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How to Use This Book

Do you look at the pictures in a book or magazine before
anything else? Would you rather be shown instead of
read about how to do something? Then this book is for
you. Opening Simply Windows 7 allows you to read less

and learn more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this particular
technology or application. It is also for more computer
literate individuals who want to expand their knowledge

of the different features that Windows has to offer.

Using the Mouse
This book uses the following conventions to describe the
actions you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays a
shortcut menu containing commands specific to the
selected item.

Click and Drag, and Release the Mouse

Move your mouse pointer and hover it over an item on
the screen. Press and hold down the left mouse button.
Now, move the mouse to where you want to place the
item and then release the button. You use this method to
move an item from one area of the computer screen to
another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Simply Windows 7 to distinguish different
types of information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italics
[talic words introduce a new term and are followed by a
definition.

Numbered Steps

You must perform the instructions in numbered steps in
order to successfully complete a section and achieve the
final results.

Bulleted Steps

These steps point out various optional features. You

do not have to perform these steps; they simply give
additional information about a feature. Steps without
bullets tell you what the program does in response to
your following a numbered step. For example, if you click
a menu command, a dialog box may appear or a window
may open. The step text may also tell you what the final
result is when you follow a set of numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may wamn you of a situation that you want to
avoid — for example, the loss of data. A note may also
cross reference a related area of the book. A cross
reference may guide you to another chapter or another
section within the current chapter.

lcons and Buttons

Icons and buttons are graphical representations within the
text. They show you exactly what you need to click to
perform a step.

You can easily identify the tips or warnings in any section
by looking for the Tip and Warning icons. Tips offer
additional information, including tips, hints, and tricks. You
can use the tip information to go beyond what you have
learned in the steps. Wamnings tell you about solutions to
common problems and general pitfalls to avoid.
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GETTING STARTED
WITH WINDOWS 7

Are you ready to learn about Windows 77 In this chapter,
you learn a few basic techniques and concepts that will help
you get comfortable with Windows. These topics include
starting Windows 7, understanding what you can do with
Windows 7, and taking a tour of the Windows 7 screen.You
also learn how to use a mouse with Windows 7, use

the Windows 7 Help system, and activate your copy

of Windows 7. The chapter closes by showing you how to
shut down your system when you are finished using it.




START WINDOWS 7

When you turn on your computer, Windows 7/ starts automatically, but you may have to
navigate the Welcome screen along the way. You use the Welcome screen to log in to
Windows 7 using the user account and password you configured when you first set up your
computer.

If this is the first time you are starting your computer, you will have to run through a series of
configuration steps. These steps configure your main user account, your desktop background,
and a few security options. You should select the default options to ensure your computer
remains secure and up to date.

\. J

ﬂ Tum on your computer.

The Windows 7 Welcome screen
appears.

Note: If your version of Windows 7 is
configured with just a single user and no
password, then you bypass the Welcome
screen and go directly to the desktop.

e Click the icon that corresponds to
your Windows 7 user name.

Windows /7 prompts you to enter
your password.

Note: If you are the only user on your
computer, Windows 7 prompts you for your
password right away, so you can skip Step 2.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



o Type your password.

Note: The password characters appear as
dots as you type them so that no one else
can read your password.

e Click the Go arrow (E3) or press
Em.

The Windows 7 desktop appears
after a few moments.

If you forget your password,
click the Go arrow (E3) and OK
to see the hint — a word or
phrase to jog your memory.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



WHAT YOU CAN DO WITH WINDOWS 7

N
Windows 7 is an operating system that contains a collection of tools, programs, and
resources. You do not do anything directly with Windows 7 itself. Instead, you use its tools
and programs to perform tasks, including getting your work done, creating pictures, editing
photos, playing music, surfing the World Wide Web, exchanging e-mail messages, and more.
Here is a sample of what you can do with them.

. J

Get Work Done P

With Windows 7, you can run programs that enable you to get eyt

your work done more efficiently, such as a word processor for =

writing memos and letters, a spreadsheet for making calculations, e ——

and a database for storing information. Windows 7 comes with L

some of these programs (such as the WordPad program you leam s s g

about in Chapter 3), and you can purchase and install others s

separately. -

Create and Edit Pictures =

Windows 7 comes with a lot of features that let you work with
images. You can create your own pictures from scratch, import
images from a scanner or digital camera, or download images from
the Intemet. After you create or acquire an image, you can edit it,
print it, or send it via e-mail. You learn about these and other
picture tasks in Chapter 4.

Play Music and Other Media

Windows 7/ has treats for your ears as well as your eyes. You can listen to
audio CDs, play digital sound and video clips, watch DVD movies, tune in to
Internet radio stations, and copy audio files to a recordable CD. You leam
about these multimedia tasks in Chapter 5.

TR | T

Get on the Internet

Windows 7 makes connecting to the Internet easy. And after you are on the Net, Windows 7 has
all the tools you need to get the most out of your experience. For example, you can use Intemet
Explorer to surf the World Wide Web (see Chapter 8) and Windows Live Mail to send and
receive e-mail (see Chapter 9).

D GETTING STARTED WITH WINDOWS 7 D



THE WINDOWS 7 SCREEN

.

Before getting to the specifics of working with Windows 7, take a few seconds to familiarise
yourself with the basic screen elements, including the desktop, the Start button, the taskbar,
and the notification area. You will interact with these screen elements throughout your
Windows 7 career, so getting familiar with them early on will help you in the long run.

() Desktop

This is the Windows 7 “work area’’,

meaning that it is where you work with

your programs and documents.

Desktop Icon

An icon on the desktop represents a
program, a Windows 7 feature, or a
document. Programs you install often
add an icon on the desktop.

@ Mouse Pointer

When you move your mouse, this
pointer moves along with it.

(@ Time and Date

This is the current time and date on

your computer. To see the full date,

position the mouse s over the time.
To change the date or time, click the
time.

@ Notification Area

This area displays small icons that notify
you about things that are happening on

your computer. For example, you see

notifications if your printer runs out of
paper or if an update to Windows 7 is

available over the Internet.

(@ Taskbar

The programs you have
open appear in the taskbar.
You use this area to
switch between programs
if you have more than one
running at a time.

@ Taskbar Icons

You use these icons to
launch some Windows 7
features with just a mouse
click.

@ start Button

You use this button to
start programs and launch
many of Windows 7's
features.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



USING A MOUSE WITH WINDOWS 7

~\
Windows 7 was built with the mouse in mind, so it pays to learn the basic mouse techniques
early on because you will use them for as long as you use Windows. These techniques
include clicking the mouse, double-clicking, right-clicking, and clicking-and-dragging.
If you have never used a mouse before, remember to keep all your movements slow and
deliberate, and practice the techniques in this section as much as you can.

\. J

Click the Mouse

@ Position the mouse [y over the
object you want to work with.

@ Click the left mouse button.

@ Windows 7 selects the object
or performs some operation in
response to the click (such as
displaying the Start menu).

Double-click the Mouse

@ Position the mouse s over the
object you want to work with.

@ Click the left mouse button twice
in quick succession.

Windows 7 usually performs
some operation in response to
the double-click action (such as
displaying the Recycle Bin
window).

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D
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Right-click the Mouse
ﬂ Position the mouse & over the
object you want to work with.

e Click the right mouse button.

Windows 7/ displays a shortcut
menu.

Note: The contents of the shortcut menu
depend on the object you right-clicked.

Click and Drag the Mouse

6 Position the mouse ¥ over the
object you want to work with.

e Click and hold the left mouse
button.

6 Move the mouse to drag the
selected object.

In most cases, the object moves
along with the mouse 1.

@ Release the mouse button when
the selected object is
repositioned.

4

If you are left handed, click
Start, Control Panel, Hardware

If your double-clicking does

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D

and Sound, Mouse to open the
Mouse Properties dialog box.
Click the Buttons tab. Click
Switch primary and secondary
buttons ([C| changes to [¥]).

not work, open the Mouse
Properties dialog box and click
the Buttons tab. In the Double-
click Speed group, click and
drag the slider towards Slow.



GET HELP

You can find out more about Windows 7, learn how to perform a task, or troubleshoot
problems by accessing the Windows 7 Help and Support system.

Most of the Windows 7 Help and Support system is arranged into categories, such as
“Security and privacy” and “Files, folders, and libraries”. Each category offers a number of
subcategories to help you find the specific area you are looking for. Within each category
and subcategory, you see a collection of related topics and these topics provide the
instructions or information.

\. J

(D Click Start.
The Start menu appears.
@ Click Help and Support.

The Windows Help and Support
window appears.

@ Click the Browse Help button
(w).

The Table of Contents appears.

@ Click a category.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



@ A list of Help topics appears
for the category you selected.

A list of subcategories appears
for the category you selected.

6 Click a topic.

The item you selected appears in
the Windows Help and Support
Center window.

Note: If the topic you want is part of a
subcategory, click the subcategory to display
the list of topics it contains and then click
the topic.

6 Read the article.

Note: To return to a previous Windows Help
and Support Center screen, click the Back
button (E%) until you get to the screen

you want.

4

You can access Help in a
specific program by clicking
Help on the menu, by pressing
@ or by clicking the Help
button (H).
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ACTIVATE YOUR COPY OF WINDOWS 7

To avoid piracy, Microsoft requires that each copy of Windows 7 be activated. Otherwise,
your copy of Windows 7 will refuse to run after the activation period has expired. Activating
Windows 7 means that Microsoft uses an Internet connection to confirm that your copy

of Windows 7 is genuine and has not also been installed on another computer.

This section assumes that Windows 7 has not yet prompted you to start the activation. If
you see an icon in the notification area with the message “Activate Windows now”, click that
message and then skip to Step 5.

(D Click Start.

The Start menu appears.
@ Right-click Computer.
@ Click Properties.

The System window appears.

Note: If the System window shows the Ask
for Genuine Microsoft Software, then you do
not need to perform the rest of the steps in
this section. Click the Close button (Ed) to
close the System window.

@) Click the Activate Windows

now link.
B i e . d:_l:-:;:-cs—h—l-.m-l—m 1=

The Windows Activation dialog P 0 e Eee—-

e e e B e b P b = e
box appears. (RRR———

e nam [P &

A e [EF g S

@) Cdick Activate Windows online o~ e

now and wait for confirmation. i ReeTe— 4_@

6 Click Close.
7

@ If you do not have Internet
access, in Step 5, click Show me Activation associates your copy

other ways to activate. Select of the program with your

Use my modem to connect computer. If the computer
directly to the activation service breaks down, Microsoft should
or Use the automated phone allow you to activate Windows
system. 7 on another computer.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D



SHUT DOWN WINDOWS 7

When you complete your work for the day, you should shut down Windows 7. However,
do not just shut off your computer's power. Follow the proper steps to avoid damaging files
on your system.

Shutting off the computer’s power without properly exiting Windows 7 can cause two
problems. First, if you have unsaved changes in some open documents, you may lose those
changes. Second, you could damage one or more Windows 7 system files, which could make
your system unstable.

.

ﬂ Shut down all your running
programs.

Note: Be sure to save your work as you close
your programs.

¢) Click Start.
The Start menu appears.
() Click Shut Down,

Windows 7 shuts down and turns
off your computer.

@ If you want Windows 7 to
automatically reopen all the
programs and documents
currently on your screen, click the
power button arrow () and
then click Sleep, instead.

7
g/ If your computer is running

slow or acting funny, a restart
can solve the problem. Save
your work and shut down all
your running programs. Click
Start, click the power button
arrow () and click Restart.
Windows 7 shuts down and
your computer restarts.

G CHAPTER 1 GETTING STARTED WITH WINDOWS 7 D
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LAUNCHING AND WORKING
WITH PROGRAMS

On its own, Windows 7 does not do very much.To do
something useful with your computer, you need to work
with a program. At first, that will probably mean a program
that comes with Windows 7, which offers a number of
useful programs.

However, you can also work with any program that you install
yourself, and this chapter shows you how to install programs.
You also learn how to launch programs, understand program
windows, and work with program pull-down menus, toolbars,

dialog boxes, scrollbars, and jump lists.




INSTALL A PROGRAM

If Windows 7 does not come with a program that you need, you can obtain the program
yourself, either from a computer store or via an Internet download. You can then install the
program on your computer.

How you start the installation process depends on what format the program comes in. If you
purchased the program from a store, then the program comes on a CD or DVD disc, and
you use that disc to install the program. If you downloaded the program from the Intemet,
the program comes in the downloaded file, and you use that file to install the program.

\ J

Install from a CD or DVD

@ Insert the program’s disc into your
computer's CD or DVD drive.

= BO-B0FA Drew =5 OFFCELD

L
The AutoPlay dialog box appears. ST —

@ Click Run file, where file is the
name of the installation program
(usually SETUP.EXE).

Tl 7 vy e ey prer sy

@ Follow the installation instructions
the program provides.

Install from a Downloaded File
(1) Click Start.

@ Type downloads.

@ Click Downloades.

Note: If you saved the file into another folder,
use Windows Explorer to find it (see the “View
Your Files” section in Chapter 6).

The Downloads folder appears.

@ Double-click the file. Many programs need a product
key or serial number. A sticker is

attached to the CD case or the
back of the box; the key for a
@ Follow the installation instructions downloaded program appears

the program provides. on the download screen or
e-mail receipt.

LAUNCHING AND WORKING WITH PROGRAMS D

The software’s installation
program begins.




CHANGE OR REPAIR A PROGRAM

INSTALLATION

.

When you install a program, you can choose the “custom’ installation option to install only
some of the program’s components. If you decide later to install more components or
remove installed components, you can rerun the installation program to make these changes.

If an installed program does not start or behaves erratically, it may have one or more missing
or corrupt files. Many programs come with a repair option that can fix such problems.

0
(2

o
(5

Click Start.
Click Control Panel.

The Control Panel window
appears.

Click Uninstall a program.

The Programs and Features
window appears.

@ Windows 7 displays a list of
the programs installed on your
computer.

Click the program you want to
work with.

Click Change.

Note: For some programs, you click
UninstalllChange. If you want to repair the
program, click Repair.

(6

Follow the installation instructions
the program provides.

il (TR NETE T Lk

In almost all cases, repairing a
program simply copies the
program’s original files to your
hard disk. You should back up
your data (see Chapter 12)
before repairing any program
because you could lose data
that you have created.

LAUNCHING AND WORKING WITH PROGRAMS D



START A PROGRAM

To work with any program, you must first tell Windows 7 what program you want to run.
You normally do this by selecting the program via the Windows 7 Start menu, which
contains a list of the programs you use most often, as well as various submenus that contain
icons for all the programs installed on your computer. In Windows 7, you can also use the
taskbar to start some programs.

Whichever method you use, Windows 7 then launches the program and displays it on the
desktop.

\ J

(1) Click Start.

If the program you want to use
has a taskbar button, you can click
the button to launch the program.

() Click All Programs.

Note: When you click All Programs, the
command name changes to Back.

@ If your program icon is in a
submenu, click the submenu.

@ Click the icon for the program
you want to launch.

@ The program appears on the
desktop.

Windows 7 adds a button for
the program to the taskbar.

Note: After you have used a program a few
times, it may appear on the main Start menu.
If so, you can launch the program by clicking
its Start menu icon.
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UNDERSTANDING PROGRAM WINDOWS
-

~
When you start a program, it appears on the Windows 7 desktop in its own window. You
work with a program by manipulating the various features of its window. These features
include the title bar, menu bar, toolbar, and three buttons: Minimize, Maximize, and Close.

. J

@ System Menu Icon
Clicking this icon or pressing G0+

displays a menu that enables = L e T
you to work with program windows via Lo
the keyboard. ;
Wirkdows Fax and Scan
Title Bar B
The title bar displays the name of the AR T —
program. In some programs, the title bar = i RO
also displays the name of the open f e e
document. You can also use the title bar
to move the window. @ Minimize @ Maximize
Butfton Button
G Menu Bar You click the Minimize To enlarge the window
The menu bar contains the pull-down button (E) to remove from the taskbar or so
menus for Windows 7 and most the window from the that it takes up the entire
Windows 7 software. In some programs,  desktop and display only desktop, you click the
you must press 1 to see the menu bar. the window’s taskbar Maximize button (E).
button. The window is
6 Toolbar still open, but not active. G Close Button
These buttons offer easy access to When you click the
common program commands and Close button (&), the
features. Some buttons are commands program shuts down.

and some have lists from which you can
make a choice.
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USE PULL-DOWN MENUS

When you are ready to work with a program, Windows 7 offers a number of different
methods, but the pull-down menus are the most common. You use pull-down menus to
access the program'’s commands and features.

There are two types of items in most pull-down menus: commands that execute some
action in the program, or features that you tum on and off.

You access all pull-down menus via the menu bar, and most programs display the menu bar
by default. However, if you do not see the menu bar, you can often display it by pressing the
0 key.

\ S

Run Commands

@ Click the name of the menu you
want to display.

The program displays the menu.

You can also display a menu

by pressing and holding (8 and
pressing the underlined letter in
the menu name.

@ Click the command you want
to run.

The program runs the command.

If a submenu appears, click the
command in the submenui.

Turn Features On and Off

@ Click the name of the menu you
want to display.

The program displays the menu.

@ Click a menu item.

Toggle features are either turned et '}
on (indicated by [¥) or off (no -=
check mark appears).

The active option feature is
indicated by [e].
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USE TOOLBARS

~
You can use a program’s toolbars to access commands faster than using the pull-down
menus. In most cases, a toolbar is a collection of buttons, lists, or other controls that often
give you one-click access to the program’s most common features.
Most programs come with one or more toolbars, athough in some programs you must first
display the toolbar you need. If there is a toolbar that you never use, you can hide it to give
yourself more room in the program window.
. _
Execute Commands = - AN =
@ Click the toolbar button that g q=__®. KT
represents the command or list. i el ' i
: e
Note: If the toolbar button remains
“pressed” after you click it, the button toggles
a feature on and off and the feature is now
on. To tum the feature off, click the button to
“unpress” it.
| =] D e e S LY. O]
The program executes the
command or, as shown here,
drops down the list.
@ If a list appears, click the list item
for the command.
Display and Hide Toolbars = - AN =
lick View. o = -
@ Click View e Sl h<_-@_u"*_ ' e e e @
() Ciick Toolbars. s e
@ Click a toolbar. :?;
e -
If the toolbar is currently displayed -
(indicated by [V in the View e
menu), the program hides the —_— :
=r‘-_| a T Y

toolbar. If the toolbar is currently
hidden, the program displays the
toolbar.
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USE DIALOG BOXES

You use dialog boxes to control how a program works. Dialog boxes appear frequently, so
you need to know how to use them to get the most out of any program.

For example, when you print a document, you usually see the Print dialog box, which
includes several controls that enable you to control the print job. You might see a list of the
available printers, radio buttons that enable you to specify how much of the document you
want to print, and a spin button that enables you to specify the number of copies you want
printed.

\ J

Use a Text Box
(D) Click inside the text box.
A blinking, vertical bar (called a

cursor or an insertion point)
appears inside the text box.

Use or (X to delete

any existing characters.

Lsespacig  [1as

| #ckd Wt agace shwr paragrapha

Type your text.

Algnnan: |L.it

Enter a Value with a

Spin Button

@ Click the top arrow on the spin vt a i
button (E) to increase the value. " e

@ Click the bottom arrow on the - -
spin button (E) to decrease the e Ll ||
value. s M
You can also type a value in the [re | _oee
text box.
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Select a List Box ltem

. dprresm Ta A e
If necessary, click the down arrow e L ] =
() to scroll down the list and m_@—'
bring the item you want to select Eﬁ*&: . .
Into view. - et @ =
Click the up arrow ([+]) to scroll prre— -

back up through the list.

Note: See the “Using Scrollbars” section to
learn how to use scrollbars.

() Click the item.

Select an Iltem Using a
Combo Box

@ Click the item in the list box to
select it.

@ You can also type the item name
in the text box.

Select an ltem From a
Drop-Down List Box

@ Click the drop-down arrow ([=]).
The list appears.

() Click the item in the list that you
want to select.

These keyboard shortcuts
make dialog boxes easier to

work with.
(Enter | Selects the default command button (which is indicated with a highlight around it).
[Esc] Cancels the dialog box (which is the same as clicking Cancel).
@D +letter Selects the control that has the letter underlined.
Tab Moves forward through the dialog box controls.
[Shift g3 Tab) Moves backward through the dialog box controls.
and Moves up and down within the current option button group.
m+a Drops down the selected combo box or drop-down list box.
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WORK WITH PROGRAM WINDOWS
-

You need to know how to work with program windows so that you can keep your desktop
neat and your programs easier to find.

For example, you can minimise a window to clear it from the desktop and you can maximise
a window to give yourself more room to work within the window. You should also know
how to restore a window. This means that you return the window to its original size and
location after you have minimised or maximised it. You also need to know how to close a
window that you no longer need.

. J

Minimise a Window
@ Click the Minimize button (H).

i - K A -

@ The window disappears from : ST Sk A o g 1|8
the screen, but its taskbar
button remains visible.

Maximise a Window
() dlick the Maximize button (E).

The window enlarges to fill the

entire desktop. D o e

Note: You can also maximise a window by od : - - — =
double-clicking its title bar or by dragging its
title bar to the top of the screen.
‘//’
@ To see your desktop, position

the mouse | over the Show

desktop bar on the right edge

B of the taskbar.

E To minimise all your open
windows, click the Show

deskeeop bar or right-click the ¢ g Wy T TTY Y

taskbar and then click Show
the desktop.
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Restore a Window

. . . . Lo = -y mmw-p gl & e g P
@ If the window is maximised, click Q b e dehs R et
the Restore button ([).  E f y ] : ; =

If the window is minimised, click
its taskbar button.

The window returns to its
previous size and location.

Close a Window
() Click the Close button (E3).

The window disappears from the
screen.

If the window has a taskbar
button, the button disappears
from the taskbar.

Note: If the window contains a document,
the program may ask if you want to save any
changes you made in the document before
closing.

//

Q To maximise a minimised
window, right-click the window’s
taskbar button. In the menu,

_ click Maximize.

7

@ Press (D +EZZID to display
the system menu for a
window. Use @ and @ to
highlight the command you
want and then press EIE.

continued ==
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WORK WITH PROGRAM WINDOWS (continueq)
-

If you have information on the desktop or in a window that you want to see, but another
window is covering some or all of that information, you can move the other window out of
the way.

