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Introducing Windows 7

Windows 7 is the computer operating system we've all been waiting for!

This latest version of the Windows operating system provides a deceptively simple
computing experience; deceptive because on a Windows 7 computer, you can perform
more—and more advanced—computing operations than ever before.

One of the first things you might notice about Windows 7 is the elegant look of the user
interface. If you're accustomed to working with Windows Vista, you'll find a refined and
enhanced interface with only a few new navigational features to learn. If you have been
using an earlier version of Windows, you'll find there have been significant changes,
and will quickly appreciate the high-quality visual effects of the Windows 7 interface.
Windows 7 includes several new features that utilize the Aero functionality introduced
with Windows Vista. Features such as animations, translucent glass window frames,
Windows Flip, Windows Flip 3D, Aero Peek, and Aero Shake provide an amazing
desktop computing experience.

Beneath the attractive and efficient interface lies a powerful yet unobtrusive operating
system. Windows 7 operates very efficiently, so your computing experience is faster than
ever before—you'll particularly notice this if you upgrade your computer from Windows
Vista. Security features that were introduced with Windows Vista have been refined to
maximize usability and minimize interruptions.

A new view of the file storage structure, called a library, gives you access to multiple
storage locations from one window. Locating files, programs, and utilities has never been
easier, and various tools and gadgets make it simple to do the things you want and need
to do with your computer. Certain programs that were formerly installed with Windows,
such as the e-mail management program known, in its various versions, as Windows Live
Mail, Windows Mail, or Outlook Express, have been removed from the operating system
to concentrate Windows 7 resources on managing your computer. These programs are now
available to all Windows users as part of the Windows Live family of programs.

You might have purchased a new computer with Windows 7 pre-installed or you might
have already upgraded your existing computer from another operating system to
Windows 7. If Windows 7 is already running on your computer, you can skip most of the
information in this section. For readers who are still in the planning stages, this section
provides information about the editions of Windows 7 that are available and the process
of installing Windows 7 on a computer that is running Windows Vista, Windows XP, or
another operating system.
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Windows 7 Editions

Windows 7 is available in six editions, although not all editions are available to all people.
Three editions are commercially available for installation on a desktop or notebook
computer. These standard consumer editions of Windows 7 are as follows:

® Windows 7 Home Premium This edition is designed for the average home
computer user. It contains an impressive set of features, including the following:

O The stunning Aero user interface, which provides an enhanced visual
experience with features such as transparent window frames, extended
color schemes, live preview thumbnails, and artistic desktop decoration
Tip Aero-driven features function only on computers that meet minimum
hardware specifications. See “Minimum System Requirements” later in this section.

O New Aero-driven window-management techniques such as Aero Peek, which
turns open windows temporarily invisible so you can see the computer desk-
top, Aero Shake, which minimizes windows you're not working with so you
can concentrate on a specific task, and Snap, which quickly sizes windows to
fit specific areas of the desktop

O New navigation features, including libraries and jump lists

O Support for simplified home networking with homegroups, and for the
secure sharing of files, printers, and media among multiple computers

O Windows Search technology, with which you can quickly locate files,
programs, and messages on your computer

O Desktop gadgets and familiar applications such as the Calculator, Paint,
WordPad, Windows Fax And Scan, and Windows Media Player 12

O Windows Media Center, with which you can watch television programs
(if your system includes a TV tuner) and DVD movies, display and manage
pictures, and listen to music from multiple sources

O Security features, including User Account Control (UAC), Action Center,
Windows Update, Windows Defender, Windows Firewall, and Parental
Controls

O Backup for system images and files, and the Previous Versions and System
Repair Disc features

O Support for 32-bit and 64-bit hardware

Tip With Windows 7, the Home Basic Edition is not the most basic commercially
available edition. As confusing as it might sound, the most basic edition of Windows 7
that you can purchase for installation on a desktop computer is Home Premium.
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® Windows 7 Professional This edition is designed for the average business user. It
includes all the features of Windows 7 Home Premium plus support for network
domains, automatic backups to network locations, and Remote Desktop. It also
includes Windows XP Mode, which you can use to run older programs in a
virtual Windows XP session on your Windows 7 computer (if your hardware
supports virtualization).

