation |f yOU are

Message Insert Optians '@' USIng W|ndOWS L|Ve Ma” or MICFOSOﬂ Off'ce
Bl s o = ; j ICg 1l (el [T 1= Outlook or another compatible email package.
Cligboard| [ [ | 11 |k %: 10| [ 2 <[ A7 [ E = = = ';t'ait" Insert | Contacts Delivery | Editing e Use Easy Connect if the other computer is

using Windows 7.

Font Paragraph Plain text

me S = 3. If you choose Use Email To Send An Invitation,
Zj o your email program will open and @splay a. _

- message to your helper and contain the invitation
as an attachment, as shown in Figure 7-22.
Address the email and click Send. Skip to step 6.

4. If you choose Save This Invitation As A File,
select the drive and folder where you want to
store the invitation—it may be across a network
on your helper’'s computer. Click Save.

Bee..
Subject  You have received a Rermote Assistance invitation Hide Cc & Bee

(1} i}lnvitation.msrcincident (131 KR}

Hi,

| need help with my computer. Would you please use Windows Remote Assistance to connect to my
computer so you can help me? After you connect, you can view my screen and we can chat online.

5. Attach the saved file to an email message or store
it on a CD or flash drive, and send or deliver it to
Thrls: your helper.

To accept this invitation, double-click the file attached to this message.

Mote: Do not accept this invitation unless you know and trust the person who sent it. 6. If you choose Easy Connect. and in either
of the other two cases, a Windows Remote
Assistance window will open, providing you with

Figure 7-22: You need to send an invitation that asks a person for assistance the password you must also communicate to your
and gives him or her the means to communicate in an encrypted manner. helper, say, via phone. This window will wait for

your helper to answer.
f s Windows Remote Assistance E@M1

-‘, Chat |} Settings [ Troubleshoot @) Help

Tell your helper the connection password

Windows Remote Assistance [, RS
Would you like to allow Marty to connect to D e
your computer? .
o e e 7. When your helper answers, you will be asked if you want to allow
the person to see your computer. Click Yes if you do. Your computer
[ye ] screen will appear on your helper’'s computer.
What are the privacy and security concems?
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You are protected from misuse of Remote
Assistance in five ways: Without an invitation,

the person giving assistance cannot access

your computer; you can limit both the time the
invitation remains open and the time the person
can be on your computer; you can determine
whether the person can control your computer

or just look at it; you can click Stop Sharing or
press ALT+T at any time to immediately terminate
the other person’s control; and you can click Close
to instantly disconnect the other person.

8. Click Chat, click in the text box at the bottom, and type a message
to the other person, who can see everything on your computer (see
“Provide Remote Assistance,” next). Click Send.

9. If the other person requests control of your computer, you'll see a
message asking if that is what you want to do. If you do, select the
check box, and then click Yes. If you become uncomfortable, you can
click Stop Sharing or press ALT+T at any time.

i =
Would you like Lo allow Marly Lo share contiol of your desklop?

Tn stop charing contrnl, in the Remote Ascistance dialng bo, click Stop <haring.

] Allow Marty to respond to User Account Control
prompts

What are Lhe privacy end secuiily cuncens?

10. To end the session, send a message to that effect and close the
Remote Assistance window.

PROVIDE REMOTE ASSISTANCE

If you want to provide remote assistance:

1. Upon receiving an invitation as a file, drag it to the desktop and
double-click it.

Remote Assistance M
Enter the password to connect to the remote
computer

You can get this password from the person requesting
assistance. A Remote Assistance session will start after you
type the pazcword and click OK.

Enter password:

OK Cancel .|

2. If you are using Easy Connect, click Start, click All Programs, click
Maintenance, and click Windows Remote Assistance. Click Help
Someone Who Has Invited You. It may take a couple of minutes
to connect.
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3. Enter the password you have been given, click OK, and, if the other
person approves, you are shown his or her screen and can request
control of the other person’s computer. You can view the screen in its
actual size or scale it to fit your screen, as shown in Figure 7-23.

4. To request control of the other computer, click Request Control.
Click Stop Sharing to give up control.
5. Click Close to end the session and close the Remote Assistance

Figure 7-23: The remote screen is shown on the window.
assistance provider’s screen.

& Windows Remate Assistance - Helping Marty
& Stop sharing [=] Actual size ) Chat ' Settings @) Help

**A Remote Assistance connection  »
has been established,

**Contact information was
successfully cechanged.

Marty: Hi, Thanks for helping! o
Marty: You're welcome. Let's see “ =
whatwe can find,

““arty has requested to share
control of the computer.
*““Marty is sharing control of the vervnd
computer,

e
=

" B W

o Stop sharng 11 Pause

Chat () Settings i Help

== Reeenrle Susistarrue wovbativn has beo vpenesd, -
A Rerrote ssitance connection has been esteblished.
~Carmact inf

Marty: Hi, Thanks for helping!

Marty: You're weleome, Ler's tee whatwe can find.

“*Marty has requested to share contrel of the cormputer.

—Harty has been granted prrmissivn t share centrel of the Compr.
=Marty it shaning controd of the comguter,

8 Your helper is shating control of your computer

ENeT e GlA = |
@ Sharing control of the computer
ﬁ@ 5 0 HAlals]
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Acquire a Document N
Create a Picture
Install Cameras and Scanners

Scan Pictures w

Import Camera Images
Work with Photo Gallery Pictures < ;h aote r 8
Viewing Other Pictures ' c re ati n g Doc um ents s

Capture Snips -
Install a Printer a n d P I Ct u res

Using Sticky Notes

Print Pictures . .
After using the Internet, the next most popular function of a

computer is to create and work with documents and pictures.
Whether it is writing, financial planning, working with photos, o))
or scanning your old pictures, all create and require that you
work with documents on your computer, where documents are
Control Printing stored as files. In this chapter you will discover many aspects
Add Fonts of creating documents and pictures, including installing and
Delete Fonts using digital cameras and scanners, and installing and using
Use Fonts printers and fonts.

Printing

Print to a File
Print Webpages

Configure a Printer

Create Documents and Pictures

Creating documents and pictures is primarily done with programs ©
outside of Windows 7, although Windows has simple programs to
do this, as described in Chapter 9. Windows 7 also has facilities to

0] 8
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[\) NOTE |

V| As in other chapters, in the steps here, you
may be interrupted and asked by User Account
Control (UAC) if you want to allow system
changes. So long as it is something you started,
click Yes or enter a password. To simplify the

™ instructions in this chapter, the UAC instructions
have been left out. Chapter 6 discusses UAC in
more detail.

10
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bring documents and pictures in from other computers, from the
Internet, and from scanners and cameras.

As you begin to acquire documents, it is important to set up a filing
system that is logical to you and diverse enough to spread out your
documents so they are easy to find. When I started out using Microsoft
Word many years ago, I kept all the files I created with Word in a single
folder called “docs.” When you start out, you often don’t envision the
number of documents you will quickly have. After no more than a year
I had over a hundred files in that folder and it was becoming difficult
to find the file I wanted, so I started adding folders for books I was
writing, and then dividing the book folders into folders for chapters.
You can easily grow your file system after you get started, but it
doesn’t hurt to give it a little thought as you are starting out.

Acquire a Document

The documents in your computer got there because they were created
with a program on your computer, or they were brought to the
computer on a disk, transferred over a local area network (LAN), or
downloaded from the Internet.

CREATE A DOCUMENT WITH A PROGRAM

To create a document with a program:

1. Start the program. For example, start Microsoft Word by clicking
Start, clicking All Programs, scrolling down and clicking Microsoft
Office, and clicking Microsoft Office Word.

2. Create the document using the facilities in the program. In Word,
for example, type the document and format it using Word’s
formatting tools (see Chapter 9 for more on Microsoft Word and
other programs).




r Save As

‘@i il'|@ v Libraries » Documents »

v | "_l |iean’h Documer_]ts

2]

Organize » Mew folder

B~

@

9 Favorites
o Libraries

@ Docurnents

Jf Music

|| Pictures

¥ videos
& Homegroup

. Computer

‘-! Metwork

m

Documents library

Includes: 2 locations

R

bk

Adobe PDF Arnazon Games

& Softweare

0

Corel Internet Explorer

Arrange by:  Folder ~

| )

Canon &1
Manual

y

Ancestry

-

R

microsoft

Iy Received Files

| »

m

File name: Lichtman

Save as type: ’Wold Decument

Authors: Martin Matthews

[ Maintain
compatibility with
previous versions of
Word

# Hide Folders

Tags: Add atag

[ Save Thumbnail

Tools = [ Sawe I [

Title: 6/10/2006

Cancel ]

Figure 8-1: Most document-creation programs let you
choose where you want to save the files you create.

3. Save the document (in Word 2010)
by clicking the File button. Then
click Save As, if needed, click
Browse Folders, and select the
disk drive and folder in which
to store the document. Enter
a filename, and click Save, as
shown in Figure 8-1.

4. Close the program used to create
the file.

OPEN A DOCUMENT
ON A LOCAL DISK

Use Windows Explorer to locate
and open a document on a disk on
your computer.

1. Click Start and click Computer.

2. Double-click the drive from which
you want to retrieve a document
(this could be your primary or
another hard drive in your
computer or an external drive),
and double-click to open any
necessary folders to locate the

document file and display it in the subject pane, the middle one if your

Windows 7 for Seniors QuickSteps Creating Documents and Pictures

Windows Explorer window is displaying a three-pane view: navigation,
subject, and preview; or the right pane otherwise.

. In the navigation pane, display (but do not select or open) the drive

and folder(s) in which you want to store the file by clicking their
respective triangles on the left.

. Drag the document file to the displayed folder. When you are done,

close Windows Explorer.
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= P | BRING IN A DOCUMENT FROM A REMOVABLE DRIVE
.  PKBACK# 001 (M) Use Windows Explorer to bring in a document from a removable
. drive such as a USB flash drive or a memory card as you might use
General options 11’1 a camera.
inen Frlder bn wiew Files
l & using Windows Explorer . .
™ g Spestipmycrion 1. Plug the removable drive or memory card into your computer. The
i e AutoPlay dialog box will open.
View more AutoPlay options in Lontrol Panel . . . X
2. Click Open Folder To View Files. Double-click to open any
necessary folders to locate the document file and display it in the
< subject (middle or right) pane.
3. Click Start and click Computer.
4. Double-click to open any necessary drives, folders, and subfolders
to locate and open the folder in which you want to store the file by
o) clicking their respective triangles on the left.
. . 5. Select (hold down CTRL to select multiple files) and drag the document
Figure 8-2: You can drag a document file from fi he displ fol h in Fi 5> Wh
either a disk on your computer or from another ile(s) to the displayed folder, as shown in Figure 8-2. When you are
computer on your network. done, close Windows Explorer.
© [N
@Qvl 4 % Documents » My Documents » Trips » 2012 » Albugquerque | @ﬂovh » Computer » Rernovable Disk () » NM Balloons - |"9 |1 Search NM... 2 |
Organize v Share with Mew folder - Organize v =] Preview Frint Bum New felder
Ez—&_o"‘“m‘"’“ Documents library &
Ul My Dacuments Albuguergue B Computer
N~ |, Ancestry il Asus (C)
1 My Received Files Thiis folder is ernpty. (it Local Disk (D5) 400041
. My Stationery i Data (F2) .
1. Outlook Files s Local Disk {G3) r 1
| Remote Assistance Logs |E = DE DISK {H3)
| Snagit *) CD Drive (E) U3 Syste i
k Tripgs %" oy & Rernnwahle Disk (13 "  Sv400043 400044 HA00045
). 2010 = e |, Documents 1 3
o 3 Moveto Mg || b Migwa : |
L1z | MigWizb4 | £ st »
3 Albuquergys 1. NM Balloons auuai SVaUUUaY VAU
. Public Documents L Quic g
@' Music L. the thing with the stuff GT 2 3
()] 5] Pictures y
B videos € Network e
i T' 400052 SW400061 SW400066 V400068
0 items State: 2B Shared 5 iterns celected Date taken: 10/5/M03 17:77 PM Rating: 7.
’ n Tags: Add atag
o
-
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DOWNLOAD A DOCUMENT FROM THE INTERNET

Use Internet Explorer to bring in a document from a site on the
Internet.

1.
2.

Click the Internet Explorer icon on the taskbar to open it.

Type an address, search, or browse to a site and page from which
you can download the document file.

. Use the links and tools on the website to select and begin the

file download. For example, right-click a picture and click Save
Picture As.

. In the Save Picture dialog box, select the disk and open the folder(s)

in which you want to store the file on your computer.

. Type or edit the filename, and press ENTER to complete the download.

When you are done, close your browser.

Create a Picture
Pictures are really just documents that contain an image. They can be
created or brought into your computer in the same way as any other
document (see “Acquire a Document”). For example, to create and
save a picture in Microsoft Paint:

1.
2.

Click Start, click All Programs, click Accessories, and click Paint.

Create a picture using the tools in Paint. For example, click the Pencil
tool, choose a color, and create the drawing.

. Save the document by clicking the Paint or File menu (next to the

Home tab). Then click Save As, select the disk drive and folder in
which to store the document, enter a filename, select a Save As Type,
and click Save. Close Paint.

Install Cameras and Scanners

Installing cameras and scanners depends a lot on the device—whether
it is Plug and Play (you plug it in and it starts to function), what type

Windows 7 for Seniors QuickSteps Creating Documents and Pictures 195

0] 8



10

of connection it has, and so on. Most recent cameras and scanners are
Plug and Play devices. To use them:

F— &) 1 .
L"iﬂ Installing device driver software ® *
.

Click here for status,

Plug the device into the computer, and turn it on. If it is Plug and
Play, the first time you plug it in, you will see a message that a
device driver is being installed and then that it is ready to use.
Finally an AutoPlay dialog box may appear, as shown in “Acquire a
Document” in this chapter, and allow you to choose what you want
to do. If this happens for you and you plugged in a scanner, skip to
“Scan Pictures” later in this chapter. If you plugged in a camera, skip
to “Import Camera Images,” also later in this chapter. Otherwise,
continue to step 2.

2. Click Start and click Devices And Printers. If you see your

bl
e 5 = Hariemsand Sound » Dedcesand picer » ~ 14| seareh e £] device, installation is complete, as shown in Figure 8-3, and
' = i you can skip the remainder of these steps.
Add adevice  Add a printer ol B

+ Dovices (5)

P - N

ASUE elicrusull S)'IILN_’{G)LEI USE Card Reader USE hMultirnedia
Wiireless Keyboard
Transceiver

4 Printers and Faxes {9)

gy
Adobe PDT 1P Color Laser)et I IP Photo smart 1P Photo smart
2000 Series PSon 2600 series 2600 series on

MART WINT

. J  1ditems

./| 3. Click Add A Device. The Add A Device Wizard starts. Click
the device you want to install, and click Next. Scroll through
the manufacturer and model lists, and see if your device is
there. If so, select it and click Next. Confirm the name you
want to use, click Next, and then click Finish to complete
the installation.

m

4. If you don’t see your device on the lists and you have a disk
that came with it, place the disk in the drive, and click Have
Disk. If a driver appears, complete the installation and close the
Add A Device Wizard. If you cannot find the driver, close the
Add A Device Wizard and the Devices And Printers window,
and use the manufacturer’s installation program on the disk.

Scan Pictures

Figure 8-3: Most recent Plug and Play cameras
and scanners are automatically detected and
installed.

Scanners allow you to take printed images and convert
them to digital images on your computer. The scanner
must first be installed, as described in “Install Cameras
and Scanners” earlier in this chapter. If you ended up
using the manufacturer’s software to install the scanner,
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The scanning software in Windows may or may
not be superior to the software that comes with
your scanner.

you might need to use it to scan images, too. If you used Windows
to install the scanner, use the following steps to scan an image:

1. Turn on your scanner, and place what you want to scan onto the
scanning surface.

MNew Scan

2. Click Start, click All Programs, and click Windows

Scanner: HP Photosmart 2600

Profile: [Phato (Default ~|

Suuree; [ Flalbed - |

Fzper sive:

Color format: IColur v[
File type: [1PG (PG File) -
Resululion (DPL:

Brightness: : u =l
Contrast: : L} =il

[ Preview or scan images as separate files

Fax And Scan. The Windows Fax And Scan window
opens.

3. Click New Scan on the toolbar. The New Scan dialog
box appears. The scanner you installed should be
displayed in the upper-left area. Change the scanner
if you wish.

4. Choose the color, file type, and resolution you want to
use, and click Preview. The image in the scanner will
appear in the dialog box.

5. Adjust the margins around the page by dragging
the dashed lines on the four sides, as shown in
Figure 8-4. When you are ready, click Scan.

6. The scanned image will appear in the Windows Fax
And Scan window (see Figure 8-5). Select the image
in the list at the top of the window and, using the

[ Preview l l Scan

J [ Cancel l

toolbar, choose to:

Figure 8-4: In the Windows 7 scanning software,
you can change several of the parameters,
including the margins of what to include, and see
the results in the preview pane.

R

Documents that you scan into your computer
are automatically saved in My Documents\
Scanned Documents.

® Forward As Fax using the Windows fax capability described later
in this chapter

® Forward As Email using your default email application

® Save As using Windows Explorer to save the image as a file on
one of the storage devices available to you

® Print using a printer available to you

® Delete the image

7. Work through the related dialog box(es) that appear to complete the
scanning process. When you are ready, close the Windows Fax And
Scan window.
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(58 indows Fax snd scn =iciEs] Import Camera Images

_ , : . When most digital cameras are

4= San Dat.. ¢ FileName T ——— plugged into the computer, turned on,
P e s B T || and installed (see “Install Cameras

-|| and Scanners” earlier in this chapter),
the AutoPlay dialog box should
automatically appear, calling the
camera a removable disk and asking

if you want to:

m

-
- AutoPlay

Removable Disk (P)

-

"] Always do this for pictures:

Pictures options

3 Import pictures and vidsos
&J{IJ using Windows
= view pictures

using Windows
M Import pictures and videos

T ysing Windows Live Photo Gallery
I B Wiew pictures

using Windows Live Photo Gallery

F -

IE L General options

IEm . : = Upen Folder to view files
[For Help, press F1 J using Windows Explorer

[ B W
- . . = using Windows ReadyBoos!
Figure 8-5: Images that you scan can be faxed, emailed, saved, and printed.

View more AutoPlay options in Control Panel

® Import Pictures And Videos, in essence, copying them to your

If the AutoPlay dialog box didn’t appear, click hard disk
Start, click Computer, click Removable Disk e View Pictures in your camera using Windows Photo Viewer
(if you have more than one of them, it would be_ ® Import Pictures And Videos from your camera using Windows Live
the most recently accessed 4 e Removable Disk (P)
= Trashes PhOtO Ga”ery
one), and open the necessary it
folders to see images of the "} S ® View Pictures in your camera using Windows Live Photo Gallery
ELEEE e ® Open Folder To View Files to look at your camera as if it were a disk
v

and the pictures as files using Windows Explorer
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r
e [mport Photos and Videes

@ Review, organize, and group items to impart

12 new photos and videos were found |

1. Click Import Pictures And Videos Using Windows Live Photo
Gallery. The Import Photos And Videos dialog box should appear.

2. Choose if you want to review and organize your photos first or import

- E: All photos and videos
4 & Pictures
4 o My Pictures
L 2009-10-24
W LateFallz010
4 Slide Shows
-;‘ Sunsets
> i Public Pictures
4 32 Videos
& My ideos
» 0 Public Videos

Jllis';i Devices
= HP Photosmart 2600
e Removable Disk )

19 stermns, 1 selected

4 OCJ[Obeﬂ 2 006 (10 itemns, 1 selected)

sFebruary, 2005 gitems

i . them all immediately.
) Import all new iterns now I||———=—
3. If you choose to review and organize, click Next. A window opens that
¥ Add tags L o I
- : » allows you to select the photos you want imported. You can group
photos by date, add names to groups, and add tags to groups that
More antions ‘ will form the basis of photo names (the date is already a part of the
i name). When you are ready, click Import.
o | e n.:,ﬁ S0 5 | Windows Live Photo Gallery LEIM 4. If you Choose to Import a"
Home Edit Find Create Wien @' Items at Once, SeIeCt ﬂ';at
— T = S — option, enter a name, i
I i Select all 4o | Eﬁatch people tag ] Geotad | | ey & Months + B 2 | ) ) . ’
% copy  Zh | S I pesaiptivetag + 1ip Rate v 7 Rated #3 "‘i AN - =] desired click Add Tags
Import  Mew = Peaple = _ o Slide SkyDrive |= Pho_to S!gn
folder | [l Paste @K | tag~ [ElCaption B Flag = #Flagged ™ search | show~ email~ | in and type a tag to add to the
e kanage Qrganize Quuick fird Share

filename of all the pictures,
and click Import.The first
time you do this, you will
see a message box asking
if you want to use Windows
Live Photo Gallery to open
picture file types instead of
the default Windows viewer.
Click Yes.

5. In either case, you will see
each of the pictures as
they are imported. When
the process is completed,
the Windows Live Photo
Gallery will open and
show thumbnails of the

+ pictures, as you can see

D in Figure 8-6.

m

o X o

Figure 8-6: The Windows Live Photo Gallery gives you a quick way to organize and work with

your pictures.
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Work with Photo Gallery Pictures
Once you have brought pictures into your computer from a camera,
a scanner, an Internet download, or a removable disk, you can look
at them on your computer screen. Assuming that you brought your
pictures into Photo Gallery as discussed in “Import Camera Images”
or “Scan Pictures” earlier in this chapter:

7

1. Click Start, click All Programs, and click Windows Live Photo
Gallery (you may be asked to sign in to Windows Live, but you don’t
have to do that—click Cancel). The Windows Live Photo Gallery
should open.

2. Select the name you assigned or date your pictures were taken to
open the category that contains them, as was shown in Figure 8-6.

3. Hover your mouse over a picture to see an enlarged image.

4. To see an even larger image, double-click its thumbnail. The image
will expand to fit the Photo Gallery window, similar to what is shown
in Figure 8-7. The controls in the upper left and bottom right of the
window allow you to cycle through a number of pictures and then, with
the ribbon at the top, work with them.