If after moving the window you find that it still covers up part of the other item, you can also
resize the window.

Similarly, if your windows overlap each other, making it hard to read what is in other
windows, you can move the windows around or resize them.

. J

Change the Window Size

Position the mouse & over the
window border that you want to
move.

@ The [y changes to a two-
headed arrow ().

rar o LR N

Note: If the pointer does not change, it
means the window cannot be resized.

Click and drag the § to make the
window larger or smaller.

Windows 7 moves the border
along with the §.

@ Release the mouse button.
Windows 7 resizes the window.

Note: To resize two borders at once, click
and drag the comer of the window that joins
them.
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Move a Window

@ Position the mouse & over an
empty section of the window's
title bar.

@ Click and drag the mousels in the
direction you want the window to
move.

Windows 7 moves the window
along with the mouse k.

@ Release the mouse button.

Windows 7 moves the window.

yd
—

@ Press (D +EZZZD to display
the system menu. If you
choose Move or Size, use the
arrow keys to move or size the
window, and then press EIE3.
Press @D +(@ to close a

_ program window.

% To stop windows overlapping,
right-click an empty section
of the taskbar and then click
Show windows side by side.
Windows 7 divides the desktop
to give each window an equal
amount of space.

— 7
Q To stack windows, right-click
an empty section of the

taskbar and then click Show
windows stacked. Windows 7
arranges the windows in a tidy
diagonal pattern from the top
left corner of the desktop.
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USE SCROLLBARS

If the entire content of a document is too long to fit inside a window, you can see the rest of
the document by using the window's vertical scrollbar to move the content up and down.

In some scenarios, the content may be too wide to fit inside a window. In such cases, you
can see the rest of the document by using the window's horizontal scrollbar to move the
content left and right.

Scrollbars also appear in many list boxes, so knowing how to work with scrollbars also helps
you use dialog boxes.

L J
Scroll Up or Down in a (o =
Wlndow . :-I i-a-.“ ;"‘-‘. :.:I.-: F-;I-‘_: :-{ :‘:"
ﬂ Click and drag the vertical scroll 55 0 TR e B G, KX @
box down or up to scroll through e ey e s s
a window. s O—
@ You can also click the up T e e S
arrow ([=1) or down arrow ([=]). T

The text scrolls down or up. _

e R mw- F-';IEE =
-

ey o ey vl g —h'ﬁ— e metard wb e

Tha e B e e S S T T bl i g el
Iy B B S T e P ST i i fd
T

s vy e W T SR R e e e
el o awa e v = bl o
— e Fr
e A el

w
] iy

=

B b T i i —_—

1\
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Scroll Right or Left in a

Window —rr —
= Ol 7 e
Click and drag the horizontal N a0
scroll box. s T et
. ) w'_ i 5 '] I.'I- i ™ =
You can also click the right e o e et
arrow ([1]) or the left arrow (I5]). - A |

Br Loty

TeE B g Sl D Thee S O 0 & TR e
e e wscorss roweiy. Wk o the oremal, el N
Ay nEain el B I 8 SRR W B D v ol
FEET FE0E | reedE e Tan b chakE oral beeerdly sdpan
o o by i e of vigasl Wil Thets
e ralag wrd prodt of which by Erecifeer b
RNTIHE (AN i 'S e plie L. e Fai-ahl

& wprpion, i hgad, ke (o pheald bava] g mieel
C Wi i, by TEIL, ol w0 Tl mvalfaiEr of & o

4 -

6 The text scrolls left or right.

=
~1a - g v = R
10 A P vy

o ' Pl AR, il Ao b L e e
Bk rpd oy prveits e ieertio Sl o L o e
Al b Ao M Gy pld 0 Ot SRy Gk i LT
¥

§ e G RN N 3 WD e Gk e e gad The
mv Ty, ek o e umarael. i e el o right ehan o
Do B 0 SWaghL. 0 & TR v Aol etk [y gl |
i plrpsos e el ljEing tha spstEs ol e
wrad ol skl R, TG . b B, e R
wed pehat ol which B sscther chagsr compiesd B tha
o IS v Jf . el ] s s

el haa b dhould el @ reiedimerana el mioa na
cEFVEL [ T il of § 1ng. The pops? alidlicd »
) |

XN, |~ i +

g If your mouse has a wheel, you

can use it for scrolling up or
down in a document. Move the
wheel backward, toward your
arm, and the document scrolls
down; move the wheel forward,
toward your computer, and the
document scrolls up.
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SWITCH BETWEEN PROGRAMS
-

~
With Windows 7/, you can run two or more programs at the same time, a technique called
multitasking. For example, you could have your word processor, your e-mail program, and
your Web browser running at the same time. However many programs you are currently
multitasking, you need to know how to switch from one to another.
You can switch from one program to another by using either the taskbar or the keyboard.
. _J

Switch Programs Using the
Taskbar

@ Click the taskbar button of the
program to which you want to
switch.

Note: A program does not have to be
minimised to the taskbar for you to use the
program’s taskbar button.

@ Windows / brings the
program’s window to the
foreground.

[—%

Note: You can also switch to another
window by clicking the window, even if it is
in the background.
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Switch Programs Using the
Keyboard

@ Press and hold (0 and press &Z3.

Windows 7 displays thumbnail
versions of the open windows and
the desktop.

@ Press until the window in
which you want to work is
selected.

@ Release (1.

@ Windows 7 brings the program’s

window to the foreground. O: 0 ~=apg OC &R0 SIS SEIRE

Position the mouse ; over a
program’s taskbar button to
see a thumbnail of the program
window before switching to it.
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TAKE ADVANTAGE OF PROGRAM JUMP LISTS

You can use the new jump list feature in Windows 7 to open files or run program tasks.
A jump list is a list associated with each program that supports this feature. Most jump lists
consist of items you most recently used in the program, but some jump lists also include
common program tasks.

The recent items you see on a program'’s jump list are called destinations, and they can be
files, folders, Web sites, or whatever type of data the program supports.

\. J

Open a Destination

ﬁ Right-click the program'’s taskbar
icon.

a Click the destination.

Windows 7 launches the program

if it is not already running and e e -
opens the destination —= Bs s e e s ]
worg Spy "=
e g
e
L]
E'htu- e
Eadl ] o ey
wr ol wralpiors Bl s A
-I::.n-i. Py . - !.m
S
e
- fubpiaton. sy istunh iphics e
B il L0 AT i Hat ks S oy
s Bk, Tori by, § o b 't P S Sl B B el Ay
iy X1, 0%
il
B ] B DL ST :a:l::l.l;.:::
L el Al W Amm e
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Run a Task
ﬂ Right-click the program's taskbar

icon.

() Click the task

& P puiciu i
i PMaglimemc

10 Wircows biacks Pl
off Unggin i o se Fram pshibe

Windows 7 launches the program
if it is not already running and runs
the task.

% You can pin a destination to

the jump list, so that it always To remove or unpin a
appears. If the destination is destination from a jump list,
already on the jump list, right-click the destination and
right-click it and click Pin to then click Remove from this
this list. list or Unpin from this list.
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UNINSTALL A PROGRAM

When you plan to no longer use a program, you should uninstall it from your computer.
Uninstalling a program means that you delete all of the program's files from your computer
and remove the program'’s icons from the Start menu, desktop, and taskbar. Fortunately,
either the program itself or Windows 7 takes care of all these uninstall details automatically,
so you only need to start the process.

Removing unused programs frees up disk space and makes your All Programs menu easier to
navigate.

.

(1) Click Start.
() Click Control Panel.

The Control Panel window
appears.

@ Click Uninstall a program.
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The Installed Programs window
appears.

Click the program you want to
uninstall.

Click Uninstall (or Uninstall/
Change).

In most cases, the program asks
you to confirm that you want to
uninstall it.

(L) Click Yes.

The program'’s uninstall procedure
begins. Follow the instructions on
the screen, which vary from
program to program.

% Many programs come with

an uninstall command. Click
Start, All Programs and

the program name. Click the
command that includes

the word Uninstall to

begin the uninstall procedure.
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To get productive with Windows 7, you need to know how
to work with documents. In this chapter; you begin by
learning what documents are and what types of documents
you can create. From there, you learn how to create your
own documents and how to save your work.You also get the
details on opening documents and you learn basic editing
techniques, such as deleting characters, selecting text, and
copying and moving text.You also learn how to change the
font, find and replace text, and print documents.




UNDERSTANDING DOCUMENTS
-

~
Although your computer comes with thousands of files, only a few of them can be
considered documents. That is because a document is a file that you create yourself or that
you can open and edit yourself.
Most documents consist of text, but you can also create documents that are pictures.
The four examples shown here are the basic document types that you can create using the
programs that come with Windows 7.
. .
Text Document [ e ===
A text document is one that includes only the T — :
characters that you see on your keyboard, plus a -call to armange crudn tidkts '|H
. . Py K3FEE PRl Deed T Edl g
few othlers. A text document contains no special . : il birive
formatting, such as coloured text or bold formatting, “eah arel secme car
although you can change the font. In Windows 7, you |7 % i = ™ e
normally use the Notepad program to create text
documents (although you can also use WordPad).
Word Processing Document g R N =
A word processing document contains text and other B e . e

symbols, but you can format those characters to improve the
look of the document. For example, you can change the size,

colour, and typeface, and you can make words bold or italic. et e e
In Windows 7/, you use the WordPad program to create
word processing — or Rich Text Format — documents.

M Wards in the Modermnm Workplace '

Drawing

A drawing in this context is a digital image you create using “tools” that draw lines, boxes,
polygons, special effects, and free-form shapes. In Windows 7, you use the Paint program to create
drawings.

E-mail Message

An e-mail message is a document that you send to another person via the Intemet. Most e-mail
messages use plain text, but some programs support formatted text, images, and other effects. In
Windows 7, you can download and install the Windows Live Mail program to create and send
e-mail messages (see Chapter 9).
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CREATE A DOCUMENT
-

~
When you are ready to create something using Windows 7, in most cases you begin by
opening the appropriate program — such as Windows Live Mail, if you want to create an
e-mail message — and then using the program to create a new document to hold your work.
Many Windows 7 programs (such as WordPad and Paint) create a new document for you
automatically when you begin the program. However, you can also create a new document
any time you need one.

. J

@ Start the program you want to
work with.
() Click File.
() Click New.

If the program supports more
than one type of file, the
program asks which type you
want to create.

Note: Some programs display a dialog box
with a list of document types.

@ Click the document type you want.

The program creates the new
document. : -

Note: In some programs you can also create
a document by clicking the New Document
toolbar button (I_1). In most programs, you
can also press @D+ to create a new
document.
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SAVE A DOCUMENT
-

~
After you create a document and make any changes to it, you can save the document to preserve
your work.
Saving your work is important because when you work on a document, Windows 7 stores
the changes in your computer’'s memory, which is erased each time you shut down or restart
your computer. When you save a document, Windows 7 stores your changes on your
computer's hard drive. Because the contents of the hard drive are preserved when you shut
down or restart your computer, you do not lose your work.
. J
@ Click File (). _
@ - a— BEd
Click Save. o [ = e =
e G —
Note: If you have saved the document R =y
previously, your changes are now preserved. - 1 o
You do not need to follow the rest of the "':'_"“
steps in this section. e
[
If this is a new document that you
have never saved before, the Save
As dialog box appears.
Click here to see a list of your
folders.
@ Click Documents.
Note: In most programs, the Documents
folder is selected automatically when you save —

a document.

In most programs, you can also
press ED+8 or click the Save
button ([H).
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Windows 7 opens the
Documents folder.

() Clickin the File Name text box
and type the name you want to
use for the document.

Note: The name you type can be up to 255
characters long, but it cannot include the
following characters: < >, 7: "\ *

() Click Save. =
a The file name you typed
appears in the program'’s Diz=ae aarmen: B EY
title bar. —— T -
fugmres for 2009 Conference [
Dapl

L L
R
0D B 3 e
O IR Sl Bewa
ORI U508 Mareed B
0 D ik

WordPad can create word
processing documents and
text documents but Notepad
supports only text documents.
If a program supports multiple
document types, the Save As
dialog box includes a drop-
down list named Save As Type
(or something similar).
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OPEN A DOCUMENT
-

in the program that you used to create it.

add to the document using the original program.

.

To work with a document that you have saved in the past, you need to open the document

When you save a document, Windows 7 stores the document contents in a file on your
hard drive. Opening the document means that Windows 7 locates the file on the hard drive
and then loads its contents into your computer's memory. This enables you to read, edit, and

@ Start the program you want to
work with.

() Click File (@).

Note: If you see the document you want in
the list of recently used documents on the File
menu, click the name to open it and skip the
rest of the steps in this section.

@ Click Open.
The Open dialog box appears.
() Double-click Documents.

Note: In most programs, the Documents
folder is selected automatically when you
open a document.

@ If you want to open the
document from some other

folder, click here, click your
user name, and then double-
click the folder.

Windows 7/ opens the
Documents folder.

v i ma—— &
[ ] e

In most programs, you can
also press E@+@ or click the
Open button ([£).
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@ Click the document name.

i Lime 1 ' == ] b ot o
. R T e e o P
() Ciick Open. st Documens oy -
= ..I.. _'.- . tre B -
r—— vy Iy
o Pl FE=S T g D Ml P e
o] Hopl gy e Sy 1AL Env e
H ivam —
1o Imhm A -p'\ﬂ-‘lll-lu'\.{'l-lw
a A i
Cr— Ve I i
g o Tl i LR ey HW'
— =] <_® .
T @ ™ il Ry 5|
. NN R ]

The document appears in the a7

program window. Ois = s-acmen: BRI
by - BBt Ao W W e
I...._.- T .I.-. — .a.....l.p LB I. |MIﬁ o
h—d-hmm
Dwy 1

LE--BL 1] Wirkrme

il - il Eeynas dpench

You do not always need to open
a program before opening a
document.

Click Start.

Click Documents.

00

The Documents library appears.

Double-click the document.

O

Windows 7/ starts the program in
which you created the document
and then opens the document.
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EDIT DOCUMENT TEXT
-

~
When you work with a character-based file, such as a text document, a word processing
document, or an e-mail message, you need to know the basic techniques for editing
the document text.
The most fundamental editing technique involves deleting existing characters that you no
longer need or that you typed accidentally or in error. However, you also need to know
how to select text, which then enables you to copy or move that text.
L J
Delete Characters [ o ==
@ Click immediately to the left of Dam = gca =en. ..__':'._:.=‘r| e
the first character you want to ey Sp— oo G
delete. Agerds for 2008 Conference
Dy d
The cursor appears before the e I
character. ot

@ Press CE) until you have deleted E_

all the characters you want. D e BB
Note: An alterative method is to click Lo h - ' — .
immediately to the right of the last character '
Bay
you want to delete and then press - it
until you have deleted all the characters . i
e - B S A
you want. A ———
Note: If you make a mistake, immediately T

press @+ or click the Undo button
(). Alternatively, click Edit and then click
Undo.
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Select Text for Editing

@ Click and drag across the text you
want to select.

@ Release the mouse button.

The program highlights the
selected text.

Here are some useful shortcut
methods for selecting text in
WordPad:

v Click in the white space to
the left of a line to select
the line.

v Double-click a word to
select it.

v Triple-click inside a
paragraph to select it.

Fr R sy Ao BEEE3 e

—
D::_ S e & W ;ji
= R e

e =] —pa

Agarals for 2000 Conference
Doy 1
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MDD - EEH O e
MM - e Sl B

e
-
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[

—
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F EECEEL

v Press @D+@ to select the
entire document.

v For a long selection, click to
the left of the first character
you want to select, scroll to
the end of the selection
using the scroll bar, press
and hold EID, and then
click to the right of the last
character you want to select.

continued ==
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EDIT DOCUMENT TEXT (continued)
-

~
Once you select some text, the program treats the selection as though it was a single object.
This means that you can work with all of the selected characters together, which is much
faster than working with one character at a time.
For example, if you need to delete a large section of text, it is much faster to select the text
first and then delete it all at once. You can also copy or move the selected text to a different
location within the document.
. J
Copy Text [ o ==
@ Select the text you want to copy. L e e R ..__':'._:.=‘r| e
() Click Copy ([3)). T
Note: In most programs, you can also press m
ED+@ or click the Edit menu and then e
. e - B S A
click Copy. et
B i e
@ Click inside the document at the = .
position where you want the copy Deme=tiamen. WS
of the text to appear. % T Pre—p— ISR
The cursor appears in the position ::1: :::':
you clicked. EX-M Cofve e
-4 v i
@ Click Paste ([0). ey
-1 Wikoey
Note: In most programs, you can also press i -
(ED+@ or click the Edit menu and then
click Paste.

The program inserts a copy of the
selected text at the cursor position.
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Move Text e —

@ Select the text you want to move. e = T ,___';'._:._.,‘__f‘ e
() Click Cut (@). i — :
Onpl
The program removes the text - e
B T Frmiceers Sk
from the document. IFVRE g —

Note: In most programs, you can also press - @

ED+ED or click the Edit menu and then —

click Cut.

@ Clic.k.insicle the document at the Diz e = women: W@t
position where you want to move I ek T
the text. 1 s ' '

| orp 2
The cursor appears at the position EEL Wekome
. B TR Frmiceers b
you clicked. (@ - Ml
) ol HL08 Cdvm Beva

() Click Paste (). S ———

The program inserts the text at m

the cursor position.

Note: In most programs, you can also press
(ED +@ or click the Edit menu and then
click Paste.

% Select the text you want to

move or copy with your mouse
and position the mouse [} over
the selection. To move it, click
and drag the text to the new
position within the document.
To copy it, press and hold E1,
and then click and drag the
text to the desired position.

D CREATING AND EDITING DOCUMENTS D



CHANGE THE TEXT FONT
-

~
When you work in a word processing document, you can add visual appeal by changing the
font formatting of some or all of the text.
The font formatting determines how the characters appear in the document. For example,
one common font attribute is the typeface, which determines the overall look of each
character. You can also change the font style — which determines whether the text appears
as bold or italic — and the font size. Most programs also offer several special effects, such as
underline or colours.
. J
@ Select the text you want to _
format. Bl === Teaimpi 3_1:; S
o oo oo e o wa
Bay 1 .
lu:lln Ty i b
MDD - EEH O e
L - e Sl B
@ Click the Home 1tab. E_
Dis ="k xaeen: BRI
@ WordPad displays the font ey 'é': o e | iy
options. el e e
Note: In many other programs, you display Bay 1
G-l e
the font options by clicking Format in the e TR
menu bar and then clicking the Font e
command. IEARE = E
R - L e
- g
-1 e R
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© 600

000

O

Click [=] to see the list of fonts.

In the Font list, click the typeface
you want.

In the Size list, click the type size
you want.

For bold text, click Bold ([®]).
For italics, click Italic ([2]).

For underlining, click Underline

().

In the Font colour list, click [=] and
then click a colour.

The program applies the font
formatting to the selected text.

These shortcuts work in most
programs: for bold, press (ED+
; for italics, press E+@; for
underline, press ED+@.
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FIND TEXT
-

~
In large documents, when you need to find a specific word or phrase, you can save a lot of
time by using the program’s Find feature, which searches the entire document in the blink of
an eye.
Most programs that work with text — including Windows 7's WordPad and Notepad
programs — have the Find feature. You can also work with the Find feature in programs such
as Internet Explorer and Windows Live Mail.
. J
() Click Find (). . .
a ] JE K R M= -'_]":;4_@
Note: In many programs, you run the Find R e il e e b
1 L : . T 1 a i i &

command by clicking Edit in the menu bar
and then clicking the Find command or by
pressing D +@3. -

i b
PR — P SO T MRl Bt I DR
Pl gty B lemgeon Lo Pt orme® megm ) e
e LT

A Mosaic of New Waords

The Find dialog box appears.

-D..'.:-_, w RS R !-I:'..'_

() Click in the Find What text box %
and type the text you want to :
find.

() Click Find Next.

Pl gty B lmpeon Lo Pt orme® megm o e
e LT
—Jor A
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a The program selects the next —

instance of the search text. N i & e
Note: If the search text does not exist in the '
document, the program usually displays a
dialog box to let you know.
@ If the selected instance is not the
one you want, click Find Next
gnﬂl the program finds the correct — . .
Instance.
() Click the Close button (E3) to [~ =
close the Find dialog box. D e e e S A
The program leaves the found — e ot
text selected.
- e
To avoid matching small words,
such as “the”, in words such as
“theme” and “bother”, click To avoid matching the name
Match whole word only “Bill” with the word “bill”, click
(IZ changes to [¥) in the Match case ([C] changes to [¥])

Find dialog box. in the Find dialog box.
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REPLACE TEXT
-

~
Do you need to replace a word or part of a word with some other text! Normally you
would open the document and then edit the text directly. However, if you have several
instances to replace, you can save time and do a more accurate job if you let the program's
Replace feature make the changes for you.
Most programs that work with text — including Windows 7's WordPad and Notepad
programs — have the Replace feature.
. J
@ Click Replace ([%). — .
D';—r oK R ﬂ;f:;
Note: In many programs, you run the Find [ g e ha oA e O O L
command by clicking Edit in the menu bar e ] ' ] =
and then clicking the Replace command or A Mosaic of New Words
by pressing E@+CD. ol e

i b
PR — P SO T MRl Bt I DR
Pl gty B lemgeon Lo Pt orme® megm ) e
e LT

The Replace dialog box appears.

O™ = o Es FEE M=
T e an e g P ———

@ In the Find What text box, enter g
the text you want to find. i

Click in the Replace With text
box and type the text you want
to use as the replacement.

() Click Find Next.
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a The program selects the next
instance of the search text.

Note: If the search text does not exist in the
document, the program displays a dialog box
to let you know.

@ If the selected instance is not the
one you want, click Find Next
until the program finds the correct
instance.

@ Click Replace.

@ The program replaces the
selected text with the
replacement text.

G The program selects the next
instance of the search text.

@ Repeat Steps 5 and 6 until you
have replaced all of the instances
you want to replace.

©

Click the Close button (Ed) to
close the Replace dialog box.

To replace every instance

of the search text with the
replacement text, click
Replace All in the Replace
dialog box. You should exercise
some caution with this feature
because it may make some
replacements that you did

not intend.