® Windows 7 Ultimate This edition is designed for the user who wants to have
all the capabilities of Windows 7 available outside of an enterprise installation.
It includes all the features of Windows 7 Professional, plus Windows BitLocker
Drive Encryption, BitLocker To Go drive, and support for 35 languages.

Three editions of Windows 7 are available only for specific devices or markets. These
limited-distribution editions are as follows:

® Windows 7 Starter Designed specifically for small portable computers, such
as netbooks and mini notebooks. This edition includes all the core Windows 7
features but, by eliminating some of the flashy Aero interface features, it requires
less memory.

® Windows 7 Enterprise Available only to Microsoft Volume Licensing customers.
This edition includes every Windows 7 feature, as well as support for the Microsoft
Desktop Optimization Pack (a tool used for central management of computers in
very large organizations).

® Windows 7 Home Basic Available only in “emerging markets” such as Mexico,
India, and the People’s Republic of China, and not in countries defined by the
World Bank as having high-income economies, such as Canada, Denmark, Sweden,
the United Kingdom, and the United States. This edition includes most of the core
Windows 7 features, including a subset of the Aero interface features.

See Also For information about World Bank, country classifications, and the countries
currently assigned to each classification, visit www.worldbank.org/.

The exercises in this book cover the features of Windows 7 that you are most likely to use
at home and at work. Graphics depict the Windows 7 Ultimate user interface.

Tip If you want to upgrade to a different edition of Windows 7, the Windows Anytime
Upgrade feature makes this an easy process. To learn about the available upgrade options,
click the Start button, type upgrade in the Start menu Search box, and then in the Programs
section of the search results list, click Windows Anytime Upgrade.



XVi Introducing Windows 7

Minimum System Requirements

To install Windows 7 and work your way through the exercises in this book, your computer
must meet certain specifications.

Windows 7

To run Windows 7, including the Aero desktop experience features, your computer needs
to meet the following minimum requirements:

® 1 gigahertz (GHz) or faster 32-bit (x86) or 64-bit (x64) processor

® 1 gigabyte (GB) of system memory (RAM) for 32-bit systems; 2 GB for 64-bit systems

® 16 GB of available hard disk drive space for 32-bit systems; 20 GB for 64-bit systems

® Support for DirectX 9 graphics with Windows Display Driver Model (WDDM) 1.0 or
higher driver and 128 megabytes (MB) memory (to enable the Aero theme)

® |Internal or external DVD drive

® Monitor with minimum 1024 x 768 screen resolution

® Keyboard and mouse or compatible pointing device

® Internet connection for product activation, accessing online Help topics, and any

other Internet-dependent processes

Some features of Windows 7 work only if you have the hardware or network connections
to support them. For descriptions of the system requirements for specific features of
Windows 7, visit windows.microsoft.com/en-us/windows7/products/system-requirements/.

Step-by-Step Exercises

In addition to the hardware and Internet connection required to run Windows 7, you will
need the following to successfully complete the exercises in this book:

® Any version of the Windows 7 operating system
® Access to the following peripheral devices:

O Printer

O Speakers

O Microphone

O External storage device

® At least 21 MB of available hard disk space for the practice files
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If your existing computer runs Windows Vista, it should be able to run Windows 7, and
you'll probably notice a significant increase in computing speed. If your existing computer
runs Windows XP, it might be able to run Windows 7, but likely won't support Aero.

If you have questions or concerns about whether your existing computer will support
Windows 7, you can install the Windows 7 Upgrade Advisor from

www.microsoft.com/windows/windows-7/get/upgrade-advisor.aspx

The Upgrade Advisor generates a list of any known compatibility issues between
Windows 7 and your computer, including the peripheral devices connected to it.