5. If you have several pictures you want to view, click the Previous
and Next controls at the top or on the bottom of the window to go
through them sequentially. You can also use the other controls at
the bottom of the window or in the ribbon at the top to perform their
stated functions.

6. When you are done, click Close File on the far right of the ribbon to
return to the gallery and view the photo thumbnails, or click Close in
the upper right to leave the Windows Live Photo Gallery.
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Wey-) = | §¥400364 - Windows Live Fhoto Gallery =T

i
B~ Edit Create View (7]
uq bu Y Y lvr | ) M Red eye [ Noise reduction | - = X
aki =] = | E | Retouch ] Calor ~ v
Previous Mext Make Tag and v At Crap = _ Firie % | Revert to Clase
X copy | [caption=| =07 | adjust~ - (& Straighten (B Exposure ¥ tune — (7| | original= file
Tterate Marage Jrganize Adjustments Effects

People tags

Tag someone

Geotag
Add geotag

Caption
Add caption

Descriptive tags
Add descriptive tags

Information

Filenarne: S400368.IPG
Date taken:  10/10/2006 1:23 PM

Size: 236 KB
Next picture |\ Rating:
Flag:
30f18 old Pl _Jt Jh m| H, O =——e———@
Previous picture P . }( ;’k‘ . ~_
Rotate counter Rotate Delete  Play slide  Actual size/ Change
clockwise clockwise picture show Fit to window display size

The Photo Gallery single-image window offers a great way to view individually each picture
in a set on your computer.
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VIEWING OTHER PICTURES

If your pictures are not in the Photo Gallery, to
locate and view them:

1. Click Start, click Computer, and open
the drive and folders necessary to locate
your pictures.

2. Click the Change Your View menu down
arrow, and click Extra Large Icons so
that you can adequately see the
thumbnail images.

. 01 @

Change your view. ‘

3. Double-click the picture you want to view
in a larger size. Either the Windows
Photo Viewer or the Windows Live Photo
Gallery (depending on which you have
selected as your default) will open and
display the picture. From here, you can
work with the picture.

Capture Snips

Windows 7 includes the Snipping Tool to capture images of the
screen, called “screen shots” or “snips.” This can capture four areas
of the screen:

® Full screen captures the entire screen.

® Window captures a complete window.

® Rectangular area captures a rectangle you draw around objects.
® Free-form area captures any area you draw around objects.

Snips can be very handy in helping to remember something that

is only temporarily on the screen by capturing it in a screen shot,
such as a phone number, a serial number, or a set of instructions or
directions. While the information is displayed on the screen, use

the instructions here and then save the results to a file. The key is to
remember where you saved it. Having a folder called “Snips” is one
answer, but maybe not the best one.

Once you have captured an area, it is temporarily stored on the
Clipboard and displayed in the mark-up window, where you can
write and draw on the snip to annotate it and, when you are ready,
save the snip where you want it. To do all of that:

1. Display the windows or other objects on the screen whose images
you want to capture (see the Tip on capturing a menu).

2. Click Start, click All Programs, click Accessories, and click Snipping
Tool. The screen will be dimmed and the Snipping Tool dialog box
will appear, along with a cross-hair to use to outline the area to be
captured—by default, you will see a rectangle (see Figure 8-8).
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youwant to capture,

Files 100701
harty2 1002

Office 2010 3P1 beta =
Photos Guests 2010

Photos Summer 2010
Photoshop C54

Quicken

Quicken 2011

Server

SharePoint Backup
Small Biz Server
Snaglt

ca Local Disk {G2) -
D DISH (s v IMiG 0136 IMG 0187 "

ﬁ IMG_0135 ags: Add atag Dimensions: 4000 x 3000 (2]

Rating

Figure 8-8: The Snipping Tool allows you to capture an image of an area of the screen for
future reference or use.

3. If you want to capture a rectangular area, drag the cross-hair from
one corner of the rectangle to its opposite. To capture a different type
of area, click the New down arrow, and click one of the other three
types of areas. Then, with:

To capture a snip of a menu, open the Snipping
Tool, press ESC, display the menu to be
captured, press CTRL+PRINT SCREEN, click
New, select the type of area to be captured ® Window Snip, click the window to be captured ©
(Free-Form, Rectangle, and so forth), and
delineate that area as you would otherwise.

—

® Free-Form Snip, drag the cross-hair around the area to be
captured

® Full Screen Snip, the screen is automatically captured

0] 8
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[ Snipping Tool = B 4. In all cases, the mark-up window opens, showing you the
(q)| File Edit Tools Help area that was captured, as you can see in Figure 8-9,

R [0 B2 &) - J & and allowing you to use the pen, highlighter, and eraser
z to annotate the snip.

5. From the mark-up window, you can also directly email
the snip to someone by clicking Send Snip, which
opens an email message with the snip in it, or you
can send the snip as an attachment to an email by
clicking the Send Snip down arrow and clicking Email
Recipient (As Attachment); save the snip by clicking
Save Snip, select a folder, enter a name, select a file
type, and click Save.

m

InAG_0194 InG_0195

o = 3 p— Print Documents
and Pictures

It is important to be able to install and fully use printers
IrG_0196 IMG_0187 -
‘ | m | ' so that you can transfer your digital documents to paper.

Figure 8-9: The Snipping Tool mark-up window .
allows you to annotate, email, and save a snip. Install a Printer

I~ All printers are either automatically installed or done so using the
Devices And Printers window. Because there are differences in how
the installation is done, look at the following sections in this chapter

on installing Plug and Play printers, installing other printers, and
n w selecting a default printer. Also, if you are installing a local printer,

first consider the following checklist.
Some laptop computer-and-printer combinations

are connected through a wireless connection. USE A PRINTER INSTALLATION CHECKLIST
In this case, “plugging the printer into the Alocal printer is one that is attached to your computer with a
(o) computer” means to establish that wireless

cable or wireless connection. Make sure that your printer meets the

connection. following conditions before you begin the install:

10
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USING STICKY NOTES

Sticky Notes are exactly what the name implies:
little notes to yourself that you can place anywhere
on your screen. You can type messages on these
notes; change their color; cut, copy, and paste the
text on them with the Clipboard to and from other
programs; create additional notes; and delete the
note. Here’s how:

G = x

WICA &:30 FM,
Friday $2/10/10,
Rie and Lisketh

1. Click Start, click All Programs, click
Accessories, and click Sticky Notes.
If you don’t already have a note on your
desktop, one will appear.

2. If you already have one or more notes on
the desktop, the most recent one will be
selected. If you want a new note, click New
Note (the plus sign in the upper-left corner).

3. On the new note, type the message you
want it to contain, or, having copied some
text from another source, right-click the
note and click Paste.

4. Right-click the note, click the color you
want it to be, and then drag the note to
where you want it.

5. When you no longer want the note on the
desktop, click Delete Note (the X in the
upper-right corner), and click Yes.

It is plugged into the correct port on your computer (see manufacturer’s
instructions).

It is plugged into an electrical outlet.

It has fresh ink, toner, or ribbon, which, along with the print heads, is
properly installed.

It has adequate paper.
It is turned on.

INSTALL A LOCAL PLUG AND PLAY PRINTER

Installing Plug and Play printers is supposed to be fairly automatic,
and, for the most part, it is.

1.

With your computer and printer turned off, connect the devices to
each other. Then make sure the other points in the previous checklist
are satisfied (hold off turning the printer on until step 2).

. Turn on your computer, let it fully boot, and then turn on your printer.

Your computer should find and automatically install the new printer
and briefly give you messages to that effect.

“IL Yourdevice is readytouse ® X
' Device driver software installed successfully.

. Click Start and click Devices And Printers. The Devices And

Printers window will open, and you should see your new printer.
Hover the mouse pointer over that printer, and you should see
“Status: Printer: Ready,” as shown in Figure 8-10. (If you don’t see
your printer, it was not installed. Go to the next section.)

. Right-click the new printer, click Printer Properties, and click

Print Test Page. If the test page prints satisfactorily, click Close.
Otherwise, click Get Help With Printing, follow the suggestions, and
close the Help and printer windows when you are done. When you
are ready, click OK to close the printer Properties dialog box.
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iy QUOTES

TOM WORKS ON
EXCEL AND PDF
DOCUMENTS
Computers are not second-
nature to me, but | find
them extremely important
in communicating in
today’s world. | am more
productive and, in some
ways, better able to grasp the implications of
data than previously, when | was buried in the
details of generating information myself on a
manual spreadsheet.

I mainly use the Internet and email, but | use
other programs as well. For instance, as a
member of a nonprofit organization for seven
years, | receive budgets and financial statements
created in Excel from our treasurer. The
treasurer attaches the information to an email,
and | download it and look at it with Excel. Now

I know only the basics about using Excel, but

| can read an Excel worksheet just fine, and
reading the worksheets allows me to concentrate
on the financials of the organization rather than
on the steps in creating them. | add comments to
the email and return it to the treasurer. This has
been an effective and worthwhile way to quickly
communicate with other board members.

In a similar way, | can read a PDF document
with Acrobat Reader—for free. | don’t have to
purchase Acrobat Pro or another program that
might have been used to create that document.

Tom B., 79, Washington

[ (=1 E i
% s !@ < Hardware and Sound v Devices and Prinlers » - l +3 | | Seurh Devi. P |
Add a device Add a printer Start scan See what's printing +  » = - (7]

4 Devices (3) 4
. ﬁ? —
- -
ASUS Iicrosoft Syn-cl\_:laster USE Card Reader USE Multimedia
“Wireless Keyboard
Transceiver
4 Printers and Faxes (9)

Status: [ document(s) in queue
Status: Printer: Ready
HF Color Laserlet HF Photasriar HF Photosmal
FANN Series PSan PRI <eries fax AN spries nn
WIMT WNT

Adobe FUF Fax

HP Photosmart 2600 seres tax State: 38 Shared

e = Manufacturer: 1IP
o Model: Printer, Scanner, Copier

Figure 8-10: When you connect a Plug and Play printer, it should
be recognized by the computer and automatically installed.

5. If you want the new printer to be the default printer used by all
applications on the computer, right-click the printer and click Set
As Default Printer.

6. Close the Devices And Printers window.
I find that for printers made in the last five years (since 2006), and

probably earlier, that all you have to do is plug them in to a power
outlet, connect them to your computer, turn them on, and start printing.
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If you want to do more besides the basics in
Excel, like Tom in the QuickQuotes might,

| would highly recommend another book in our
QuickSteps series, Microsoft Office Excel 2010
QuickSteps by John Cronan, published by
McGraw-Hill.

T

If your printer was automatically installed but a
CD came with your printer and you wonder if you
should install using the CD, the general answer
is no. Most printer drivers in Windows 7 originally
came from the manufacturers and have been
tested by Microsoft, so they should work well.
Even if the printer came out after the release of
Windows 7 (fall 2009), Windows Update should
have added the latest drivers.

In the majority of instances they are truly Plug and Play. You may
have to click OK once or twice to acknowledge using the default
installation, but little else.

INSTALL A LOCAL PRINTER MANUALLY

If a printer isn’t automatically installed in the process of using steps 1
through 3 in the previous section, you must install it manually.

1.

If a CD came with your printer, providing it says that it is for Windows 7,
place that CD in the drive, and follow the on-screen instructions to
install the printer. When this is complete, go to step 3 in “Install a
Local Plug and Play Printer,” and determine if the printer will print a
test page. If so, skip to step 7.

. If you don’t have a manufacturer's CD, click Start and click Devices

And Printers. The Devices And Printers window should open.

. Click Add A Printer on the toolbar, and click Add A Local Printer.
. Click Use An Existing Port:, open the drop-down list, and select the

correct port (on newer printers, it is probably USB001; on the majority
of other printers, it is LPT1), and click Next.

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a printer,

@) Use an existing port: [USBI}DI {Wirtual printer port for USE) [ﬂ

) Create a new port:

Type of port: Adobe PDF Port Monitar

. Select the manufacturer and model of the printer you want to install

(see Figure 8-11). If you can’t find your printer, click Windows
Update to download the latest printer drivers. Then, once more,
search for the manufacturer and model. When you find the correct
printer, click Next.
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@ = Add Printer

l=23s] 6. Confirm or change the printer name, and click Next.
Determine if you want to share this printer; if so, enter

Install the printer driver

57

Tainstall the driver from an installation CD, click Hawve Disk,

Choose your printer from the list, Click Windows Update to see more maodels,

its share name, location, and comments. Click Next.

7. Choose whether you want this printer to be your
default printer. Click Print A Test Page. If the test
page prints satisfactorily, click Close. Otherwise, click
Get Help With Printing, follow the suggestions, and
close the Help and Printer windows when you are

HEBEGE A |Brnters il done. When you are ready, click Finish to close the
Fuji ¥erox |:| @HP Photosmart 8200 Series (HP) . . .
i S Aqd Prlntgr dialog box and close the Devices And
Gestetner 59 HE Photosraart 3400 Series (HP) D Pl‘lnterS WlndOW
HP L‘T@JHP Phote$mart 8400 Series (Microsoft)
g 5 TN s i nnn e e i IDENTIFY A DEFAULT PRINTER

5| This driver is digitally signed. ’ Windows Update ] ’ Hawe Disk... ]

Tell rrie wehy driver signing is important

If you have several printers available to you, one must
be identified as your default printer—the one that will

be used for printing whenever you don’t select another

Figure 8-11: Manually installing a printer requires
that you know some facts about the printer.

one. To change your default printer:
1. Click Start and click Devices And Printers. The Devices And
Printers window will open.

2. Right-click the printer you want to be the default, and click Set As
Default Printer.

3. Close the Devices And Printers window when finished.

Print Pictures

nﬁ)mﬂ_

10

You can print just the even or odd pages in a
document by opening the Print window and then
opening the first drop-down list under Settings
and making the relevant selection.

Printing pictures from a program is exactly the same as described in
the “Printing” QuickSteps. In addition, Windows has a Print Pictures
dialog box used to print pictures from either Windows Explorer or
the Photo Gallery.

1. Click Start and click Pictures to use Windows Explorer; or click Start,
click All Programs, and click Windows Live Photo Gallery to use
that program.
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r|i|| W N -0 The Getbysburg Addres — Microsoft Word =HE)
File Home Insert Page Layout RefTerences Mallings Review Wiew Acrobat o) e N
PRINTING = —
e
Most printing is done from a program. The — '3’ Frimt =
following sections use Microsoft Word 2010, @ i g
Prind
whose Print window is shown in Figure 8-12, 15 close S The Gettysburg Address
as an example. i Printer D H i e w
PRINT DOCUMENTS Récnit %;‘:’a::mu)mul 2600 ser.., :%m&mﬁ%w::m RO ——
To print the document currently open in Word: Kiew briter Eroperies priohod e el goelpor o ol by mppFatil
kﬁti" " ;lhrlihlwal*\l “!wgmwm!gumhmhln‘m1mkk
Click Quick Print on Word’s Quick Access = B oo S e s i, |
. . . . R Pl Fages 355 roevait The o 158 N T e Wy 3% Per, B E58 et e
toolbar to immediately print using the o Print the entire docurent o R T s e Lo i ERS
default settings. )| Eetmmemmimvemmcie
Help T "‘] Print One Sided . AP0 50 0, B . At Pl .
- % = T ﬂ e L Onby print o one side o.., =
s & e B ontions m.ﬂfoilmd
m | Quick Print [HP Photosmart 2600 series) ‘ haiech T I o T Bt
ﬁ = j Portrait Cirigntatinn - m
CHOOSE A PRINTER =
To choose which printer you want to use: Bl i
- Normal Margins
Click the File button, and click Print 4 Left; 1" m?m: v E
to open Word’s Print window shown in || 1pagepersneet . < = o
Figure 8-12. Open the Printer drop-down Pae ot [ 41 uf1 ¥ 6% @—0— + i
list, and choose the printer you want.
Figure 8-12: The Microsoft Office Word 2010 Print window has many of the
DETERMINE SPECIFIC PAGES TO PRINT features available in other programs.
In the Print window, in the first drop-down list ~
under Settings, you can select: . . .
gs: ¥ _ 2. In either program, select the picture(s) you want to print. To select
* Print All Pages to print all pages. one, click it. To select a contiguous set of pictures, click the first one,
e Print Selection to print the text that has hold down SHIFT, and click the last picture. To select noncontiguous
been selected. pictures, hold down CTRL while clicking the pictures you want.
e Print Current Page to print only the 3. Click Print on the toolbar; or in the case of Windows Live Photo
currently selected page. Gallery, click the File button, and then click Print. To print on a local
Continued . . . or network printer, click Print again; alternately, you can order prints
online. Using the selected printer, the Print Pictures dialog box will ©
appear, as shown in Figure 8-13.
—h
o
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—

4,6.8-10,12 will cause pages 4, 6, 8, 9, 10,

and 12 to be printed.

If Quick Print isn’t on your Quick Access toolbar,
click the Customize down arrow to the right of

the Quick Access toolbar, and click Quick Print.

F 4
g1,
R =
PRINTING (continued) 2 Print Pictures
® Print Custom Range to print a series

of individual pages and/or a range of How do you want to print your pictures?
pages by specifying the individual pages =~ — o —
Separated by commas and SpeCifying the [HP Photosmart 2600 series v| [Letter v] [6DDx6l]l] dats perinch '] [Automaﬁc vI[ @
range with a hyphen. For example, typing — -

]

1of 4 pages 4 (p) SxTin. (2

Copies of each picture: 1 : [¥] Fit picture to frarne Options...

Figure 8-13: If you use high-quality photo paper and a nhewer color printer, you can
get almost professional-grade pictures.

4. Select the printer, paper size, quality, paper type, number to print on
a page, number of copies, and whether to fit the picture to a frame.
You can also click Options above the Cancel button to look at and
possibly change several print settings. Click OK after looking at (and
possibly selecting) the options.

5. When you are ready, click Print. The pictures will be printed. When
you are done, close Windows Explorer or Windows Live Photo
Gallery, whichever you have open.
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Print to a File

There are two primary reasons to print to a file: to have a file you can
take to a remote printer, and to get information out of one program
and into another. The first requires formatting the information for

a printer and then sending it to a file. The actual printer must be
installed on your computer even though it is not physically connected
to your computer. In the second case, you must create a “printer” to
produce unformatted generic text. The following sections explain first
how to create a text file printer and then how to print to a file. o

CREATE A TEXT FILE PRINTER

1. Click Start and click Devices And Printers. The Devices And
Printers window will open.

2. Click Add A Printer on the toolbar, and click Add A Local Printer. Click
the Use An Existing Port down arrow, and click File (Print To File).

3. Click Next. In the Install The Printer Driver dialog box, scroll down
and click Generic as the manufacturer and Generic/Text Only as
the printer. ©

4. Click Next. Enter a name for the printer, and click Next. Determine
if you want to share this printer and, if so, enter a share name.
Click Next.

5. Click Set As The Default Printer (if you want to do that), skip printing
a test page, and click Finish. A new icon will appear in your Devices
And Printers window. Close the Devices And Printers window when
you are done.

SELECT PRINT TO FILE
Whether you want to print to a file so that you can print on a remote
printer or so that you can create a text file, the steps are the same once
you have created a text file printer. ©

File / Text Only

1. In the program in which you are printing, click the File menu (or button
in Microsoft Office 2010 programs), and click Print.

0] 8
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When you right-click a printer in the Devices
And Printers dialog box, there are three
Properties options: Properties by itself, Printing
Preferences, and Printer Properties. In the
“Configure a Printer” section we are talking
about Printer Properties.

212 Windows 7 for Seniors QuickSteps Creating Documents and Pictures

2. Select the ultimate printer or the generic text file printer. Select the
print range, number of copies, and other settings; and click Print.
Select the folder, type the file name to use, and click OK.

Printer

@/ HP Photosrnart 2600 series on WINT
=2 Offline
HP psc 2400 Series on COMSTANT

_ﬁ Server Offline

; =7 | Ofline

=]
‘ & ;| HP Pholosmart 2600 series on WIN7

7 Adobe PDF

ﬁ Ready
Fax
% Ready
7 File } Text Only
% Ready

Print Webpages

Printing webpages is little different from printing any other
document.

1. Click the Internet Explorer icon on the taskbar to open your browser
(assumed to be Internet Explorer 9).

2. Browse to the page you want to print, click the Tools icon, click Print,
and then click Print again. The page will print with default options.
(If you want to preview how the page will be printed, click Preview
instead of the second Print. Use any of the options on the toolbar to
change how the page will print, and then click the Print Document
icon on the left of the toolbar.)

3. Close your Internet browser.

Configure a Printer
Configuring a printer is usually done for special purposes and often
isn’t required. Nevertheless, all configuring is done from the printer’s
Properties dialog box.




[ &2 HP Photosmart 2600 series Properties [ 1. Click Start and click Devices And Printers. The Devices And
| e I e I e | Printers window will open. N
ol |_sheviop. [ Poos. | dvoreed. | CoosMonepencnt. 2. Right-click the printer you want to configure, click Printer Properties,
- HP Phatosmart 2600 series and click the printer you want to configure. The printer’'s Properties
dialog box will appear.
Location: Marty's desk w

In the General tab (shown in Figure 8-14), you can change the printer
name, its location, and enter a comment. In the Sharing tab, you
can determine whether to share the printer; in the Ports tab, you
can specify the port used by the printer, configure ports, and set

Comment:

hodel: HP Photosrmart 2600 series . D
Features up printer pooling; and in the Security tab, you can determine who
Color: Yes Paper available: .. .
Double_sied: Yos = - has what permissions to use and manage the prmte;. Though most
Staple: No printer configurations are self-explanatory, several items are worthy
e ippm of further discussion and are explained in the following sections.
Maximum resolution: 1200 dpi > (&)
ASSIGN PAPER TRAYS
| Preferences... ] ’ Print Test Page ]
Some printers have more than one paper tray, and each tray can
(oK J[ Concel J[ ooy | have different types or sizes of paper. If you assign types and sizes
of paper to trays in the printer’s Properties dialog box and a user o
Figure 8-14: Printers, while having many settings, are s : S .
often run without ever changing the default settings. requests.a spec1f1c' type and size of paper when printing, Wu}dows 7
automatically designates the correct paper tray for the print job.
1. In the printer Properties dialog box for the printer whose trays you ~

want to assign, click the Device Settings tab.