P

] iR
B #- A

=
[
3

] iR
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PRINT A DOCUMENT
-

~
When you need a hard copy of your document, either for your files or to distribute to
someone else, you can get a paper copy by sending the document to your printer. If you
happen to have more than one printer, you can specify which device you prefer to use for
the document.
All programs enable you to specify in advance how many copies you want to print. In most
cases, you can also tell the program to print only part of the document, if that is all you need.
. J
@ Turn on your printer. _
[o) o5 K R n;--j':""_
@ Open the document you want T e A PN
to print. = S e a2 -
& Mosaic of New Words 1

() Click File (@).
() Click Print.

Note: In many programs, you can select the
Print command by pressing ) +@ or by
clicking the Print button ([=).

B b, B

B

R — P R TR Sl Bt DR

iy ey i i o il

| Lk Pt e i bt

CREATING AND EDITING DOCUMENTS D



The Print dialog box appears.

Note: The layout of the Print dialog box
varies from program to program. The P

WordPad version shown here is a typical 0 o cht 1PS Dacaand Virktar
example.

@ If you have more than one printer,
click the printer you want to use.

@ Use the Number of copies ()
to specify the number of copies to
print.

() Click Print.

@ Windows 7 prints the
document. The print icon (El) X i e D g W A
; ) il eisdoh WNEE e e o
appears in the taskbar’s 2
notification area while the
document prints.

A Mosaic of New Waords

R S T A DD R E

=y

e

Dl — Prluogl A BrRy el iR O R i

Most programs enable you to e
print only part of a document:

v Select the text you want to
print; in the Print dialog box,
click Selection (© changes

to @).

v Place the cursor on the page
you want to print; in the
Print dialog box, click
Current Page (© changes
to @).

v In the Print dialog box, click
Pages (© changes to @).

In the text box, type the first
page number, a dash (-), and
the last page number (for
example, [-5).
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-

WORKING WITH IMAGES

Whether you load your images from a device, download
them from the Internet, or draw them yourself, Windows 7
comes with a number of useful tools for working with those
images. For example, you can use the Pictures library to see
a preview of an image and to open an image for viewing.You
can also use Windows / to scan a photo or other image
from a scanner, and you can import photos that you have
taken with a digital camera.You can also make repairs to an
image and print hard copies of your photos.




OPEN THE PICTURES LIBRARY

Before you can work with your images, you need to view them on your computer. You do
that by opening Windows 7's Pictures library, which is a special folder designed specifically
for storing images.

As you see later in this chapter, you can use the Pictures library to preview an image and
open an image file. Also, when you import an image using a scanner or digital camera,
Windows 7 usually stores the resulting files in the Pictures library.

\. J

(@ Click Start.
€) Ciick Pictures.

The Pictures library appears.

.
—
T o M b B R E F N
- e I Wl Ll » mp— - ‘e K Saiien [ e
[ - o = =
g |
dneae "R EFERIE R
& h.lu-.‘-nu T 1) e —p = (9
o A=EEBERAE=idas
- L] o S LTl Tern o] Lo
el .14 ) 1
L
- B B e~
e W W W W R v v
=
.lh_,. i I ot
| —
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PREVIEW AN IMAGE

~\
You can preview any saved image file using either the Details pane or the Preview pane in
the Pictures library. The Details pane also displays details about the file, such as the file type,
dimensions, and size. The Preview pane shows a larger preview of the image. You can also
use the Preview pane to preview images stored in subfolders — folders stored within the main
Pictures library.
\. y,
o Click the image file you want to — p— .
preVieW. +r.---- Fr— -u-lnl “-I- "I —— a—»; L]
@ The Details pane shows a e a B & BE R B EF N
small preview of the image. = —_—meEyT T R
A "amm WL wwm ¥
Details about the image file P— i o e
appear here. —_— & = RRAe = ! =
' g {“E- Tiram . e
=
Windows 7 opens the Preview
pane and displays a larger preview TN T - e .
of the image. s e J——
[ = . F
e AR B
i “-!-.r'l- F!! Fh-'h'
LU
| e -
- = [* ._" -\::.:u. — :;.:- [
| .
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VIEW YOUR IMAGES

~\
If you want to look at several images, you can use Windows Photo Viewer to navigate
backwards and forwards through the images in the Pictures library.
You can also view the images in your Pictures library using Windows Live Photo Gallery, if
you have that program installed on your computer. See Chapter 9 to leam how to install
Windows Live Photo Gallery. You can use either program to zoom in and out of an image
and to run an image slide show.
\. J
View Images using Windows m
Photo Viewer BT ) S ——
@ Clickthei el £
ick the image. e [ Sttt
© Cickineo == w0 E B ¥
ick the Open [~]. i — e P O
i . — EEmef)d BB
6 Click Windows Photo Viewer. s ==
— HEEKY @ W

The image opens in Windows
Photo Viewer.

To get a closer look at the image,
click the magnifying glass and then
click and drag the slider up.

To view the next image in
the folder, click the Next
button ().

To view the previous image in
the folder, click the Previous
button ().

To start a slide show of all the
images in the folder, click the
Play Slide Show button (E]).

Note: To stop the slide show, press E53.
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View Images using Windows
Live Photo Gallery

o Click the image.
) Click the Open [Z.

@ Cdlick Windows Live Photo
Gallery.

The image opens in Windows

Live Photo Gallery. E__, e —
To see more of the image, click ' - Y
R~ i
0t
To view the next image in the .

and drag the slider to the right.
folder, click the Next button ([*). TR [ Rar

To view the previous image in
the folder, click the Previous
button ([]).

To start a slide show of all the
images in the folder, click the
Play Slide Show button ([=]).

Note: To stop the slide show, press (E53.

You can change the Picture
folder’s view to display large
thumbnails - scaled-down
versions of the actual images.
Click the Views [-] and Extra
Large Icons.
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SCAN AN IMAGE

You can create a digital copy of a photo or other image by using a document scanner, or the
scanner component of an all-in-one printer. The scanner copies the image to your computer,
where you can then store it as a file on your hard drive.

There are many ways you can use a scanned image. For example, you can scan a photo to
e-mail to friends or publish on a Web page. You can also scan a logo or other image to use
in a document.

\. J

o Turn on your scanner or all-in-one
printer and position a photo or
other image on the scanner bed.

€) Click Start.
Q Click Devices and Printers.

The Devices and Printers window
appears.

a Click the device you want to use
to perform the scan.

B Click Start scan.
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The New Scan dialog box
appears.

G Click the Profile [5] and then
click Photo.

° Click the Resolution [ to
specify the scan resolution.

Note: The higher the resolution, the sharper
the image, but the larger the resulting file.

@ Click Preview.

A preview of the scan appears in
the grey box.

o Click and drag the edges of the
dashed rectangle to set the scan
area.

@ Click Scan.

Windows 7 scans the image.

The Importing Pictures and Videos
dialog box appears.

Teg teme pdume | ppdomu -

S ol .l <—® -

Type a word or phrase that
describes the scan.

Click Import.

Windows 7 imports the image to
your computer.

g Most scanners and all-in-one
printers come with a Scan
g Windows 7 stores scanned button that you can push to
images in the Pictures library start a new scan. In Windows
in a new folder, the name of Fax and Scan, you can click
which is the current date New Scan. In Paint and
followed by the text you type Windows Live Photo Gallery,
in the Importing Pictures and you can click File and then
Videos dialog box; for example, select the option to import
2009-08-23 Flower. from a camera or scanner.

G CHAPTER 4 WORKING WITH IMAGES D



IMPORT IMAGES FROM A DIGITAL CAMERA

If you have used your digital camera to take pictures, you can use Windows 7 to import
those photos from the camera and save them on your computer. If your camera stores the
photos on a memory card, you can also use a memory card reader attached to your
computer to upload the digital photos from the removable drive that Windows 7 sets up.

Once you have the digital photos on your system, you can view the photos, make repairs or
adjustments to the files, or print the images.

\. J

o Plug in your camera or memory
storage card reader.

The AutoPlay dialog box appears.

e Click Import Pictures and
Videos using Windows.

The Import Pictures and Videos
dialog box appears.

° Type a word or phrase that
describes the photos.

@ Click Import.
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Windows 7 begins importing the
digital photos.

° To have Windows 7 erase the
photos from the camera or card,
click Erase after importing
(I changes to [¥]).

The Imported Pictures and Videos
window appears and displays the
recently imported photos.

G When you have finished looking
at your photos, click the Close
button (Ed) to close the window.

e i
. -
mwwmiid  fefrrerll  rdrmEl  oswemls sweeerdl
—
A
=

Windows 7 stores imported
digital photos in the Pictures
library in a new folder, the
name of which is the current
date followed by the text you
type in the Importing Pictures
and Videos dialog box. For
example, 2009-08-23 Nassau
Vacation.
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REPAIR A DIGITAL IMAGE

You can use Windows Live Photo Gallery to improve the look of digital photos and other
images. Windows Live Photo Gallery includes a special Fix window that offers a number of
tools for repairing various image attributes.

The Fix window enables you to adjust an image’s brightness, contrast, colour temperature,

tint, and saturation. You can also crop and rotate an image and fix red eye. Windows Live
Photo Gallery also comes with a feature that can make many of these adjustments for you
automatically. See Chapter 9 to learn how to download and install Windows Live Photo
Gallery.

\. J

(@ Click Start.
€) Ciick All Programs.

Note: When you click All Programs, the
command name changes to Back.

@) Click Windows Live.

o Click Windows Live Photo
Gallery.

Windows Live Photo Gallery
appears.

Click the image you want to
repair.

Click Fix to open the Fix window.
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° To change the exposure, click
Adjust exposure and then click
and drag the Brightness and
Contrast sliders.

e To change the colour, click
Adjust color and then click and
drag the Color temperature,
Tint, and Saturation sliders.

@ If you are not sure how to
use these tools, click Auto
adjust to have Photo Gallery
make the adjustments for you.

e To remove red eye from a photo,
click Fix red eye.

@ To crop the picture, click Crop
photo.

m Click the Proportion [-] and
choose a dimension.

Note: Click Original to keep the same
relative height and width; click Custom to
crop to any height and width.

@ Click and drag the handles to set
the new size.

@ Click Apply.

When you are done, click Back
to gallery.

g When you take a vertical shot

with your digital camera, the
photo appears sideways when
you download it to your
computer. In the Fix window,
click [2] to rotate the image
counterclockwise; click [¢] to
rotate the image clockwise.

G CHAPTER 4 WORKING WITH IMAGES D
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Windows Live Photo Gallery
keeps a backup copy of the
original image. If you do not
like the repairs you made, you
can undo your changes: click
the image and then click Fix,
Revert and Revert to Original
(or press ED+@).




PRINT AN IMAGE

You can print an image from the Pictures library, or from any subfolder in the Pictures library.
When you activate the Print task, the Print Pictures dialog box appears. You can use this
dialog box to choose a printer, the paper size, the printout quality, and a layout, and to send
the image to the printer.

You can print a single image or multiple images. If you work with multiple images, you can
print them individually or you can select a layout that prints two or more images per sheet.

.

o In the Pictures library, select
the image or images you want
to print.

€) Click Print,

L
[ |
i
E
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The Print Pictures dialog box
appears.

e If you use more than one printer
with your computer, click [=] and
click the printer you want to use.

o Click [=] and click the size of
paper you are using.

o Click [=] and click the printout
quality you prefer.

Note: Print quality is measured in dots per
inch (dpi). The higher the dpi value, the better
the print quality.

o Click the layout you want to use
for the printed image.

The Wizard displays a preview of
the printout.

o Click the Next button ([*]) to
see previews of other pages.

Click E] to select the number of
copies you want.

© Cdiick Print.

The Wizard sends your image or
images to the printer.

ﬂ Photo-quality paper is
designed to create a more
permanent image and improve
the resolution and colour of
printed photographs. It comes
in a variety of glossy and matte
finishes. Be sure to select a
paper that your printer
manufacturer recommends.
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In Windows 7, you play music and other media using the
Windows Media Player program.Windows Media Player
stores your music files and other media in a special library,
and you can use that library to browse your music and
display the files by album, artist, genre, and more.

You can also use Windows Media Player to listen to audio
files stored on your computer and to play CDs that you
insert into your computer CD or DVD drive. Windows
Media Player also enables you to watch video files, play DVD
discs, and even create your own music CDs.




OPEN AND CLOSE WINDOWS MEDIA PLAYER

Windows 7 includes Windows Media Player, which is the program you will use throughout
this chapter. As you leam in the next few sections, you can use Windows Media Player to
navigate your media library, play back and record audio files and music CDs, adjust the
volume, as well as view video. To begin using the program, you must first learn how to open
the Windows Media Player window.

When you finish using the program, you can close the Windows Media Player window to
free up computer processing power.

(D) Click Windows Media Player
(E3) in the taskbar.

Note: If you do not see the Media Player
icon, you can also click Start, click All
Programs, and then click Windows
Media Player.

The first time you start the
program, the Welcome to
Windows Media Player dialog
box appears.

Click Recommended settings

©

(© changes to @).
() Cdlick Finish.
n.\_. llllllll L LES
Pl 5 D & Combi g 8 T o=
The Windows Media Player e B i e i
window appears. Sty - e e . =
@ When you have finished with :_":':. .
Media Player, click the Close = - = [ e . e

button (Ed) to close the window.

Mies s
The Windows Media Player i =3 ‘ -';i.ﬂ
C—

window closes.
':1- o - ; =
e = = =
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NAVIGATE THE MEDIA PLAYER WINDOW

~\
The Windows Media Player interface is not complicated, but it does pay to familiarise
yourself with the various elements of the Windows Media Player window. This is useful
because it helps you get more out of Windows Media Player and it ensures that you can
easily navigate and activate elements when you are ready to play audio files or view videos
and DVDs.
\ y,

@ Address Bar

This area shows your current location ' e . oo
. . . (G- b
in the Media Player library. = P P B
o ﬂ!‘r.i':'.‘||-. e 15
- [ i mem
Tabs g ;e
The tabs are links to the key features = y Em— o

=§
|

of Windows Media Player.

@ Toolbar @ EE* ;r:.h:.:“ _: ©

You can use the Media Player toolbar
to access commands, change the view, B v -
and search for media. @ ¥ o s im

‘,.______
s I

() Details Pane

This pane displays information about
the contents of the current library
location, such as the album art and
title, and the title and length of the
song or video.

@ Playback Controls

These buttons control how a video or
music file plays and enable you to make
adjustments to the sound.

@ Navigation Pane

You use this pane to navigate the
Media Player library's categories.
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USE THE LIBRARY

~\
You can use the library feature in Windows Media Player to manage all of the media files on
your computer, including audio files and videos. The library also enables you to organise
other digital content, such as music CDs.
When you first start using Windows Media Player, the program automatically updates the
library with the files already in your computer's media folders, such as Music and Videos.

\. J

Navigate the Library

ﬂ In the Navigation pane, click the S e a
category you want to use. R oy e . P '

subcategories, click a subcategory o, - — 2]
to see its contents. R N

;;‘_—__‘" [T " — = ¥ ’ - .
@ Double-click the item you want ﬁ = ‘ = @ :
to use. g ;

@ If the category includes 1_:7-_-' é

-l-grl- i B iy sy o B 4 Ba e mm
Media Player displays the contents
of the item in the details pane. —1 W
@ You can also click the items in the i ; _M
Address bar to return to a el -
category or subcategory. A ree-otan N — -
(@) Cdlick an arrow to see the I =
I W ) [ S | -0
contents of any Address bar item. T it - =t
U Pl bephier (1] -
1 s s Tom By B g - T Dy R
: e g T e Do
B ey e il W
1 i Hopgemi bm e~ 51 - T
b Tafipbp ey ] L L
& i i Dw i | k
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Change the Library View
ﬂ Click the View options [-].

6 Click the view you want to use.

Media Player changes the view.

g To search the entire library for
a specific file, click Library in
the Address bar. Otherwise,
click the category you want to
search. In the search box on
the right of the toolbar, type a
word or phrase.The matching
media appear in the library.
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@ The library automatically groups
music into categories based on

their media content information,
also called metadata or tags.
This includes information such
as the file type, artist name,
song title, rating, play count,

and composer.
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PLAY AN AUDIO OR VIDEO FILE

Windows Media Player uses the library to play audio or video files that you store on your
computer. When you select an audio file from a library folder and play it in Windows Media
Player, you can switch to the Now Playing window to see a visualisation along with the song.
You can also use the Now Playing window to control the playback of the audio or video.

When you want to choose a different song or video, you can switch back to the Windows
Media Player library.

ﬂ Use the library to navigate to the
folder that contains the audio or
video file that you want to play.

Note: See "Use the Library” to learn more
about working with the library’s folder.

) Click the audio or video file.
() Click the Play button ().

@ Click Switch to Now Playing
([=)) to view the album art while
an audio file plays.

BEEUGLAREEER
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H Ei‘_
-0

Windows Media Player begins
playing the audio or video file.

@ Move the mouse & into the Now
Playing window.

The playback buttons appear,
which enable you to control how
the song or video plays.

Note: See “Play a Music CD” to learm more
about the playback buttons.

() Click Switch to Library (E) to
return to the Media Player library.
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ADJUST THE VOLUME

N
While an audio or video file is playing, you can adjust the playback volume up or down to
get the audio just right. You can adjust the playback volume whether you are playing the
audio or video using the Windows Media Player library or the Now Playing window.
If you need to silence the audio or video temporarily, you can mute the playback.
\ y,

Adjust the Volume Using the
Library

@ Click and drag the Volume slider o .-'- T ~

left (to reduce the volume) or
right (to increase the volume).

@ If you want to silence the playback,
click the Mute button ([#]).

Note: To restore the volume, click the
Sound button ([#]).

Adjust the Volume in the Now
Playing Window

ﬂ Move the mouse & within the
Now Playing window.

The playback controls appear.

@ Click the [=] and then drag the
Volume slider left (to reduce
the volume) or right (to increase
the volume).

@ To silence the playback, click the
Mute button ([+]).

Note: To restore the volume, click the
Sound button ([#]).
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PLAY A MUSIC CD

~
You can play your favourite music CDs in Windows Media Player. You can control some
playback options, including skipping a track and pausing and resuming the playback, from the
Now Playing window but you can also switch to the Media Player library for more options.
To play a music CD with Windows Media Player, your computer must have a CD or
DVD drive.

\. J

@ Insert a music CD into your
computer's CD or DVD drive.

@ Move the mouse K within the
Now Playing window.

The playback controls appear.

Skip a Track

@ Click the Next button (EH) to
skip to the next track.

@ Click the Previous button (E2)
to skip to the previous track.

Pause, Resume and Stop Play
@ Click the Pause button () to
pause playback.

@ Click the Play button () to
resume playback.

@ Click the Stop button () to
stop playback.

Click the Play button () to
start the current song again.

©

Click Switch to Library (H)
to open the Media Player library
window.
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Play Another Song

R v ey s [ = L
@ In the Details pane, double-click e e N A T b
the song you want to play. e e e el -
<, e Wb i
Windows Media Player begins g 8 :::;_b*ﬁ._@
: <o =T ——
playing the song. . L= = g
@ This area displays the current 58
song title, the album title, and i
the song composer.

Repeat the CD
@ Click the Turn Repeat On

button ([2]). g - a

Windows Media Player restarts - -- S | .. |

the CD after the last track finishes iy 1 ;w':::: :.,

playing. e - e
o 0

Note: To tumn on repeat from the Now
Playing window, press (E)+@3. —
yg p .“—“—"-—-'-—@—'»uh = am | w
Play Songs Randomly
() Click the Turn Shuffle On
button ([&]).

Windows Media Player shuffles
the order of play.

Note: To turn on shuffle from the Now
Playing window, press )+ CD.

7

il You can configure the Now
Playing window so that you
can control the playback no
matter what other programs
are running on your PC. Right-
click the Now Playing window
and then click Always show
Now Playing on top.

D PLAYING MUSIC AND OTHER MEDIA D



COPY TRACKS FROM A MUSIC CD

N\
You can add tracks from a music CD to the library in Windows Media Player. This enables
you to listen to an album without having to put the CD into your CD or DVD drive each
time. The process of adding tracks from a CD is called copying, or ripping, in Windows 7.
You can rip an entire CD directly from the Now Playing window or you can rip selected
tracks using the library.

. J

Rip an Entire CD Using the
Now Playing Window

ﬂ Insert a CD into your computer's
CD or DVD drive.

The Now Playing window
appears.

() CickRip €D (D).
Media Player begins ripping the
entire CD.

Rip Selected Tracks Using the
Library

ﬂ Insert a CD into your computer's
CD or DVD drive.

When the Now Playing window
appears, click Switch to
Library.

EEGAATREERE |

Media Player displays a list of the
H I i ma’ = o
CD'’s tracks. - 0

@ Click the CD tracks that you do not
want to copy (¥l changes to [C).

() Click Rip CD.
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Windows Media Player begins
copying the track or tracks.

@ The Rip Status column displays
the copy progress.

After each file is copied, the
Rip Status column displays a
Ripped to Library message.

@ The copy is complete when
all the tracks you selected
display the Ripped to Library
status.

To remove a track from the
library, click Music, click Album,
and then double-click the album
that you ripped to display a list
of the tracks. Right-click the
track that you want to remove
and click Delete.
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You can adjust the quality of
the copies by changing the bit
rate, which is a measure of
how much of the CD’s original
data gets copied to your
computer. Click Rip Settings,
Audio Quality and then click
the value you want.
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CREATE A PLAYLIST

You can create a custom music experience by creating your own playlist. Normally, the
Windows Media Player library takes the music tracks you copy from a music CD, or the
songs you store on your computer hard drive, or download from the Intemnet, and organises
them in preset categories, such as album, artist, and genre. For something different, you can
take tracks from multiple categories and add them to a separate playlist, which enables you
to play only the songs that you want to hear.

\. J

(D) Click Create playlist.

Windows Media Player creates a
new playlist folder.

i
l

I!'

i

EmE e mn-

i
o
L
|
n

@ Type a name for the new playlist.
6 Press E3.

,v---v-
i
r

i
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D PLAYING MUSIC AND OTHER MEDIA D



@ Click and drag items from the
library and drop them on the
playlist.

(@ Cdlick the playlist.

The Details pane shows the songs
you added.