Identifying Genuine Windows Software

Counterfeit software floppy disks, CDs, DVDs, and packaging might look the same
as or similar to the authentic software. A genuine retail copy of a Microsoft soft-
ware product (one not acquired with the purchase of a computer or through the
Microsoft Volume Licensing program) is distributed on an edge-to-edge hologram
disc featuring a holographic image printed directly on the disc rather than on a
sticker. Each product has a Certificate of Authenticity sticker on the top of the retail
package and an orange product key label on the installation disc case. The front of
the disc features

® A copper hologram with a clean, wavy outer edge and/or a feathered edge
that transitions smoothly to a silver color at the outer edge of the disc.

® A high-resolution, three-dimensional hologram of the Windows logo, in
which the flag appears to wave when you tilt the disc.

® A security patch located at the bottom of the disc, in which the word
Microsoft changes to the word GENUINE when you tilt the disc.

The back of the disc features a detailed hologram on the inner mirror band,
containing the words Microsoft and GENUINE.

See Also You can see samples of counterfeited software from around the world at
www.microsoft.com/howtotell/. To verify whether your copy of Windows 7 is genuine,
run the Windows Genuine Advantage validation tool available from that site.

Pirated software is often distributed preloaded on the hard drive of a used computer,
as part of a software bundle; through street vendors; or through auction Web sites,
spam e-mail messages, and downloads from Web sites other than those located
within the microsoft.com domain. The easiest way to avoid counterfeit software is
to purchase it from a reputable reseller, or directly from the Microsoft Store, which
you can visit at store.microsoft.com.
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Installing Windows 7

You can convert a computer to the Windows 7 operating system by using either of the
following methods:

® Upgrade an existing computer that runs Windows Vista to Windows 7. Upgrading
retains your installed programs and stored files.

® Perform a clean installation of Windows 7 on a computer that runs Windows Vista,
Windows XP, or another operating system. A clean installation removes all installed
programs, files, and settings.

Performing a Clean Installation of Windows 7

The simplest way to convert an existing computer system to Windows 7 is to perform a
clean installation. This process takes about 30 minutes and requires very little interaction.
It does, however, remove all programs and files from your computer, and it configures all
your settings to the Windows 7 defaults.

If your existing computer runs Windows XP or anything other than Windows Vista, the
only way to “upgrade” the computer to Windows 7 is by performing a clean installation.

Before you start the installation process, you can take the following steps to move
programs, files, and settings from your existing operating system to Windows 7.

1. Create a list of the programs that are installed on your computer and decide
which programs you'll need on your Windows 7 computer. Ensure that you have
the installation discs or installation points and product keys for the necessary
programs.

Tip If you use Adobe programs or other programs that limit the number of times you
can use a product key, deactivate the program installation to make that instance of the
product key available for your Windows 7 computer.

2. Use Windows Easy Transfer to create a transfer file containing your existing files
and settings:

3. After ensuring that you will have access to the programs, files, and settings you
will need to have available on your Windows 7 computer, insert the Windows 7
installation disc into your computer’s DVD drive and follow the onscreen directions.
Select the Custom installation option to perform a clean installation of Windows 7.

4. Install the necessary programs, and then use Windows Easy Transfer to transfer the
saved files and settings to the Windows 7 computer.
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Using Windows Easy Transfer

You can use Windows Easy Transfer to transfer files and settings to a different
computer or to a new operating system installation on the same computer. You
can transfer the following types of files and settings from a computer running
Windows XP, Windows Vista, or Windows 7 to a computer running Windows 7:

® Folders and files

® E-mail settings, contacts, and messages

® Program settings

® User accounts and settings

® Internet settings and favorites
You can transfer files, but not settings, from a computer running Windows 2000 to

a computer running Windows 7.