2. Click the type of paper in a tray, open the drop-down list, and select
the type and size of paper in that tray, similar to what you see in
Figure 8-15.

3. When you have set the paper type and size in each tray, click OK.

CONFIGURE SPOOL SETTINGS

The time it takes to print a document is normally longer than the time
it takes to transfer the information to the printer. Printer spooling
temporarily stores information to be printed on disk, allowing

—h
o
Windows 7 for Seniors QuickSteps Creating Documents and Pictures 213




s HP Photosmart 2600 series Properties == Windows to feed it to the printer as it can be handled. Under most
N e circumstances, you want to use printer spooling and not tie up the
pevis Setia: program waiting for the printer. The printer’s Properties Advanced
g HD Dhnt sk DR series Decic Setfing tab lets you choose whether to spool, and gives you two options if
|:| 52 Form To Tray Assignment
UpperTray Letter you SPOOI.
E::":: &:: ILITJ::: t:tt:: @ Spool print documents so program finishes printing faster
F Rear Tray: Mot fusilable () Start printing after last page is spooled
lj ﬁlnstallableo tions . s i ¢
Dupleinlt (for 2-Sided Printing): Mot Installed 8 i printingimme diately
Rear Tray: Mot Installed () Print directly to the printer
< o Alloww Manual Duplexing: Enabled
Activate the Hardware Suto-off feature: Yes . . .
® Spool Print Documents and Start Printing After Last Page Is
Spooled waits to print until the last page is spooled, allowing the
program to finish faster and the user to get back to the program
0 faster, but it takes longer to finish printing.
® Spool Print Documents and Start Printing Immediately allows
printing to be done sooner, but the program will be tied up a little longer.
(oK) [ Concet ][ oop | ® Print Directly To the Printer does not spool information to be
© printed, so the program must wait on the printer to finish, but printing
Figure 8-15: You can set the paper type and size in will be done the fastest.
each paper tray. . L .
The default, Spool Print Documents and Start Printing Immediately,
provides a middle ground between getting the printing done and
N

getting back to the program.

ﬁm Control Printing
n : To control printing means to control the process as it is taking place,

The Print Spooled Documents First check box, whether with one print job or with several in line. If several print
located below the spool options, is selected by jobs are spooled at close to the same time, they form a print queue,
el Mo, Herh TN e (e [ ies ey waiting for earlier jobs to finish. You may control printing in several

(o2

(=

A el
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[ HP Photosmart 2600 series [=[Eesa] ways, as described next. These tasks are handled in the
Printer Document View printer’s window, which is similar to that shown in Figure 8-16, N
i s e || @ndis opened by right-clicking the printer you want to
[ Microsoft Word - 13501cm Marty i L36ME 14853 PM control in the Devices And Printers window and clicking
[ Microsoft Word - 03502pm ey . wHE MESEMI| See What's Printing, or by double-clicking the printer icon
3 : i | || in the notification area of the taskbar i and then clicking ©
el See What's Printing.
Figure_ 8-16: Cc_)ntrolling printing takes place in PAUSE, RESUME, AND RESTART PRINTING
the printer’s window and allows you to pause,
resume, restart, and cancel printing. While printing, a situation may occur (such as needing to add toner) o
where you want to pause and then resume printing, either for one or
all documents.
® Pause all documents In the printer's window, click the Printer
o W———— menu, and click Pause Printing. “Paused” will appear in the title bar, 4
E— and, if you look in the Printer menu, you will see a check mark in front
e of Pause Printing.
b e ® Resume printing all documents In the printer's window, click
Updsate Driver Printer and click Pause Printing. “Paused” disappears from the title o
::‘;:’:l’l‘zzgwments bar and the check mark disappears from the Pause Printing option in
— the Printer menu.
Use prign"t'eromme ® Pause a document In the printer's window, select the document or
Braperties documents to pause, click Document, and click Pause. “Paused” will ~
Tare appear in the Status column of the document(s) you selected.

® Resume printing a paused document where it left off In the printer's
window, select the document, click Document, and click Resume.
“Printing” will appear in the Status column of the document selected.

® Restart printing at the beginning of a document e

In the printer's window, select the document, click Pause

Document, and click Restart. “Restarting” and then Resume

“Printing” will appear in the Status column. Petnnals ©
Cancel
Properties

0]}
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[\) NOTE |

You cannot change the order in which
documents are being printed by pausing the
current document that is printing. You must
either complete printing the current document
or cancel it. You can, however, use Pause to
get around intermediate documents that are not
currently printing. For example, suppose you
want to immediately print the third document in
the queue, but the first document is currently
printing. You must either let the first document
finish printing or cancel it. You can then pause
the second document before it starts printing,
and the third document will begin printing when
the first document is out of the way.

CANCEL PRINTING

Canceling printing can be done either at the printer level for all

the jobs in the printer queue or at the document level for selected
documents. A canceled job is deleted from the print queue and must
be restarted by the original program.

® Cancel a job In the printer's window, select the job or jobs that you
want canceled. Click Document and click Cancel. Click Cancel a
second time to confirm the cancellation. The job or jobs will disappear
from the window and the queue.

® Cancel all the jobs in the queue In the printer's window, click
Printer and click Cancel All Documents. You are asked whether
you are sure you want to cancel all documents. Click Yes. All jobs will
disappear from the queue and the printer window.

CHANGE A DOCUMENT’S PROPERTIES

>
Microsoft Ward - 80304 Document Properties

&3] A document in a print queue has a Properties dialog box,

firneral | pdvanced | Printing Shertouts | Paper/Qusily | Effects | Finishing [ Calor |

shown in Figure 8-17, which is opened by right-clicking the

eicrus ol Wurd - 80304

Size: 931416 beytes
Pages: 23

Datatype: T ChAT 1000
Processor hpzpp\WNT
Owiner: Blarty
Submitted: 25541 P L271272010
Flulify: Ma\rt).r
Priurity:
Lowest  ~ U lighest

Current priority: 5l
Schedule:
@ Mntime restrirtinn

() Only frorm 12:00 Abd ~  Tn 12:002M

document and selecting Properties. The General tab allows
you to change the following things:

® Priority To change a document’s default priority of 1, the
lowest priority, so that the document can be printed before
another that hasn’t started printing yet, set the document’s
priority in the document’s Properties dialog box to anything
higher than the other document by dragging the Priority
slider to the right.

® Who to notify To change who is optionally notified of any
special situations occurring during printing, as well as when a
document has finished printing, put the name of another person
(the individual’s user name on a shared computer or network)
in the Notify text box of the document’s Properties dialog box.

Figure 8-17: Setting the properties of

ok | [ concel | [ sppy | a document in the print queue can

change its priority and when it prints.
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® Set print time To change when a job is printed, open a document’s

Properties dialog box, click Only From at the bottom under Schedule,

and then enter the time range within which you want the job printed.
This allows you to print large jobs, which might otherwise clog the
print queue, at a time when there is little or no load.
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Figure 8-18: Windows 7 comes with a large number of fonts, but you can add others.
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Handle Fonts

A font is a set of characters with the same
design, size, weight, and style. A font is a
member of a typeface family, all with the same
design. The font 12-point Arial bold italic is a
member of the Arial typeface with a 12-point
size, bold weight, and italic style. Windows 7
comes with a large number of fonts, a few of
which are shown in Figure 8-18.

Add Fonts

To add fonts to those that are installed by
Windows 7:

1. Click Start, click Control Panel, click
Appearance And Personalization in
Category view, and in any view click
Fonts. The Fonts window opens as shown
in Figure 8-18.

2. Either use Windows Explorer to locate a font
(or fonts) on your computer (this can be a
flash drive, a CD/DVD, or a hard disk) or use
Internet Explorer to download a font to your
computer and then, with Windows Explorer,
locate it so you can see and then select the
actual font(s) you want to install.
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o To select several fonts, hold down SHIFT and
click the first and last font (to select several

contiguous fonts), or hold down CTRL and click
each font (to select several noncontiguous fonts).
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3. Right-click the selected fonts, and then click Install. A message will

tell you the fonts are being installed. When you are done, the new
fonts will appear in the Fonts window.

Delete Fonts

Remove fonts simply by selecting them in the Fonts window and
pressing DELETE or by right-clicking the font(s) and clicking Delete.
In either case, you are told you are deleting a font collection and
asked whether you are sure you want to do that. Click Yes if you are.
The fonts will be deleted permanently and cannot be retrieved from the
Recycle Bin.

Use Fonts

Fonts are used or specified from within a program. In Microsoft
Word, for example, you can select a line of text and then open the
Font drop-down list on the Formatting toolbar (in versions prior
to Office 2007) or in the Font group (in Office 2007/2010). Every
program is a little different. One nice feature in recent versions of
Word is that the list shows what the fonts look like.
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Chapter 9

Using Applications

In our lifetimes, the computer has replaced the faithful
typewriter, spiral notebooks of spreadsheets, manila folders
filled with sheets of paper, and a pencil sharpener next to

cups filled with freshly sharpened pencils. Even the smell of

an office is different. The office, and therefore the home office,
was clearly transformed with computers. Our productivity

is also transformed with computers. We type and edit, with
automatic spellcheckers and grammar checkers, and when our
manuscript or letter is perfect, we print it or send it via email.
Our computer calculates spreadsheet equations, graphing them
for presentations and visual interpretations. Our backup files
are stored on CDs in a small case or nearby shelf. Or maybe
not. Today, our backups may be stored on an online server.
When we need to find something, we search through files on
our computer or on our online server, not in a file cabinet. The
computer search programs do the work that our fingers used to
do, in a fraction of the time.
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In this chapter we will explore some of the most common
applications seniors use, including Microsoft Office
applications Word and Excel. We will see how we access
these programs and store our files on an online server. Then
we’ll take a look at Windows built-in applications, such as
Calculator, Notepad, and Paint. We will also take a look at
another common application, Adobe Acrobat Reader.

Use Web Apps for Office Programs

With the appearance of cloud computing, or working with computer
files and applications hosted on a remote server over the Internet
and viewable in a browser rather than your own computer Office
applications, Microsoft is moving Office to the Internet. This means
that your files and programs are stored on an Internet server

rather than on your stand-alone desktop computer, and that Office
programs are accessed through a browser working on the Internet
rather than from programs stored on your computer. This is a new
world! Why this is even remotely a good idea really revolves around
expanded ways of working with data files and other people and
making them available any place, any time. The approach is much
more about accessing and sharing data and collaboration than it is
about an isolated person working alone. When you store data and
have programs available from an Internet server (or “on the cloud”):

e You don’t have to worry about whether you have the latest program
updates.

e You don’t have to worry about whether you have access to your
computer at home, for instance, because you can access your files
when you are traveling.
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UNDERSTANDING WEB APPS

Microsoft Office Web Applications, called “Web
Apps” for short, are a browser-based set of
applications for viewing and lightweight editing

in a familiar layout of your existing Word, Excel,
and PowerPoint files over the Internet wherever
there is a PC or Mac attached. Although these
are the same programs you could purchase

for a desktop computer, they do not have the
sophistication and complexity that you have with
the desktop programs. The Web Apps are “Office
light.” However, they are also free, and allow you
to try out the software before paying money for
more comprehensive desktop versions.

This book introduces you to Web Apps on the
Internet using Microsoft SkyDrive, which can
also store your data files. When you want to
view or edit a Word file, for instance, you bring
up a browser, sign on to skydrive.com, and
scroll through your folders, just as you would
with your own computer folders. When you
find the document you want to open, click it,
click View or Edit, and Microsoft Word Web
App opens to do that.

To set up your SkyDrive credentials and upload
a file, you must first establish a Windows Live ID
and account. Chapter 5 describes how to sign up
for a Windows Live ID. When you have one, you
can simply log in and get access to SkyDrive.

e You don’t have to worry about someone else being able to read your
documents when they don’t own the program, or the same version.

e You don’t have to pay for a generous amount of storage, until (or
unless) you want to upgrade to higher-capacity storage.

Use SkyDrive

SkyDrive (skydrive.com), the Microsoft server hosting platform for
its Web Apps, is where you can save your Office documents, enabling
viewers not having Office applications or the latest version of them
to view the document and do lightweight editing with a browser. If
you have created a document on your own computer, saving your
files to SkyDrive preserves the links, color schemes, and other design
elements created with your local Office application. The file and all
the supporting objects are saved to a private folder that you create on
SkyDrive or to a public folder there at your choice.

ADD A FOLDER TO SKYDRIVE

SkyDrive starts out with one folder named My Documents to hold
any files you want to store there, as you can see in Figure 9-1. You
can add folders as you wish within My Documents, on the same
level with it to hold documents, and for both Photos and Favorites.
SkyDrive gives you immediate links to create folders for favorites
and photos. (See the “Understanding SkyDrive Folders” QuickFacts.)

To log on to SkyDrive and create a new folder to hold your documents:

1. In your browser, type skydrive.com. If you don’t have a Windows Live
or Hotmail ID, click Sign Up and follow the instructions. If you do have
an ID and it is displayed for you, move your mouse over your ID, click
Sign In, type your password, and click Sign In again. If you do not
see an ID, type yours, press TAB, type your password, and click Sign
In. The SkyDrive page will display, as shown in Figure 9-1.
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Figure 9-1: You can save your documents to SkyDrive,
where viewers can access them with a browser.

2. Under your name on the upper-left area, click the New down arrow,
and select Folder to add a new folder to the account. The Create A
Folder view will appear.

3. Type the name for the folder.
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QUOTES °

ANN BENEFITS
- W FROM BOD ONLINE
B ~ 4 DOCUMENTS
T - The way | see it, the Internet
= £ 8 has enormously benefited
L o organizations with boards
N ] of directors. | have served
on nonprofit boards for over
— 30 years, and staff always
seems to scramble getting board packets out.
They hustle around to copy, deliver, or mail
the information, while board members hope
they will receive it before the meeting. During
the last couple of years, some of my boards
have taken a different approach to distributing
board packets that works well—the board
members log on to organizational websites to
get the materials they need for the meeting.
The staff does have to post the information, but
this takes far less time than before. Costs to
the organization are reduced in terms of time
and materials. In addition, | have trouble filing
things so | can find them when | want them.
The material available to me online solves
the problem; | can find the budget or minutes
from a previous meeting without spending
hours shuffling through the piles of paper or
requesting yet another copy. | am convinced
this use of the Internet is a great way for
organizations and board members be more
effective.

Ann K., 65, California

4. If you want to share the folder with others, click Change opposite Share

With to choose those permitted to see the contents of the folder, as
shown in Figure 9-2. Choose between Everyone (Public), My Friends
And Their Friends, Friends, Some Friends, and Me. This sets the level
of privacy you want for this folder, ranging from anyone to just you.

® Beneath Add Additional People, type the name or email addresses
of those allowed to see your folder’s contents.

® Click Select From Your Contact List to choose the permitted
viewers from your email contact list.

. Click Next. The Add Documents To foldername window is displayed.

Continue at step 4 in “Add Files to SkyDrive” next.

— -
Ql._'__",)' |‘S httpsi/frid-22e5F7 4., T & | ¢ | bad H‘S Create a folder - Windows Live

£7Windows Live® Hotmail (0) Messer

iger Office  Photos | MSN -

\j Create a folder

Marty » SkyDrive » Create a folder

Share with:  — Ewveryonre (public)

Mame: Book Research

My friends and their friends

m

Friends (0)

If Some friends (0)
Me

Add additionzal people

Can view files -

Enter 2 name or an email address: Select from your contact list

Carole

4

i | +

Figure 9-2: You can define how private you want the files in your folder to be.
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To get back to the home page displayed when
you first log on (the one with the Documents,
Favorites, and Photos view), point to the
Windows Live link at the top of the page and
then click SkyDrive.

: |

UNDERSTANDING SKYDRIVE

FOLDERS
By default, your initial SkyDrive account will
contain at least one folder: My Documents.
You can add others. Examples of commonly
used folders that you might create are Public,
Favorites, and Shared Favorites. You can
tell by the icons whether the folder is shared,
private, or public.

° ’ Indicates a public folder that is shared

@ by the public or by people you select.

° Indicates a private folder, not shared
, & with anyone else.

° Indicates a folder shared with your
’- 2 network of contacts.

When you add folders, you choose who can
view their contents.

ADD FILES TO SKYDRIVE
You can add files directly to an existing folder or when the folder
is created. You can either upload files to SkyDrive by dragging or
selecting them from your computer to a designated folder, or save
them when you create a file using Web Apps.

1. If you have added a folder, you will see the Add Documents To
foldername page when you click Next. You can skip to step 4.

2. If you are adding a file to an existing folder, click Add Files on the
SkyDrive home page. You will see a list of folders.

3. Click the folder you want to use. The Add Documents To foldername
window appears.

4. You can upload files in two ways:

e |f you have Windows Explorer open, place that window next to
your SkyDrive window, then drag your file in Explorer to the Add
Documents To Foldername window, as is being done in Figure 9-3.

® Click Select Documents From Your Computer, find and select
your file, and click Open to place it into the SkyDrive window.

5. When all the files you want to be uploaded are displayed in the
SkyDrive Add Files window, click Continue. You’'ll see a message
informing you that the upload has been successful, along with icons of
your uploaded files.

You're done! You successfully added 2 files.

Today
@_j Ancestry Marty Matthews 1 minute ago
@j Lineage Marty Matthews 1 minute ago
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To delete a SkyDrive folder with files within it,
sign in and click the folder you want to delete.

That folder's page will appear. Click More and Create or Ed |t DOCU ments (o]

click Delete. Click OK to verify that you want 5.c:

to delete the folder. Be warned that all files Download = USing Web Ap pS

and photos will be deleted as well. To delete  DPelete .. . . . .
an empty SkyDrive folder, the Delete option is = Fensm? Earlier in this chapter, we described how, with a Windows

available on the toolbar next to More. It is not Order ?rints Live ID and a SkyDrive account, you can upload fﬂes to
available under More. pjpemes Microsoft’s SkyDrive location in order to keep them in
the “cloud” so you, or others with your permission, can

0]}
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QUICKFACTS |

UNDERSTANDING OFFICE

STARTER EDITION
Beginning in the Fall of 2010, many computer
manufacturers started including in their new
computers the Microsoft Office 2010 Starter
Edition of Word and Excel. This edition, while
limited in some aspects, has more features
that the online Web Apps versions of Word and
Excel. If you are just getting started using Word
and Excel and have a newer computer, click
Start, click All Programs, and click Microsoft
Office 2010. You will have the choice of buying
either the Home and Student edition or the Home
and Business edition (the primary difference is
that Home and Business includes Outlook), or
using the Starter edition. Select the latter and
use it for as long as you like for free. When you
find you want features not found in Starter, you
can upgrade online. You just need to pay for it
and download a key to unlock that edition.

Office  Photos | MSN
Recent documents
Your documents
Your groups
B0 newWord document
@j Nm@xcei workbook
E new PowerPoint presentation

@ New OnehMote notebook
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access them at any time or place from a browser. Besides simply
storing files there, you can also create new documents or view, edit,
and download documents saved in the Word 2007 and Word 2010
default .docx file format, without having Word installed on your
computer. (Documents saved in the earlier .doc file format can be
directly viewed and will be converted to the .docx format to be
edited with Web Apps.) The editing capabilities in the Word Web
App are a subset of those in the desktop version of Word. However,
if you are creating a simple document or primarily just editing your
information and sharing it with others, SkyDrive and the Word Web
App provide you a great opportunity to access your information from
anywhere with only a browser and Internet connection.

Create a Document Using Web Apps

When you are signed in to Windows Live, you have some of the
Microsoft Office applications available to you through the Office Web
Apps. Simplified versions of Word, Excel, PowerPoint, and OneNote
can be accessed online so that you don’t need the desktop version

of Office to work with these Office files. Here is how to create a new
Word document with Web Apps:

1. In the Windows Live toolbar on the top of the window, click the Office
menu, and click an application; in this case, New Word Document.

2. Type the name of the document. Click Save. The Word window will
open, as shown in Figure 9-4.

3. Type your document, formatting it as needed. See the “Understanding
the Ribbon” QuickFacts in Chapter 5 and “Edit Documents in the
Word Web App” later in this chapter. Figure 9-5 displays an overview
of the ribbon functions.

4. When you are finished, click File and then click Save.
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Figure 9-4: The Word Web App is a simplified version of the desktop version of Word.
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Figure 9-5: The ribbon, here the Word ribbon, is the source of the tools and commands for the Web Apps.
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VIEWING YOUR EDITED DOCUMENT
On the Word Web App View tab are two
commands that enable you to switch between
seeing the document as it looks while being edited
and how it will look in finished or reading mode.
Figure 9-6 shows an example of the two views.

Click View and select an option:
e Click Editing View to edit the document
with the ribbon but without all the

formatting (this is the default view that
appears when you open a document).

e Click Reading View to see how your
formatting and edits appear in the finished
document but without the editing ribbon.
When you are reading, click Edit In
Browser to return to the editing view, or
click Open In Word to open the document
with your desktop version of Word.

Edit Documents in the Word Web App
To read and edit a document in the Word Web App:

1.

2.

Click the SkyDrive folder that contains the document you want to view
or edit.

Point your cursor at the file you want to edit. A menu opens up to the
right allowing you to select from several tasks.

] The Gettysburg Address *-or.,iﬂ-nl Editin browser OpeninWord Sharer Morev s

e Edit In Browser opens the document in the Word Web App.

e Open In Word opens the document in your desktop version of
Word, assuming it is on your computer.

e Share allows you to change your sharing options.
® More opens a submenu with additional options.

More:s
Version history

Move {b

Copy
Rename

Download
Properties

e Delete, the X icon on the right, deletes the file from SkyDrive.