6 Click and drag the songs to
change the playlist order.

6 Click Play (3) to listen to the
playlist.

By default, Media Player’s
Navigation pane is configured
to show only the five most
recent playlists. If you prefer to
see all your playlists, right-click
any item in the Navigation
pane and then click Customize
navigation pane. Click the All
check box under the Playlists
branch ([C] changes to [¥]).
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7
@ To add items to an existing
playlist, repeat Step 4 for other

items. You can also locate the
song you want to add, right-
click, click Add to, and then
click the name of the playlist.
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BURN MUSIC FILES TO A CD

~\
You can copy, or burn, music files from your computer onto a CD. Buming CDs is a great
way to create customised CDs that you can listen to on the computer, in your car, through a
stereo system, or in a portable device.
With Windows Media Player, you create a list of the songs that you want to add to the CD.
You then bum the music files to the CD from within the Windows Media Player window.
To bum music files to a CD with Windows Media Player, your computer must have a
recordable CD or DVD drive, and you must have a blank recordable CD disc.
\. J
ﬂ Insert a blank CD into your . o gre——— = =
computer’s recordable CD drive. e e =L -
H rf:‘ by bt Foxfm brw I L. C
€) Click the Burn tab. e . = = |-
@ The Bumn list appears. = . - . o @ B
"o — e
LA e
= e =
o e
() Click and drag items from the P — - —
library and drop them inside the _EN LN Y- _8- m—C T
Burn list. - P g e B il e
- T :— e
Repeat Step 3 to add more files = E PR DN e
to the Burn list == ﬂ.— ~0
i 4 ——— -
P
i
. &
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Windows Media Player adds
the files to the Bum list.

@ Windows Media Player
updates the approximate time

FEEGUEIGRRERER

remaining on the disc. =

. -
@ Click Start burn. ot -

I-'I-h. :

1 e 4B b s am

EI i ik g W 10 am

1w FT e .

e - — @

i Fa 4 (o TEaE s
L] el berse AN o LTy

- -

Windows Media Player converts
the files to CD tracks and copies
them to the CD.

G The Burn tab shows the = = —
progress of the bumn. D= ;__-':- . a
Note: When the recording is complete, E ::" E "::E_-E""' L :' |
Windows Media Player automatically ejects o ::h :: S =
the disc. Do not attempt to eject the disc ] s = == -
yourself before the burn is finished. N | it 18 — -
e

g You can rearrange the tracks =

before burning. Perhaps the g} If you have more music than

easiest method is to click and can fit on a single disc, you can

drag a track and then drop it in still add all the music you want

the list location you prefer.You to burn to the Burn list. Windows

can also click Burn options ([Z-]) Media Player fills the first disc

and then Shuffle list or Sort list and then prompts you to insert

by and then click a sort order. a second disc.
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PLAY A DVD
-

You can use Windows Media Player to play DVDs. Windows Media Player enables you to
watch any multimedia items stored on a DVD, such as movies and video footage.

You can control how a DVD plays by using the controls in the Windows Media Player
window, including volume and playback controls. You can also navigate to different scenes
using the list of tracks in the Playlist pane. All scenes, or tracks, stem from a root menu that
directs you to the DVD's contents.

. v,

@ Insert a DVD into your
computer's DVD drive.

If your DVD begins playing as
soon as you insert it, you can skip
Steps 2 and 3.

©

In Windows Media Player, click
the DVD in the Navigation pane.

Click Play ().

©

Windows Media Player plays the
DVD and displays the DVD's menu.

@ DVD menu items can vary in
appearance and use different
layouts.

@ Click the menu item or feature
you want to access.

Windows Media Player begins
playback.
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@ To control playback, position the
mouse & within the DVD window.

Windows Media Player displays
the playback controls.

Stop and Start a DVD

() Click the Stop button (H) to
stop the DVD playback.

() Click the Play button () to
restart the playback from the
beginning.

You can click the Pause button
() to pause the playback if you
want to resume playing () in the
same scene.

Navigate Scenes

@ Click the Previous button ([EH)
to jump to the previous scene.

Click the Next button (EH) to
jump to the next scene.

@ You can also rewind or fast-
forward the DVD by clicking and
dragging the Seek slider.

Use the DVD Options
() Clickthe DVD [,

Windows Media Player displays a
list of DVD options.

You can use the DVD options to
return to the main menu, select
special features, and display the
DVD full-screen.

@ Click Root menu.

The DVD’s opening menu
appears in the Windows Media
Player window.

} The root menu typically
displays links to the various
segments, features, or clips on
the DVD. In full-screen view,
right-click on the DVD screen,
click DVD features, and then
click Root menu.
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WORKING WITH FILES

This chapter shows you how to work with the files on your
computer. These easy and efficient methods show you how
to perform the most common file tasks, including viewing
files, selecting files, copying and moving files, and renaming
files. In this chapter you also learn how to burn files to a
recordable CD or DVD disc and how to create new folders
to hold your files.You also learn how to delete a file that you
no longer need, as well as how to restore a file that you
deleted accidentally. Finally, you also learn how to use
Windows 7's powerful search feature to help you locate the
file you need.




VIEW YOUR FILES

You can view the files you create, as well as those stored on your hard drive that you
download and copy to your computer. All your files are stored in folders on your computer’s
hard drive. Some of your files will be in the main libraries that are part of your user profile —
including Documents, Music, and Pictures — but you may have other files within subfolders of
those libraries.

If you want to open or work with those files, you first need to open the appropriate library
or subfolder to view them.

\. J

(D Click Start.
@ Click your user name.

Windows 7 displays your user

folder. —
: it [, o = =
e Double-click the folder you want e
- el = = e
to view. e y o e
e f u B 2=
B e P = j -
] dl ==
"
e oy i
gt o
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Windows 7 displays the contents
of the folder including subfolders.

If the files you want to view are
stored in a subfolder, double-click
the subfolder.

Windows 7 displays the contents
of the subfolder.

,
7

| To view files on removable

media, insert the media into
the appropriate drive or slot
on your computer. If you see
the AutoPlay window, click
Open folder to view files.
Otherwise, click Start,
Computer and then double-
click the device that contains
the files you want to view.

J

In Windows 7, the four main
document storage areas -
Documents, Music, Pictures,
and Videos — are set up as
libraries, consisting of two or
more folders. For example, the
Documents library contains
My Documents and Public
Documents.To add a folder to
a library, click the locations
link and then click Add.




SELECT A FILE

~\
Whether you want to rename a file, make a copy of a file, move several files to a new
location, or delete some files, you first have to select the file or files so that Windows 7
knows exactly the ones you want to work with.
Although you learn specifically about selecting files in this section, the technique for selecting
folders is exactly the same.

\. J

Select a Single File

Open the folder containing
the file.

€) Click the file.

Select Multiple Files

ﬂ Open the folder containing AR, B e M Tt CEERC
] RRLrrEes [ arp IE——
the files. -
—— ) ) == | =
e Click the first file you want to i “m@_>-_ T i
select. < ST semtar o
: e e o Eheie | gk bk
e Press and hold and click each : i 6_> g =
e s D § P 4 e
of the other files e it s ]
you want to s - -rh-.ﬂgz;-- w—-
select. - =%
o bremass e II.:_-_ e = = -.'\--J... S
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Select a Group of Files

o Open the folder containing the
files.

o Position the mouse [ slightly
above and slightly to the left of
the first file in the group.

e Click and drag the mouse & down
and to the right until all the files in
the group are selected.

Select All Files

ﬂ Open the folder containing the

i fren  Ewary Sh alalalch
files. i =
— | =
) Click Organize. fons =) e e ]
. - posamns | [yt T
E) Click Select all. " =
R o i e | ) e e
. £azils e E| et =|
Windows Explorer selects all the - e Y TR w2 DT
. — e Bl _Jek
files in the folder. g, . g BT g
. R - asa -l

1
IE
|
it

Note: A quick way to select all the files in a
folder is to press D+ 0.

To deselect a single file from a
multiple-file selection, press
and hold and click the file
you want to deselect.To
deselect all files, click an
empty area within the folder.
To reverse a selection — swap
the selected and deselected
files — click Edit, Invert
Selection.
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CHANGE THE FILE VIEW

.

You can configure how Windows 7/ displays the files in a folder by changing the file view. This
enables you to see larger or smaller icons or the details of each file.

Choose a view such as Small Icons to see more files in the folder window. For files that show
preview thumbnails instead of icons — such as pictures and videos — choose a view such as
Large Icons or Extra Large Icons to get a better look at the thumbnails.

If you want to see more information about the files, choose either Tiles view or Details view.

ﬂ Open the folder containing the

files you want to view.

Click the Views [-] to open the f—
Views list. g, | W—
i ] .
= | e
B e
R s
j - S
@ Click the view you want. m
@ The slider points to the current e s
view. You can also click and e P F g
drag the slider to select a view. . *nn-i-.,u--.
: e 1 e
Windows Explorer changes the e e
file view (to Tiles, in this example). — |

Tl £ |
e ﬂg@ =
= ==
e =t
*!"”‘"‘."“ *."-“’.‘.'."_'“f""“
R e
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PREVIEW A FILE

~\
Windows 7/ enables you to view the contents of some files without opening them. This
makes it easier to select the file you want to work with.
One way to preview a file is to switch to a view that shows preview thumbnails, such as
Large Icons or Extra Large Icons. However, to get a larger preview and to preview a wider
variety of file types, you need to open Windows Explorer's Preview pane.
Windows 7 previews only certain types of files, such as text documents, rich text documents,
Web pages, images, and videos.
\ J
@ Open the folder contaning the [P ——
file you want to preview. et Bl fmem fm tee e S )
o Ammenn Farures iy nanr L
) Click the Preview pane icon (). T é
= &
G
- ——— Ton s e
The Preview pane appears.
1 i 1 basmn u i am Conpein £
() The file’s contents appear in e
the Preview pane. = s
@ You can click and drag the left i =
border of the Preview pane to R :E
change its size. Ammpes  EH
@ When you are finished with the . =
Preview pane, click [ to close it. -
B o TR
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COPY A FILE

You can make an exact copy of a file, which is useful if you want to make a backup of an
important file on a flash drive, memory card, or other removable disk, or if you want to send
the copy on a disk to another person.

This section shows you how to copy a single file, but the steps also work if you select
multiple files, as described earlier in this chapter in the “Select a File” section. You can also
use these steps to copy a folder.

Open the folder containing the
file you want to copy.

Select the file.

Click Organize.

Click Copy. T e
. _— L R M _. :?!-:-q:_utu?'l
Windows 7 places a copy of the —Fﬁ,, . e .-.-..4._@. .
file in a special memory location e -
called the clipboard. & = 5 |
oy e g ssazel s b — o ]

Open the location you want to
use to store the copy.

Click Organize.

Click Paste.

@ Windows 7 inserts a copy of
the file in the location.
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MOVE A FILE

~\
When you need to store a file in a new location, the easiest way is to move the file from its
current folder to another folder on your computer.
This section shows you how to move a single file, but the steps also work if you select
multiple files, as described earlier in this chapter in the “Select a File” section. You can also
use these steps to move a folder.

\ J

Open the folder containing the

file you want to move. - N
) select the file. =
. . e [ l'-"!"""
e Click Organize. N e Ll L
(@) Cdliick Cut. =
Windows 7 removes the file from —_—
the folder and places it in a special - L. S~ e e
memory location called the —
clipboard.

Click the new location you want
to use for the file.

Click Organize.

Click Paste.

@ Windows 7 inserts the file in
the new location.
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BURN FILES TO A CD OR DVD

~\
If your computer has a recordable CD or DVD drive, you can copy — or burn — files and
folders to a recordable disc. This enables you to store a large amount of data in a single place
for convenient transport, storage or backup.
To bumn files, your computer must have a recordable CD or DVD drive and you must have
a blank recordable CD or DVD disc.
If you want to copy music files to a CD, see the “Burn Music Files to a CD" section in
Chapter 5.

\. J

ﬂ Insert a recordable disc into your
recordable CD or DVD drive.

The AutoPlay dialog box appears. (g 20 eM D Ry
e Click Burn files to disc. _ ' Syt Wi for bk €05

Blark. (D oprdeng
ij.l Busrr i il 0
S —

e My

e .

If you have never used the disc for
burning files, the Burn a Disc
dialog box appears.

Type a title for the disc.
7

Click Like a USB flash drive
(© changes to @). o TP o
: v S
e e ol e e e Ty sy oroll ol o e e i
Click Next. cere. anwd

3urh oo shen i ¥ rhoresf
Windows 7/ formats the disc and
displays a dialog box to show you
the progress.

e Click Close (Edl) when the
format is complete and the
AutoPlay dialog box appears.
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6 Open the folder containing the
files you want to copy to the disc.

Select the files.

If you selected more than

I'5 files and you want to see
the total size of the selection,
click Show more details.
The Size in the Details pane
shows the total size of the
selected files.

)} Click Burn.

Note: If you want to copy everything in the
folder to the disc, do not select any file or
folder and click Burn.

Windows 7 burns the files to

the disc. — -
- . —— Do el bl e
Windows 7 opens the disc and 3:%% T T T T T
displays the copied files. e B aE ; ; ; ; ;
@ Repeat Steps 7 to 9 to burn more e i8-8 N N _ .!. ..._.

flesto the di = EladEsan
m Open the disc folder. :E:?:?_mm Fammmesa
() Click Close session. —— -S = S LS L2 -

Windows 7 closes the disc session
to allow the disc to be used on
other computers.

This message appears while
the disc is being closed.

® When the Closing Session
message disappears, click Eject.

;
7

'/ To erase and reuse a disc, click

Start, Computer. Right-click
Windows 7 ejects the disc. the disc icon and click Format.
Type a new name for the disc,
if desired, in the Format dialog
box and click Start.
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RENAME A FILE

You can change the names of your files, which is useful if the current name of a file does not
accurately describe its contents. By giving your documents descriptive names, you make it
easier to find the file you want.

Make sure that you rename only those documents that you have created yourself or that
someone else has given to you. Do not rename any of the Windows 7 system files or any
files associated with your programs, or your computer may behave erratically or crash.

\. J

ﬂ Open the folder that contains the
file you want to rename.

€) Click the file.
E) Click Organize.

Note: In addition to renaming files, you can e L i UM LR
also rename any folders that you create yourself. B @ r @ f -
) L T =
@ Click Rename. e Y @
= A= e P R
iy Lt [y [
A text box appears around the a 4 o
file name. e
‘ ¥ur Dyew A Dwrameerd Errmadbed LU0 700F RO 24 Ll oo Hursgroep:

Note: You can also select the Rename
command by clicking the file and then

pressing .
Deguirye  Dlopn v P Bargd B Has ke Er B @
@ Type the new name you want to . Drcuments librany
g o 3o
use for the file. B Demionia e
Note: The name you type can be up to 255 i v - = - -
o [pcwrmmy ——
characters long, but it cannot include the A s i
following characters: < >, 7: “\ * H o
SN . .“, : JT ; H . .-PT
Note: To abort renaming the file, press — - — -
o ompasr
(&8 to cancel the operation. * F— T | I e
Vit N gl G
6 Press G5 or click an empty <l Al A il
X @ o s B Toammi sk i 1L CHIOH Y 0
section of the folder. e el ST L g

The new name appears under the
file's icon.
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CREATE A NEW FILE

N
You can quickly create a new file directly within a file folder. You normally create a new file
by opening the appropriate programs, pulling down the File menu, and then choosing the
New command, as explained in the “Create a Document” section in Chapter 3. However,
creating a new file directly within a folder is faster, and often more convenient, than running a
program’'s New command because you do not need to open a program to create the file.

\ y,

Open the folder in which you
want to create the file.

Right-click an empty section of the

folder.
Click New. e
Bl =
Click the type of file you want to P
Create. 8 Carmins
Note: If you click Folder, Windows 7 s
creates a new subfolder.
Note: The New menu on your system may g e
contain more items than you see here because = se

some programs install their own file types.

@ An icon for the new file
appears in the folder. - — oy
T ki miars ) oma—y
[
@ Type the name you want to use ~{arl g @ A @
for the new file. 4 i = = =
o Forrmpm
o Veminfmis  Smiegie  Uedme [T
G Press GIE3. o
i S g A s
=k “i=rpra — - — T
Ly T [ Limsiris o lr mwn Framay
o klmaders “Errn —ir—
L e iy
- 1 e
= - =
P._—_ L] FTU sl Lafw baraies.
Firs T Cvsserurs e Bh B e LB TE00 N P
— iy LT T P Rl
0
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DELETE A FILE

When you have a file that you no longer need, instead of leaving the file to clutter your hard
drive, you can delete it.

Make sure that you delete only those documents that you have created yourself or that
someone else has given to you. Do not delete any of the Windows 7 system files or any
files associated with your programs, or your computer may behave erratically or crash.

If you happen to delete a file accidentally, you can usually recover it.

\. J

ﬂ Open the folder that contains the
file you want to delete.

Bargd Bn Hgsiokiy

[orumeniy lirary
i 2 g

@ Click the file you want to delete.

Note: If you need to remove more than one
file, select all the files you want to delete.

@ Click Organize.
() Click Delete.

Note: Another way to select the Delete
command is to press CZ).

The Delete File dialog box

appears. 3 .
ﬁ‘. Armyou sura you venk to move this Ale ko the Recypcla Bint
| 3 Miredirg YourE-mail Manran
@ ClICk Yes 1 Typa: Rich Tast Dacumani
) Sze:113 KB
The file disappears from the Dante rradfied, 3/24/2009 337 Al
folder.

Note: Another way to delete a file is to click
and drag it to the desktop’s Recycle Bin icon.
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RESTORE A DELETED FILE

If you delete a file in error, Windows 7 enables you to restore the file by placing it back in
the folder from which you deleted it.

You can restore a deleted file because Windows 7 moves each deleted file from its original
folder to a special folder called the Recycle Bin, where the file stays for a few days or a few
weeks, depending on how often you empty the Recycle Bin or how full the folder becomes.

Double-click the desktop
Recycle Bin icon.

The Recycle Bin folder appears.

a Click the file you want to restore.
@) Ciick Restore this item. phey — E;.'_-I;";;___ - el
S & -
The file disappears from the 4 Leru o
. L ¥ Drormen
Recycle Bin and reappears in its o s
L = R
original folder. fam
b i
- o
i e
. ST Pl ST e P ame -‘_m.-—
L Pinky Tl Do J—Iﬂ:: :::1"“
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SEARCH FOR A FILE

for your document.

.

After you have used your computer for a while and have created many documents, you
might have trouble locating a specific file. This is particularly true if you use your computer
frequently, because you might have thousands of your own files stored in various folders
throughout the hard drive. You can save a great deal of time by having Windows 7 search

Windows 7 searches not only for documents, but also for e-mail messages, contacts, Internet
Explorer favorites, applications, and more.

Search from the Start Menu
(D Click Start.

Click the Search box and type
your search text.

@ As you type, Windows 7
displays the programs,
documents, and other data on
your system with a name that
matches your search text.

If you see the program or
document you want, click it to
open it.

Search from a Folder Window
ﬂ Open the folder in which you
want to search.

e Click the Search box.

Damgny v wipr  Fy  Bpmeshr e sl
A Fropin ke library
B Cwiirn i ey
o [pamem:
T Doy
& bga =i F Heoep L=
= Rren
e
- BT [E ] =)
e e IJ l !ﬁ
b L G
W O H '".- L -
Vi bl Err e ok LTI P PR
JI i
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© Type your search tet. P —— il

@ As you type, Windows /7 ":“:__ - "-'r-"“ :mw é £+ [ ®
displays the folders and i e ek @ oMo |
documents in the current 5 Bt Bacn i 1 o Lewie o
folder with names, contents, Bl i eyt e— '|
or keywords that match your o . Y 1150w o Ot e e
search text. W e & Lm-mam<—@ ———

e 18 Lowes I Al Axzurel .-.r :.C:l!lﬂ
e If you see the folder or document P £ e e
you want, double-click it to open it. - | Fi— g iy
el
Il e =ty
P o e
ey
Save a Search
ﬂ Run the search you want to save.

() Click Save Search.

The Save As dialog box appears.
e Type a file name for the search.
@) Click Save.

Windows 7 saves the search file
in the Favorites area. Click the file
to rerun your search.
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SHARING YOUR COMPUTER
WITH OTHERS

If you share your computer with other people, you can
create separate user accounts so that each person works
only with his own documents, programs, and Windows 7

settings. This chapter shows you how to view and create user
accounts, log on and off different accounts, change a user's
name and picture, and delete accounts you no longer need.

In this chapter you also learn about Windows 7's homegroup
feature, which makes it easy to share documents, music,
photos and other files with people on your network.




DISPLAY USER ACCOUNTS

accounts.

Note: If the User Account Control dialog box
appears, click Continue or type an
administrator password and click Submit.

The Manage Accounts window
appears.

@ An administrator account is
created when you install
Windows 7. When you start
Windows 7/, you log on with
this account.

The Guest account is a limited
permission account. To turn on
the Guest account, click Guest
and then click Turn On.

Click the Close button () to
close the Manage Accounts
window.

~
To create, change, or delete user accounts, you need to display Windows 7's Manage
Accounts window.
If you share your computer with other people, you can run into problems because each
person wants his own programs, documents, and settings. To solve these problems, you can
create a separate user account for each person. A user account is a kind of profile that
Windows 7 maintains for a single person. That profile gives each user his own collection of
folders and settings, and allows each user to install his own programs. When a person logs
into his account, he does not see the profile of any other user.
. J
(1) Click Start. i L -
() dlick Control Panel. PP ———
The Control Panel window appears. L™ S 8- i '
@ Click Add or remove user B e Ry -'“::;;'";:;:"m:w"w
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CREATE A USER ACCOUNT

.

If you want to share your computer with another person, you need to create a user account
for that individual. If you supply a password with an account, then only people who know
that password can access the account’s files, programs, and settings. This is an excellent
security precaution, so you should safeguard each account with a password.

Note that you must be logged on to Windows 7 with an administrator account or know an
administrator’s password to create a user account.

@ In the Manage Accounts window,
click Create a new account.

(3
o

Type the name you want to use
for the new account.

Click the account type you want

(© changes to @).
Click Create Account.

Windows 7/ creates the user
account.

Create a Password

0
(2
©

Click the user account.
Click Create a password.
Type the password.

The password characters appear
as dots for security reasons.

Type the password again.

Type a hint that will help you or
the user remember the password.

©0

Click Create password.

©

Windows 7/ adds the password to
the account.
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SWITCH BETWEEN ACCOUNTS

After you have created more than one account on your computer, you can switch between
accounts. This is useful when one person is already working in Windows 7 and another
person needs to use the computer.

One way to do this would be to have the current user log off and then have the other user
log on. This works, but it is often inconvenient, particularly if the original user wants to
resume working when the other user is finished with the computer.