You can transfer information directly from one computer to another by using an
Easy Transfer Cable (a USB cable that connects the two computers). You can create
a portable transfer file on a DVD, CD, external hard drive, or USB flash drive; or
you can save the file to another computer on your network.

Tip While transferring settings to or from a computer, you can't use the computer for
other purposes. Because the transfer can take several hours, you can’t start the process
from a portable computer that is running on battery power; you must first plug it in.

To begin the transfer process:

1. Log on to your computer as an administrator.

2. On the Start menu, click All Programs, click Accessories, click System Tools,
and then click Windows Easy Transfer.

3. Follow the instructions in the Windows Easy Transfer wizard to specify the
transfer media or method, the information you want to transfer, and the
password for recovering that information.

4. If you're transferring files and settings via removable media, start Windows

Easy Transfer on the second computer, and click Continue Transfer In Progress.

5. Provide the information requested by the wizard. When prompted to do so,
insert the transfer disc into the second computer, select the destination drive,
enter the password, and then click Next.

The files and settings transfer to the new computer.

Xix
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Upgrading to Windows 7

Upgrading is the process of replacing your computer’s operating system with a newer
version without disturbing the programs installed on your computer, your personal
preferences and settings, or existing information such as documents, spreadsheets,
and data files. You can upgrade to Windows 7 only from Windows Vista.

Although upgrading to Windows 7 should not affect your personal files and settings, it is
always a good policy to back up important files before upgrading. The time and effort it
takes to back up files and settings will likely be far less than the time and effort required
to re-create the same information.

See Also For information about backing up files and settings on a computer running an
earlier version of Windows, consult Windows Vista Step by Step, by Joan Preppernau and
Joyce Cox (Microsoft Press, 2007) or Microsoft Windows XP Step by Step, by Online Training
Solutions, Inc. (Microsoft Press, 2005).

To begin the upgrade process, insert the Windows 7 installation disc into the computer’s
DVD drive, follow the onscreen directions ,and select the Upgrade installation option.

Tip To ensure that you're getting the latest Windows 7 files, select the option to stay online
during the installation.

See Also After you upgrade the operating system, follow the process we describe in
“"Updating Windows System Files” in Chapter 1, “Explore Windows 7" to ensure that you
have any Windows 7 drivers that are available for your computer and peripheral hardware.

Activating Windows

When you upgrade your computer’s operating system to Windows 7, or the first time
you start a new computer, you are prompted to activate your copy of Windows.

Each copy of Windows 7 must be activated within 30 days of the first use. After that
grace period expires, you will not be able to use all the functions of Windows. You can
activate Windows over the Internet or by telephone. Until you activate it, Windows will
periodically prompt you to do so. You don't have to give any personal information
about yourself or your computer during the activation process.

Tip If you are asked to register after activating a product, the information you provide might
be used to send you marketing materials. Registration is optional; activation is not.

The goal of Windows Product Activation is to reduce a form of software piracy known as
casual copying or softlifting, which is the sharing of software in a way that infringes on
the software’s license terms.
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You can locate your Windows activation status at the bottom of the System window of
Control Panel.

@

View basic information about your computer

Windows edition

Windows 7 Ultimate
Copyright © 2009 Microsoft Corporation. All rights reserved.

System
Rating: mwmdows Experience Index
Processon AMD Athlon(tm) 64 Processor 3400+ 2.39 GHz
Installed memory (RAM): 100 GE (895 MB usable)
Systemn type: 32-bit Operating System
Pen and Touch: No Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings
Computer name: Work-PC I@"Char‘@m settings
Full computer name: Work-PC
Computer description:

Workgroup: WORKGROUP

Windows activation
Windows is activated
ProductID: 00428-321-7001042-70567  Change product key

Learn more enline...

The System window provides current information about your computer system, including its
activation status.