. Click Edit In Browser. The document opens the Word Web App

window, as displayed earlier in Figure 9-4. This window is similar
to the desktop Word 2010 user interface, but if you're used to the
desktop version, you'll notice the lack of several features, including
the tools located on missing ribbon tabs and many of the options
found on the desktop File tab. See “Work with Your Documents” to
find more explanation of what you can do with your document.
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versions of Office applications, please look for . o heraiieg
Microsoft Word 201%p0uick8te;§)s, Microsoft S. When you are ready, click the Close 7 NS o RIS
Excel 2010 QuickSteps, Microsoft PowerPoint Icon o.n the upper right to r(.eturn to your B o wons et hop protects
2010 QuickSteps, or Microsoft Office 2010 SkyDrive folders to work with other Web e
QuickSteps, all published by McGraw-Hil. App documents in the same manner, | e .
v navigate to other webpages, or simply SN ek Son
close your browser. TR

0]}
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If you want more sophisticated breaks, such
as column breaks, section breaks, or even

page breaks, edit the document in the desktop
version of Word.

Work with Your Documents

When you are creating or editing your documents, there are some
simple guidelines about using the Web Apps that facilitate your
experience and make it smoother.

USE TABS AND MENUS

Tabs are displayed at the top of the ribbon or a dialog box. Menus
are displayed when you click a down arrow on a button on the
ribbon, a dialog box, or a toolbar. Here are some of the ways to use
tabs and menus:

® To open a tab or menu with the mouse, click the tab or menu.

® To select a tab or menu command, click the tab or menu to open it,
and then click the option.

ENTER TEXT

To enter text in a document that you have newly created or opened,
simply start typing. The characters you type will appear in the document
pane at the insertion point and in the order that you type them.

INSERT LINE BREAKS

In Word, as in all word processing programs, simply keep typing and
the text will automatically wrap around to the next line. Only when
you want to break a line before it would otherwise end must you
manually intervene. At the end of a paragraph, to skip to the next line
or start a new paragraph, press ENTER.

SELECT TEXT

In order to copy, move, or delete text, you first need to select it. Selecting
text means to identify it as a separate block from the remaining textin a
document. You can select any amount of text, from a single character to
an entire document. As text is selected, it is highlighted with a colored
background, as seen in Figure 9-7. You can select text using either the
mouse or the keyboard. See Table 9-1 for details of how to do this.
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TYPE OF SELECTION HOW TO DO IT

Select a single word

Double-click that word.

Select one or more characters
in a word, or select two or more
words by clicking:

1. Click to place the insertion point to the left of the first character.

2. Press and hold SHIFT while clicking to the right of the last character. The selected range of text will be
highlighted.

Select one or more characters
in a word, or to select two or
more words by dragging:

-

- Move the mouse pointer to the left of the first character.

2. Press and hold the mouse button while dragging the mouse pointer to the right or left. The selected text will
be highlighted.

Select text with the keyboard

® To select text to the right or left as you move the arrow keys, press and hold SHIFT while using the arrow keys.

® To select a line, place the pointer at the beginning of a line by pressing HOME. Press and hold SHIFT, and
press END.

® To select multiple words at a time, press CTRL+SHIFT and press the RIGHT ARROW or LEFT ARROW key.
® To select a whole document, press CTRL+A.

Table 9-1: Ways to Select Text

TabIe 9-1 talks about clicking to the feft of the first = Verdana | (Wi
g . o —j % B 7 U e x, x* = & % IEI

character you want to select by either clicking Paste B 4 A B+ Jere  seeling Openin
or dragging to the right. You can also do the e B oo Styles:. > speliing L O

Marty Matthews sign out

Microsoft
Word Web App The Declaration of Independence... on SkyDrive
HY9 o™ ? x

Home Insert View -

»

reverse and click to the right of the last character
and while clicking or dragging to the left. In other
words, you can work in both directions.

v

After selecting one area using the keyboard,
the mouse, or the two together, you can select
further independent areas by pressing and
holding CTRL while using any of the mouse
selection techniques.

m

The Declaration of Independence wrs.s of

the Thirteen Colonies In Congress, July 4, 1776 (L
The unanimous Declaration of the thirteen united States of America,

hen in the Course of human events, it becomes necessary for one people to
dissolve the political bands which have connected them with anotherfETilsBte)

assume among the powers of the earth, the separate and equal station to which

the Laws of Nature and of Nature's God entitle them, a decent respect to the
opinions of mankind requires that they should declare the causes which impel them

to the sepnaration

Figure 9-7: You will always know what you are moving, copying, or deleting
because it is highlighted on the screen.
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o Cut Press CTRL+X. Click Home and
click Cut # onthe
Clipboard group.
Copy | Press CTRL+C. Click Home and click
. Copy =2 onthe
Clipboard group.
Paste | Press CTRL+V. Click Home and click
Paste | onthe
Clipboard group.
< Undo | Press CTRL+Z. Click Undo 9 in the
Quick Access toolbar.
Redo | Press CTRL+Y. Click Redo ™ in the
Quick Access toolbar.
(o] Table 9-2: Ways to Move and Copy Text
) %llﬁﬂ_
You can recover deleted text using Undo in the
N~ same way you can reverse a cut or a paste.

R ) NOTE

You select a picture by clicking it. Once
selected, a picture can be copied, moved, and
deleted from a document in the same ways as

text, using the Windows Clipboard.

o
—
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Copying and moving text are similar. Think of copying text as moving
it and leaving a copy behind. Both copying and moving are done in
two steps.

1. Selected text is copied or cut from its current location to the Clipboard.
See Table 9-2 for how to do it.

2. The contents of the Clipboard are pasted to a new location identified
by the insertion point.

The Clipboard is a location in the computer’s memory that is used to
store information temporarily. The Windows Clipboard can store one
object, either text or a picture, and pass that object within or among
Windows programs. Once an object is cut or copied to the Windows
Clipboard, it stays there until another object is cut or copied to

the Clipboard, or until the computer is turned off. The Windows
Clipboard is used by default.

DELETE TEXT

Deleting text removes it from its current location without putting
it in the Clipboard, while cutting text removes it and puts it on the
Clipboard. To delete or cut a selected piece of text:

® Press DELETE, or DEL.

e On the Home tab, click Cut in the Clipboard group.

Check Spelling and Grammar

By default, Word checks spelling and grammar as you type the
document, so it might be that these functions have already been
performed. You can tell if Word is checking the spelling and grammar
by noticing if Word automatically places a wavy red line under words




it thinks are misspelled or wavy green lines under words it thinks

have a grammatical problem. You can also ask Word to perform a no
spelling check whenever you want—most importantly, when you are

completing a document.

S cars aqo our fathers b 1. Click the Spelling down arrow, and click Spelling. If a misspelling is w
seven 3 found, a menu with a suggested replacement will appear. You have
o these options:
# setProofing Language... e Click the suggested word if it is correct, or select another word.
: COL} e Click Set Proofing Language to change the language used, for e
B Paste example, French instead of English.
e Click Cut to remove text, Copy to copy it, or Paste to replace the
: current word with a previously copied or cut word.
' It is a great idea to manually save your 2. Click the document outside the menu to remove the spelling menu 4
document frequently (like a couple of times from the screen.
an hour). Doing this can save you from the APPLY STYLES TO DOCUMENTS
er;tjr;t;%r: cc::]Iv)\//c:cr)kllggesietz.vgi:khgzzlseoziain the A style applies a specific set of formatting characteristics to -
Quick Access toolbar, or click File and then individual characters or to entire paragraphs within the theme. For
click Save. These actions save your document example, you can apply styles to headings, titles, lists, and other text
on the online server. components. Consequently, styles determine how the overall design
- comes together in its look and feel. Styles are beneficial to document -
creation, because they provide a consistent look and feel to all text
selected for formatting.
you do not find the style you want in the Quick Word 2010 provides a gallery of styles that provides you with sets
Styles gallery for a segment of text, click Apply of canned formatting choices, such as font, size, bolding, and color, ®
Styles from the More — — that you can apply to headings, titles, text, and lists. You use styles by
SHCS IMEND ClEREY; e identifying what kind of formatting a selected segment of text needs,
the Apply Styles dialog ;,fe"":r‘i" lx] such as for a header or title. Then you select the style of formatting
box. Scroll down the v Hormal =
Style Name list to find | | & ez - you want to apply to the document.
the style you want. 2 Loading 5

1. Select the text to be formatted, for example, a title or heading.

T3 Subtitle
a Subtle Emphasis =

-
o
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nCc AaBhbCc AaBbCc ! @ \E‘J
cing MNaormal Heading 3 k SPeU‘”; o EI’I"C:I"
AaBbCc . AaBbCc AaBch .AaBng:
Mo Spacing Mormal Heading 1 Heading 2
AaBbCc| [ 4aBbcc | [ AaBvec | | AaBbec
Heading 3 | | Heading 4 Heading 5 Heading &
AaBbCc AaBbCc AaBblc !
l
Heading:?:| - | ‘Heading 8| | ‘Heading 3 | AQEB
AaBbCc | | AaBbce | | Aagbce | | AaBbec
Subtitle | | Subtle Em., Emphasis | | Intense E.
AaBbCc [ AaBbCc . AaBch. . AaBbCc .
Strong Quc:e Intense Q. | Subtle Ref...
AaBbCc ] AaBbCc AaBbCc
In:enseae.._ | Book Title List Paragr...
43.4 Apply Styles..
%a} Clear Formatting

Figure 9-8: The Styles gallery shows
you canned options for formatting
headings, text, and paragraphs.

When you have a link to a .doc or .docx file

on the Internet (a document created with
Word) and someone opens it by clicking the
link, it opens in Word Web Apps, with many

of the editing tools available. So if you have a
document you want to protect but yet you want
people to be able to read it, you might consider
placing it on the website in a PDF format. PDF
documents, when opened in Acrobat Reader,
have no editing tools available. People can

still edit them, but not without opening them in
another form of Acrobat.

v
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2. In the Home tab click the More Styles down arrow in the Styles group.
The Styles gallery is displayed, as shown in Figure 9-8.

3. Click the thumbnail of the style you want to apply.
APPLY CHARACTER FORMATTING

Character formatting can be applied using keyboard shortcuts or the
Home tab on the ribbon. The Home tab, in the Font group, provides a
visual selection of character formatting and spacing alternatives. See
Figure 9-9 to identify which tools are available for character formatting.
Keyboard shortcuts (summarized in Table 9-3) allow you to keep your
hands on the keyboard while doing the same tasks.

Clear
Font name Subscript Font size  formatting
;gri [Body) \v 11/ ¥ Aﬁ}( :slxotrhighlight
Bold H'}.I U ake x, x° aP?!é/.\
[ ]

Fant

italic
/

\l Font color

~

Underline Strikethrough Superscript

Figure 9-9: The Font group contains character

formatting tools.

APPLY FORMATTING SHORTCUT KEYS

Bold CTRL+B
Italic CTRL+I
Underline continuous CTRL+U
Align left CTRL+L
Align right CTRL+R
Center CTRL+E

Table 9-3: Keyboard Character Editing and Paragraph Aligning
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FORMAT A PARAGRAPH
Paragraph formatting, which you can apply to any paragraph, is "
used to manage alignment, indentation, line spacing, and bullets
Numbered  Decrease indent  Increase indent or numbering. In Word, a paragraph consists of a paragraph mark
list (shift left) (shift right) . .
(created by pressing ENTER) and any text or objects that appear

Bulleted list between that paragraph mark and the previous paragraph mark. ©
Align left gf{’;}f;’ézgn A paragraph can be empty, or it can contain anything from a single
Center 2ok Left-to-right character to as many characters as you care to enter.
Align right text direction The Home tab Paragraph group contains the tools for formatting a IN
Figure 9-10: The Paragraph group on the Home tab paragraph. First you must click in the paragraph you want to align,
provides fast formatting for paragraphs. and then click the command in the Paragraph group, as shown in
Figure 9-10. The keyboard can also be used for some formatting.
= = See Table 9-3. o
~Printer | PRINT A DOCUMENT
IRTESIN (L1 TR 7\HP Fhatosmart 2500 serles Propertics . .
:tm: Rea — e s . To print a document using the Web App, you
Type:  HP Photosmart 2600 series ]Documen‘t and Markups _v_il must ﬁI‘St save the document.
~Print Range —Preview: Composite ———————————————————— @
s il I ; i d 1. Click File and then click Print. If you
e e ) have not saved the document, you will be
" pages [1-6 prompted to do so. Click Save And Print.
bzt 5 inrange vi . . . .
j_““t Blpeoes g The Print dialog box is displayed, as shown -
Reverse pages

in Figure 9-11.

~Page Handling 1
Copies: 1 B ™ collste n .
e L1 2. You have these options:
Page Scaling: |N0ne ;J

¥ auto-Ratate and Center

e [f your printer is not displayed, click the
Name down arrow on the Printer Name list 0o
and click its name.

™ Chuwse paper suurce Ly POF pous sice

| I~ Use custom paper size when needed AL
Document: 5.5 x 11.0in
I Prink to fle
° Paper: 8.5 % 11.0in
[~ Prink color as black 1e |— | i
PrIntng Tips Advanced Cancel |

Figure 9-11: The Print dialog box gives you options for printing
your document.

-
o
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e In the Page Range area, click All to print all pages of the document;
click Current View to print what is currently displayed; click
Current Page to print only the current active page; click Pages and
then type the page numbers you want (separate individual pages
with a comma and page ranges with a hyphen, such as 3,4-9,12).

e Click the Copies arrows to indicate the number of copies you want
printed, or type it in the text box.

e Click Properties to change printer and printing preferences, such
as paper size and orientation of printing on the page, whether a
border is printed, color considerations, and more.

3. Click OK to begin the print process.

Use Excel

An Excel worksheet is a matrix, or grid, of lettered column headings
across the top and numbered row headings down the side. The first
row of a typical worksheet is used for column headers. The column
headers represent categories of similar data. The rows beneath a
column header contain data that is further categorized either by a row
header down the leftmost column or listed below the column header.
Figure 9-12 shows an example of a common worksheet arrangement.
Worksheets can also be used to set up tables of data, where columns
are sometimes referred to as fields and each row represents a unique
record of data. To understand Excel in all its capacity, refer to Microsoft
Excel 2010 QuickSteps by John Cronan, published by McGraw-Hill.

Each intersection of a row and column is called a cell, and is
referenced first by the column location and then by the row location.
The combination of a column letter and row number assigns each cell
an address. For example, the cell at the intersection of column D and
row 8 is called D8. A cell is considered active when it is clicked or
otherwise selected as the place in which to place new data.

Figure 9-13 shows the ribbon for the Excel Web App.

236 Windows 7 for Seniors QuickSteps Using Applications



Column headers Data organized by column
categorize data vertically and row headers N
Microsoft i i ]
Excel Web App Fundannd|Xsis070909b on SkyDrive CB Matthews sign out
9 ™ X
n Home Insert - w
i A A== = S| 42 [ u\f_x1 '-- 9\ ’:\
Columns are =) = = 123 = ;
identified by lettered Pa:Lx: By B I O é. = = = \l_?'éa ;dou;':t;'x::rv Futi SuarsL%ﬁLLx:l O[‘JNRJIIJJII’?S III)E!L Dtlvx:Lx: Dii.o Og;:créllrl
headlngs across the \ Clipbisar Aligrmmenl Munnbafer Tabales Crlly Offie
top of the worksheet ’\.
| 4 ] =) 3 | E F G H I ] ok M N
Rows are identified by 1 lass A Shares Average Annual Performance -
numbered headings i = Fund Symbol “Family  Capitalization Growth| Inceptio Exp Rati 1-Year 5-Year 10-Year Life YTD
. an
along the left side of 4 §-8-3 Balanced OPASX  Hybrid Large Cap  Blend  Apr87 105 10.33%| 8.18% 6652% 8.70% 3.25%
the worksheet 5 1-1-1 Develuping Markels  ODMAK Glubal hdid Cap Elend M35 137 37.70% | 31.40% 17.06% 19.12% 16.40%
| 504 -3 -3 Equity OEQAY US Core large Cap  Blend  Oct47 0838 1698%|1006% 7.02% 1152% 9.16%=
. £ |3-5-b Global UPPAX  Global Large Cap Srowth  Dec-B9 1.08 1565%|14.29% 11.90% 12.95% 453%
Row headers organize < 3 77 -8 Global Opportunities OPGE(  Global Mid Cap  Growth Oct90 113 B75%|17.65% 14.14% 13E6% BA1% &)
data horizontally [T92-2-2 Value CORWX US Value |Large Cap  Value  Sep85 093 2040%[1369% 7.12% 12.00% 856%
o
11 Other i
12 9-9- 7 Discovery OPOCK US Growth  SmallCap  Growth Sep86 128 7.37% 829% 435% 1085% 14.96%
13 6-6- 5 Capital Appreciation OFTFX  US Growth  Large Cap Growth  Jan-81 107 1M07% 763% 7.08% 13.85% B.46%
14 5- 4 - 4 Main Street MSIGX  US Core SmallCap  Blend  Feb88 092 1245% B822% 6.23% 1351% 489%
Active cell is read 15
4 - ) — @
to accept data | s .
4 111] 4
4 4 » M| Sheetl Sheet2 Sheet3 @ 1 person editing =
Figure 9-12: The grid layout of Excel worksheets is defined by several components.
\l
Increase or decrease the Insert a column, Delete a column,
number of decimal places row, or cell row, or cell

Format numbers according

AN \ / o
to the type of number | QABC \*:3 E} 7 %‘j ‘j- f-:;;: ¢ Er{

X Open this worksheet
4 in Office Excel

123
Figure 9-13: The Excel ribbon offers | faree” 8  Sotffiter Tabe = Insert Delete  Dato ngecnel'”
specialized commands and tools Refresh the data
for working with numeric data. Hymer L5 ek Office or recalculate the
/ \ equations in the
workbook
Sort and filter the Toggle header
contents of the table or total row

0]}
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Excel provides several highly visible identifiers
for the active cell: the column and row headings
are highlighted in color; the Formula bar displays
cell contents; and the cell borders are bold.

Active cell row and column
headings are highlighted

Formula bar

Enter and Format Text into a Worksheet

In an Excel worksheet, text is used to identify, explain, and emphasize
numeric data. Textual data cannot be used in calculations.

Enter text by typing, just as you would in a word processing program.

Format text using the commands in the Font group for character
formatting as shown earlier for Word in Figure 9-9.

Align cell data using commands in the Alignment group, which is
similar to the paragraph formatting illustrated in Figure 9-10, with the

ispl. 1 o . .
ag;f,’; z}e',s, 2 Fund Symbol addition of top, middle, and bottom cell alignment.
= =3-
contents Bilc.5-5 ?Bmamd T e Wrap text within a cell by clicking Wrap Text in the Alignment =12
50 1-1-1 DevelopingMarkets  ODMAX Wrap
group' Text
Acti Il i ded .
N by bold border Enter and Format Numeric Data
- Numbers are numerical data, from the simplest to the most complex.
el Excel provides several features to help you work more easily with
Nomoer| 53 sort numbers used to represent values in various categories, such as
. o currency, accounting, and scientific.
123
12 M 1. Enter numbers by simply selecting a cell and typing
the numbers.
Cumency
% 2. To format the numbers, select them and click the Number Format
] Accounting menu in the Numbers group. You have these options:
TTF ShortDate e General formats alphanumeric data—data composed of numbers
- and/or text. Only general formatted data that is purely numeric can
be used in calculations.
(D) ™ e Number formats the data as numeric data, which then —
bercentage can be used for calculations. Use Increase Decimal or i
Y% Decrease Decimal in the Number group to add or remove 5%
1/2 Fraction decimal places.
2 Scentific e Currency formats for dollars and cents. Click Increase Decimal
10 or Decrease Decimal in the Number group to set the number of
aBc ™ decimal places if it is not two places.
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The biggest differences between the Currency
and the Accounting formats are that negative
numbers in the Accounting format are in
parentheses and both the dollar sign and the
number itself are offset to the left to make room
for parentheses.

e Accounting formats data into numeric data that may or may not be
currency and that may or may not have decimal places.

e Short Date formats the data with numeric dates, such as 1/06/2012.

e Long Date formats the data with alphanumeric dates, such as
Friday January 6, 2012. Both types of dates can be used in
calculations.

e Time formats data as time, which can be used in calculations.
Enter the time format you want; that is, with or without A.M./P.M.
or seconds.

® Percentage formats the data as a percentage, with the percent sign.
3. Press ENTER to accept the formatting and number.

Excei Web App Fund Performance on SkyDrive Marty Matthews sign out create Charts
Stz *|  One of the features of Excel is its
Insert Design . .
= — ] = charting capability. You can take

g L X ‘ oy |- ‘J ] ] ot o] (D] ] i) numeric data and give it a visual twist.

Switch Se Iect Column Line P Sar Area Scatter Other Axis  legend Data Data Axes Gridlines
Row/Column Data - - - - - ~ Charts» Titles Titles« - Labels » Table » - - TO Create a Chart from a WOI‘kSheet:

Cata Change Chart Type Labeis Axes

| TR R TR T T T e T 1. Select the range of data you want
1] S — e included in the chart, including the
2 Fund 1-Year  5-Year 10-Year Life Ave rage Annual Performance headers.
2 A 10.33%  8.18%  6.52%  8.70%| apoow . .
4 B 37.70%  3140% 17.06%  19.12%| 35 0o% £[ 2. Click the Insert tab, and click the type
5| € 16.98% 10.60%  7.02% 11.52%) 30.00% i of chart you want. The chart will be
5] D 15.65%  14.25%  11.50%  12.55%) 1 Akl = . .
. : R i, displayed in the worksheet, as shown
8 15.00% - H10-Year in Figure 9-14.
9 10.00% - HLif . .
= 5665 | i 3. Using the design tools on the Chart
11 0.00% - Tools tab, change and edit your charts
2 | S o & - as you need, adding titles, legends,

4 1} | ; .
€ 4 b M| Sheetl | Sheetz | Sheet3 & 1 person editing - and data Iabels, for instance.