To avoid this problem, you can switch from one account to another. In this case, Windows 7
leaves the original user's programs and windows running so that after the second person is
finished, the original user can log on again and continue working as before.

(1) Click Start.

@ The current user’'s name and
picture appear on the Start
menu.

Click the power button arrow
() to display the menu.

Click Switch user.

The Welcome screen appears.

@ Click the user account you want
to switch to.
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If the account is protected by a
password, the password box
appears.

Note: See “Protect an Account with a
Password” in Chapter |0 for more details.

6 Type the password.
(L) Click the Go button ().

() Click Start.
The Start menu now shows:

@ the user's name

the user's picture

g When you set up your

password, Windows 7 asks you
to supply a hint to help you
remember the password. If
you cannot remember your
password, click the Go button
(E5). Click OK to return to the
Welcome screen and Windows
7 displays the password hint.
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CHANGE A USER'S NAME

If the user name you are using now is not suitable for some reason, you can change to a
different name. If you are running Windows 7 under an administrator account, then you can
also change the name of any other user on the system.

When you change the user's name, you are changing the name that appears on the Start
menu, in the Manage Accounts window, and on the Windows 7 Welcome screen.

\

@ Display the Manage Accounts
window.

Note: See “Display User Accounts,” eatlier in
this chapter, to learn how to display the
Manage Accounts window.

@ Click the user account you want
to work with.

The Change an Account window
appears.

@ Click Change the account
name.

= L S E AdTh]

R L

S T ST s e Bt 1 e

P
| Zimar
Prrored arerd

i B ar

e v

Dt
ﬂ Kbl W

Aol wmdag i s e
Lo op s Farmsi

e P B el

6

ol (LR T B AT S ST
Sy =1

- [ [ Fach Conend o

SHARING YOUR COMPUTER WITH OTHERS D




The Rename Account window
appears.

@ Type the new name.

Note: The name cannot be any longer than
20 characters and cannot include any of the
following characters:, <> /?;:“[J\| =+ *

Note: The name cannot be the same as the
computer's name.

() Click Change Name.

@ The new name appears in the
user's window.

@ Click Manage another
account to return to the Manage
Accounts window.

7
g To check the computer name,

click Start, Control Panel,
System and Security, and See
the name of this computer.

In the System window, look for
the Computer Name setting.
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CHANGE A USER'S PICTURE

~
Windows 7 assigns a random picture to each new user account. This picture appears in the
Manage Accounts window, the Welcome screen, and on the Start menu. If you do not like
your picture or if you have a more suitable picture that you would prefer to use, you can
change your picture. You can either use one of the three dozen pictures that Windows 7
provides or you can use one of your own pictures, such as a photo or drawing.

. J

@ Display the Manage Accounts (b WSS L

window.
T PR 0 T e el k] it s o

Note: See “Display User Accounts”, eatlier in N E - J
this chapter, to learn how to display the | et = ‘ @
Manage Accounts window.

(e
@ Click the user account you want )
to work with.
e Wi L'y i
BB Ly o e s

The Change an Account window
appears.

Lok = i R E AiTie B L - [ Jf Fach Conend Bas =

@ Click Change the picture. e E =

........... -

=il T gl il ‘é ) B bl BT
- .. 4 Irfumie

D SHARING YOUR COMPUTER WITH OTHERS D



©0 ©

(9

The Choose Picture window
appears.

To use one of your own pictures,
click Browse for more
pictures.

The Open dialog box appears.

Open the folder containing the
picture you want to use.

Click the picture.

Click Open to use that picture or
Cancel to return to the standard
pictures.

The Choose Picture window
appears.

Click the picture you want to use.

Click Change Picture.

The user’s window appears and
displays the new picture.
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DELETE AN ACCOUNT
-

~
You can delete a user's account when it is no longer needed. This reduces the number of
users in the Manage Accounts window and on the Welcome screen, which makes those
screens easier to navigate.
Deleting an account can also free up some disk space. When you delete an account,
Windows 7 asks if you want to keep the user’s files on the computer, including the user’s
documents, music, pictures, and video. If you choose not to keep those files, Windows 7
deletes them from the hard drive, thus freeing up the disk space they used.
. _J
@ Display the Manage Accounts
. - R B ATl - S L e B =
window. -
T PR 0T e v k] B T e
Note: See “Display User Accounts”, eatlier in N .
this chapter, to learn how to display the | e —
Manage Accounts window. T !
| - B
@ Click the user account you want =
to delete.
Al sl Wi o L' i
B e o e e
The Change an Account window
= L A B e ] - B e -
appears. =
ol P W TS S0
@ Click Delete the account. ealnasnan E| e
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The Delete Account window
appears.

= L A R Airre ¢ Dol oo = oy [ s e B = -

s i e W e Tl 5 Wi

@ Click to specify whether you want iy e ki
to keep or delete the user's
[T [T

personal files. - —w
@

@ Click Keep Files to retain
the user's persondl files. The
contents of the Documents
folder and desktop are saved
on your desktop in a folder
named dafter the user. All other
personal items — settings, e-mail
accounts and messages, and
Intemet Explorer favorites — are
deleted.

Click Delete Files to delete all
of the user’s personal files,
settings, messages, and
favorites.

The Confirm Deletion window

- ¥ Dl ey b Lol Dol = oy [ s e B =
appears. -

BAE i e el Vel T et TS Baiesi?

@ Click Delete Account. e e S e S

| v || Cred
Windows 7/ deletes the account.

If yours is the only administrator

account left on the computer,
Windows 7 does not allow you
to delete it. Windows 7 requires
that there is always at least one
administrator account on the
computer.
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CREATE A HOMEGROUP

~
You can share documents and media easily with other Windows /7 computers by creating a
homegroup on your network. A homegroup simplifies network sharing by making it easy to
share documents, pictures, music, videos, and even printers.
You use one Windows 7 computer to create the homegroup and assign it a password. You
then use the password to join your other Windows 7 computers to the homegroup.

\ S

(1) Click Start.
@ Click Documents.

The Documents library appears.

@ Click Homegroup.

@ Click Create a homegroup.
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The Create a Homegroup Wizard
appears.

@ Click the check box for each type
of file you want to share with the

homegroup ([Z] changes to V).
() Click Next.

Windows 7 creates the
homegroup.

The Create a Homegroup Wizard
displays the homegroup password.

©

Write down the homegroup
password.

o

Alternatively, you can click to print
the password.

Click Finish.

O

You can now join your other
Windows 7 computers to the
homegroup.

% If you lose the homegroup

password, click Start, Control
Panel. Under Network and
Internet, click Choose
homegroup and sharing
options. Click the View or print
homegroup password link to
see your password.
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CONNECT TO A WIRELESS NETWORK

If you have a wireless access point in your home or office, and you have a wireless network
adapter installed on your computer, you can connect to the access point to access your
network. If your wireless access point is connected to the Internet, then connecting to the
wireless network gives your computer Internet access, as well.

Most wireless networks are protected with a security key, which is a kind of password. If
your wireless network requires a security key, be sure you know the key before attempting
to connect.

. J

(1) Click the Network icon (H) in

the taskbar's notification area.
Fibd e s

Windows 7 displays a list of
wireless networks in your area.

@ Windows 7 displays the
Unsecured icon () for
networks not protected by
a security key.

Click your network.

To have Windows / connect to
your network automatically in
the future, click the Connect
automatically check box

([Z] changes to [¥]).

Click Connect.

If the network is protected by a
security key, Windows / displays
the Connect to a Network
window.
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@ Type the security key.

Note: If you are worried that someone
nearby might see the security key, you can
click Hide characters (I_| changes to [¥I)
to display the characters you type as dots.

(6

Click OK.

Windows 7 connects to the
network.

@ The network icon changes
from H to B to indicate that
you now have a wireless
network connection.

To Disconnect from a Wireless
Network

0
(2]
©

Click the Network icon (HI).
Click your network.
Click Disconnect.

Windows 7 disconnects from the
wireless network.

Type the network security key

Security key rmy aecrebsecuribyhed <—W
[ Hide charactars

oy pone e b
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After you have your Internet connection up and running,
you can use Windows 7/'s Internet Explorer program to
navigate — or surf — the sites of the World Wide Web. This
chapter explains the Web and shows you how to navigate
from site to site by selecting links and entering Web page
addresses.You also learn how to open pages in tabs and
return to pages you have visited previously. This chapter also
shows you how to change your home page, save your
favourite pages for easier access later and search for
information on the Web.




UNDERSTANDING THE WORLD WIDE WEB
-

N\
The World Wide Web — the Web, for short — is a massive storehouse of information that
resides on computers, called Web servers, located all over the world. Each Web server hosts
one or more Web sites, and each of those sites contains dozens, hundreds, or even
thousands of documents called pages.
You navigate from site to site and from page to page by clicking special words, phrases, or
images called links, or by entering the address of the site or page you want to view. You do
all of this using a special software program called a Web browser.

. .

Web Page

World Wide Web information is presented on Web pages,
which you download to your computer using a Web browser
program, such as Windows /'s Internet Explorer. Each Web
page can combine text with images, sounds, music, and even
video. The Web consists of billions of pages covering almost
every imaginable topic.

Web Site

A Web site is a collection of Web pages associated with a particular person, business, government,
school, or organization. Web sites are stored on a Web server, a special computer that makes
Web pages available for people to browse.

Web Address

Every Web page has its own Web address that uniquely
identifies the page. This address is sometimes called a URL
(pronounced yoo-ar-ell or erl), which is short for Uniform
Resource Locator. If you know the address of a page, you can
plug that address into your Web browser to view the page.

Links

A link (also called a hyperlink) is a kind of “cross-reference” to another Web page. Each link is a bit
of text (usually shown underlined and in a different colour) or an image that, when you click it,
loads the other page into your Web browser automatically. The other page is often from the same
site, but it is common to come across links that take you to pages anywhere on the Web.
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START INTERNET EXPLORER
-

and recover some system resources.

manufacturer or Microsoft.

.

You can use Internet Explorer, Windows 7's built-in Web browser program, to surf the
Web. To do this, you must first start Internet Explorer. When you have completed your
work on the Web, you should shut down Internet Explorer to reduce clutter on your screen

Some versions of Windows 7, particularly those sold in the European Union, do not include
the Internet Explorer Web browser. To obtain Internet Explorer, contact your computer

@ Connect to the Intemet.
@ Click Internet Explorer.

Note: If you do not see the Internet Explorer
icon in the taskbar, click Start, All
Programs, and then Internet Explorer.

The Internet Explorer window
appears.

Note: If you see the Welcome to Intermnet
Explorer 8 dialog box, click Next, Use
express settings (O changes to @),
and then Finish.

@ When you are finished with the
Web, click the Close button (ES)
to shut down Internet Explorer.

SURFING THE WORLD WIDE WEB D



NAVIGATE INTERNET EXPLORER
-

If your computer is running Windows, then your default Web browser is most likely Intermet
Explorer. This is Microsoft's browser and it comes with most versions of Windows, which is
part of the reason why it is the most popular browser in use today.

This section introduces you to the main features of the Internet Explorer window. You can
more easily surf the Web if you know your way around the Internet Explorer Web browser.

. .

@ Web Page Title

This part of the Internet Explorer title
bar displays the title of the displayed
Web page.

Address Bar o —
This text box displays the address of w—r—— A, i imed
the displayed Web page. You can also — ---q._q
use the address bar to type the address N = e
of a Web page that you want to visit.

G Links

Links appear either as text or as

images. On most pages (although not
the page shown here), text links appear
underlined and in a different colour
(usually blue) from the regular page

toxt. @ status Bar

This area displays the current status
6 Current Link of Internet Explorer. For example, it
This is the link that you are currently displays “Opening page” when you are
pointing at with your mouse. The downloading a Web page and “Done”
mouse pointer changes from [ to M. when the page is fully loaded. When
On some pages, the link text also you point at a link, the status bar displays
becomes underlined (as shown here) the address of the page associated with
and changes colour. the link.
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SELECT A LINK
-

Almost all Web pages include links to other pages that contain information related to
something in the current page and you can use these links to navigate to other Web pages.
When you select a link, your Web browser loads the other page.

Knowing which words, phrases or images are links is not always obvious. The only way to tell
for sure in many cases is to position the iy over the text or image; if the & changes to a ¥,
you know you are dealing with a link.

.

@ Position the s over the link
(I} changes to ¥).

@ Click the text or image.

The status bar shows the current
download status.

Note: The address shown in the status bar
when you point at a link may be different
from the one shown when the page is
downloading. This happens when the Web
site “redirects” the link, which happens
frequently.

The linked Web page appears.

@ The Web page title and
address change after the
linked page is loaded.

g
o
>
.'J'
2i

The status bar shows Done

when the page is completely
loaded.
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ENTER A WEB PAGE ADDRESS
-

~
If you know the address of a specific Web page, you can type that address into the Web
browser and the program will display the page.
Internet Explorer's Address bar also doubles as a list of the Web page addresses you have
entered most recently. By pulling down that list you can see these recent addresses and
select one to return to that site.

L J

Type a Web Page Address
@ Click in the address bar.

@ Type the address of the Web page.

Padom Tan  #s
Note: Most Web addresses begin with http://. dzush R e — 0]
You can leave off these characters when you P T

Wk i

type your address; Internet Explorer adds m:“ R e e
them automatically. ﬁ
: Fuss-Free
- P
Famil
Favorites»

Note: If the address uses the form www.
something.com, type just the “something”
part and press ED+ETEI. Intemet Explorer
automatically adds http://www. at the
beginning and .com at the end.

| = - L

() Click the Go button (I3]) or
press EIE).

The Web page appears.
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Redisplay a Web Page
@ Click [=] in the address bar.

A list of the addresses you have
typed appears.

@ Click the address you want to
display.

The Web page appears. ——

g e v

Note: If you type the first few letters of the
address (such as goog), the address bar
displays a list of addresses that match what
you have typed. If you see the address you
want, click it to load the page.

If Internet Explorer says “The

page cannot be displayed”, it
means that Internet Explorer is
unable to contact a Web server
at the address you typed. This
is often a temporary glitch, so
click Refresh ([*:]) to try loading
the page again. If the trouble
persists, double-check the
address to ensure that you
typed it correctly. If you did,
the site may be unavailable for
some reason.Try again in a few
hours.
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OPEN A WEB PAGE IN A TAB
-

You can make it easier to work with multiple Web pages simultaneously by opening each
page in its own tab.

When you use a Web browser normally, each page appears in the main part of the browser
window, which is usually called the content area. A tab is like a second content area and it
appears “behind"” the first one, with only a small tab (hence the name) visible. Click the tab
and you see the second content area and its loaded Web page. You can open as many
pages as you want in their own tabs. This is convenient because all the pages appear within a
single Internet Explorer window.

. J

@ Right-click the link you want to

open.
. . il
@ Click Open in New Tab. D e e B
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A new tab appears with the page
title.

@ Click the tab to display the page.

spered-SriT . A ik, sumeltos
shech o pae il ooe's deodorant

merking. Tipotis. pari HCLE
g You can also open a page in =

a0
M T LA B T

a tab by holding (&3 while
clicking the link. If you press
ED+EID while clicking a link,
the tab displays automatically.
If you type an address, press
CD+E to open the page in

new tab.
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Navigate Tabs

() Click the Tab Left button ([])
or the Tab Right button ([]) to
display the tab you want.

Note: You see the Tab Left and Tab Right
buttons only if Internet Explorer does not
have enough room to display all the tabs.

@ Click the tab.

The Web page loaded in the tab
appears.

Display Quick Tabs

() Click the Quick Tabs
button (E).

Internet Explorer displays
thumbnail images of the Web
pages open in each tab.

You can also press ED+@ to
display the Quick Tabs. Press
ED+ED or ED+EM+ED to
cycle through the tabs. Press
ED+@ to close the current tab
and press ED+CD+E) to close
every tab but the current one.
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NAVIGATE WEB PAGES
-

methods.

the pages again.

.

After you have visited several pages, you can return to a page you visited earlier. Instead of
making you retype the address or look for the link, Internet Explorer gives you some easier

When you navigate Web pages, you can go back to a page you have visited in the current
browser session. After you have done that, you can reverse course and go forward through

Go Back One Page
() Click the Back button ().

The previous page you visited
appears.

Go Back Several Pages
@ Click the Recent Pages [-].

A list of the sites you have visited
appears.

@ The current site appears with
a check mark ([¥]) beside it.

@ [tems listed below the current
site are ones you visited prior
to the current site.

G When you position the mouse
% over a previous site, Intermnet
Explorer displays the Go
Back arrow ([€]).

@ Click the page you want to
display.

The page appears.
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Go Forward One Page
() Click the Forward button (EJ).

The next page you visited
appears.

Note: If you are at the last page viewed up
to that point, the Forward button (E3) is not
active.

Go Forward Several Pages
ﬂ Click the Recent Pages [Z].

A list of the sites you have visited
appears.

Q [tems listed above the current
site are ones you visited after
the current site.

e When you position the mouse
¥ over a previous site, Intemnet
Explorer displays the Go
Forward arrow ([2]).

e Click the page you want to display.
The page appears.

Keep Several Pages on Screen
ﬂ Press ED+0.

A new Interet Explorer window
appears.

a Use the techniques described in
this section to navigate to the
page you want.
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CHANGE YOUR HOME PAGE
-

~
Your home page is the Web page that appears when you first start Intemet Explorer. The
default home page is usually the MSN.com site, but you can change that to any other page
you want. For example, many people prefer to open a search engine page at start up.
In the Windows 7 version of Internet Explorer, you can have a single home page or you can
have multiple home pages that load in separate tabs each time you start the program.

. J

Change a Single Home Page

@ Display the Web page that you ;: e . 4,..@ R ——
want to use as your home page. ]
y pag "u"'v"E}FGJ 5@}’ T H—@
@ Click the Home button []. (0 S Pam——
s s b ]
() Click Add or Change Home ok i o ——
Page. Tl e BT b vl e, Pl e B B, bt 3-_':“
T ey =
i ettt el et ——
&L i H-_Jllii-

e, A b v S s e ke, o a0

S
i Pomamnr, T na e s, ' Thon s s W, WM

LY 1 g = M S

The Add or Change Home Page
dialog box appears. ?F_ '_'_ e B
q w

oy =1 I
@ Click Use this webpage as _Puul hickadries ——
your only home page rd S@y et
(© changes to @). E,_m
freguency heon
() Click Yes. i
L

Internet Explorer changes your -
ol ] BTN T
rorsily wrire g s inale

home page. iy matrs Py eerry : :
s . i i e, It 1 v b vicq " Feireie bl G B e omg

@ You can click the Home
button (&) to display the
home page at any time.
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Add a Page to Your Home

Page Tabs

@ Display the Web page that you
want to add to your home page
tabs.

() Click the Home button [.

@ Click Add or Change Home
Page.

The Add or Change Home Page
dialog box appears.

() Click Add this webpage
to your home page tabs

(© changes to @).
() Click Yes.

Internet Explorer adds the page
to your home page tabs.

@ You can click the Home
button ([]) to display home
page tabs at any time.

Note: To retumn to using your original home
page, click Tools, Internet Options. Click
the General tab, click Use default, and
then click OK

FL T
L e ]
[IEN
.ﬂn—.r—-l—b
Paul Hmadri
g Ve murkl 2

P e L T T
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To get Internet Explorer to load
without displaying a home page,
click Tools, Internet Options,

Use blank, OK.
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SAVE FAVOURITE WEB PAGES
-

If you have Web pages that you visit frequently, you can save yourself time by saving those
pages as favourites within Interet Explorer. This enables you to display the pages with just a
couple of mouse clicks.

The Favorites feature is a list of Web pages that you have saved. Instead of typing an address
or searching for one of these pages, you can display the Web page by selecting its address
from the Favorites list.

. J

@ Display the Web page you want
to save as a favourite.

Click the Favorites Center
button ().

() Click Add to Favorites ().

The Add a Favorite dialog box
appears.

Note: You can also display the Add a
Favorite dialog box by pressing G2 + ).

@ Edit the page name, as necessary.
() Click Add.
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Display a Favourite Web Page

@ Click the Favorites Center
button ().

@ Click Favorites.

Google

The Favorites list appears. e

@ Click the Web page you want to
display.

The Web page appears.

If you use your Favorites list a lot,
you can make it easier to display
the pages by keeping the Favorites
Center visible.

@ Click the Pin the Favorites
Center button ([#). Internet
Explorer pins the Favorites Center
to the left side of the window.

Delete a Favourite Web Page

@ Click the Favorites Center
button ([&]).

Click Favorites.

Right-click the favourite you want
to delete.

© 00

Click Delete.

Internet Explorer asks if you are
sure you want to delete the
favourite.

Click Yes.

©
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SEARCH FOR SITES
-

other sites.

.

If you need information on a specific topic, Interet Explorer has a built-in Search feature that
enables you to quickly search the Web for sites that have the information you require. You
type a word or phrase that represents what you are looking for and Internet Explorer sends
the search text to another site that performs the search for you.

The Web has a number of sites called search engines that enable you to find what you are
looking for. By default, Internet Explorer uses Microsoft's Bing search engine, but you can use

~

@ Click in the search box.

@ Type a word, phrase, or question
that represents the information
you want to find.

() Click the Search button (1) or
press EIE.

A list of pages that match your
search text appears.

@ Click a Web page.
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http://www.allitebooks.org

The page appears.

Use Another Search Engine
@ Click the search box [=].

() Click Find More Providers.

@ Under the search engine you
want to use, click Add to
Internet Explorer.

() Click Add.

To use the search engine, click the
search box [-] and then click the
search engine name.
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WORKING WITH E-MAIL,
CONTACTS, AND EVENTS

You may find that your life is busier than ever and that the
number of people you need to stay in touch with,
appointments you have to keep, and tasks you have to
perform seem to increase dalily. Fortunately, you can install
the Windows Live Mail program to send e-mail to and read
e-mail from friends, family, colleagues, and even total
strangers almost anywhere in the world.You can also use
Windows Live Mail's Contacts feature to manage your
contacts by storing information such as phone numbers,
e-mail addresses, street addresses, and much more. Finally,
you can use the Calendar feature to enter and track events.




INSTALL WINDOWS LIVE ESSENTIALS PROGRAMS

Windows Live Mail is not installed on Windows 7 by default. To use the program, you must
access the Windows Live Essentials Web site and download and install the program from
there.