If your copy of Windows has been activated, Windows is activated appears in the Windows
Activation area at the bottom of the window. Otherwise, the time remaining in the grace
period appears, with a link to complete the activation process.
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The Perils of Piracy

Windows Product Activation is a security measure instituted by Microsoft to
help prevent the use of unlicensed copies of Windows. Software piracy—the
illegal reproduction and distribution of software applications—is a multibillion
dollar industry. The Sixth Annual BSA and IDC Global Software Piracy Study,
commissioned in 2008 by the Business Software Alliance (www.bsa.org) concluded
that the worldwide software piracy rate had risen to 41 percent, representing over
$50 billion in lost revenue.

The counterfeit software manufacturing industry stifles the potential growth of the
high-tech industry and contributes to loss of tax revenue. Software piracy is also
harmful to its users, for these reasons:

® Unlicensed software is not eligible for technical support or product upgrades.
When you attempt to install a product update or service pack from the
Microsoft Web site, your system or software is tested to verify whether it’s
licensed.

® Abuse of software licenses can result in financial penalties and legal costs,
as well as a bad reputation for you or your company. Individual company
executives can be held criminally and civilly liable for the copyright infringe-
ments of individuals within their organizations.

® Pirated software can contain harmful viruses with the potential to damage
individual computers or entire networks.

Windows 7 has a built-in piracy protection system—if certain conditions alert it to
the possibility that you are running a pirated copy, most Windows 7 functionality

will shut down, and you won't be able to create or save any files until you activate
your copy of Windows.

See Also For more information about software piracy, visit www.microsoft.com/piracy/.
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Features and Conventions of
This Book

This book has been designed to lead you through all the tasks you are most likely
to want to perform on your Windows 7 computer. You can also use the book as a
reference guide. The following features of this book will help you look up specific
information:

® Detailed table of contents Get an overview of which topics are discussed in
which chapters.

® Chapter thumb tabs Easily locate the beginning of the chapter you want.

® Topic-specific running heads Within a chapter, quickly locate the topic you
want by looking at the running heads at the top of odd-numbered pages.

® Glossary Look up the meaning of a word or the definition of a concept.

® Detailed index Look up specific tasks and features in the index, which has been

carefully crafted with the reader in mind.

® Companion CD Install the practice files needed for the step-by-step exercises,

and consult the additional resources on the CD, including a fully searchable
electronic version of this book.

You can save time when you use this book by understanding how the Step by Step
series shows exercise instructions, buttons to click, and other information. These
conventions are described in the table on the next page.
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Convention

Meaning

SET UP

This paragraph preceding a step-by-step exercise indicates the
practice files that you will use when working through the exercise.
It also indicates any requirements you should attend to or actions
you should take before beginning the exercise.

CLEAN UP

This paragraph following a step-by-step exercise provides instructions
for restoring your system before moving on to another topic.

Blue numbered steps guide you through step-by-step exercises.

N RN

Black numbered steps present instructions for performing procedures
that you might need or want to carry out on your own. These optional
procedures are not among the book’s exercises.

See Also

These paragraphs direct you to more information about a given topic
in this book or elsewhere.

Troubleshooting

These paragraphs explain how to fix a common problem that might
prevent you from continuing with an exercise.

Tip These paragraphs provide a helpful hint or shortcut that makes working
through a task easier, or information about other available options.
Important These paragraphs point out information that you need to know to

complete a procedure.

Keyboard Shortcut

These paragraphs provide information about keyboard shortcuts that
are helpful for carrying out the task at hand or related tasks.

Ctrl+Home

A plus sign (+) between two key names means that you must hold
down the first key while you press the second key. For example,
“press Ctrl+Home" means "hold down the Ctrl key while you press
the Home key.”

The first time you are told to click a button in an exercise, a picture of
the button appears in the left margin.

Program interface
elements

In exercises, the names of keys, such as ; program elements, such as
buttons, commands, windows, and dialog boxes; and files or folders
that you interact with are shown in boldface type characters.