Figure 9-14: Using charts in worksheets is a way to display data in clearer and more

quickly understood terms.
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EDITING WORKBOOKS

IN THE EXCEL WEB APP
As with Word, you can upload Excel files to
Microsoft’s SkyDrive location in order to keep
them in the “cloud” so you, or others, can access
them at any time or place from a browser.
Besides simply storing files there, using the
integrated Microsoft Excel Web App, you can
also create, view, edit, and download workbooks
saved in the Excel 2007 and Excel 2010 default
xIsx file format without necessarily having a
version of Excel installed on your computer.
(You can view workbooks saved in the earlier
Xls file format, but to edit them you must open
them for viewing, click Save A Copy in the File
tab, enter the new name, click Save, and finally
open the copy for editing in the browser.) The
editing capabilities in the Excel Web App are
limited to the more basic features of Excel, such
as those described in this chapter, as well as
minor formatting actions and working with tables.
In fact, if the workbook contains more advanced
features such as shapes or a watch window, you
cannot edit it (although you may be able to view
and download it—you can’t with a watch window).
However, for those cases where your edits are
predominately data-centric, SkyDrive and the
Excel Web App provide you a great opportunity to
access your information from anywhere with only
a browser and Internet connection.

To use a workbook in the Excel Web App:

1. Open the SkyDrive folder that contains the
workbook you want to view or edit.

Continued . . .

Choose a Chart Type

The Excel Web App organizes charts into eight types, categorized
by the function they perform. Within each chart type are variations
called subtypes. For example, the Line chart type has several

ways to display trends. The main chart types are summarized

in Table 9-4.

CHART TYPE FUNCTION

Column, Bar, Line

Compare trends in multiple data series in
various configurations, such as vertical or
horizontal orientation, or trend lines

Pie and Doughnut

Display one data series (pie) or compare
multiple data series (doughnut) as part of
a whole or 100 percent

XY (Scatter)

Displays pairs of data to establish
concentrations

Area Shows the magnitude of change over
time; useful when summing multiple
values to see the contribution of each

Radar Displays values relative to a center

point; useful when categories are not
directly comparable

Table 9-4: Eight Functional Types of Excel Web App Charts

Use Other Common Applications

Windows 7 comes equipped with several useful accessory

programs. Among these are Notepad, a simple text editor; Paint,
for drawing and modifying pictures; Character Map for selecting
special characters; and Calculator. Here is a brief overview of them.
In addition, Adobe Reader is a free third-party program commonly

used to read PDF documents.
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Run Accessory Programs

C . C o N
You can open the accessory programs by clicking Start, clicking All
EDITING WORKBOOKS Programs, and choosing the Accessories folder. Calculator, Character
IN THE EXCEL WEB APP (Continued) " 8 Nt oD _gt i e '
. . . a otepad, and PPaint are part of these accessories.
2. Point to the file you want, and in the P pad, p
pop-up menu, click Edit In Browser. L) Accessories w
The workbook opens in a screen that o Caleutator
L. &8 Command Prompt
appears similar to the Excel 2010 user 35 Connect ta 3 Network Projector
interface (see Figure 9-12) but lacks = ?&"“ﬁt ;‘3"”*“‘"
. . . ) ellirnyg slar
certain features, including the tools located i Math Ignput Panel
on missing ribbon tabs and many of the = Natsid il =
options found on a standard File menu. K, Rermote Deskiop Connection ‘
151 Run
3. After performing Home | Insert S Snipping Tool 3
editing using . forel - ‘
the tools on the - @ Sync Center i 9
. . l-'_d'r} )I‘-'hcr:: s'tl':c Saw:’Buttun? s 3 'Windows Explorer
available ribbon b e g = wundPau
tabS, click the File la Save As .. Ease of Access
‘I:e the workbook under a new L SystemTooIs
tab and select o R Soiinc
whether you want to _% :,_::st_,_c,:,cop.“o view and edit | Windows PowerShell o
q a : Whis workbook. . Adob
open the file inyour .~ [ e
1 ) H Download the work k to vour
d]?"'ce = Ol cmputer USE CALCULATOR
of Excel, save it S| Properties . .
z i tails and options for th
under a different E=] View detaiis and options for the The Calculator, sta1jted. from Acc;essones, has four alternative
filename (you don't 5 S calculators, each with its own view: ~
Excel Web App.
EERIDEENO s . e Standard desktop calculator, shown
workbook, as Excel . hoam R Easel W Ayp prdtechs - ] Cakutator =
yur prtvnsy in Figure 9-15
Web App does 0 I“':'5t°'“” s View Edit Help
that automatically), i this proaet. e Scientific calculator o
share it with others, | G coseme worwoor e Programmer calculator 2907
ClCtleel e e Statistics calculator L 2!-2“& L]
your device as a standard workbook. N ERRE
4. When finished, return to your SkyDrive Figure 9-15: The Standard view of 7 |i||i|| ! |i
folders to work with other Office documents the Calculator provides a number [4][s 6] ) | s |
in the same manner, navigate to other . ‘-’;f stanqarl d (’l’_'a’hec';c',?:{'ca’ BEE™
; unctions, including addition, et
webpages, or simply close your browser. subtraction, division, and ___0_|| , i;_ L
multiplication.
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N USING ACROBAT READER

Adobe Acrobat Reader is a program most
computer users find essential. It enables you

to read documents created in PDF format.

o This format is often used so that readers don’t
have to have a particular program, such as
Word, to read it. Acrobat also comes in a more
sophisticated package that allows you to create
and edit PDF documents as well. However,

< the simple reader is what we’re sure you will
someday need, and it is free.

1. In your browser, type adobe.com/reader
in the address bar, and press ENTER. The
To) Adobe Reader page will display.

Adobe Reader

Adobe Reader X 500 u8)

Your system: Windows 7, Cnglish
Different language or operating system?

| ¥ Download now

to the Softw are Licensing Agreement

Continued . . . l

10

Leam mare | System Requirements | Distribute Adohe Reader

Adobe may vees the Adobe Dow nlosd Mansger to esamiesely inetall your softw are.

In addition, there are a unit converter; a date calculator; and
four worksheets for calculating a mortgage, a vehicle lease, and
fuel economy in both mpg and L/100 km that are extensions

to the current view. To switch from one view to the other, click
View and click the other view. To use a calculator, click the
numbers and arithmetic functions on the screen or type them on
the keyboard.

USE CHARACTER MAP

The Character Map, found in the System Tools subfolder in
Accessories, allows the selection of special characters that are not
available on a standard keyboard.

1. Click the Font down arrow, and click the font you want for the
special character.

2. Scroll until you find the character, and then double-click
it; or click it and click Select to copy it to the Clipboard.

3. In the program where you want the character, right-click
an open area, and click Paste or press CTRL+V.
USE NOTEPAD

Notepad can be used to view and create unformatted
text (.txt) files. If you double-click a text file in Windows
Explorer, Notepad will likely open and display the file.

You may have to temporarily disable your antvirus software. If a line of text is too long to dlsplay without scrolling,

By chicking e Dow riboed Mow butlon, you acknow kedge you bave iesd and agree

click Format and click Word Wrap. To create a file,
simply start typing in the Notepad window, click the
File menu, and click Save. Before printing a file, click File; click
Page Setup; and select the paper orientation, margins, header,
and footer.
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USE PAINT

USING ACROBAT READER (Continued) Paint lets you view, create, and edit bitmap image files in .bmp, "
2. Click Download Now. dib, .gif, jpg, .png, and .tif formats. Several drawing tools
3. Click Run and then click Yes to allow and many colors are available to create simple drawings and

Adobe to continue to download the illustrations (see Figure 9-16).
program onto your computer. Next, click w

Install to complete the installation. You will - = —
. @ | B = o = | 00439256[1]jpg - Paint =
see a display of the progress.
= Home Wiewn

4. Finally, when you are told the installation RIEr - @ e D EEEEEQE@%E |!| |
' ' - | [T o ) *

7

has been successful, click Finish. You'll ippanr unage || @) 2! || KRR | stopes 2 | “sce- | SRR coror =
find a shortcut to Adobe Reader on your Pl . -5 2 DD IO T estors

deSktOp. Tools Shapes Colars

-

L
ik
Aylafae
[CERTIOT

5. To open a PDF file, either double-click the
Acrobat Reader shortcut or double-click
the PDF file. When you first bring Acrobat
Reader up, you'll have to accept the
reader’s license agreement. Click Accept.
A computer restart is required to finalize
the installation.

6. Point your cursor at the icons on the
toolbar. You’ll see how you can navigate
through the document, share it with
others, change the magnification, change
the display of the page, or use the search -
feature to find specific words or phrases. =
Figure 9-17 shows how the reader
displays a PDF file.

® .

+ L= 10 1050 = 340px 100% (=) —{)——

Figure 9-16: Paint allows you to make simple line drawings or touch up other
images.

—
! ) ) ) e =
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Expand or collapse Add or review

bookmarks Reading pane comments Email a copy
Toolbar provii - \
COOH?ITI:Ca)n’:OZISdf?;' '@ dreamweaver_cs3_help.pdf - Adobe|Reader \
Working with PDF files File Edit ‘Wiew ‘Window Help \ *
- »
“@ Eﬂ @ = @ II' hefz ‘ @ @ n ‘ E E W Comment ;hare

Display page | Bookmarks ﬁ
thumbnails |

) B~ [
Display I/ z

[l

[P contents p

bookmark links v
. , —vj i Chapter L.
attacvlgil;: g:g I/ Getting started
/‘@ P chapter 2 =
Workspace
View and show/ P chapter 3:
hide layers Working with | |
Dreamweaver
sites

=P Chapter 4;
Creating and
managing files

[P chapter 5:
Managing assets
and libraries

[F chapter :
Creating pages
with C55

[F chapter 7:
Laying out
pages with
HTML

[F chapter &:
Adding content

ADOBE DREAM
USER GUIDE

8.50 %1200 in < " b

b >,

Figure 9-17: Acrobat Reader allows you to read PDF files, a common file format.
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Play CDs

Control the Volume
Access Online Media
Finding Your Music Online
Buy Media Online

Copy (Rip) CDs to Your
Computer

Organize Music
Make (Burn) a Music CD

Copy to (Sync with)
Music Players

Displaying Visualizations
in Windows Media Player

Play DVDs

Preparing to Make a Movie

Import Video from a Camcorder

Make a Movie
Complete a Movie

Exploring Windows Media
Center

Chapter 10

Enjoying Multimedia

Multimedia is the combination of audio and video, with the
term media referring to either audio or video. As an operating
system, Windows 7 has to be able to handle audio and

video files and accept their input from a number of different
devices. It has four major programs—Windows Media Player,
Windows DVD Maker, Windows Media Center, and Windows
Live Movie Maker—that enable you to work with multimedia
files and read and write them onto CDs, DVDs, flash

drives, and music players, as well as stream them to other
computers (streaming sends audio or video files to another
computer in such a way that the other computer can display
the files as they are being sent). We’'ll look first at sound by
itself, then at video with sound.
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[+] [E=EEn

I »» -

Figure 10-1: Windows Media Player Now
Playing view shows you its controls when
you move the mouse over it.

et

-
4# AutoPlay = |

£ DVD RW Drive (E:) Audio CD

[¥] Always do this for audio CDs:

Audic CD options

—1" Play audio CD
el sing Windows Media Player

&4 Play audio CD
B Using YideoLAM YLC media player

View more AutoPlay options in Control Panel

Work with Audio

Audio is sound. Windows 7 works with and uses sound in several
ways, the simplest being to alert you of various events, like an
incoming email message or closing down the system. Chapter 2
shows you how to customize the use of sounds for these purposes.

The other use of sound is to entertain or inform you—be it listening
to music or lectures from CDs, Internet radio, or another Internet site.
It is this use of sound that is the subject of this section.

Play CDs

Playing a CD is as easy as inserting a disc in the drive. When you

do that, by default, Windows Media Player opens and starts playing
the CD. The other alternative is that you will be asked if you want
Windows Media Player to play the disc. In that case, if you click Play
Audio CD Using Windows Media Player, Media Player will open
and begin playing the disc. Initially, the on-screen view, called “Now
Playing,” is a small window, as shown in Figure 10-1. If you click
Switch To Library in the upper-right corner under the Close button B,
a larger, more comprehensive window will open, as you can see in
Figure 10-2. The Media Player library window has a variety of controls
that enable you to determine how it functions and looks. These
controls are located either in the functional controls and option menus
at the top of the window or in the playback controls at the bottom.

® Menu options includes facilities to:
® Organize the Media Player window

® Stream media from your computer
® Create a playlist of selected tracks
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Menu options Functional controls
3] Windows Media Player l | 5 R
.,f'_"-.‘ I/_
N/ * Sunnyland (E) Play Burn Sync
| Organize ¥  Strearn v Create playlist v| &% Rip D Rip settings = U= - !Seam’J b - '@ b Sawe list  Clear list ;nf-v =
Alburn [FIReT Title Length Rip status
B Library Audio CD () Either Way She Walks
] Playlists . Sunnyland @ 1 Avalon Train EHE ESEOLEROLS
- ‘sanayin| -
4 JJ Music Echward Gerhard & 2 5 tg 09 114 o Sunnyland
A S uord Gerhard
e Folk @b 3 EitherWay She Walks 317 Shop et
(21 Album 2006 4 Sunnyland 151
(&) Genre @ s Just a Closer Walk with .. 2:55 & () Sunnyland e 4
B Videos i Sunday Blues 3:19 Syalon Train 318 4
et @] 7 Just Can't Keep from Cr.. 425 Sta 98 314
gl.Recor.c.!ed W . 2 Amazing Grace 2:48 » Either Way She Walks 317
|©) Sunnyland ()| @ 9 Night Owl Blues 248 Sunnyland 151
10 Still Mot Sarry You're Go.., 448 Just a Closer Walk with Thee 2:55
[ Other Libraries ® 11 Sunryland (Reprise) 2:38 Sunday Blues 319
I> [ﬁ*" Carole (constant) 12 Litte Road 227 Just Can't Keep from Crying 5o.. 425 |=
B ey gy [ 13 Sunday Street Strol 139 R B
B [ﬁg' Guest {constant) 14 arEndi e aran 318 Might Cul Blues 3:48
Still Mot Sorry You're Gone 4:49
Sunnyland (Reprise) 2138
Little Road 227
Sunday Street Stroll 138
h. Mot Blind in Heaven e -
E"’.- Media Guide _ :
-\ 14 iterns, 43 minutes
Edward Gerhard ons, ¥ O [opl 4 ——® | o,
e \ ”,
Media Guide Playback ® Functional controls allow selection of the primary Media Player
Y
controls functions:

Figure 10-2: Windows Media Player Library view
gives you access to a wide range of audio and
video entertainment.

® Rip CD copies audio CDs to the Media Library.
® Rip settings apply to audio being copied from a CD.

Play plays selected tracks and creates a playlist.

® Burn copies playlists from the library to writable CDs and DVDs.

your PC.
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Turn shuffle

® Media Guide opens the Windows Media Guide, an online media

on/off Stop Play/Pause Mute . . .
source for music, movies, TV, and radio.
. ; . ® Playback controls provides CD player-like controls to play/pause,
80 | W e Rl ) ——a® | stop, go to a previous track, go to the next track, and adjust volume,
R g [ as well as randomly play tracks (shuffle) and repeat a specific track.
) When you click any of the three tabs for the functional controls in the
Turn repeat Previous  Next track Volume ) . o .
on/off track upper-right area, the list pane opens. The Play tab initially lists what
is currently being played, but can be cleared and used to build your
own playlist. The parts of the Media Player in Play mode are shown
in Figure 10-3, and include:
® List options hides (closes) the list pane and manipulates the list.
Navigation pane Details pane List pane
r@ Windows Media Player/ / List
@, S options
U 3 ime Uy :
_ v d
Organize *  Streafn = > =[x Search
Album Title \
B Library Audio CD (E) T Everybody's Jumpin'
[l Playlists s | Time Out | Blue Rondo a la Turk i \l Play to
b Jd Music The Dave Brubeck ... Strange Meadowr Lark LR i
B videos o L Shope The Dave Brubeck Quartet I ShOp for
=] Pictures ’I| Three to Get Ready I CD/DVD
= Recorded TV Kathys Waltz & (&) Tirme Out .{
(2) Time Out (B9 [ Everybody's Jumpin® Blue Rondo a la Turk - Unknown art., 6:47 N )
[¥] Pick Up Sticks Strange Meadow Lark - Unknown ar.., T2t \I Previous/ )
[ Other Libraries Take Five - Unknown arkist 5:29 Next playlist
3 Lﬁ’" Carole {constant) Three to Get Ready - Unknown artist 5126
(H3 [ﬁﬁh Farky fain®) Kathys Waltz - Unknown artist 4:54
13 [F’ Guest {constant) » Everybody's lumpin' - Unknown artist 427
f., ) ) Pick Up Sticks - Unkroun artist 417
. sl e T items, 38 minutes
ey o = 7 7 P \ = am I Switch to
E The Dave Brubeck Qua.. 0200 [ & O | B | I44 '\@J bRl ) ——@ i ® | Now Piaying

Figure 10-3: The list pane shows what is currently playing and is where playlists are created.
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® Play to starts an audio or video stream to a media device.

® Clear list stops what is being played and prepares the pane for
creating a playlist.
® Save list saves the current playlist to your Media Library.

® Shop CD/DVD enables you to buy the item you are listening to or w
watching.

® Previous and Next let you cycle through the playlists in your library.

® Switch to Now Playing collapses the window to just the small
window shown in Figure 10-1. N

Control the Volume

You can control your computer’s audio volume from several places,
including the physical volume control on your speakers or on your
laptop computer, the volume control on the bottom-right area of the
playback controls of the Media Player, and the volume icon in the
notification area on the right of the taskbar £

=T

Clicking the Volume icon in the notification area opens a small

Volume slider that you can drag for louder or softer sound, or you

can click Mute (the blue speaker at the bottom of the slider) to do just

that. Click anywhere on the desktop to close the Volume slider. ~

LV

Mizeer

Access Online Media

If you have a broadband Internet connection (as described in
Chapter 4) of at least 512 Kbps (more will improve your experience)
and sound capability, you can find a large amount of media,
including music, movies, and TV. Windows Media Player gives you
access to this media through the Media Guide, whose icon is in the
lower-left corner of the Media Player and opens into the window
shown in Figure 10-4.
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3| Windows Media Player E@ﬁ
[v] y

./_

@U Play Burn Sync
Organize »  Strearn »  Create playlist = 2% Rip CD @ vonwindowsmedia.com @

B Library % Windows Media Guide United States v EESII "

i Flaylists Home | Music I | Movies | | TV | Games | Worldwide | Holiday | Internet Radio ((#)) Aot
b Jd Music \

H Wideos \

=] Pictures - .

& Recorded TV . 2 All Inclusive Package,

) Time Out (E) i " T Y 3 starting at $329 per room.

. & GET DETAILS
[ Other Libraries = ' : Ly

b [ Marty (winT)
I [ Carale (constant)
(3 [ﬁ" Guest {constant)

18LFM

Big R Radio

Boomer Radic

BostonPete.com

GotRadio

MyChrstmasFM.com

ORS Radio

Radio Santa Claus

d

SINGALONG TASTELADOLCEVITA ONSTRANGERTIDES MAGICALTRACKS

Faces of Italy | More TV Pirates of the Caribbean | Fans Carter's ¢ dIn" | More Music

€ 2000 Microsoft Corporation. All Rights Reserved.

f"{ N P Privacy Statement | Terms of Use | Photo and Data Providers

RTINS

Figure 10-4: The Media Guide facilitates locating
music, movies, and TV.

To use the Media Guide to locate media from a closed Media Player:

1. Click the Windows Media Player icon & on the taskbar (it is pinned
there by default). If you don’t have a Media Player icon on the taskbar,
click Start, click All Programs, and click Windows Media Player.
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Doing direct searches from your Internet
browser may help you find what you want.

—

9

6
FINDING YOUR MUSIC ONLINE

Having spent my adolescent youth in the 1950s,
many of my favorite songs from that era are by
The Platters and include Unchained Melody,
Smoke Gets in Your Eyes, Twilight Time, and
Only You. You can easily find and listen to this
music and most other popular songs by simply
typing a song’s name into either the Google or
Bing search text box. For example, | might type
Platters — Unchained Melody. This produces a
list of links to sites where you can listen to the
song, as you can see on the left of Figure 10-5.
Many of the links that are found are on YouTube.
Clicking one of these links opens YouTube and
begins playing the song. On the page that opens
there are links to either other songs by the same
artist or other artists performing the same song,
as you can see on the right of Figure 10-5.

2. Click the Media Guide icon £7wss« - in the lower-left corner of the
Media Player. It may be that the Media Guide icon has been replaced
by the Online Stores icon i« - because that is what was last
used. In that case, click the Online Stores down arrow, and click
Media Guide.

3. Click in the Search text box; type the name of the piece, the performer,
or the genre; and either press ENTER or click the Search magnifying
glass. The search results list will appear.

4. Select your choice within the results list, or if you don’t find what you
want, try a different search. From the results, you often are able to listen
to or view a segment and find out where you can buy the entire piece.

5. Close the Media Player when you are ready.

Buy Media Online
There are many sources of media on the Internet. Two paths to buying
media are through the Online Stores in the Media Player and through
the popular iTunes.

USE MEDIA PLAYER

The Online Stores in the Media Player provides links to several
stores—links that you can follow to locate and buy media.

1. Click the Windows Media Player icon on the taskbar. If you don’t
have a Media Player icon on the taskbar, click Start, click All
Programs, and click Windows Media Player.

2. Click the Online Stores icon if it is displayed; otherwise, click the
Media Guide down arrow, and click Browse All Online Stores.
The Online Stores page will open and display several stores that sell
music, videos, and audio books, all of which can be downloaded.

3. Click a store that looks promising and follow the instructions to use
that store and download the media to your computer and into your
music or video library.

4. Close Media Player when you are ready.
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Figure 10-5: Finding music online is simply a
matter of typing the name of the performer and/or USE ITUNES

the song in a search text box and then selecting
the one you want to hear, as shown on the left.
You can then go on to related songs as you see
on the right.
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iTunes is an online media store operated by Apple, Inc. They claim
to be the world’s number one music store. They also have the iTunes
Player, which you can download for free and is a competitor to the
Windows Media Player.