You can also use the Windows Live Essentials site to install other useful programs that
do not come with Windows 7, such as Windows Live Photo Gallery and Windows Live
Movie Maker.

Click Start.

Click the Getting Started
arrow ([1).

Click Get Windows Live
Essentials.

The Windows Live Essentials
Web page appears.

@ Click Download.

[
5
Tiar doserdoad, ot of geear gl |8 1
i drme g -
e 8 b W Ak Y
e B b 1 e B it ] q. bkt e s e
7 s " e
— [ % s
. et .

Q All of the programs available - B o
on the Windows Live Essentials bl ot R T e v w<_a
Web site, including Windows s Tm e e ———

Live Mail, are free.The Windows
Live Essentials programs are
supplements to Windows 7 but
are not included in it as many
people prefer to use other
programs, such as Microsoft
Outlook for e-mail and contacts.
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The File Download - Security e Tl

Warning dialog box appears. s

@ Cdiick Run. a“" P P

Note: If you see the User Account Control
dialog box at this point, provide an
administrator password and click Yes.

0 Click Close (E) to close
the Windows Live Essentials
Web page.

The Choose the Programs You [ . =

Want to Install dialog box
appears.

" Treein - -

Chaabs thi pragrimi Y wirs B2 irsll

o Click the check box beside each o
program you want to install ]
(=] changes to [¥).

@ Cdiick Install. é

Windows 7/ installs your selected @—» = P
Windows Live Essentials programs.

@ The Windows Live Essentials

installation program adds a
new submenu named Windows
Live to your Start menu.To
launch any Windows Live
Essential program, click Start,
All Programs, and then click
Windows Live. In the submenu
that appears, click the name of
the program you want to run.
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CONFIGURE AN E-MAIL ACCOUNT

~\
Before you can send an e-mail message, you must add your e-mail account to the Windows
Live Mail application. This also enables you to use Windows Live Mail to retrieve messages
that others have sent to your account.
Your e-mail account is usually a POP (Post Office Protocol) account supplied by your
Internet service provider (ISP). The POP account detalils include your e-mail account login
user name and password, and possibly the names of the ISP’s incoming and outgoing mail
servers.
\. J
The Add an E-mail Account P—
Wizard appears. e SR -
Bt rpre— 4_"
e Type your e-mail address. e et
° Type your password. D ::::__4—@
° Type your name. .
@ Click Next. 0=

Note: If Windows Live Mail tells you it has
successfully set up your account, click Finish
and skip the rest of these steps.

for your e-mail account'’s server

information. S Sl
e e
’ L = L TR -

o Type the name of your ISP's (I — 4:6 b 10
. B . B o
incoming mail server. —

a0
. . -
o Type the e-mail account login user s s v
LRTHEE quﬂ‘-@ L ]
name. ST
?-»-’Emiﬁim

e Type the name of your ISP's [
outgoing mail server.

o If your ISP uses a different port for

outgoing mail, type the port
number.
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(@ Click this check box if your ISP's
outgoing mail server requires
authentication ([ changes to [¥]). a—

(@ Click Next.

The final wizard dialog box
appears.

@ Click Finish at the bottom of
dialog box.

Windows Live Mail configures ] T — LN . JLLE
your e-mail account.

@ Windows Live Mail adds the
account to the Folder pane on
the left side of the program
window.

2 s

@ To make changes to the account,
right-click the account name and
then click Properties.

In the Properties dialog box
that appears, use the tabs to
make changes to your settings.

Ve
@ If you want to configure

another e-mail account, click
the Add e-mail account link in
the Folder pane.
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SEND AN E-MAIL MESSAGE

If you know the e-mail address of a person or organisation, you can send an e-mail message
to that address. In most cases, the message is delivered within a few minutes.

An e-mail address is a set of characters that uniquely identifies the location of an Internet
mailbox. Each e-mail address takes the form username@domain, where username is the name
of the person’s account with the ISP or within his or her organisation; and domain is the
Internet name of the company that provides the person’s e-mail account. If you do not know
any e-mail addresses or if, at first, you prefer to just practice sending messages, you can send
messages to your own e-mail address.

Start Windows Live Mail. =
Click New. T

Ty yo ey

i

Type the e-mail address of the =i
recipient. ——

@ To send the message to
another person, click Show
Cc & Bcc and type an e-mail s
address in the Ce field. rpr—

Type a title for the message.

[e— - T

Type the message. _
U Te e i

Use the buttons in the = 6 @ '

Formatting bar to format the CRge—— R T R R R R R Y

message text. ..-...4—6

il i P 2 T o e o, vl 1D . Tra ety g 7 el Bl gl - el T SORME

G C||Ck send Tl g o oy g oo 3000 0L 1 oo thg s e p ek

i ROl ol e ] ol e o . R

Windows Live Mail sends your e

message.

Note: Windows Live Mail stores a copy of
your message in the Sent ltems folder.

Press @0, click Format, and then

click Plain text ([¢] appears
beside the command) to send
an email without formatting.
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ADD SOMEONE TO YOUR CONTACTS

~\
You can use Windows Live Contacts to store the names and e-mail addresses of people
with whom you frequently correspond. You do that by creating a new contact, which stores
data about a person or company. For example, you can store a person’s name, company
name, phone numbers, e-mail address and instant messaging data, street address, notes, and
much more.
When you choose a name from Windows Live Contacts while composing a message,
Windows Live Mail automatically adds the contact’s e-mail address. This is faster and more
accurate than typing the address by hand.

\ y,
In Windows Live Mail, click ) m— = -
Contacts (). comn

Note: You can also open Windows Live RS

Contacts by pressing (E1) +EID +@.

The Windows Live Contacts
window appears.

€) Click New.

The Add a Contact dialog box " astena —
appears. Y E

Type the person’s first name. —— " - ﬁ

Type the person’s last name.

Type the person’s e-mail address.

@ You can use the other tabs to
store more information about
the contact, including home
and business addresses and
phone numbers, spouse name,
birthday, and more.

G Click Add contact. @—N—'m ]

Windows Live Contacts adds the
person to the Contacts list.
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SELECT A CONTACT ADDRESS

After you have some e-mail addresses and names in your Windows Live Contacts list, you
can select the address you want directly from Windows Live Contacts, when composing a
message, instead of typing the address. This is much faster and more accurate than typing the
address by hand, particularly if you are sending the message to multiple people.

@ n Windows Live Mail, click New
to start a new message.

Click To.

The Send an E-mail dialog box
appears.

e Click the person to whom you
want to send the message.

@ Cdliick To.

The person’s name appears in
the To box.

Note: You can also double-click a contact to
add that person to the To field.

e Repeat Steps 3 and 4 to add
other recipients to the To box.
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G To send a copy of the message to 4.

a recipient, click the person's ~—F s e ——
name. "'I:"_ '
© cickce s wenirmnens+—G)
The person’s name appears in hi_:
the message recipients box. -
e Repeat Steps 6 and 7 to add o e
other recipients to the Cc box. =
© caikok Q- -
@ Windows Live Mail adds the e — —
recipients to the To and Cc e @
lines of the new message. i
irhean oaupems
e Berwy- OeAe (] Ui [=] -
| In Windows Live Contacts, E Bcc stands for blind courtesy
click the name of the person copy. Addresses in the Bcc field
to whom you want to send a are not displayed to the other
message and then click the message recipients. If you do
E-mail button in the toolbar. not want Windows Live Mail
The contact’s name is to display the Bcc field in the
automatically added to the message window, click Hide
To field of a new message. Cc & Bcc.
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ADD A FILE ATTACHMENT

You might find that you need to send someone something more complex than a simple text
e-mail, such as budget numbers, a slide show, or some form of media that you want to share,
such as an image or a song. Because these more complex types of data usually come in a
separate file — such as a spreadsheet, a presentation file, a picture file, or a music file — it
makes sense to send that file to your recipient. You do this by attaching the file to an e-malil
message. The other person can open the document after he or she receives your message.

\. J

Add an Attachment from a [ N
Dialog Box

o Click New to start a new &
message. el iR W

€) Click Attach.

The Open dialog box appears.

©) Click the file you want to attach. Tt - oe
= B WrmeriE Bbrany =
I Embien T
o Click Open. il o= | et
j et x
L= . b ey )
& b
= Sl B SM R,
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@ Windows Live Mail attaches e R =

the file to the message.

o Repeat Steps 2 to 4 to attach FYR -
additional files to the message.

Add an Attachment Directly

o Open the folder that contains the
file you want to send as an
attachment.

€) Click the file.
@ Click E-mail.

Windows Live Mail creates a new Y
message and attaches the file. o T e

There is no practical limit to

the number of files you can
attach to a message. However,
you should be careful with

the total size of the files you
send. Many Internet service
providers (ISPs) place a limit
on the size of a message’s
attachments, which is usually
between 2MB and 10MB. In
general, use e-mail to send only
a few small files at a time.
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ADD A SIGNATURE

In an e-mail message, a signature is a small amount of text that appears at the bottom of the
message. Instead of typing this information manually, you can create the signature once and
then have Windows Live Mail add the signature automatically to any message you send.

~\

Signatures usually contain personal contact information, such as your phone numbers,
business address, and e-mail and Web site addresses. Some people supplement their
signatures with wise or witty quotations. Windows Live Mail supports multiple signatures,
which is useful if you use Mail for different purposes such as business and personal e-mail.
You can configure Windows Live Mail to automatically add one of your signatures to any
message you send.

@ Click Menus (). — - s
€) Ciick Options. sy i — 00— -

The Options dialog box appears.

Click the Signatures tab. st

Click New. *@".._ == ::—B
]

@ Windows Live Mail creates a
new signature. Batrmn
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Type the signature text. [ == = =
i n-—slTﬁl— I P—mh |I¢-|—q-:n.+

Click Rename. ]

e, [k o e gl gy —

Type a name for the signature and ﬂ e, . W e
press EIE).

Click OK.

o

Insert a Signature Manually

o Click New to start a new
message.

it @
Femuny =
6 i e R
B e

[ i - v I r ey
— e,
£ L Lt
] Sl Lo
T B ‘
L]

o In the message text area, move
the insertion point to the location
where you want the signature to
appear.

o Click Menus ([&]).
° Click Insert signature.

Fnorge | F LN
[ piep e

i

Note: If you have more than one signature,
click the one you want to use from the menu
that appears.

The signature appears in the
message.

Q Windows Live Mail can add a

signature automatically to the
bottom of every new message.
Follow Steps | to 3 to display
the Signatures tab. Click Add
signatures to all outgoing
messages ([C] changes to [¥).
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RECEIVE AND READ E-MAIL MESSAGES

.

You must connect to your mail provider's incoming mail server to retrieve and read

messages sent to you.

When another person sends you an e-mail message, that message ends up in your e-mail
account’s mailbox on the incoming mail server your ISP or e-mail provider maintains.
However, that company does not automatically pass along that message to you. Instead, you
must use Mail to connect to your mailbox on the incoming mail server and retrieve any
messages waiting for you. By default, Windows Live Mail checks for new messages
automatically when you start the program and then every 30 minutes while you are online.

Receive E-mail Messages
@ Click Inbox.

€) dlick Sync.

A

(¢

D)

If you have new messages,
they appear in your Inbox
folder in bold type.

This symbol ([2]) means that
the message has a file
attached.

This symbol ([*]) means the
message was sent as low
priority.

This symbol ([]) means the
message was sent as high
priority.
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Read a Message
o Click the message.

e Read the message text in the
preview pane.

Note: If you want to open the message in its
own window, double-click the message.

Change how often Windows
Live Mail Checks for
Messages

(@ Click Menus (&) and then click
Options.

e In the Options dialog box, click
the General tab.

e If you do not want Windows Live
Mail to check for messages when
the program starts, click Send
and receive messages at
startup ([¥| changes to [C).

° Type a new time interval, in
minutes, that you want Windows
Live Mail to use when
automatically checking for new
messages.

@ cikok
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REPLY TO A MESSAGE

~\
When a message you receive requires some kind of response — whether it is answering a
question, supplying information, or providing comments or criticisms — you can reply to it.
Most replies go only to the person who sent the original message. However, it is also
possible to send the reply to all the people who were included in the original message's To
line and Cc lines.

\. J

ﬂ Click the message to which you
want to reply.

e Click the reply type you want to
use:

Reply responds only to the first
address on the From line.

Reply All responds to all the
addresses in the From and Cc
lines.

A message window appears.
Windows Live Malil inserts:

@ the recipient addresses.
the subject line, preceded by Re.

@ the original message information.

Edit the original message to
include only the relevant text.

Click the area above the original
message text and type your reply.

Click Send.

Windows Live Mail sends your
reply and stores a copy of it in the
Sent Items folder.
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FORWARD A MESSAGE

~\
If a message has information relevant to another person, you can forward a copy of that
message to the other person. You can also include your own comments in the forward.
When it creates the forward message, Windows Live Mail automatically adds “Fw:" to the
beginning of the subject line to indicate the message is a forward.

\ y,

o Click the message that you want
to forward.

€) Click Forward.

In the message window Windows
Live Mail automatically inserts:

@ the subject line, preceded by Fw.

the original message’s
information at the bottom of
the message.

Type the e-mail address of the
person to whom you are
forwarding the message.

Edit the original message to
include only the text relevant to
your forward.

Click the area above the original
message text and type your
comments.

Click Send.

Windows Live Mail sends your
forward.

Note: Windows Live Mail stores a copy of
your sent message in the Sent ltems folder.
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OPEN AND SAVE AN ATTACHMENT

If you receive an e-mail message that has a file attached, you can open the attachment to
view the contents of the file. You can also save the attachment as a file on your computer.

Be careful when dealing with attached files. Computer viruses are often transmitted by e-mail
attachments. If you do not know the person who sent you the file, do not open it. If the
message came from someone you know and you were expecting the file, then it should be
safe to open the file; if you were not expecting the file, however, you should write back to
have the person confirm that the file is legitimate.

\. J

Open An Attachment el S— :
ﬁ Click the message that has the T ——— B 4_6

attachment, as indicated by the — AT —r—
Attachment symbol ([0)). - it | s
A list of the message attachments . g o

appears. 00— o

e Double-click the attachment you

want to open. e e S
Windows Live Mail asks you to $
confirm that you want to open
the file.

© Click Open.
The file opens in the appropriate _; [y i ra—

program. e—> | [ s

B e L ]

]
i O e A P P B0
N aidsem

Windows 7 may display a dialog
box saying that the file “does
not have a program associated
with it.”’ If you are not sure
what program you need, ask the
person who sent you the file.
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Save An Attachment

o Click the message that has the
attachment, as indicated by the
Attachment symbol ([7]).

A list of the message attachments
appears.

Right-click the attachment you
want to save,

Click Save as.

The Save Attachment As dialog
box appears.

Use the File Name text box to
edit the file name, if desired.

6 Select the folder into which you
want the file saved.

° Click Save.

If you cannot click the Save

As command, Windows Live
Mail has determined that the
attached file may be unsafe,
meaning that it may harbour

a virus or other malicious code.
If you are certain the file is
safe, click Menus ([&]), Safety

Ly G ek b -

. LT e
e v i =

5 Here's the upd
-

...... i

=

(T3
| T

L. ey il Fn

o L L ]

il
oy

t aparale. b ma b e

< r Limstey 1 Bwworeess @

r [7p ] e o o

B
b
& fmrm

w sty
- Pruea Faen

Dscuimenis Birary
=
B
S
P
.
A

Fayogmy gt by s
bty e

Options, the Security tab, and
then Do not allow attachments
to be saved or opened that
could potentially be a virus

(] changes to [[]). Be sure to
reactivate this feature after
you have opened or saved the
attachment.
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SWITCH TO CALENDAR

~\
With Calendar, the scheduling program that comes with Windows Live Malil, you can create
and work with events, which are either scheduled appointments such as meetings, lunches,
and visits to the dentist, or all-day activities, such as conferences or vacations. The Calendar
feature also enables you to create recurring events that automatically repeat at the interval
you specify. To get started, you must first switch to the Calendar feature.

\. J

(@ Cdliick Calendar ([).

Note: You can also open the Calendar by

pressing (1) +EID +(3.

The Calendar window appears.

e When you finish your scheduling
chores, click the Mail button ([&])
or press E+EID+E to retumn
to the Mail feature.
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UNDERSTANDING THE CALENDAR

~\
Windows Live Mail's Calendar makes scheduling easy. However, you can make it even easier
by taking some time now to learn the layout of the Calendar window. The most important
features are the Date Navigator, the current date display, the event list, and the Calendars list.

\. y,

@ Date Navigator

This area shows the current month,
and you use the Date Navigator to
select the date on which you want to
schedule an event, all-day event, or
task. See the “Navigate the Calendar”
section, later in this chapter, to learn
how to use the Date Navigator.

Current Date

This area shows the date that is
currently selected in the Date
Navigator.

(@ Event List

This area shows the events that you
have scheduled. In Day view, as shown
here, the event list is divided into half-
hour increments.

() Calendars

This area shows a list of your calendars.
You get a single calendar to start with,
but you can add more calendars as
described in the “Add a Calendar”
section, later in this chapter.
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NAVIGATE THE CALENDAR

7

.

You use the Date Navigator to display dates in the Calendar and you can navigate dates by
month or by year.

You can also change the calendar view to suit your needs. For example, you can show a
single day's appointments if you want to concentrate on that day’s activities. Similarly, you
can view a week’s appointments if you want to get a larger sense of what your schedule
looks like.

ﬂ Click the Next Month button

g If you go too far, click the

© Clicka date.

L]

(@ Click the Next Year () and

([®]) until the month of your
event appears.

Previous Month button ([2)
to move back.

@ The date appears in the —
events list. @

If you want to retum to today’s

date, click Go to today. _
In the Date Navigator, click the 6" o @

month. L, i

Calendar switches to Year view. ) % )

Previous Year (L) buttons
until the year you want appears.

@ To see the day, week or month -
that includes the date selected
click Day, Week or Month.

a Click the month when your event

OcCcurs.

Calendar switches to Month view.
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CREATE AN EVENT

You can help organise your life by using Windows Live Mail's Calendar to record your
events.

If the event has a set time and duration — for example, a meeting or a lunch date — you add
the event directly to the calendar as a regular appointment. If the event has no set time — for
example, a birthday, anniversary, or multiple-day event such as a sales meeting or vacation —
you can create an all-day event. If you have an activity or appointment that recurs at regular
intervals, you can create an event and configure it to automatically repeat in Calendar.

Navigate to the date when the
event occurs.

Click the time when the event
starts.

Note: If the event is more than half an hour,

you can also click and drag the mouse [ over
the full event period.

Click New.

Note: You can also press &) +EID+E.

6000 000

Calendar displays the New Event
dialog box.

Type a name for the event.
Enter the event location.

If the event lasts all day, click All
day ([C] changes to [¥]).

Enter the correct Start time.
Enter the correct End time.
Type notes related to the event.
Click Save & close.

Calendar adds the event to
the list.
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ADD A CALENDAR

~\
If you have different schedules that you want to keep separate, you can add another
calendar. For example, you might want to have one calendar for work events and a second
calendar for personal events. You could also set up different calendars for individual people,
different projects, separate clients, and so on.
You can assign different colours to each calendar, which helps you to see at a glance which
event belongs to which calendar.
\. J
() Click Add calendar.
Note: Another way to start a new calendar «
is to press (D) +EID+ 0. B e
o ‘_
The Add a Calendar dialog box e

appears. S “4—6

e Type a name for the calendar.

6 Click the colour you want to use
for the calendar. —=
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Type an optional description for
the calendar.

If you want Windows Live Mail to
use this calendar as the default for
new events, click Make this my
primary calendar ([C] changes

to [¥).
Click Save.

@ The new calendar appears in
the Calendars list.

Click the calendar you want to
use and then click New event
to create an event in a specific
calendar. In the New Event
window, click the Calendar [
and then click the calendar
you want to use. For an
existing event, double-click the
event, click the Calendar [5,
and then click the calendar.

Cauipapry | roes

Evmspiery | Coleeior b e wiviod i feesd:
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7/

M The default name of “Calendar”
is not very descriptive, so it is
a good idea to rename it to
something more useful. In the
Calendars list, click Calendar
and then click Properties. Use
the Calendar name text box to
type a new name, and then
click Save.
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Threats to your computer-related security and privacy often
come from the Internet in the form of system intruders, such
as junk e-mail, viruses, and identity thieves. However, many
security and privacy violations occur right at your computer
by someone simply using your computer while you are not
around. To protect yourself and your family, you need to
understand these threats and know what you can do to
thwart them.

This chapter gives you some background information about
security in Windows 7 and shows you various methods for
securing your computer.




UNDERSTANDING WINDOWS 7 SECURITY

Before getting to the details of securing your PC, it helps to take a step back and look at the
security and privacy tools that Windows 7 makes available.

These tools include your user account password, Windows 7's User Account Control and
Parental Controls features, the Windows Firewall and Windows Defender programs, and the
anti-phishing and anti-spam features of Internet Explorer and Windows Live Mail.

\ J

User Account Password

Windows 7 security begins with assigning a password to each user account on the computer. This
prevents unauthorised users from accessing the system and it enables you to lock your computer.
See “Protect an Account with a Password” and “Lock Your Computer,” later in this chapter.

User Account Control [ETT———
User Account Control asks you to confirm certain actions
that could conceivably harm your system. If you have an

- B . . Frepee ura  Wiedosa Demreral Pooanes
administrator account, you click Yes to continue; if you B T

have a standard account, you must enter an TEETIE el
administrator’s user name and password to continue.

i ¥ i i G i ' R e ' il

Parental Controls
If one or more children use your computer, you can use Windows 7's B e P
Parental Controls to protect those children from inadvertently running - Compmiriniol
certain programs, playing unsuitable games, and using the computer at Time Limits

inappropriate times. S e TEEM

Program Limdte dn
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Windows Firewall

Because when your computer is connected to the Internet, it is
possible for another person on the Intemet to access your computer
and infect it with a virus or cause other damage, Windows 7 comes
with the Windows Firewall feature turned on. This prevents intruders
from accessing your computer while you are online.

Windows Defender

Spyware is a software program that installs on your computer
without your knowledge or consent. This program surreptitiously
gathers data from your computer, steals your passwords, displays
advertisements, and hijacks your Web browser. To prevent T —
spyware from installing on your computer, Windows 7 includes R L .
the Windows Defender program.