User input

In exercises, anything you should type is shown in blue boldface type.
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Using the Practice Files

The companion CD included with this book contains the practice files you need to
complete the book’s exercises. The following table lists these practice files.

XXV

Chapter Folder File

Chapter 1: None None

Explore Windows 7

Chapter 2: Accounts Angelic.jpg

Manage User Accounts

Chapter 3: Networking Share Mel.txt

Manage Your Network

Chapter 4: Navigation Apple Spice Junction Menu.pdf
Navigate Windows FrostKingl.docx

and Folders

FrostKing2.docx
FrozenBranch.jpg
IceBerries.jpg
Iceskatesmed.png
IcyLeaves.jpg
License.doc
License.txt
Readme.txt
Recipel.docx
Recipe2.docx
Scoops.gif
Sflakemed.png
Skiermed.png
SlickStump.jpg
Smanmed.png
StrausOrganiclceCream.jpg
StreetSign.jpg
Trinityl.,jpg
Trinity2.jpg
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Chapter Folder File

Chapter 5: Structure Narrations folder (empty)
Manage Folders Photographs folder (empty)
and Files

Presentations\Background.jpg
Presentations\TagTemplate.pptx
Videos\HouseHome.wmv
AlbumSlides.pptx
Bamboo.docx
Bambool.jpg through Bamboo3.jpg
BookBeat.docx
BookSales.xlsx
CakePlate.jpg

Catjpg

ColorSlides.pptx
ComparisonShop.docx
Costs.xIsx

Crow.jpg
FabricSpecial.docx
FengShuiSlides.pptx
Figurine.jpg

Frogjpg
Introduction.wav
JournalSlides.pptx
Lady.jpg
LoanPayment.xlsx
MusicBox.jpg
OrgSlides.pptx
PlanningSlides.pptx
Procedures.docx
RoomMakeover.docx
SalesMtgSlides.pptx
TagAnnounce.docx
TaglIntroduce.docx
TeaPot.jpg
Welcome.docx
YinYang.png
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Chapter Folder File

Chapter 6: None None

Connect to the Web

Chapter 7: None None

Work with Web Pages

and Sites

Chapter 8: None None

Manage Internet Explorer

Chapter 9: Visual ArizonaOl.jpg through Arizonal0.jpg
Change Visual Elements

Chapter 10: None None

Change System Settings

Chapter 11: Programs MakeOver.docx
Work with Programs MusicBox.bmp
Chapter 12: None None

Set Up Hardware Devices

In addition to the practice files, the CD contains resources that will enhance your ability
to get the most out of using this book and Windows 7, including the following:

Windows 7 Step by Step (this book) in eBook format

Before You Call Tech Support: Windows 7 Troubleshooting Tips in XPS format and
PDF format

Links to online resources, including Microsoft Learning Snacks, technical support
resources, and an online survey

Links to online installation points for Adobe Reader and the Microsoft XPS viewer

Tip The XPS Viewer is installed with Windows 7, so you will need it only to view
XPS-format files on Windows XP and Windows Vista.

Important The companion CD for this book does not contain the Windows 7 operating
system. You should purchase and install that operating system before using this book.
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Installing the Practice Files

You need to install the practice files in the correct location on your hard disk before you
can use them in the exercises. Follow the steps below:

Note If for any reason you are unable to install the practice files from the CD, the files can
also be downloaded from the Web at http://www.microsoftpressstore.com/title/9780735623057.

1. Remove the companion CD from the envelope at the back of this book and insert
it into the CD drive of your computer.

An end-user license agreement appears. To use the practice files, you must accept
the terms of the license agreement.

2. If the end-user license agreement does not appear, click the Start button, click
Computer, double-click the icon for your CD drive, and then double-click the
StartCD executable file.

3. Review the end-user license agreement. To accept the terms, click Accept, and then
click Next.

A menu appears with options related to the book.
4. Click Install Practice Files.
5. Follow the instructions that appear.