1. Click the Internet Explorer icon on your taskbar to open it. Click in
the address bar, and type itunes.com.

2. Click the What Is iTunes, What’s On iTunes, and How To links to
learn more about iTunes. If needed, download QuickTime, a video
player, to view the video on installing iTunes. Follow the online
instructions, clicking the various QuickTime and Windows controls
as needed.
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iTunes and many other online stores make it
very easy to buy from them, and you can quickly
run up a sizable bill. You need to create an
account with the store and provide your name,
address, email, and credit card info. Once you
do this, it is almost too easy to buy in the future!

3. When you are ready, download and install iTunes, following the
instructions and clicking the appropriate controls as needed.

4. After the installer has restarted your computer, double-click the
iTunes icon on your desktop # . iTunes will start, ask you a series
of setup questions, and then open.

5. If it isn’'t already selected, click iTunes Store to open the window

Figure 10-6: iTunes is both a media player and a
popular site for downloading media.

shown in Figure 10-6. Use the various links and the search box to
select and possibly download the media you want.

6. Close iTunes when you are finished.
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Copy (Rip) CDs to Your Computer
Media Player gives you the ability to copy (or “rip”) CD tracks that
you like to your hard disk so that you can build and manage a library
of your favorite music and copy this material to a recordable CD or

Where it makes sense, consider that when | say
“CD” | mean “CD or DVD.”

Figure 10-7: Media Player can be used to build a

music library from your CDs. DVD. To copy from a CD (see Figure 10-7):

I3 Windows Media Player LlElssl] q, |nsert the CD from which you want to
(U » The Greatest Hits [Capitol] E) Play Rum Syne copy tracks. If it doesn’t automatically
Urganize »  Strearn v Createplayist » ) Stopnp  Hip settings = ==J F— P l@ start playing, click Play Audio CD

_ Alburm Elw  Tite Length  Ripstatus Contributing ortist & Using Windows Media Player to open
B Library Audio €D (E:)

Windows Media Player.

[¥] Playlists The Greatest Hits [.. 7] 1 Unforgettable 212
© o Musiv Mat King Cole 2 Route 66 302 i P P i
B Videos Vorl £ 5 omgecoeasy 2. C?Ilck Switch To L|brary in the upper-
i Picties 1994 ¥ 4 Monslise 316 right corner. In the details pane, select
=) Recorded TV Aty E s Walkin' My Baby Back .. 2:41 the t K tt t
(=) The Greatest Hits [C: Fl ¢ Straighten up and Fiy Ri..  2:27 e racks y0u wan (0] COpy (0] y0UI‘
Pionix T 7 SendforMe 239 hard disk by clicking the check boxes
therlibrenes Wl 8  Looking Back 228 . .
[ Gusst (ronstant) P 0 to the left of each track. Click Play in
k¥ M i Tl Qleve You ForSentim., 255 z the playback controls to listen to the
f’ Carole (constant) il | Mature Ry 2:40 .
Ell12 | Rambiin’Rose 250 tracks and to make sure your choices
Pl st ki are correct.
|14 Tow Youny 3:14

¥ 15  Somewhere Mlongthe.. 255
W16 Thase Lazy-Hazy-Crazy ... 225

3. If you wish, click Rip Settings and
review the settings that are available

VAT Smile .55

it o to you. For the most part, the default

Y 0 ABlossom Fell 13 settings provide the best middle ground
B e Guide ~ ) z;"::;me = e o | I between high quality and file size.
— 4. When you are satisfied that you have
NatKing Cole o005 & O | ® km@&ﬂ ¥ ——® | @ Rpping:12tacksre. 13 selected the correct tracks and settings,

click Rip CD. The selected tracks will

be copied to your hard disk. When you
‘—w are done, remove the CD and close
Media Player.

One setting worth mentioning: Rip Settings/

Format in order to change the default WMA Cresteplaylist v |@$RipCD | Rip settings v
format to MP3 for playing on many of the :

handheld music players.
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Copying a music track from a CD to a digital file
on your hard disk is time-consuming, even on a
relatively fast computer. It also produces large
files. To see the copying progress, look at the
Rip Status column of the Media Player window,
as well as the message in the bottom-right

corner (see Figure 10-7).

The material on most CDs and DVDs is owned
and copyrighted by some combination of the
composer, the artist, the producer, and/or

the publisher. Copyright law prohibits using

the copyrighted material in ways that are not
beneficial to the owners, including giving or
selling the content without giving or selling the
original CD or DVD itself. To enforce this, most
CDs and DVDs are protected to make copying
difficult. Media Player provides the ability to
copy copyrighted material to your hard disk and
then to a recordable CD or a USB flash drive
with the understanding that the copy is solely for
your own personal use and you will not sell or
give away copies. This is both a great gift and a
responsibility. As one who makes his living on
copyrighted material, | urge you not to abuse it.

You cannot add music to playlists directly from
a CD in your drive even though it appears in
Media Player. You must first add the music to
your library and then select it from there.

A

Organize Music

Once you have copied several CDs and have downloaded other music
to your hard disk, you will likely want them organized. When music
and videos are copied to the library, the contents are automatically
indexed alphabetically by album, artist, and genre. You may want to
combine selected tracks into a playlist that allows you to play pieces
from several albums. To build a new playlist:

1. Open Media Player and click Create Playlist in the menu options
area. Type the name you want for the new playlist, and press ENTER.
A new playlist will appear in the list of playlists in the navigation pane.

2. Open an album, artist, or genre; and select a piece or the pieces (by
holding down CTRL as you click multiple pieces) that you want in the
new playlist. Drag the piece(s) to the playlist title in the navigation pane.

Organize " d Create playlist = | Searh P -

# Length

. B Greatest Hits, Vol 7 1 Annie's Song 200
: John Denver 7 Welcame to My Mornin... 310
M ; e Rock 3 Hylwa %10

4 Jd Music | % Add to Favorites 1977 : bini R
0, Artict s A 4 Like a Sad Song 407
() Album 10 Ity Swweet Lady 452
11 Cabypan 30

i) Genre

3. Select additional pieces you want to add, and drag them to the playlist
title in the navigation pane. Click the playlist to display the contents of
the playlist in the detail pane, or double-click the playlist to display it in
the Play tab in the list pane and begin to play it.

—Or—

1. Open Media Player and click the Play tab to open it in the list pane.
Select and display in the details pane the music you want in the
playlist. Drag the piece(s) you want to the list pane, as you can see
in Figure 10-8.

2. When you have added all the pieces that you initially want (you can
always add more later), click Save List, type a name, and press ENTER.
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@ Windows Media Player =iilEl

@Q » Marty (win7) » Music » All music Play Bum Sync
Organize v  Stream »  » =T [ Searih L~ @\ I Sawe list  Clear list hpv =
| Favorites 4 Abum Title Z
4 Jd husic David Michael = Sweet Surrender
G Artist Heart of the Harp Suwveet Surrender | W
=) Aburm F David Michael Sands of Time Heart of the Harp
& Genre New Sge Heart of the Harp Shop e David Michael
Eﬁ Wideoz 2004 Tirme Traveler
|=] Pictures &= Unsaved fist =
?’I berordedily David Michael & Randy Mead ¥ Swveet Sumender - David Michagl EHU
(Nl & Courtship of the Moon  Procession of the Stars Sands of Time - David Michael 5:03

Procession of the Stars - Randy Mead 6:30

David Michael & Ran..  Corning Home
New; Age Mordic Moonbeams

Unknown Year Maoonlight Waltz

[ Other Libraries
b @4 Guest {constant)
¢ [ Carole (constant)

; Sky Safari
“ [ ?‘f‘..a.%.(}'_f.’_'."n Niyht Fliyht
4
‘J:S] ___E'_c._ Courtship of the Moon L -
S Artist + Add to list |
'-J Album . Keystane Passage Keystone Passage
O Genre David Michael & Ran..  Andean Mist
B Vide: & Mew Age Mew Wings
E" Wedis Glide = iy 1994 Chetremnka Rain
e Morwegian Nights o 3items; 14 minutes
David Michael 00:29 ®w o o | I44 (@u Pl ) —& el

Figure 10-8: Media Player provides a way to manage the media you store on your computer,
including building playlists.

3. Listen to the playlist by clicking the play button in the playback controls.
When you are done, click Clear List, click the Play tab to close the list
pane, and close Media Player.

When listening to a playlist, you can randomize
the order in which the pieces will play by clicking
Turn Shuffle On % in the playback controls,
which is the first button on the left. Click it a
second time to return to normal play. Make (Burn) a Music CD

Once you have created a playlist (see “Organize Music” earlier in this
chapter), you can write (or “burn”) it to a writable CD using Media
Player’s Burn feature. This creates an “audio” CD that works in a
portable or car CD player. This is not the same as simply making a
copy of the digital files.
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QUOTES

JIM FINDS LOTS OF
INFORMATION
| use my computer for a lot
of things, including email,
banking, and working
with my photos, which
includes organizing them,
putting them on CDs, and
printing them. Probably
most valuable, though, is
the access to the Internet, which | use quite
often. Although I'm now retired, | often go on
Web MD to look up drug interactions and other
information. | also find the Internet very useful
in looking up random information. For example,
we had a house guest from France and got
to talking about bridges. | mentioned a bridge
in France | knew about that he did not. We
looked it up on the Internet and, sure enough,
found the bridge | had remembered. I think this
capability is truly amazing to have in your home.
Before the Internet, you might have been able
to go to a library and find it, but even there, it
would have been much more difficult.

Jim T., DDS, 76, Missouri

o Cancel burn  Clear list

CD Drive (%)

b3 ﬁ Audio €D
r £ / — ]
m Burning: 16% completed

Next drive »

1. Put a blank recordable disc in the CD recording drive. The AutoPlay

dialog box will appear and ask what you want to do. Click Burn An
Audio CD to open Windows Media Player with the Burn functional
area displayed.

s o
& AutoPlay w
4 4 DVDRW Drive (E)
=
[7] Always do this for blank CDs:
Blank CD options
I Burn an audin (D 1
Fefll sing Windows Medss Player L} i
£ o Bumn Files to disc
S using Windows Expiorer
Create o CD
sing | TUnes

View more futoPlay options in Control Panel

. Open your playlists in the navigation pane, and drag a playlist (or

individual songs from an open playlist) that you want on the CD to the
Burn List on the right. Do this in the order you want the songs played.
You can see how much of the CD is being used and the amount of
time remaining just above the Burn List, as shown in Figure 10-9.

. You can make corrections to the Burn List by dragging additional

songs there until you use up the remaining time, or by right-clicking a
song on the Burn List and clicking Remove From List in the context
menu that opens. You can also clear the Burn List and start over.

. When you are sure you have the list of pieces you want to burn, click

Start Burn. The digital files will first be converted to analog music
files and then written to a CD or DVD. You can see the progress in
the thermometer bar near the top of the list pane (it is not very fast!).
When the burn is complete and if no one has changed the default
settings, the disc will be ejected from the drive. Write the title on the
disc with a soft felt-tip marker, or use a LightScribe drive to burn a
label on the special discs you use for this purpose.

The resulting CD should be playable in most CD players.
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@ Windows Media Player = | =
./_ b
@I\J ¢ Library » Playlists » David Michael Play Burn Sync
Organize v Strearn w  Create playlist = 1= v [ 5eorch P @ €3 Startburn Clear list Pk
# Title Length Rating Contributing artist
B Library 1 Suveet Surrender 306 P et David Michael \ Y p [.JI'I‘.fE ()
a [b] Playlists 3 Sands of Time 503 ity T David Michael = g AudoD
¥ ;| - J ——
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4 Music 3 Mordic Moonbearns 2:55 ) 3 Randy head i
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o elEt 2 .g 5 Siveet Surrender - David Michael EHIL
&) Genre 10 Courtship of the Moon 10:17 it Randy head ) .
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& Videos 1 Keystone Passage 757 David Michael
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fﬂp o 4 Chetzemoka Rain 320 . David Michael Nightklight wharieny g3
S 5 Morwegian Mights 4:56 g s Dawid Michael Courtship of the Moon - Randy Mead 10:17
6 Bl Dics L 7 i on oreck 442 Lo Dawid Michael Keystane Passage - David Michael 757
o L] Return of the Magicians 343 ey otk David Michael Andean Mist - David Michael 325
[ﬁ-" Other Libraries 5 ALY . , ; : :
9 The Kingdorm of Mossyl..  3:10 Ay David Michael Mews Weings - David hichael 4:56
e 1 Petals in the Stream 526 gyidr. o David Michael Chetzermoka Rair - David Michaz| 3:20
Mornegian Mights - David Michael 4:56
Onion Creek - David Michael 4:42
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Al (1} | b
@ 0O | e );I ) —@ ::;

Figure 10-9: Burning a playlist to a writable CD allows you to create a disc that has just your favorite songs.

Copy to (Sync with) Music Players

(& Autoblay (ol Windows Media Player allows you to plug in a digital music device,
such as an iPod, and transfer music to and from (sync with) the device.

_ 1POD (L)
-
1. Start Windows Media Player, and click Sync in the Windows Media

General options

J | Openfldrto o e Player functional controls. You will be told to connect your device.
using Windows Explorer
[, et mmen 2. Start your device and then plug it into your computer. The first time

you do that, Windows will install a driver for it, and then the AutoPlay
dialog box will appear.

View more AutoPlay options in Centrol Panel
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DISPLAYING VISUALIZATIONS N
IN WINDOWS MEDIA PLAYER
The Media Player's Now Playing window, shown
in Figure 10-1, can, as an alternative to the
cover art, display a graphic visualization of the w
music that is playing. Several visualizations
come with Media Player, and you can download
more. To display a visualization:
e Right-click the Now Playing window, click i IS
Visualizations, select one of the three Fullscreen AltsEnter
types of visualizations (Album Art and Info Shufle CirleH
Center View are static displays), and then :“;u C""T’ —
click the visualization you want to use, as Video | Abuman
shown in Figure 10-10. en g s wen B o
e If you want to download additional Shop or mere must.. e '
visualizations, right-click the Now Playing sty honw o Flaang om ter S
window, click Visualizations, and click il
Download Visualizations. Then follow the SRR o
instructions on the websites you will visit. Figure 10-10: You can have the Now Playing window display a visualization of
music that is being played.
You can manually select playlists and songs that you want copied to o
%.m_ the device, as shown in Figure 10-11.
If you choose to sync your entire library, 3. In the Devices Setup dla'Og box, click Finish or Cancel, depending
consider the Shuffle Music option. With this on your situation. If you click Cancel, drag the playlists and/or songs foe)
option selected, Windows will put the music you want on the device to the Sync Lists on the right. If you wish, you
on the device in such a way that songs will can play the Sync List by double-clicking the first playlist or song.
randomly play. Each time you plug your device 4. When you are certain that you have all the music in the Sync List that
into your computer, a new random order will be you want on your device, click Start Sync. The music will be copied ©

established and copied to the device. to the device
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After the first time you play a movie, the AutoPlay
may not pop up; the movie may just start playing.

Figure 10-11: A digital music
device can mirror your Media
Player library if it has enough

room and that is what you want.

@ Windows Media Player

=ha

@Q » Library » Music » All music Play Bum Syne
Organize v  Stream ¥ 2, "= v |Search § el | @ g Start sync  Clear list Fals
Album Title =
&) Library Sansa Clip 2GB
G o David Michael SanDisk
I [k Playlists
4 3 Music Heart of the Harp Sweet Surrender — i
d e -
@, Adist David Michael Sands of Time 84 MB free of 1.5 GB
© Album New Age Heart of the Harp
N 2004 Time Traveler :
&) Genre = Sync list
& Vfdeos " | Procession of the Stars 6:30
=l Pictures . Coming Home 518
) Recorded TV David Michael & Randy Mead NMordic Moonbieams 2:55
4 [ Sansa Clip 2GB 8l Courtship of the Moon  Procession of the Stars Moenlight Waltz 5:33
2 Sync status David Michael & Ran... Coming Home S Sky .S-af-ar-i- 8-3'}
3 Music New Age Nordic Moonbeams Night Flight 4:52
B Videos LA Maonlight Waltz Courtship of the Moon 10:16
|| Pictures Sky Safari
Night Flight
@J‘ Other Libraries Courtship of the Moon
b [ Owner (yoda)
Keystone Passage Keystone Passage
David Michael & Ran... Andean Mist
New Age New Wings
1994 Chetzemoka Rain
Norwegian Nights
Windsor Castle's Burning
£3 Media Guide ~ Onion Creek
Return of the Magicians ¥
= — = —Z ~ ==
m‘-‘ David Michael a7l ¥ O | B idd ‘@f PRl 4 ———& =

Work with Video

Windows 7 lets you watch videos from a DVD, from live or recorded
TV, or downloaded from the Internet using Windows Media Player or
Windows Media Center. It also allows you to capture videos and still
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images from a digital camcorder or digital camera using Windows
Live Photo Gallery and then edit those into your own movie using
Windows Live Movie Maker.



" Avtoplay ==’ Play DVDs

& DVD RW Drive (E:) Live At The
‘@ Troubadour

| Always do this for DVD movies:

LWL movie options

=Y Pla',r DUD mavie
Al 1 ing Windouws Madia Playe

by Play D¥D movie
Bl Using VideoLAR YLC medla player

View more AutoPlay options in Control Panel

You can determine if your system supports
making movies by running a diagnostic that

is included in Windows 7. Click Start, type
dxdiag in the Search text box, and then, under
Programs, click dxdiag. Click No on checking
for digital signing. The DirectX Diagnostic Tool
dialog box will appear. In the System tab, you
can see your CPU speed, the amount of memory
you have, and your DirectX version. On the
Display tab, you can see the amount of display
memory you have. Click Exit when finished.

:

’
If you are using Movie Maker to record an analog
signal coming from a video capture card and are
having problems—which is common—don’t fight
it. Use the software that comes with the video

capture card to create a file on your hard disk,
and then import that file into Movie Maker.

Playing DVDs is as easy as playing CDs: Simply insert a DVD
into its drive. When you do that, the AutoPlay dialog box will
appear, and you will be asked if you want to play the DVD
using Windows Live Media Player. We’ll discuss Media Center
later in this chapter, but if you click Play DVD Movie using
Windows Media Player, the player will open and play the disc.
The Media Player controls are virtually the same for DVDs

as they are for CDs, as you can see in Figure 10-12, except the
View Full Screen option enlarges the movie or video you are
watching to fit the full screen, and the DVD menu has options
for viewing menus and special features on the DVD.

O =)

Unknown

Wroubadour

CAROLERING FIANES TAYL[]H

LIVE AT THE_TROUBADOUR’
-

s Play Concert
Chapters

Audio Setup

oo - B 4d P ——n
—_—

iEr‘-'fLI” screen

Figure 10-12: Watching movies, or in this case a concert, is increasingly
popular, especially with a laptop on a trip.
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There can be some copyright issues when
using music from professionally recorded CDs,
DVDs, and tapes. If you are making a movie
solely for your own use and are not going to put
it on the Internet, sell it, or otherwise distribute
it, then there are no issues. If you are going to
use your movie in any of the prohibited ways
and it contains someone else’s copyrighted
material (either audio or video), you need to get
permission from the copyright holder.

PREPARING TO MAKE A MOVIE
Making a movie with a computer takes more
hardware than any other task. The faster your
CPU, the more memory it has, the better your
video display adapter, and the larger your disk,
the more smoothly the task will go. The beauty
is that most recent computers have what you
need by default.

REQUIREMENTS CHECKLIST

The recommended hardware requirements for
making movies are as follows:

COMPONENT RECOMMENDED HARDWARE (L Refresh, |

CPU 2.4 GHz dual core

Import Video from a Camcorder

Importing video directly from your camcorder to your hard disk is
done using the Windows Live Photo Gallery.

1. Click Start, click All Programs, and click Windows Live Photo
Gallery. In the Home tab, click Import.

2. Plug your camcorder into an OHCI-compliant FireWire port on your
computer, and turn it on. Windows 7 will detect it, install the necessary
driver software, and open the AutoPlay dialog box. Click Close in the
AutoPlay dialog box.

3. In the Import Photos And Videos dialog box, click Refresh. Select
your digital video camera, and click Import. The Import Video dialog
box will appear. Type the name you want for the video, click either
Import The Entire Video or Choose Parts Of The Video, and click
Next ( you can also burn the entire video to a DVD, but here we want
to make a movie from the video).

- M
Import Photos and Videos &

1f you do not see your devace in the list, make sure it 15 connected to the computer and
turned on and then choose Refresh.

Digital Video Camerac

—3
1
Microsoft DY

Camera and
YCR

RAM memory 2GB

| Cancel

Hard drive free space 60GB

Optical drive DVD+R

Continued . . . J

262 Windows 7 for Seniors QuickSteps Enjoying Multimedia




PREPARING TO MAKE A MOVIE
(Continued)

COMPONENT
Video display card

RECOMMENDED HARDWARE

Supports DirectX 9.0c, WDDM
driver, Windows Aero, Pixel
Shader 2.0, 32 bits/pixel, 128MB
dedicated video memory or more

IEEE 1394 FireWire card,
OHCI-compliant

Video recording from
DV camcorders

Video capture from analog
VCR/camera/TV

Windows 7—compatible video
capture card

Audio capture from
microphone, tape

Windows 7—compatible audio
card and microphone

NOTES ON REQUIREMENTS

e Memory is most important. The more,
the better.

e CPU capability is a close second in
importance. To work with full-motion video,
you need a lot of it. The minimum is really
2.4 MHz dual core.

e The initial capture of video from a camcorder
to your computer can use approximately
12GB per hour captured in disk space.

e The video display card has become quite
important to Windows Live Movie Maker.
It will not work without the minimum
shown in the table. See the Note on how
to check this.

Continued . . .

e |f you chose to import the entire video and your camcorder

uses tape, it will be rewound, and then the capture will
begin playing and importing the video without controls
to pause, rewind, or fast-forward it. When the end of the
video is reached, the importation will stop, the Import
Video dialog box will close, and you will see a message
telling you it is finished. Click OK.

—Or—

If you chose to import portions of the video, the camcorder
will not be rewound and you can use its controls to position
the video. Also, you are given controls in the Import Video
dialog box. Position the video in your camcorder to a little
before where you want to start recording using either its
controls or those in the Import Video dialog box, and click
the Stop icon. Then, in the dialog box, click the Play icon.
When you are at the spot you want to start importing,

click Import. You can import some, stop it, reposition the
video, and again click Play and Import. When you are
done with the importation, click Finish to close the Import
Video dialog box.