Phishing

Phishing refers to e-mail messages or Web sites that appear to
come from legitimate businesses and organisations but actually
come from a scam artist. The purpose of the message or site
is to fool you into divulging personal or private data, such as
passwords and credit card numbers. Internet Explorer and
Windows Live Mail come with anti-phishing features to help prevent this.

Junk E-mail

Junk e-mail — or spam — refers to unsolicited, commercial e-mail messages
that advertise anything from baldness cures to cheap printer cartridges.
Many spams advertise deals that are simply fraudulent and others feature
such unsavoury practices as linking to adult-oriented sites or sites that
install spyware. Windows Live Mail comes with a junk e-mail filter; see “Set
the Junk E-mail Protection Level,” later in this chapter.
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CHECK ACTION CENTER FOR
SECURITY PROBLEMS

In Windows 7, the new Action Center displays messages about the current state of your PC.
In particular, Action Center wams you if your computer has any current security problems.

For example, the Action Center tells you if your PC does not have virus protection installed,
or if the Windows Defender spyware database is out of date or turned off. Action Center
also wamns you if User Account Control is turmed off or if the Windows Firewall is
deactivated.

. J

@ Cickstart B ——

() Click Control Panel. SEE ey
*a :w T —— @ :'_ - .— =
The Control Panel window i - S v
=== o g
appears. - .
. . g e . i
@ Click Review your computer’s & @ ===
status. e -

The Action Center window
appears.

@ Review the messages in the
Security section.

@ Click a message button to resolve I:-""::'T“:""'"" __%
the security issue, such as clicking @ -
Update now if Windows R ——
Defender is out of date. R

() dlick Security.
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6 Scroll down the Action Center . — 5

window. "y -
L |

. . Cwmn [
Action Center displays a summary o — .
of all your system's security g e
settings. i

b i =

i -
e

[L R o

s

e v

See Action Center Messages

() Click the Action Center icon
(H) in the taskbar's notification
area.

L1

The current Action Center
messages appear in the popup.

6 To launch Action Center, click
Open Action Center.
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PROTECT AN ACCOUNT WITH A PASSWORD

You can protect your Windows 7 user account with a password. This is a good idea because
otherwise another user can log on to your account just by clicking your user name in the
Welcome screen. Once you have a password associated with your user account, another
user can still click your user name in the Welcome screen, but that person must then enter
your password before Windows 7 goes any further.

For maximum security, make sure you create a strong password that cannot be easily
guessed or hacked. See the tip on the next page.

. J

@ Cickstare e c——

. ikl i P | T = S
@ Click Control Panel.

The Control Panel window
appears.

*’ d e
&I
i
kL

@ Click Add or remove user
accounts.

The Manage Accounts window
appears.

D W el i et el I T

@ Click the user account you want s = 4—@ '

to work with. -
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©

000

©

The Change an Account window
appears.

Click Create a password.

The Create Password window
appears.

Type the password.

Type the password again.

Type a word or phrase to use as a

password hint in case you forget
the password.

Click Create password.

Windows 7 adds the password to

the user account.

y
g Do not use obvious items such

as your name or a word such
as “password.”Your password
should be at least eight
characters long and it should
include at least one character
from each of the following
three sets: lowercase letters,
uppercase letters, and
numbers.

iy T

._.H._.-_q«_.ﬂ
fmimerit= = e e e
@—.m n

€L1

@ To change the password, follow
Steps | to 4 to open the Change
an Account window. Click the
Change the password link to
open the Change Password
dialog box.Type your existing
password, follow Steps 6 to 8 to
specify the new password and
hint, and then click Change
password.
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LOCK YOUR COMPUTER

~\
Protecting your account with a password prevents someone from logging on to your
account, but what happens when you leave your desk? If you remain logged on to the
system, any person who sits down at your computer can use it to view and change files. To
prevent this, lock your computer, which hides your desktop and displays the Windows 7
Welcome screen.
Once your computer is locked, anyone who tries to use your computer will first have to
enter your password in the Welcome screen.
\. J
(D Click Start.
9 Click the power button
arrow (HE).
() Click Lock.

Windows 7 locks your computer.

The word “Locked"” appears
under your user name.
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Unlock Your Computer

ﬂ Click inside the password text
box.

a Type your password.
E) diick Go ().

Windows 7 unlocks your
computer and restores your
desktop.

Make it Easier to Lock your
Computer

(D Right-click Start and then click
Properties.

The Taskbar and Start Menu
Properties dialog box appears.

e Click the Power button action
=] and then click Lock.

C||Ck oK L LT W sty Wk 0] i i !

o
?
|'

Windows 7 customises the Start —
menu’s Power button to lock your

computer instead of shutting it

down.

You can also press @+ to
access the lock command
directly.
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SET THE JUNK E-MAIL PROTECTION LEVEL

N\

You can make junk messages easier to manage by setting the Windows Live Mail junk e-mail
protection level. You can set a higher level if you receive many junk messages each day and a
lower level if you receive very few junk messages.
The higher the protection level, the more aggressively Windows Live Mail checks for junk
e-mail. All suspected junk messages get moved to the Junk E-mail folder. If a legitimate
message is moved to Junk E-mail by accident, you can mark the message as not junk.

. J

ﬂ In Windows Live Mail, click s —

Menus () b A8 By o o oden Fang o 8 n
@ Click Safety options. — :.‘:.‘::: Singan Fai —
S ERCE
The Safety Options dialog box
SO e L i by | mrwmaral P Deme
appears y St

() Click the Options tab. e

b e .
:llmﬁn:::uuimmlnwu
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@ Click the protection level you _

o | by
want (© changes to @): oy -
@ Click No Automatic @'.........“-'
. . B . LR i b @

Filtering if you receive very .

few junk messages each day. @ R
Click Low if you receive a o

moderate number of junk .

messages.

@ Click High if you receive many @ —_—
o | [ ]

junk messages each day.

@ diick oK.

LLI

Windows Live Mail puts the new
protection level into effect.

Mark a Message as Not Junk
ﬂ Click the Junk E-mail folder.

e Click the message.
6 Click Not junk.

Windows Malil returns the
message to the Inbox folder.
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CUSTOMISING WINDOWS 7

Windows 7 comes with a number of features that enable
you to personalise your computer. For example, you can
change the appearance of Windows 7 to suit your taste,

including selecting a new desktop background, choosing a

screen saver, and changing the Windows 7 colour scheme.

You can also change the way Windows /7 works to make it
easier to use and more efficient. For example, you can
change the icons that appear on the Start menu and you
can configure the taskbar




OPEN THE PERSONALIZATION WINDOW

~\
To make changes to many of Windows 7's display options, you need to know how to open
the Personalization window.
The Personalization window is one of the most powerful and useful features of Windows 7.
With the Personalization window you can change the desktop background, select a new
colour scheme, set up a screen saver, and more. With the Personalization window you can
also apply themes to quickly and easily change the overall look of Windows 7.
\. J
(D Click Start.
) Cdlick Control Panel. .
=
The Control Panel window appears. L. e -
@ Click Appearance and — : e
Personalization. P—
The Appearance and ) -

Personalization window appears.
@ Click Personalization.

The Personalization window
appears.

Note: A quicker way to open the

Persondlization window is to right-click an e e e by -l
empty section of the desktop and then click i N ——
Personalize. e " :
@ Scroll down to view the available “ ﬂ ﬁ

themes and click one to change the e

desktop background, screen saver, 5 a Ii &

and colour scheme all at once.

[re— [ [P,
Note: Each theme also includes its own set = m - _‘_‘_13 I
of desktop icons, sound effects, and mouse e s e i o
pointers.

6 Click the Close button (E)
when you are finished working
with this window.
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CHANGE THE DESKTOP BACKGROUND

N\
For a different look, you can change the desktop background to display a different image or a
specific colour.

Windows / comes with more than three dozen desktop background images, which include
scenes of nature, architectural photos, fantasy characters, and more. If none of the built-in
desktop backgrounds appeal to you, you can use one of your own photos as the background.

\ J

@ Open the Personalization window.

- =T f ¥ heyrd a0 B I

(2

Click Desktop Background.

The Desktop Background window
appears.

@ Click the Picture location [-]

and then click the background
gallery you want to use.

Note: If you would prefer to use your own
image, click Pictures Library. You can also click
Browse and select a file.

0 O 00

Windows 7 displays the
backgrounds in the selected gallery.

Click Clear all.

Click the image or colour you
want to use.

Click the Picture position [-]
and then click the positioning
you want.

Click Save changes.
Click the Close button (Ed).

The picture or colour you
selected appears on the desktop.

Chooer your dendop beckprerane
ik 41 ¥ I Sl i U B DN

Ferh e IH“EE“ w | e

L L RNy

ey plp .o ey
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SET THE SCREEN SAVER

If you leave your monitor on for long stretches while your computer is idle, the image can
end up temporarily “burmed” into the monitor's screen. A screen saver prevents this by
displaying a moving image.

However, the temporarily burned image will not damage your monitor over the long term,
so many people set up a screen saver to have something interesting to look at while their
computer is idle.

\. J

ﬂ Open the Personalization window. -

@ Click Screen Saver. ‘_ e i

i Ty |
S M $
The Screen Saver Settings dialog o
ST

box appears.

@ Click the Screen saver [-] and
then click the screen saver you

want to use.
Ty e
@ A preview of the screen saver s ‘4-@ e
s 1! reembw e cvsora ey ngem e
appears. —
Note: Not all screen savers can display the e

small preview. To see an actual preview, click
Preview. When you are done, move the
mouse I or press a key to stop the preview.
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@ Click the Wait [ to specify the
number of minutes of computer
idle time after which the screen
saver appears.

@ Click the On resume, display
logon screen check box
(2 changes to [¥) to ensure that
anyone who interrupts the screen
saver can see your work only if he
or she knows your password.

@ Cdickok.

The screen saver appears after
your computer is idle for the
number of minutes you specified
in Step 4.

Note: To interrupt the screen saver, move
the mouse ¥ or press EI on the keyboard.
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CHANGE THE WINDOWS 7 COLOUR SCHEME

r D

You can personalise your copy of Windows 7 by choosing a different colour scheme, which
Windows 7 applies to the window borders, taskbar, and Start menu.

You can also customise the Windows 7 look by toggling the transparent glass effect on and
off and by setting the colour intensity. Windows 7 enables you to create your own colours,
each of which is a combination of three properties: hue (the colour), saturation (the purity of
the colour), and brightness (how much grey is mixed in with the colour).

.

ﬂ Open the Personalization window. e
) dlick Window Color.

‘ B b = BCEE

CPagE T i e e < R Do

The Window Color and
Appearance window appears.

Note: If you see the Window Color and
Appearance dialog box, instead, see the
next page.

@ Click the colour you want to use. ot

Windows 7 changes the colour of
the window border. T | i |
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@ If you do not want to see the glass
effect, click Enable transparency
(¥ changes to [[).

() dlickand drag the Color
intensity slider to set the colour
intensity.

iarag i rie s e g e e, are raha

"rrr -

e e

[ J
el
B —

Click Show color mixer (the
prompt changes to Hide color
mixer).

(6]
@ Click and drag the Hue,

@ - lonrergs | | Geei |

Saturation, and Brightness
sliders to set your custom colour.

Click Save changes.

Windows 7/ applies the new
colour scheme.

Use the Window Color and
Appearance Dialog Box

On systems with lower-end
graphics cards or little graphics
memory, you change the colour
scheme in this dialog.

Click the Item [=] and click the
object you want to customise.

Click [=] in each Color list and
select colours for the object.

Use the Font, Size, Color, Bold,
and [talics controls to format
any text.

Repeat Steps | to 3 to customise
other items.

Click OK.

© 6 0 06 06
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CUSTOMISE THE START MENU

7

.

You can personalise how the Start menu looks and operates to suit your style and the way
you work. For example, you can turn off the lists of recently used documents and programs
for privacy.

You can also control the items that appear on the right side of the menu. For example, you
can add and remove items, and you can change whether some items appear as links or
menus.

You can also customise the number of recent programs that appear on the Start menu and
the number of items that appear in jump lists.

(@ Right-click Start.
@ Click Properties.

e If you do not want Windows 7 to

6 If you do not want Windows 7 to

9 Click Customize.

The Taskbar and Start Menu
Properties dialog box appears
with the Start Menu tab displayed.

list your recently used programs,
click here (¥ changes to [[).

list your recently used documents,
click here ([ changes to [[). 0 1 e

[
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The Customize Start Menu dialog
box appears.

@ Use the Start menu items list
to control the icons that
appear on the Start menu.

Some items have several
option buttons that control
how they appear on the Start
menu; click the option you
want (© changes to @),

G Some items have check boxes
that determine whether the

item appears (1) or does not ) ] |
appear (1)) on the Start menu.

L8I

I e . e S e b | Comimmmen.
e P e e 30 e — —

Click E] to change the maximum

b o |k dem b |

number of your recent programs s
that can appear on the Start menu. :;

© ©O

Click E to change the maximum
number of the recent items that
can appear in jump lists.

Click OK to return to the Taskbar @_> ——T—=T——
and Start Menu Properties dialog
box.

© dickok.

Windows 7 puts your new Start
menu settings into effect.

Q You can add a program

v permanently to the Start
@ You can remove a program menu. Click Start and then
from the Start menu’s list of right-click the program. In the
most often used programs. shortcut menu, click Pin to
Click Start, right-click the Start Menu.The program’s
program and click Remove icon now appears in the top
from this list. part of the menu.
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CUSTOMISE THE TASKBAR

You can personalise how the taskbar operates and looks to make it more efficient and suited
to your working style.

For example, you can unlock the taskbar, which enables you to change its size. You can
temporarily hide the taskbar to give your programs more room on the desktop or change

the taskbar location. You can display smaller taskbar icons, which enables you to fit more

icons on the taskbar. You can also group taskbar buttons from the same application, which

gives you more room to display other taskbar icons. Finally, you can customise the

notification area icons.

\. J

ﬂ Right-click an empty section of the
taskbar.

@ Click Properties.

The Taskbar and Start Menu
Properties dialog box appears
with the Taskbar tab displayed.

@ Click Lock the taskbar
(¥ changes to [C) to unlock and
resize the taskbar.

@ Click Auto-hide the taskbar
(2 changes to ) to hide the

taskbar. i E!lé |
Note: To display the hidden taskbar, move ot et
the mouse ¥ to the bottom of the screen. 4 e e oy e
@ Click Use small icons = -

(] changes to [¥]) to fit more L= M=l o]

icons on the taskbar.

@ Click the Taskbar location on
screen [-] and then click the
location you prefer.

@ Click the Taskbar buttons []
and then click the grouping option
you prefer.
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Customise the Notification
Area

(D dlick Customize.

The Notification Area Icons
window appears.

@ For each notification area icon,
click [=] and then click the setting
you prefer.

@ If you choose to hide one or
more notification area icons, you
can click here to display the
hidden icons.

@ Click this link to turm the system
icons on or off.

@ Click OK to return to the taskbar
properties.

@ dickokK

J

g‘ You can group taskbar buttons
so that a single button shows
for a program that has multiple
windows open. To switch to one
of those windows, click the
taskbar button and then click
the window name.
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Q The notification area icon

options control whether the
icon appears in the notification
area and whether you see
messages from the icon’s
program. Choose Show icon
and notifications to see both
the icon and its messages;
choose Only show notifications
to hide the icon but still see the
messages; or choose Hide icons
and notifications to see neither
the icon nor the messages.
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MAINTAINING WINDOWS 7

To keep your system running smoothly, maintain top
performance, and reduce the risk of computer problems, you
need to perform some routine maintenance chores. This
chapter shows you the most important of those chores, with
an emphasis on maintaining your hard drive. For example,
you learn how to monitor your hard drive’s available space
and defragment your hard drive for better performance.

You also learn how to back up your files and how to restore
files from your backups.




CHECK HARD DRIVE FREE SPACE

You can check how much free space your hard drive has. This is important because if you
run out of room on your hard drive, you cannot install more programs or create more
documents.

Of particular concern is the hard drive on which Windows 7 is installed, usually drive C.

If this hard drive’s free space gets low — say, less than 20 percent of the total hard drive
space — Windows 7 runs slowly and may also experience problems, such as freezing.

\ J

(1) Click Start.
@ Click Computer.

Note: You can also check the free space on
CDs, DVDs, memory cards, or flash drives.
Before you continue, insert the disc, card,

or drive.

The Computer window appears.
() Click the View icon [1.
() Click Tiles.

Information about the drive

appears with the drive icon. i e ,i prp—
L mm a i (S 3
@ The amount of free space. 1 _—— s
\ i M
riEsyy e e g
The total amount of space. y oS R LR
1 e —
i iy Famasbinlin. i)
The bar gives you a visual v R ine
indication of how much disk space A
. . W g
is used on the drive: o
. . L L
G It is blue when a drive has A e b UG 8
sufficient disk space. k=

G [t turns red when a drive’s disk
space is low.

@ Click the Close button (E) to
close the Computer window.
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Increase Hard Drive Space

@ Delete Documents. If you have
documents — particularly images,
music, and videos — that you no
longer need, delete them.

@ Remove Programs. If you have
programs that you no longer use,
uninstall them (see “Uninstall a
Program” in Chapter 2).

©

Use the Disk Cleanup program to
delete files that Windows 7 no
longer uses. Click Start, All
Programs.

Click Accessories.
Click System Tools.
Click Disk Cleanup.

0000

If the Drive Selection dialog box
appears, click the Drives [-] and
then click the hard drive you want
to clean up.

Click OK.

o

The Disk Cleanup dialog box
appears.

@ This area displays the total
amount of drive space you can

free up.

This area displays the amount
of drive space the activated
options will free up.

@ Click the check box ([Z changes
to W) for each file type that you
want to delete.

() click oK.

.
7

iy e e el g

in bt o o e

| AT e g Pl

.I-I:': :ll e
@—»zl. e
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DEFRAGMENT YOUR HARD DRIVE
ON A SCHEDULE
-

You can make Windows 7/, and your programs, run faster, and your documents open more
quickly, by defragmenting your hard drive on a regular schedule.

Most files are stored on your computer in several pieces, and over time, those pieces often
get scattered around your hard drive, which means your hard drive becomes fragmented.
This slows down your computer because Windows 7 has to spend extra time locating and
opening each piece of a file. Defragmenting improves performance by bringing all those
pieces together, making finding and opening each file faster.

. .

(1) Click Start.
() Click All Programs.

Note: When you click All Programs, the
command name changes to Back.

@ Click Accessories.
() Click System Tools.
@ Click Disk Defragmenter.

The Disk Defragmenter window
appears.

(L) Click Configure schedule.

L g v s AT
2 il 1 30 I s Ay et
15 50 S s e
L T

e et
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The Disk Defragmenter: Modify
Schedule dialog box appears.

@ Click Run on a schedule
(recommended) ([ changes
to ™).

Click the Frequency and then
click the frequency with which
you want to defragment (Daily,
Weekly, or Monthly).

@ Click the Day and click either the
day of the week (for a Weekly
schedule) or the day of the month
(for a Monthly schedule).

Click the Time and then click the
time of day to run the defragment.

e

() dickoK.
@ The new schedule appears
here. e i
peme () CEm—
@ If you want to defragment your St
drives now, click Defragment = - e
disk. = e
@ Click Close. e
R s AL ey

If you use your computer every

day, you should defragment your
hard drive weekly. If you use Allow at least 15 minutes for
your computer only occasionally, the defragmentation and know

you should defragment your that it could take more than
hard drive monthly. an hour.
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BACK UP FILES

You can use the Windows Backup program to make backup copies of your important files. If
a system problem causes you to lose one or more files, you can restore them from the
backup.

~\

To set up Windows 7 for backups, you run through a short configuration procedure. Once
that is done, you do not have to worry about backups again because Windows 7 handles
everything for you automatically. In the Windows Backup program, you can back up to a
recordable CD or DVD drive, to another hard drive on your system, or to a network
location.

\ J

(1) Click Start.
() Click All Programs.

Note: When you click All Programs, the
command name changes to Back.

@ Click Maintenance.
@ Click Backup and Restore.

The Backup and Restore window
appears.

@ Click Set up backup.
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appears' Y ST O A e O Bl
@ Click the drive where you want to —— ==
By e laga e
store the backup. e —— P
@ For a network backup, click Save :t_"_ SR
on a network, click Browse, — —
click the network folder, and then PRI
click OK. - —
Click Next.
The What Do You Want to Back _@
Up? dialog box appears. '

8
H
£
g
L61

@ Click Let Windows choose
(recommended) (© changes

to @), Q e

@ If you want to specify what
to include in the backup, click

Let me choose (© changes
to @), instead, and then make D=
your selections in the next

dialog box.

(1) Click Next.

7
g A system image is an exact

copy of your entire system. If
your computer crashes and will
no longer start, you can use a

system image backup to restore g After you have configured your

the entire system. If you back initial backup, Windows Backup
up to another hard drive or a runs automatically once a
network drive, a system image week, although you can change
is automatically included in the that schedule if you prefer to
backup. back up more or less often.
continued ==
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BACK UP FILES (continueq

N\
By default, Windows Backup backs up the files in your Windows 7 libraries: Documents,
Music, Pictures, and Video, as well as your favourites, contacts, e-mails, downloads, saved
searches, and the contents of your desktop. Windows Backup also backs up the library files
for the other users on your computer.

y,

The Review Your Backup Settings _
dialog box appears.

e L]

. . eI M e

Click Save settings and run g

backup. i S —
[ T e PR B s man

If you are backing up to a CD or

DVD, Windows Backup asks you T EEET——
Bl o g g 0t £ ) P e B
to insert a blank disk. ——i
A, SR L |
@ Insert a blank disc in the drive. @—> =] s |
() cickok.
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Windows Backup asks if you are
sure you want to format the disc.

@ Click Format.

Windows Backup formats the disc
and resumes the backup.

If the medium you are backing up
to becomes full, the Label and
Insert a Blank Media dialog box
appears.

@ Remove the full medium, replace
it with a new one, and then
click OK.

Note: If your backup requires multiple
media, you should give each medium a label,
such as Backup 1, Backup 2, and so on.

When the backup is done, the
Windows Backup Has Completed
Successfully dialog box appears.

@ Click Close.