Impert video &

Use the camera controls to find the scene you want, and dlick Import

L ARIO BE BN

Tape position: n:13:01:n4

meort [ |
Wirden imparred: nenis43
‘Wideo file size: EECR AL
Space remaining on C: CB.2EGE
Dropped frames: ofo

| Sty marting alter i)

| Shiows widescroen proview

=]
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PREPARING TO MAKE A MOVIE
(Continued)

e With a digital video (DV) camcorder and
an IEEE 1394 FireWire interface, get an
Open Host Controller Interface (OHCI)—
compliant FireWire card for your computer,
if one isn’t built in.

e A video capture card can bring in a video
signal from a TV, a VCR, an analog
camcorder, and (in most cases) a DV
camcorder; however, the result is not as
good as a digital recording.

It is better to import a longer video in smaller
chunks or clips that you can then blend together
into a movie.

In Chapter 5, when | suggested you install
Windows Live, Movie Maker was not selected
by default so you may not have installed it

at that time. Therefore, it may not be in your
Windows Live list and you will need to go back
to the Windows Live site and install it. See
Chapter 5 for more information.

Windows Live Photo Gallery will show you where your video is
stored. From either Photo Gallery or Windows Media Player, you can
play the captured video by locating and double-clicking it.

Make a Movie

Making a movie out of the imported camcorder video and other
material involves selecting and editing the available material;
assembling it into the order in which you want it; adding narration,
titles, and special effects; and finally publishing the finished product.
Windows Live Movie Maker provides the means to do that. While
working in Movie Maker, you are working on what Movie Maker
calls a “project,” which is a fluid collection of video clips, still
pictures, titles, audio clips, narration, and special effects that you
have added and laid out along a timeline. So long as you are in the
project and have not published the movie, you can change almost
anything. Projects can be saved and reopened for as long as you like.

To begin making a movie using the imported camcorder video and
other material:

1. Click Start, click All Programs, and click Windows Live Movie
Maker. Movie Maker opens with a new project tentatively named “My
Movie.” Start the project by adding content.

2. Click Add Videos And Photos in the Home tab Add group. In the

Add Videos And Photos dialog box that appears, locate and select the
video footage you want to work with, and click Open.

3. Repeat step 2, as shown in Figure 10-13, adding video footage, still
pictures, and music (clicking Add Music in the Add group) that you
want to use. Most audio, video, and picture file types are supported.
When you have all the material you want, drag it around the content
(right) pane until it is in the order that you want.
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(B | 5 9 & = | MyMovie - Windows Live Movie Maker VideoToots| =)
IHome Animations Wisual Cffects Project Wit I Cdit 'G' I\)
@ ﬁrade im | Mone b 0(-; 8Spe:d: 1 X -l | sl = Set start point
;i;z::".-'e & Fade out: None - 5“‘;?;“_1““ {8 Duration: < | Split Ti::i:: + Setend point
Audio Audjust Cditing
w
8 £
(&)
(o))
enn Jof 3
Figure 10-13: The process of making a movie entails selecting and editing video, audio, and still
images. ~
You can continue to add, remove (right-click and click Remove),
and rearrange elements in your project throughout its creation.
You can also: (o]
e Trim video clips
Add transitions between pictures
Adjust the duration for which a still image is shown ©

Add titles to the video

[
[
[
e Adjust the mix between the sound on a video and the added music
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TRIM VIDEO CLIPS

N You can remove unwanted frames by trimming, or deleting, frames
from the beginning or end of a video clip.

1. Select the video clip you want to trim.

o 2. Click the Video Tools Edit tab, and click Trim Tool in the Editing
group. Trim Tool will appear superimposed upon the progress slider
below the preview window.

3. If you want to trim the beginning of the clip, play the clip to the point at

< ” which you want to trim, and then drag the left trim handle to that point,
~ dragging it back and forth until it is correctly placed.

While you are still working with a project and PR —
have not published the movie, you can think of :
trimming as simply “hiding” the ends of the clips. N
You can recover what you have trimmed until
you publish the movie. Do this by selecting Trim
and dragging the trim handles out to include

more material. ‘
© o 5. When the trim handles are positioned at both ends where you want

them, click Save Trim in the Trim tab’s Trim group to save the trim
positions and close the Trim operation.

ADD TRANSITIONS

When you bring in or drag a clip or a still image to the workspace, it
simply abuts the preceding clip. The last frame of the preceding clip
plays or a still image is displayed, and then the first frame of the new
clip plays or the next still image is displayed. Movie Maker provides
several transitions that you can add to smooth out the progression
from one element to the next.

ERRTY,

Inmmed duration: 11:25.5/

4. To trim the right end of the clip, drag the right trim handle to the left
until you get to the point where you want to trim off the rest of the clip.

L = 98- < | My Movie - Windows Live Movie Mak i . . . . . .
&5 ¢ 6 i et 4, Click the rightmost clip or image of a pair where you want a transition.

E_'. Hame Animations “isual Effects Project Wigw Edit

o — = : : = = 4 2. Click the Animations tab, and click the transition you want to use.
‘ ‘ | ; ‘ e The focus will shift back to the left member of the pair so you can click
— - : - the Play icon to see the transition.

Transitions
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m Home Animations Wisual Effects Project e Edit ADJUST DURATION OF ST“-L IMAGES
) 4 Fraein: ome £ e |- By default, still images that are used in a movie are displayed for
Eaitone e ¥ Purston seven seconds. You can adjust this to anything from 1 to 30 seconds.

Audio Adjust

1. Select the still image whose duration you want to change.
2. Click the Video Tools Edit tab, click the Duration down arrow in the w
Adjust group, and click the duration (in seconds) you want to use.
ADD TEXT
Windows Live Movie Maker provides the means to add titles and text
to movies you create. You have three choices of text that can be added
from the Home tab Add group:

2] Title
[Ell Caption

|45] Credits -

14:20 85/14-27.85 [

e Title, which is text in its own set of frames before the currently
selected frame

e Caption, which is text that is displayed on the current set of frames or o
on a still photo

e Credits, which are added at the end of either a selected set of frames
or still picture(s) and can have headings of “Credits,” “Director,”
“Starring,” and “Location,” by clicking the down arrow ~

To add, for example, a caption:

1. Select the video or still image where you want the text, and in the
Home tab Add group, click Caption. A text box with eight sizing (o)
handles will appear on the selected image with “[Enter text here]”
selected, as you can see in Figure 10-14.

2. In the Text Tools Format tab, select the font, its size, whether it is bold
and/or italic, and its color in the Font group, as well as the transparency ©
and alignment within the text box in the Paragraph group.
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rg. | BEe | My Movie - Windows Live Movie Maker | \ﬁdeo'[oob.. Text Taols =
N ﬁ Home Animations Wizual Effects Project e Edit Format '@
E 36 Segoe LI |20~ | A4 Transparency &_‘( = L] 4]:_ 1 3_‘ _J i
B — i | EE A % % == -
Paste B| LA~ |§= = 3220 AL j | | i J =
Clipboard. Tont Paragraph Adjust Cffects
™
<
: Y
e Lo | m—
. TN, L& |
|
PTRETS (A [Enter...: Alfn..
Caption 2 of 2 B (o == +)
Figure 10-14: Movie Maker gives you a number of options for adding text and how
that text is handled.
N~

3. Type the text you want in the title. When you are finished, use the
sizing handles to size the box to position the text. Press SHIFT+ENTER

You can come back and edit the text later to create a line break.

(o0 by reselecting the frames or still photos and

4. Point on an f the text box t t a four-h rrow, and then
double-clicking the text beneath it. oint on an edge of the text box to get a four-headed a

drag the text box to where you want it in the image.
Try out the various effects to see if you want to use any of them (too

. 5-

A Sunset EI

268

much can be annoying).

. When you are ready, click another image to close the text box and

leave the text.
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ADD MUSIC
You can add background music to your video by including an existing N
music track.
1. In the Home tab Add group, click the Add Music icon (not the
down arrow). w
2. In the Windows Explorer window that opens, navigate to and double-
click the music track you want to include. The Music Tools Options
tab will appear and you’ll see the music track appear above the
frames over which it plays. o
Blg 9 0 B = [Termel 1103 - Windws Live Mavie Maker video Tools | MusicTaols | TeToots | el eSS
Home Animatinns Wisnal Fffects Pronjert WPt Fdit | Optinns | Format L
@ Lo Qmmo, poases o
\,':mfe i rageoutinone  ~| SPIE | o point | Cnd point 420,505 & (3)
Audio E
# Clannet Concerto in & major, K. ... =
o

Clarinet Concertno in & major, K. .

nn:nn.n/14:2735 8

S -

+

3. Click Music Volume and then drag the slider to adjust the volume. [o's)
Click the Fade In or Fade Out down arrows, and select how
you want the music to fade in and out. Similarly, set the Start
Time, Start Point, and End Point by either entering the number
in seconds or by clicking the Set commands and dragging the
positioning bar in the clips.
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MIX SOUND

After adding a music track, you have two soundtracks—one that
was on the original video and one that you have added. By default,
the volume level of both tracks is the same. You can adjust the
relative level between the two soundtracks in the Project tab by
clicking Audio Mix. The Mix slider will appear. Dragging the
slider to the left increases the relative level of the video soundtrack;

:u:h % Wi’di dragging it to the right increases the relative level of the music

mix | music | e you have added. In both cases, the change is for the entire project.
= B 2 When you complete a change, close the slider by clicking anywhere

below the slider.

Complete a Movie

The final step in making a movie is to create a movie file that you
[ _ ‘ I can upload to the Internet or output, either for a DVD or a portable
swe | s device.

moyic in

Recommended setting

SAVE A MOVIE FILE

A If you want to save your movie to replay on your computer or put it
g Far high-definition display ona DVD'

N~ gs BB 1. In the Home tab, click the Save Movie down arrow, and review the
¥ choices for saving this movie, as shown in Table 10-1.
E " For computer

= g SETTING DISPLAY FILE SIZE/MINUTE
0 Motile devioe selinge Recommended 640 x 480 pixels 50.98MB
High Definition 1440 x 1080 pixels 173.03MB
I Windows Ehane Gmall Burn A DVD 720 x 480 pixels 21.39MB
l e B L For Computer 640 x 480 pixels 40.71MB

o2 For Email 320 x 240 pixels 11.97MB
l Zune HD [for device]

T
&5 Becommended for this project

l Windows Phone [large]

Table 10-1: Settings for Saving a Movie

a Create custom setting...
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2. Click how you want to save the movie (the Recommended Setting is a
good middle ground).

3. In the Save Movie dialog box that appears, select the drive and folder
in which you want to save your movie, enter a name for it, and click
Save (this will take several minutes).

e With the DVD choice, Movie Maker will save the project, which may
take a considerable amount of time if your video is of any length,
and you will be told when it is complete.

- B
B3 Windows Live Movie Maker @

Your movie Israel 1103wmv is done

‘fou can play your movie now or open the folder that it's in,

| Play _|0penfnlder|| Close i

4. Click Open Folder to open the folder in Windows Explorer that
contains your new video. Leave this window open; you will be using
it again in a minute.

SAVE A MOVIE TO DVD

With your new movie file, you can burn it onto a DVD, which you
could also have done in the previous set of steps.

1. Click Start, click All Programs, and click Windows DVD Maker.
If this is the first time you have used Windows DVD Maker, click
Choose Photos And Videos.

2. Position the Windows DVD Maker window and the Windows Explorer
window with your video so you can see them both.
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! QUICK Z.!ﬂ ﬂ
EXPLORING WINDOWS
MEDIA CENTER

With the right equipment, Windows Media
Center allows you to view, record, and play
back live TV. It also provides an enhanced
playback and viewing experience with DVDs,
CDs, and the music and photographic libraries
you have on your computer. It connects you
to web services from Microsoft and other
vendors. Windows Media Center is available
in Windows 7 Home Premium, Professional,
Enterprise, and Ultimate editions.

To effectively use and get the full benefit from
Windows Media, you need all the recommended
computer components discussed in the
“Preparing to Make a Movie” QuickSteps, and,

if you want live TV, a TV tuner card in your
computer and a connection to TV media.The
tuner cards are available for moderate amounts
from several companies. Look for compatibility
with Windows Media Center.

To use Media Center:

1. Click Start, click All Programs, and click
Windows Media Center. The first time you
do that, you will go through an initial setup.

2. Click Continue and then click the
Express arrow. Windows will look at
the hardware that is available on your
computer. If you have a TV tuner card,
you will then need to click Live TV Set
Up, and Media Center will be configured
for the type of TV signal you have
(antenna, cable, or satellite).

Continued . . .

3. Drag your video from Windows Explorer to DVD Maker. Type a name
for the DVD title, and click Next.

& & Windows VD Maker
Add pictures and video Lo the DVD
File | &) Additems &) Fermous it L W DVD burner: |B | @
Order MNamne Duration Status
1 Israel 1103 0:14:27 Ready
& 140F 150 minutes DVD title:  Isreal 1102 Options

4. If you wish to see your video, click Preview, use the player controls,
and when you are done, click OK. Review the text, customization, and
style alternatives to add a menu to your DVD, including being able to
select among multiple videos.

5. When you are ready, click Burn. Put a blank DVD in your drive, and
the process will begin. It will take a bit of time, depending on how long
your movie is and the speed of your computer and DVD drive.

6. When the DVD is created, it will be ejected from the drive and you’ll
be asked if you want to make another. Remove and label the disc
using a soft felt-tip marker.

7. If you want to make another copy, click that option and insert another
blank disc; otherwise, click Close and click Close again to close
Windows DVD Maker. Click Yes to save your DVD project, enter a
name, and click Save.

SHARE ON THE INTERNET

If you want, you can save your movie on the Internet.

1. In the Home tab Share group, click one of the Internet sites on which
you want to save your video.
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2. Depending on the site you select, you may have to register and enter
EXPLORING WINDOWS an ID and password.
MEDIA CENTER (Continued)

3. Then you will be asked questions about
your ZIP code so that you can receive an
online TV guide tailored to your local area.
When you are done with the setup, you

3. Follow the instructions to enter such things as a title, description,
and other information. Movie Maker will then make the movie
(a slow process), and it will be uploaded to the Internet. You will
see a message when the process is complete.

will see the main Media Center window =)

) Windows Media Center

shown in Figure 10-15.

At this point, you can use your mouse, the
keyboard, or the TV remote control that came
with your TV tuner card to navigate (move your
mouse to see its controls) and watch TV, either
in a window on your screen or in the default full
screen. If you don’t have a tuner card, you can
play recorded TV. The possibilities of what you
can do are significant.

Welcome to Windows Media Center

Saving a movie is equivalent to printing a

document: You still have the original content
to rebuild the movie, but the movie itself can’t Figure 10-15: The Windows Media Center brings live as well as recorded TV to
be edited. your computer.

Opening a project opens the media in Movie
Maker, where it can be edited. Opening a movie

sets it up for playback in Media Player or other
video display programs and devices.
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NAEXx

A

Accessibility Options, changing, 48-50
accessory programs. See also programs

Calculator, 241-242

Character Map, 242

Notepad, 242

opening, 240-241

Paint, 243
accounts, changing for users, 136. See also

UAC (User Account Control)

Acrobat Reader program, using, 242-244
Action Center, using, 10, 172-173
activity reporting, accessing, 143
address bar, 14-15, 66
administrator

logging on as, 135-136

setting up as standard user, 134, 136
adware, definition and solution, 157
Aero Peek, 18, 20-21, 45
Aero Shake, 18, 20. See also Minimize button
Aero Snap, 18, 22-23
airline tickets, shopping on Internet, 104
Align left formatting, applying, 234
Align right formatting, applying, 234
aligning icons, 38
antivirus program, using, 157-158
attachments, adding to email, 122
audio

playing CDs, 246-249

playing from Internet, 93-94
AutoComplete feature, using, 88
Automatic Updates, allowing, 171-172
AutoPlay dialog box, displaying, 151, 198
AVG Antivirus Free Edition, 158
AVG Internet Security program, 158

B

background image
example of, 6-7
selecting, 31-32
backing up
data files vs. System Restore, 174
files and folders, 74-76
information, 80
backing up data
on computers, 150-153
over Internet, 153-155
planning, 150
Bing search engine, 86
BitDefender Internet Security, 158
bitmap image files, using Paint with, 243
Bold formatting, applying, 234
broadband connections, 82
browser navigation, using, 86
browsers, Mozilla’s Firefox, 181
Burn Files To Disc option, using, 151
burning
files to disc, 77
music to CDs, 256-258

C

Calculator program, using, 241-242
calendar, displaying, 45-46
Calendar in Windows Live Mail
adding email messages to, 123-124
adding events to, 123
exiting, 123
expanding, 122
opening and closing, 122
camcorder, importing video from, 262-264.
See also movies

camera images, importing, 198-199. See also
Photo Gallery; pictures
cameras, installing, 196
captions, adding to movies, 267-268
CD drives, recognizing, 63
CDs
backing up data to, 150-153
copyright protection, 255
installing software from, 178-179
playing, 246-249
ripping to computer, 254
writing files to, 77-80
writing folders to, 77-80
Center formatting, applying, 234
central processing unit (CPU), explained, 4
character formatting, applying, 234. See also
special characters
Character Map program, using, 242
characters, selecting in Word Apps, 231
charts, creating in Excel, 239
check boxes, explained, 18
Classic menus, turning on, 15.
See also menus
ClearType, adjusting, 36
clock
adjusting, 48
displaying, 45-46
displaying in Gadgets feature, 55-56
Close button, 14-15, 169
cloud, saving information to, 153-154. See also
SkyDrive
cloud computing, defined, 220
CNET site, shopping on, 103
color. See desktop colors; window color
command buttons, explained, 18
Compatibility view, 86
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computer components
connecting receptacles, 4
CPU (central processing unit), 4
flash memory, 5
hard disk, 4-5
internal versus external, 4
keyboard, 4
memory, 4
motherboard, 5
optical disc, 4
pointing device, 4
screen, 4
Computer icon, 12
computer information, getting, 177-179
computers. See also PCs (personal computers)
defined, 2
function of, 4
inserting discs in, 5-6
locking, 156
starting and stopping, 5
connecting receptacles, explained, 4
connection types. See also Internet connections
broadband, 82
dial-up, 82-83
DSL (digital subscriber line), 82
contact categories, adding, 116
Contacts list
adding contacts to, 115-116
adding email senders to, 114-115
opening, 115
context menus, opening, 8
Control Panel, 12
Category view, 51, 135
changing views in, 135
Large Icon view, 135
Large Icons view, 51
opening, 51
opening categories, 52
opening components, 52
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Small Icon view, 135

Small Icons view, 51-52

switching views, 51
cookies, handling, 159-160
Copy command, using, 73
Copy task, performing in Web Apps, 232
copying

files, 71-72

music, 255

pictures from Internet, 92

text from Internet, 92

text in Web Apps, 232

webpages from Internet, 92-93
copyright protection

for CDs and DVDs, 255, 262

for Internet content, 93
CPU (central processing unit), explained, 4
CTRL key. See keyboard shortcuts
Cut command, using, 73
Cut task, performing in Web Apps, 232

D

date and time, setting, 9, 45-48
Default Programs, 13
defragmenting disks, 79-80
deleted files and folders, recovering
in Explorer, 68
deleted text, recovering, 232
deleting
Favorites, 93
files in Explorer, 67
files permanently in Explorer, 68
folders from SkyDrive, 225
folders in Explorer, 67
fonts, 218
passwords, 141
selecting, 218
using, 218

Index

desktop
adding icons to, 37
defined, 8
opening context menu on, 37
peeking at items on, 20, 45
personalizing, 18
placing program icons on, 37, 39
placing shortcuts on, 37
showing, 10
using, 9
desktop background, changing, 30-31
desktop colors, changing, 30-31
desktop computers, 3
desktop icons. See also hidden icons;
icons; program icons
aligning, 38
arranging, 38-39
changing, 37
displaying, 7, 9
renaming, 39
resizing, 38
using, 9
desktop image, example of, 6-7
desktop themes, changing, 30-31
details pane, 14
device drivers, locating, 184-185
Devices And Printers, 13
dialog boxes
altering appearance of, 34
controls in, 17-18
versus windows, 17
dial-up connections, 82-83
digital cameras, shopping on Internet, 103
digital subscriber line (DSL) connections, 82
directions, getting, 100-102
discs
burning files to, 77
inserting in optical drives, 5-6




Disk Cleanup, 78
disk drives, recognizing, 63
disks
cleaning up, 78
defragmenting, 79-80
listing in Explorer, 66
Display window, opening, 33
.doc and .docx files, links to, 234
documents. See also scanned documents;
Word documents
creating with programs, 192-193
downloading from Internet, 195
dragging, 194
editing in Word Web App, 228-229
filing, 192
opening from removable drives, 194
opening on local disks, 193
printing, 209
saving, 193, 233
Documents library, opening in Explorer, 64
downloaded files, saving, 182. See also files
dragging objects, 9
drivers, locating, 184-185
drives, sharing, 144
drop-down list box, explained, 17
DSL (digital subscriber line) connections, 82
DVD drives, recognizing, 63
DVDs
backing up files to, 150-153
copyright protection, 255
installing software from, 178-179
playing, 261
saving movies on, 271-272
writing files to, 77-80
writing folders to, 77-80
dxdiag option, choosing, 261

E

ease-of-access settings, changing, 48-50
election results, searching, 100
electronics, shopping on Internet, 103
email account, establishing, 110-112
email addresses

adding to contacts, 115

displaying in email messages, 115
email messages. See also Internet mail;

Windows Live Mail

adding to Calendar, 123-124

attaching files to, 122

attaching signatures to, 120

copying Internet text to, 92

creating, 112-113

dragging files to, 122

filtering, 116-119

fonts and colors, 120

formatting, 119-121

HTML vs. plain text, 119

receiving in Windows Live Mail, 113-114

responding to, 114-116
sending, 112-113
ending Windows sessions, 24, 26
Error Checking, 78-79
events, adding to Calendar, 123
Excel, creating charts, 239
Excel Web App. See also Web Apps
chart types, 240
editing workbooks, 240-241
ribbon, 236-237
Excel worksheets
active cell, 236-238
addresses, 236-237
cells, 236-237
column headings, 236-237

Currency and Accounting formats, 239

entering numeric data, 238-239
entering text into, 238
fields, 236-237
formatting numeric data, 238-239
formatting text in, 238
grid layout, 237
headers, 236-237
records, 236-237
row headings, 236-237
tables, 236-237
Exit command, using, 169
Explorer. See Windows Explorer
external devices, examples of, 5

F

Fast User Switching, using, 140
Favorites
adding, 88
deleting, 93
opening, 88
putting in folders, 92
“remembering,” 88
Favorites bar, adding sites to, 92-93
Favorites list
adding folders in, 91-92
rearranging, 91
file sharing
limiting, 141-142
setting, 144-149
files. See also downloaded files
adding to SkyDrive, 224-225
backing up, 74-76, 152
copying, 71
creating, 73
deleting in Explorer, 67
filtering search results, 72
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files. See also downloaded files (cont.)
moving, 71
recovering in Explorer, 68
renaming in Explorer, 67
searching for, 71-73
selecting in Explorer, 67
unzipping, 75
writing to CD or DVD, 77-80
zipping, 74
Filter Keys option, described, 50
Firefox browser, 181
firewall, setting up, 145-146
flash memory, explained, 5. See also memory
floating windows. See also windows
left-aligning, 23
right-aligning, 23
vertically maximizing, 22
floppy drives, recognizing, 63
fly.com, comparison fares on, 105-106
folder sharing, setting, 144-149
folders
adding in Favorites list, 91-92
adding to SkyDrive, 221-223
copying, 71
creating in Explorer, 66-67
deleting from SkyDrive, 225
deleting in Explorer, 67
filtering search results, 72
listing in Explorer, 66
moving, 71
in navigation pane, 65
opening, 11-13
putting Favorites in, 92
recovering in Explorer, 68
renaming in Explorer, 67
searching for, 71-73
selecting in Explorer, 67
sharing in SkyDrive, 223
unzipping, 75
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using for navigation, 65-66
writing to CD or DVD, 77-80
zipping, 74
Font group, character formats in, 234
fonts
adding, 217-218
defined, 217
deleting, 218
Force Shut Down option, 170. See also
Shut Down button
fragments, defined, 79

G

Gadgets feature, using, 55-56

Google Directions, using, 101-102
Google search, doing, 87, 97
government agencies, contacting, 98-100
grammar, checking in Word, 232-233

H

hard disk
explained, 4-5
exploring, 60
hardware, Plug and Play, 183
Help And Support, 13, 27
hidden icons, showing, 9. See also desktop icons
High Contrast option, described, 50
highlighting objects, 8
historical figures, searching, 94-96
history, deleting and setting, 91. See also
Web History feature
History feature
accessing, 88
using, 90
home page
changing, 88-90
opening in tab, 88

Index

HomeGroup folder sharing, using, 147-149

Hotmail account, establishing, 109. See also
Windows Live Hotmail

HTML formatting, using with email, 119

icons. See also desktop icons; system icons
adding to desktop, 37
altering appearance of, 34
displaying on desktop, 7, 9
pinning to taskbar, 42-43, 45
IE (Internet Explorer). See Internet Explorer (IE)
images. See camera images; pictures
indexing, controlling, 169-170
InPrivate feature, opening, 160
integrated computers, 3
Internet. See also World Wide Web
browsing, 85-86
copying pictures from, 92
copying text from, 92
copying webpages from, 92-93
getting information from, 94-96
getting news from, 96-98
searching historical figures, 94-96
Internet connections. See also connection types
checking, 83-84
setting up, 82-84
Internet Explorer (IE), 83-84
controlling content, 160
InPrivate feature, 160
Internet Options, 160
menus, 91
searching Internet from, 86
Internet mail, requirement for, 83. See also
email messages
Internet searches
historical figures, 94-96
from Internet Explorer, 86




from Internet sites, 87
recipes, 96
Internet security
categorizing websites, 159
controlling content, 160
handling cookies, 159-160
Protected Mode, 159
Internet threats
adware, 157
spyware, 157
Trojan horses, 157
viruses, 157
worms, 157
Internet Time tab, accessing, 48

ISP (Internet service provider), 82-83

Italic formatting, applying, 234
iTunes, using, 252-253

J

Jump Lists feature, 18, 23-24

K

Kaspersky Internet Security, 158
keyboard
customizing, 53
described, 4
using to copy files, 72
using to copy folders, 72
using to move files, 72
using to move folders, 72
keyboard shortcuts
character formatting, 234
copying files, 72
copying folders, 72

copying text in Web Apps, 232

History pane, 90
Internet Explorer’s menus, 91
left aligning windows, 23

maximizing floating windows, 22
moving files, 72

moving folders, 72

moving text in Web Apps, 232
restoring maximized windows, 22
selecting objects in subject pane, 68
snipping menus, 203

Start menu, 11

stopping programs, 170

switching among tabs, 89
vertically maximizing windows, 22

L

language, choosing, 54-55
libraries
navigating in Explorer, 64-65
sharing, 148-149
shortcuts in, 65
line breaks, inserting in Web Apps, 230
list box, explained, 18
Live File System, 77
local printer, using, 204-205
local user account, explained, 134
locking computers, 156
Log Off option, 26

M

magazines, reading online, 97
Magnifier option, described, 50
mail. See email messages; Windows Live
Mail
malware
defined, 157
protection packages, 118
maps, getting, 100-102
Maximize button, 14-15
maximizing and restoring windows, 16, 22
Media Center, using, 272-273
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Media Player

Burn feature, 247, 256-258

library controls, 246248

list pane, 248

Media Guide, 248-251

Mute icon, 249

Online Stores, 251

Play mode, 248

playing CDs, 246249

playing DVDs, 261

playlists, 255-256, 259

Rip options, 247

visualizations, 259

Volume icon, 249
memory, explained, 4. See also flash memory
memory cards and sticks, recognizing, 63
menus. See also Classic menus

capturing snips of, 203

using, 16

using in Web Apps, 230
Message List, sorting, 114
messages. See Action Center; email messages
Messenger. See Windows Live Messenger
Messenger account, establishing, 109
Microsoft Maps, using, 100-101
Microsoft Paint program

creating pictures in, 195

using, 243
Microsoft Security Essentials, 158
Microsoft Word, starting, 192
Minimize button, 14-15. See also Aero Shake
modem, using with dial-up connections, 83
motherboard, explained, 5
mouse

customizing, 51-53

using, 8

using to copy files, 71

using to copy folders, 71
mouse buttons, switching, 8
Mouse Keys option, described, 50



mouse operations, performing, 8-9
mouse pointer, 7
changing, 36
using, 9
movie files, saving, 270-271
Movie Maker, using, 261, 264-270
movie making, preparing for, 262-263
movies. See also camcorder; video files
adding captions, 267-268
adding music to, 269
adding text, 267
adding transitions, 266
adjusting duration of stills, 267
making, 264-265
mixing sound, 270
saving display settings, 270
sharing on Internet, 272-273
trimming video clips, 266
verifying support for, 261
Mozilla’s Firefox browser, 181
multimedia, defined, 245
music
adding to movies, 269
copying, 255
creating playlists, 255-256
finding online, 251-252

organizing in Media Player, 255-256

Shuffle Music option, 259

N

Narrator option, described, 50
navigating Windows 7, 18
Navigation pane, 14
navigation pane, folders in, 65
Network and Sharing Center

described, 144

icon, 10

using, 146-147
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New Technology File System (NTFS),
140-141
newsgroups
account setup, 124-125
initiating threads, 126-127
posting messages in, 126-127
reading messages in, 126-127
responding to threads, 126-127
subscribing to, 125
unsubscribing from, 125
newsletters, reading, 97-98
newspapers, reading online, 97
Norton Internet Security, 158
Notepad program, using, 242
notification area, 7-8
displaying system icons, 46
features of, 9-10
icons in, 10
notification icons, customizing, 46
NTES (New Technology File System),
140-141
numeric data
entering in Excel, 238-239
formatting in Excel, 238-239

0]

object size, increasing, 33-34
objects
altering appearance of, 34
highlighting, 8
moving, 9
selecting, 8, 68
in Windows Explorer, 58
On Screen Keyboard option, described, 50
operating system, explained, 6
optical disc, explained, 4
optical drives, inserting discs in, 5-6
option buttons, explained, 18

Index

P

pages. See webpages
Paint program
creating pictures in, 195
using, 243
panes, turning on and off, 15
paragraphs, formatting, 235
Parental Controls, setting up, 142-143
password-protection, using, 156
passwords
changing, 138, 140-141
creating, 139-140
removing, 141
reset disks, 138-139
strong type of, 141
using, 138
Paste command, using, 73
Paste task, performing in Web Apps, 232
PCs (personal computers). See also computers
desktop type of, 3
integrated type of, 3
portable type of, 2
PDF files, reading, 242-244
performance, monitoring, 168
Personalization window, displaying, 30
Personalize option, accessing, 18
Photo Gallery, 200-201. See also camera images
importing video from camcorder, 262-264
printing pictures, 208-210
using, 199
Photos screensaver option, 36
pictures. See also camera images; Photo Gallery
changing in Start menu, 41
choosing for desktop, 30-31
copying from Internet, 92
creating, 195
printing, 208-210
saving, 195
scanning, 196-197




selecting, 232
viewing, 202
Pin This Program to Taskbar, 112
plain text vs. HTML email, 119
playlists
creating in Media Player, 255-256
randomizing, 256
selecting manually, 259
Plug and Play hardware
explained, 183-184
installing cameras, 196
installing printers, 205-207
installing scanners, 196
pointing device, explained, 4
portable computers, 2
power buttons, 5, 11
Power Options, setting, 10, 180-181
preview area, explained, 18
preview pane, 14
priceline.com, 105
print to file, selecting, 211-212
printers
assigning paper trays, 213
choosing, 209
configuring, 212-214
configuring spool settings, 213-214
connecting to, 6
identifying default, 208
installation CDs, 207
installation checklist, 204-205

installing local Plug and Play, 205-207

installing manually, 207-208

paper type and size, 214

Properties options, 212
printing

canceling, 216

changing documents’ properties, 216-217

controlling, 214-215
documents, 209
documents in Web Apps, 235-236

even or odd pages, 208
to files, 211-212
pausing, 215-216
pictures, 208-210
restarting, 215
resuming, 215
specifying pages, 209-210
webpages, 212

processes, running, 168

program icons, placing on desktop, 37, 39.

See also desktop icons; icons
programs. See also accessory programs;
software; Task Manager
adding to Start menu, 4041
defined, 2
Force Shut Down option, 170
managing, 70
pinning to taskbar, 112
removing from Start menu, 41
running status of, 166-167
scheduling, 164-166
starting, 13
starting automatically, 162-163
starting minimized, 163-164
stopping, 168-170
switching on desktop, 166
switching on task list, 166-167
switching on taskbar, 166
Protected Mode, turning on and off, 159
Public folder, sharing files in, 141

R

recipes, searching on Internet, 96

recovering files and folders in Explorer, 68

Recycle bin
emptying, 68-69
icon, 7
Restore All Items option, 68
sending files to, 67

sending folders to, 67
setting properties, 69
Redo task, performing in Web Apps, 232
regional settings, changing, 54-55
Remote Assistance
beginning sessions, 187-188
protection from misuse of, 189
providing, 189-190
vs. Remote Desktop, 187
remote screen, 190
requesting, 186-189
sending invitations, 188
setting up, 186
Stop Sharing option, 189
using, 185
reset disk
creating, 138
using, 138-139
resizing icons, 38
resolution, changing, 33
Restart option, 26
restore points, creating, 174-175
restoring windows, 16, 22-23
ribbon
Excel Web App, 236-237
groups in Windows Live Mail, 113
Windows Live Mail, 113
Word Web App, 227
right-aligning floating windows, 23
ripping CDs to computer, 254
router, using with Internet connections, 82-83

S

safety options, setting in Windows Live
Mail, 118-119
saving
documents, 193, 233
movies on DVDs, 271-272
pictures, 195
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scanned documents, locating, 197. See also
documents
scanners, installing, 196
scanning pictures, 196-197
scheduling tasks, 164-166
screen elements, 4
desktop, 8
notification area, 8
Start button, 8
taskbar, 8
screen savet, picking, 35
screen shots, capturing, 202-204
screen tips, appearance of, 13
scroll arrows, 14
scroll bar, 14
scroll button, 14
search engines, changing, 86
searching Internet
from Internet Explorer (IE), 86
from Internet sites, 87
security descriptors, 141
security program, using, 157-158
selecting objects, 8
selecting options on Start menu, 13
Send To option, using, 75
shopping on Internet, 102-105
shortcuts
creating, 70
identifying, 70
in Libraries, 65
placing on desktop, 37
using on desktop, 70
Shuffle Music option, 259
Shut Down button, 24, 26. See also Force Shut
Down option
signatures, attaching to email, 120
sites
adding to Favorites bar, 92
categorizing, 159
putting Favorites in, 92
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sizing handle, 14-15
SkyDrive. See also cloud; Web Apps
adding files to, 224-225
adding folders to, 221-223
deleting folders, 225
folder icons, 224
logging onto, 221
returning to home page, 224
saving documents to, 221-222
sharing folders, 223
using, 153-155
Sleep mode, 26
coming out of, 27
versus Shut Down, 26
slider, explained, 18
Snipping Tool, using, 202-204
snips, capturing, 202-204
Social Security Administration,
contacting, 98
software, uninstalling, 182-183.
See also programs
software installation
from CDs, 178-179
from Internet, 181-182
Sound dialog box, opening, 34-35
Sound icon, 10
sounds, changing, 53-54
spam, dealing with, 116-119
special characters, selecting, 242. See also
character formatting
spelling, checking in Word, 232-233
spinner, explained, 18
spyware, definition and solution, 157
standard user account, using, 134, 136
Start button, 7-8
Computer icon, 12
Control Panel, 12
Default Programs, 13
Devices And Printers, 13
Help and Support, 13

Index

Start menu
adding programs to, 4041
changing items displayed in, 39-40
changing picture in, 41
ending Windows sessions, 24, 26
folder icons, 10-11
Lock option, 24, 26
Log Off option, 24, 26
opening, 9-11
power buttons, 11
program icons, 10-11
removing programs from, 41
Restart option, 24, 26
selecting options on, 13
Shut Down button, 24, 26
Sleep option, 24, 26
Switch User option, 24, 26
using Jump Lists with, 23-24
Startup folder, programs in, 163
Sticky Keys option, described, 50
Sticky Notes, using, 205
storage devices, recognizing, 63
strong passwords, using, 141
styles, applying to documents, 233-234
subject pane, 14, 68
surround sound options, choosing, 54
Switch User option, 26
system icons, displaying, 46. See also icons
system information, getting, 177-179
System Recovery mode, using, 177
System Restore
vs. backing up data files, 174
creating restore points, 174-175
requirements, 174
restoring from, 176
running from System Recovery, 177
running from Windows, 175-176
setting up, 174
system-related folders, opening, 12-13




T copying in Web Apps, 232 V
deleting in Web Apps, 232

Tablet PC Input Panel, opening, 42 video clips, trimming, 266

entering in Web Apps, 230 . . .
tabs ine in Web A 2% video files. See also movies
losing, 90 Toving ™ ¥¥€b APPS, importing, 198

closing, pasting in Web Apps, 232 porng,

features of, 88-89

opening webpages in, 89

switching among, 89-90

using in Web Apps, 230
Task Manager. See also programs

importing from camcorder, 262-264
playing from Internet, 93-94
View submenu, accessing for desktop, 37
viruses, definition and solution, 157
visualizations, displaying in Media Player, 259

selecting in Web Apps, 230-231
text (.txt) files, viewing and creating, 242
text box, explained, 18
text file printers, creating, 211
text size, increasing, 33
time and date, setting, 9, 45-48
title bar, 14-15, 17 W
Toggle Keys option, described, 50

Performance tab, 168
using, 166-168
Task Scheduler, running, 164-166

taskbar, 7-8 Web. See also Internet

toolbar, 14-15

alrea‘s of, 41 ¢ 17 Trojan horses, definition and solution, 157 broxlzvsini the Internet, 85-86

closing 'p?ograms rom, 170 .txt (text) files, viewing and creating, 242 explained, 84 )

customizing buttons, 45 ¢ . . Web Apps. See also Excel Web App; SkyDrive;
. ypeface families, fonts in, 217

hiding, 44 Word Web App

moving and sizing, 41-42 copying text, 232

objects in, 11
pinning icons to, 42-43, 45

U

UAC (User Account Control), 134, 162, 192.

creating Word documents, 226-227
deleting text, 232

pinning programs to, 112 entering text, 230

) ) See also accounts ) Lo

“pin-to” area in, 41 dialog box, 30 inserting line breaks, 230
rearranging items pinned to, 45 menus, 230

removing icons pinned to, 45
status of items in, 24-25
switching programs on, 166
ungrouping tasks in, 168
unlocking, 44

Use Small Icons option, 44
using, 9, 70

overview, 136-137
Underline formatting, applying, 234
Undo task, performing in Web Apps, 232
updates

applying, 172

receiving alert about, 24

turning on, 171-172
USB flash memory, recognizing, 63

moving text, 232

overview, 221

pasting text, 232

printing documents, 235-236
recovering deleted text, 232
selecting characters, 231
selecting text, 230-231

using Jump Lists with, 23-24 user setup selecting words, 231
Taskbar Previews feature, 18 administrator logon, 135-136 tabs, 230
taskbar properties . gom Word ribbon for, 227
. changing accounts, 136 o .
closing, 45, 47 . . web filtering controls, accessing, 143
o implementing, 136-137 Web Historv feature. See also histor
opening, user-related folders, opening, 11-12 ¢b Hiistory feature. oce 4150 ustory
text accessing, 88

adding to movies, 267
copying from Internet, 92

users
Fast User Switching, 140
switching between, 140

using, 90

web mail, using, 121
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webpages
in Compatibility view, 86
copying from Internet, 92-93
keeping open multiple, 88
opening in tabs, 89
printing, 212
websites
adding to Favorites bar, 92
categorizing, 159
putting Favorites in, 92
window border, 14-15
window color, changing, 34
window elements, 16
address bar, 14-15
Close button, 14-15
details pane, 14, 16
Maximize button, 14-15
Minimize button, 14-15
Navigation pane, 14, 16
preview pane, 14, 16
Restore button, 15
scroll arrows, 14, 16
scroll bar, 14, 16
scroll button, 14, 16
sizing handle, 14-15
subject pane, 14, 16
title bar, 14-15
toolbar, 14-15
window border, 14-15
window layout, changing, 15
windows. See also floating windows
altering appearance of, 34
versus dialog boxes, 17
managing, 18-24
maximizing and restoring, 16
minimizing, 20
personalizing, 30
restoring, 23
snapping, 22-23
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controlling access to, 143
restoring, 173

starting, 67

System Restore, 174
updating, 170-172

Windows Explorer

address bar, 59-60
Back button, 59-60
changing, 61-62
clicking on objects, 60
Computer items, 63
creating folders, 66-67
deleting files, 67-68
deleting folders, 67
details pane, 59-60
Details view, 62

Disk (C:), 63

disk drives, 62-63
displaying local disk drives, 63
documents, 58
Documents library, 64
files, 58

folder list, 58

folders, 62-63
Forward button, 59-60
games, 58

interface, 58-59
libraries, 64-65

listing disks, 66

listing folders, 66
music, 58

navigating, 64-67
navigation pane, 59-60
opening, 63

opening drives and folders, 63-64

Organize menu, 61
personal folder, 58
pictures, 58

Index

pinning items to icon, 44
preview pane, 59-60
recovering deleted files and folders, 68
Recycle bin, 67-69
Refresh button, 59-60
renaming files, 67
renaming folders, 67
sample pictures, 61
search box, 59-60
selecting files, 67
selecting folders, 67
starting, 59-60
storage devices, 63
subfolders, 58
subject pane, 59-60, 62
toolbar, 59-60
Users folder, 64
viewing folders, 61
window, 14
Windows Firewall
Allowed Programs And Features list, 146
described, 144
setting up, 145-146
Windows Live Essentials, getting, 108-109
Windows Live Hotmail. See also Hotmail account
opening quickly, 121
signing up for, 121
Windows Live Mail. See also email messages
account setup, 110-112
adding contact categories, 116
adding Contacts, 114
Calendar, 122-124
creating email messages, 112-113
features of, 111
Forward option, 115
getting, 108-109
Message List, 114
newsgroups, 124-127
receiving email, 113-114




Reply options, 114-115
responding to email, 114-116
ribbon, 113
safety options, 118-119
sending email messages, 112-113
starting quickly, 112
Windows Live Messenger
account setup, 128
adding contacts to, 128-129
Conversation window, 132
customizing, 130-131
receiving messages, 132
requirements, 127
saving conversations, 131
sending messages, 132
stopping receipt of comments, 132
using, 131
Windows Live Movie Maker, starting, 264
Windows Live Photo Gallery, 200-201. See also
camera images
importing video from camcorder, 262-264
printing pictures, 208-210
using, 199

Windows Media Center, using, 272-273
Windows Media Player. See Media Player
Windows Server 2003, using Remote
Assistance, 185
Windows sessions, ending, 24, 26
Windows Update features, using,
171-172
Windows XP, using Remote Assistance, 185
Wireless icon, 10
Word
applying styles to documents, 233-234
checking grammar and spelling,
232-233
copying Internet text to, 92
paragraph formatting, 235
Word documents, creating with Web Apps,
226-227. See also documents
Word program, starting, 192
Word Web App. See also Web Apps
editing documents in, 228-229
Editing View, 228
Reading View, 228
ribbon, 227

View options, 228-229
viewing edited documents, 228
words, selecting in Web Apps, 231
workbooks, editing in Excel Web App,
240-241
World Wide Web. See also Internet
browsing the Internet, 85-86
explained, 84
worms, definition and solution, 157

X

Xbox Live account, establishing, 109

y4

zipped files, extracting, 75
zipped folders, extracting, 75
zipping files and folders, 74-75
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