@ By default, Windows Backup
performs a weekly backup,

which is fine for most users.To
change the schedule, follow
Steps | to 4, click Change
settings, click Next, click Next,

and then click Change schedule.

u i i B O A PR I i
L] 4

..:.....—.» e | [

o Labedar insen o blank redia

TR
DL 10 F D ]

ey feary o e ey by
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RESTORE BACKED-UP FILES
-

You can restore a file from a backup if the file is lost because your Windows 7 system
crashed, or because the application you used to edit the file had some sort of problem and
wrecked the file. You might also need to recover a file if you accidentally overwrote the file
or if you deleted it and it was then removed from the Recycle Bin.

Even if you still have the file, you might want to recover an earlier version of it if you
improperly edited the file by deleting or changing important data.

. _J

(1) Click Start. . o
() dlick All Programs. oo B
() Click Maintenance. S

@ Click Backup and Restore. o Em—
The Backup and Restore window — .
appears. e casms %
@ Click Restore my files. s -

Backup for Files and Folders to
Restore dialog box appears.

@ If you backed up using a - .
removable medium such as a CD, mat i A il o o @—» [T
DVD, or memory card, insert the
medium that contains the
backups.

@ Click Browse for files.

@ If you want to restore an entire | [
folder, click Browse for
folders, instead.
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The Browse the Backup for Files

dialog box appears.
. & e A .. ?::aﬂ-l @

Open the folder that contains the pe—

file you want to restore. - P
6 Click the file you want to restore. __f=

..

Note: To restore multiple files from the same sy .
folder, press and hold and click each file. ke @-QZ_:-. e

(1) Click Add files.

© e e o selected oppeas T

in the list.

B N e el I g e R v s

m Repeat Steps 7 to 10 to select =y
other files to restore. @ |
() Click Next.

continued ==
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RESTORE BACKED-UP FILES (continueq)
-

You can restore all of the backed-up files, which is useful after a major system crash. If
you are having problems with or are missing just a few files, you can restore just those
backed-up files.

You can also restore the files in their original locations or in a different location. Using a
different location is useful if you want to preserve the existing version of a file. By restoring it
to a different location, you get to work with both versions.

J

The Where Do You Want fo i

Restore Your Files? dialog box
appears. o

g ey

VI O R S MO v

Click In the original location

(© changes to @).

If you prefer to restore the file
to another folder, click In the
following location (© changes

to @), instead, and then click B

Browse to choose the location.

@ Click Restore.

If you do not have the correct

i Toak feakilcs o4 W v ol vl T
i

backup media inserted, Windows ee—

Backup prompts you to insert the "

correct disc or drive. D T
SNt | | e T

@ Insert the requested media.
() dlick OK.
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©

If a file with the same name exists
in the original location, you see
the Copy File dialog box.

If you want Windows Backup to
handle all conflicts the same way,
click Do this for all conflicts
(I changes to [¥]).

Click Copy and Replace.

@ If you want to keep the original,
click Don’t copy, instead.

If you want to see both files,
click Copy, but keep both
files, instead.

The Your Files Have Been
Restored dialog box appears.

Click Finish.

Restore from an Older Backup

0
(2
(3

(2
(5

Follow Steps | to 5 to display the
Browse or Search Your Backup
for Files and Folders to Restore
dialog box.

Click Choose a different date.

In the Restore Files dialog box,
click the Show backups from
[-] and then click the timeframe
that includes the backup you want
to work with.

Click the backup.
Click OK.

Tt b sk 8 T iy il IS T i il lpcatica.
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INDEX

A

Action Center (security), [70—171

active options, 20

Address Bar, 73, 74, 126, 128

addresses, 124, 127, 128—129, 146, 148149

administrator accounts, 108, 109, 117, 143, 168

album art, 73, 76

all files, 93, 96, 97

all-in-one printers, 62, 63

anti-phishing features, 169

applications. See also specific applications
restoring, 200
searching, 104

artist names, 75

attachments, e-mail, 150—151, 154, 158—159

audio files, 74, 76, 81

authentication, e-mail, 145

autocomplete, Web addresses, 129

automatic photoprocessing, 66—67

automatic reopening of programs/documents, |3

B

background, desktop, 180, 181
backing up, 17, 67,96, 196—199
Bing search engine, 137

bit rate (sound), 81

blind carbon copies (Bcc), 146, 149
bold fonts, 48, 49

borders, customisation, |84
brightness, colour, 66—67, 184, 185
browsers. See Internet Explorer
burning files to CDs/DVDs, 8485, 98-99
buttons on toolbars, 19

C

Calendar, 160—165

cameras, 58, 6263, 64

carbon copies (Cc), 146, 149, 156
case matching, 51

categories, Help and Support, 10, ||
CDs
CD drives, 78
copying to/from, 80-81, 84-85, 98-99, 198—199
installing from, 16
pausing, 78
playing, 78-79
repeating, 79
restoring from, 200-20
resuming, 78
space checks, 192
characters, password, 5
clicking and dragging
colour properties, 185
mice, 8, 9
playlists, 83
Preview pane, 95
to Recycle Bin, 102
scheduling, 163
text, 45, 47
Volume slider, 77
windows, 26, 27, 95
clipboard, 96
colour
coding, |64
customisation, 184—185
fonts, 49
personalization, 180
photo paper choices, 69
photoprocessing adjustments, 66—67
.com, 128
combo boxes, 23
commands, 19, 20, 21
composers, 75, 79
computers
backups, 196—199
locking, 174—175
memory, 40, 42
naming, |13



performance. See performance

restarting, |13
restoring, 200-203
sharing, 108
shutting down, 13
turning on, 4

Web servers, 124
Windows 7 transfers to/from, 12

configuration
of backups, 196—199
e-mail, 144—145

of file view, 94

with first-time use, 4
confirming genuine copies, |2
contacts, 104, 147-149
contrast, photoprocessing changes, 66—67
Control Panel, 17, 34, 108
copies

digital, 6263

number of, 22, 55

quality (sound), 81

system image backups, 197
copying

CDs/DVDs, 80-81, 84-85, 98-99, 198201

files/folders, 6, 96

text, 46

tracks, 80
corrupt files, 17
crashing computers, 100, 102, 196-203
Create a Homegroup Wizard, |19
creating

administrator accounts, 108

documents, 39

e-mail, 38

events, 163

files, 101

pictures, 6

playlists, 82—83

user accounts, 109
cropping photos, 66—67
Current Date, 16
current link, 126
cursors, 22

customisation
about, 179
CDs, 84
colour scheme, 184—185
desktop, 181
navigation pane, 83
Personalization window, 180
photos, 67
playlists, 82—83
screen saver, 182—183
security, 175
Start menu, 186—187
taskbar, 188—189

D

data backup, |7
Date Navigator, 161, 162

dates, 7, 161, 162
defaults
backups, 198

calendars, 164

configuration, 4

Documents folder, 40, 42

e-mail checks, frequency of, 154

home pages, |34

Internet Explorer as, 126

signatures, 153
defragmenting hard drives, 194—195
deleting

documents, 193

e-mail, 17

favourites, 117, 137

files, 102

reversing, 103

text, 44

tracks, 81

user accounts, | 16—117
deselecting files, 93
desktop

about, 7

appearance, 5

background, 180, 181

configuration, 4



desktop (continued)

dividing, 27

usability, 24
destinations, 32, 33
details, viewing options, 94
Details pane, 59, 73, 74, 82-83, 99
dialog boxes, 22-23
digital cameras. See cameras
dimensions

files, 59

photos, 67
disconnecting from wireless networks, 121
Disk Cleanup program, 193
disk space, freeing up, 34, | 16
displaying

dates, 162

favourites, 137

font options, 48

system menu, 25, 27

toolbars, 2|

user accounts, 108

Web pages, 129
documents

about, 37

creating, 39

editing text, 44—47, 52-53, 193

fonts, 4849

icons for, 7

opening, |3, 4243

printing, 54-55

saving, 404 |

scanning, 62—63

searching, 50-51, 104

types of, 38, 39
Documents folder, as default, 40, 42
Documents library, 43, 91
dots as password characters, 5
dots per inch (dpi), 69
Double-click Speed group, 9
double-clicking mice, 8
downloading, status of, 127
Downloads folder, 16
dpi (dots per inch), 69

drawings, 38

drop-down list boxes, 23

DVDs
backing up to, 198—199
burning files to, 98-99
DVD drives, 78
installing from, 16
playing, 86-87
restoring from, 200-20
space checks, 192

E
editing
documents, 44—47, 52-53, 193
e-mail, 156, 157
file names, 159
pictures, 6

restoration after, 200
ejecting discs, 99
e-mail. See also Windows Live Mail program
about, 38
accounts, 145
addresses, structure of, 146
attachments, 150—151, 154, 158—-159
checks, frequency of, 154, 155
deleting, |17
forwarding, 157
graphics in, 6
reading, 155
receiving, |54
replying to, 156
searching, 104
sending/receiving, 6, 146
signatures, 152—153
spam, 169, 176-177
entering values, 22
erasing
discs, 99
unsaved changes, 40
European Union, Intemet Explorer in, 125
Event List, 161
events, creating, 163
executing commands, 2|
exiting Windows 7, |3



F
fast-forwarding DVDs, 87
favourites, 136137
files
about, 89
copying, 96, 98-99, 196—199
corrupt, 17
creating, 101
damaging, |3
deleting, 102
dimensions of, 59
finding, 16
identifying, 63, 65
moving, 97
naming, 41
previewing, 95
renaming, |00
restoring, 103, 200-203
searching, 104—105
selecting, 92-93
size of, 59, 60-61, 63, 99
types of, 59, 75
viewing, 90-91, 94
Find feature, 50-51
firewalls, 168, 170
flash drives, space checks, 192
folders
adding, 91
copying, 96
moving to/from, 97
searching from, 104—105
storage in, 90-91
viewing options, 94
fonts, 38, 48-49, 185
forgetting passwords, 5
formatting
CDs/DVDs, 199
discs, 98
documents, 38
fonts, 38, 185
forwarding e-mail, 157
freeing up disk space, 34, 192—-193
freezing, 192

G

getting work done, 6

glossy paper, 69

graphics. See specific types of graphics
graphics cards, 185

grouping, 75, 188, 189

groups of files, 93, 96, 97

Guest account, 108

H

hard drives, 40, 42, 90, 192—193, 194—195
Help and Support, 10-11
Hiding, 21, 149, 188, 189
hints, password, |1 |

history list (Web sites), 128
home pages, 134135
homegroups, | 18—119
http://, 128

hue (colour), 184, 185
hyperlinks, 87, 124, 126, 127

L0T

|
icons
Action Center, |71
desktop, 7
files, 100, 101
in folders, 94

Network, 120, 121
in notification area, 7, 189
Preview pane, 95
printers, 55
for programs, 19
for Recycle Bin, 102
on Start menu, 187
System Menu, 19
for user names, 4
idle time, screen savers, 183
images
about, 57
for desktop background, 181
importing, 58, 63, 64—65
printing, 68—69
repairing, 66—-67



images (continued)
scanning, 62—63
viewing, 5861
importing images, 58, 63, 64—65
Inbox, e-malil, 154
incoming mail servers, 154
insertion points, 22
installation, programs, 16—17
Intemet, 6, 12, 120
Internet Explorer
about, 124, 125
address shortcuts, 128
with Bing search engine, |37
favourites, 104, 117, 136—137
Find feature, 50
navigating with, 126
starting, 125
surfing with, 6
Internet service providers (ISPs), 144, 151, 154
invisible characters, 5
italic fonts, 48, 49

J
jump lists, 32-33, 42, 186
junk e-mail, 169, 176-177

K

keyboard, 19. See also shortcuts

L

layout, page, 69
left-handed mouse use, 9
libraries
documents, 43
Pictures library, 58-59, 63, 65, 68—69
Windows Media Player, 73, 74-76, 78, 80
lines, selecting, 45
links, 87, 124, 126, 127
list box items, 23
loading
tabs for, 131, 134
Web pages, 124, 126, 127, 129
without home pages, |35

locking computers, 174—175
locking the taskbar, 188
logging in, 4-5, 7, 144

M
magnifying glass, 60
mail servers, 144, 154
maintenance, 191-203
matching in text searches, 51
maximizing windows, 19, 24
media. See specific media
Media Player. See Windows Media Player
memory, 40, 58, 185, 192
menu bars, 19, 20. See also specific menu bars;
specific menus
metadata grouping, 75
mice, 7-9, 29, 126, 127
Microsoft. See specific Microsoft products
minimizing windows, 19, 24
movies, 86
multitasking, 29
music. See also Windows Media Player
playing, 6
songs, 73, 75,79, 83
storage, 91
My Documents, 9|

naming

calendars, 165

computers, |13

conventions, 100, |13

files, 41, 100

user accounts, | 12—113
navigating. See also surfing

Calendar, 161, 162

ease of, |16

with Internet Explorer, 126

playlists, 86

tabs for, 131

Web sites, 132—133

Windows Media Player, 73, 74
navigation pane, Windows Media Player, 73



Network icon, 120, 121
network sharing, | 18—119
Notepad, 38, 41, 50, 52
notification area, 7, 189

o
older backups, 203
opening
attachments, 158
destinations, 32
documents, |3, 42-43
images, 58
Personalization window, 180
Pictures library, 58
programs, |3
Web pages, |30
Windows Media Player, 72
operating system, Windows 7 as, 6
organization. See libraries
overlapping windows, 26, 27
overwriting files, unintentional, 200

P

Paint program, 38, 63
paper, 7, 69
paragraphs, selecting, 45
Parental Controls, 168
passwords
administrator accounts, 143
characters, hiding, 121
e-mail, 144
for homegroups, 118, 119
logging in, 4-5
with screen savers, |83
security keys, 120—121
strength of, 172, 173
with user accounts, 109, I'll, 168, 172—173
pasting from clipboard, 96
pausing CDs/DVDs, 78, 87
performance
about, |3
crashing/erratic behaviour, 100, 102
defragmenting, 194

hard drive space, 192

viruses, 158, 159, 168, 170
permission, 108
phishing, 169
photoprocessing, 66—67
photos, 62-63, 65, 69
Picture folder's view, 61
pictures

about, 6

changing, | 14115

photos, 62-63, 65, 69
Pictures library

for desktop background, 181

images from, 58

printing from, 68—69

storage in, 63, 65, 91
pinning destinations, 33
piracy, Microsoft policies for, 12
play count, 75
playback, 73, 76-79, 86-87
playing

audio files, 76

CDs, 78-79

DVDs, 86-87

video files, 76
playlists, 82—83
Post Office Protocol (POP), 144
powering off computers, |3
Preview pane, 59, 95
Previewing, 58-59, 69, 95, 182
printers, 7, 55, 62, 63, 69
printing, 6, 22, 54-55, 68—69
product key, |6
profiles, user accounts, 108
programs

about, |5

dialog boxes, 22-23

Help and Support, ||

icons for, 7

installation, 16, 17, 101

jumplists, 32-33

opening, 13

pull-down menus, 20

removing, 193




programs (continued)

scrollbars, 28-29

on Start menu, 187

starting, 18

switching between, 30-31

in taskbar, 7

toolbars, 2|

uninstalling, 34-35

windows in, 19, 24-27
progress, showing, 98
prompting for passwords, 4
properties

accessing, 12

colour, 184, 185

e-mail, 145
proportion (photos), 67
protection. See also specific protection

junk e-mail, 176-177

viruses, 168, 170
Public Documents, 9|
pull-down menus, 19, 20

Q

Quick Tabs button, 131

random ordering, music, 79
ratings, media, 75
reading e-mail, 155
rearranging songs, 85
receiving e-mail, 6, 154
recently used items
documents, 42, 186
programs, 32, 186
recently visited Web sites, 128
recovering
files, 102, 103
passwords, 5, | 19
recurring events, 160, 163
Recycle Bin, 102, 103
red eye, removing, 67
redirecting links, 127
Refresh, 129
reloading Web pages, 129

removable media, 91
removing

destinations, 33
programs, 193
tracks, 81

user accounts, 108

renaming files, 100
repairing

images, 66—67
program installations, |7

repeating CDs, 79
replacing text, 52-53
replying to e-mail, 156
Reply/Reply All, 156
resolution

print quality, 69
of scanned images, 63

restarting computers, |3, 40
restoring

files, 103, 200-203
volume, 77
windows, 25

resuming CDs, 78
returning

to previous screens, | |
to Web pages, 132

reusing discs, 99

rewinding DVDs, 87

Rich Text Format documents, 38
right-clicking mice, 9

ripping (copying), 8081

root menus, 86, 87

rotating images, 66—67

Run file, 16

S

saturation

colour, 184, 185
photoprocessing adjustments, 66—67

Save As dialog box, 40, 41, 105
saving

attachments, 159
documents, 40—4 |
searches, 105



scanners, 58, 63

scanning images, 62—63

scheduling. See also Calendar
backups, 197, 199
defragmentation, 194—195

screen elements, 7

screen saver, 180, 182—183

scrollbars, 28-29

Search box, 104

search engines, 137—138

searching
documents, 50-51
files, 104—105

Web sites, 138—139
Windows Media Player, 74
security
about, 167
Action Center, |70-171
characters, hiding, 121
computers, 174—175
elements, 168—169
junk e-mail, 169, 176-177
passwords, 172—173
with screen savers, 183
with user accounts, 109
viruses, 158, 159, 168, 170
when logging in, 4, 5
with wireless networks, 120—121
sending e-malil, 6, 38, 146, 156, 157
Sent Items folder, 146, 156, 157
serial numbers, |6
settings, security, |71

SETUP.EXE, 16
shortcuts
keyboard

calendars, 160, 164
contacts, 147
copying, 46

cutting, 47

for dialog boxes, 23
favourites, 136
finding, 50

fonts, 49

music, 79
opening documents/Web pages, 42, 130
pasting, 46, 47
printing, 54
programs, switching between, 31
replacing, 52
security all, 93
selecting, 45
system menu, displaying, 25, 27
tabs, cycling through, |31
undoing mistakes, 44
windows, closing, 27
with mice, 45
Personalization window, 80
Web site addresses, 28
showing movies/videos, 86
shuffling songs, 79, 85
shutting down, 13, 19, 40
signatures, e-mail, 152—153
single files, 92, 96, 97
single user configuration, 4

size
of files, 59, 99
ISP limitations, 151
paper options, 69
sizing
fonts, 48, 49
icons, 188
images, 67/
taskbars, 188
windows, 26, 95
skipping tracks, 78
slide shows, 60
songs, 73, 75,79, 83
sound adjustments, 73
spam, 169, 176—177
spin buttons, 22
spyware, 168, 170
Start Button, 7
Start menu
about, 10
in computer shutdown, |3
customisation, 186—187



Start menu (continued)
pictures on, | 14
in program startup, |8
Properties, accessing from, |2
searching from, 104
with user accounts, |11
Windows Media Player from, 72
starting
Internet Explorer, 125
programs, |8
Windows 7, 4-5, 7
status bar, Web pages, 126, 127
Stop button, 78
stopping DVDs, 87
storage
on hard drives, 40, 42, 90
in Pictures library, 58, 63
in Windows 7, 91
subcategories, Help and Support, ||
subfolders, 90-91
submenus, 20
surfing
about, 123
home pages, 134—135
with Intermet Explorer, 6, 125, 126
links for, 127
Web pages, 128-133, 136139
World Wide Web, 124
swapping file selections, 93
switching
to Calendar, 160
between folders, 97
between programs, 303
between user accounts, | 10— 1|
system files, pitfalls, 100, 102
system image backup, 197
system menu, 19, 25, 27

T

tabs
for home pages, 135
for Web pages, 130—131
Windows Media Player, 73

taskbar
Action Centerin, 171
customisation, 188—189
Internet Explorerin, 125
programs, 7, 18, 30
Windows Media Player in, 72
tasks, 6, 33
text
copying, 46
in documents, 38
moving, 47
replacing, 52-53
scrolling, 28
selecting, 45
text boxes, 22
themes, changing, 180
thumbnail views, 31, 61, 95, 131, 182
time, viewing, 7
time intervals, e-mail checks, 154, 155
tint, photoprocessing adjustments, 66—67
title bar, 19, 41
titles, 73,79, 98, 126
toggle features, 20, 21
toolbars, 19, 21,73
tracks, adding/skipping, 78, 80
transparency, colour, |84—185
typeface, 48, 49
typing, 5, 22

U
underlined fonts, 49
Undo button, 44
Uniform Resource Locator (URL), 124
uninstalling programs, 17, 3435
unlocking, 175, 188
unpinning destinations, 33
unsaved changes, losing, 13
Unsecured icon, 121
updates, 7, 170
URL (Uniform Resource Locator), 124
User Account Control, 108, 143, 168, 170
user accounts

about, 107

creating, 109



deleting, 116117

displaying, 108

logging in, 4

name changes, | 12—113

pictures, | 14-115

security, 168

switching between, [ 10—111
user names, 4, 144

\'/

values, entering, 22

version restoration, 200
video files, 73, 74, 76, 86, 91
viruses, 158, 159, 168, 170
volume adjustments, 77, 86

w
Web pages
about, 124
addresses for, 124, 127, 128-129
favourites, 136—137
navigating, 132—133
tabs for, 130—131
titles, 126, 127
Web servers, |24
Web sites
about, 124
addresses for, 124, 128—129
home pages, |34—135
recently visited sites, 128
searching, 138—139
tabs for, [30—13|
Welcome screen, 4, 110, 113, 116
wheel (mice), 28
windows, 19, 24-27, 30, 104—105
Windows 7. See specific topics
Windows Backup program, 196199
Windows Defender, 168, 170

Windows Explorer, 16, 94, 95
Windows Fax and Scan, 63
Windows Firewall, 168, 170
Windows Live Contacts, 147, 148—149
Windows Live Essentials Web site, 142
Windows Live Mail program. See also e-mail

about, 6, 38, 141

Calendar, 160—165

contacts, 147, 148—149

e-mail, 144—147, 150159

Find feature, 50

installation, 142—143
Windows Live Movie Maker, 142
Windows Live Photo Gallery, 60, 61, 63, 6667, 142
Windows Media Player

about, 71

audio files, 76

CDs, 78-79, 80-81, 84-85

closing, 72

DVDs, 86-87

elements of, 73

library, 74-75, 77, 78, 80

opening, 72

playlists, 82—83

video files, 76

volume adjustments, 77
Windows Photo Viewer, 60
wireless networks, 120—121
word processing documents, 38
WordPad

about, 6

documents, 38, 39, 41

Find feature, 50

font options, 48

Replace feature, 52
words, selecting, 45
World Wide Web, 6, 124. See also Web pages;

Web sites
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