The practice files are installed to your Documents\Microsoft Press\Windows7SBS
folder.

6. After the practice files are installed, click Finish.

7. Close the Step By Step Companion CD window, remove the companion CD from
the CD drive, and return it to the envelope at the back of the book.


http://www.microsoftpressstore.com/title/9780735623057
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Locating the Practice Files

When you install the practice files from the companion CD that accompanies this book,
the files are stored on your hard disk in chapter-specific subfolders of your Documents\
Microsoft Press\Windows7SBS folder. Each exercise is preceded by a paragraph that lists
any files needed for that exercise and any preparations you need to make before you
start working through the exercise, like this:

4 SET UP You need the Angelic image located in your Documents\Microsoft Press\
Windows7SBS\Accounts folder to complete this exercise. Open Control Panel, display
the User Accounts window, and then follow the steps.

You can browse to the practice files in Windows Explorer by following these steps:

1. Click the Start button, and then click Documents.

2. In your Documents library, double-click Microsoft Press, double-click Windows7SBS,
and then double-click the specific chapter folder.

You can browse to the practice files from a dialog box that includes a Navigation pane
by following these steps:

1. In the Navigation pane, click Documents.

2. In your Documents library, double-click Microsoft Press, double-click Windows7SBS,
and then double-click the specific chapter folder.
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Removing and Uninstalling the Practice Files

After you finish working your way through the exercises in this book, you can free
up hard disk space by uninstalling the practice files. The uninstall process deletes the
practice files that were installed in your Documents\Microsoft Press\Windows7SBS
folder and its chapter-specific subfolders, but it does not delete any additional files
you created while working through the exercises.

Follow these steps to uninstall the practice files:

1. Display Control Panel in Category view.
2. In the Programs category, click Uninstall A Program.
The Programs And Features window opens.

3. In the list of installed programs, click Windows 7 Step By Step, and then on the
toolbar at the top of the window, click Uninstall.

4. In the message box asking you to confirm the deletion, click Yes.

To remove files you created while working through the exercises, start Windows Explorer,
browse to the files, and select and delete them.
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Information for New Computer Users

Windows 7 is the latest version of the Windows operating system. Windows is the
most widely used operating system in the world. (Other operating systems you might

have

heard of are Linux, UNIX, and Mac OS X.) The operating system basically acts as an

intermediary between you and your computer, between the computer and the hardware
devices connected to it, and between the computer and the software programs you run

on it.

For your computer to work, Windows 7 must do the following:

Translate commands that you provide into code that tells the computer what to
do and how to do it.

Coordinate interactions among its components, such as receiving input from
the keyboard and mouse, locating programs and files, and displaying output
on the monitor.

Enable your computer to communicate with other computers and with peripheral
devices, such as printers, scanners, and external hard drives.

Interact with programs installed on your computer.

Windows 7 presents its tools, commands, and information storage structure through a
graphical user interface (commonly referred to as a GUI). Graphical user interfaces enable
you to interact with a computer by clicking items on the screen instead of having to type
precise sequences of commands, and include the following types of components:

Pointing device A device such as a mouse that controls a pointer with which you
can select objects displayed on the screen.

Desktop The basic display area on top of which you can work with windows, icons,
menus, and dialog boxes.

Window A frame, usually resizable, within which the computer runs a program or
displays a folder or file.

Icon A visual representation of a program, folder, file, or other object or function.
Menu A list from which you can give an instruction by clicking a command.

Dialog box A fixed-size window in which you refine instructions by typing
information or selecting from the available options.



Xxxii

The programs you purchase and install on your computer run on Windows 7, meaning
that they call on the operating system whenever they need to work with your computer’s
components or with peripheral devices. They also build on the interface provided by the
operating system to communicate with you. This relationship allows the programs to
concentrate on their specialized tasks, such as word processing or performing calcula-
tions in a spreadsheet or locating and displaying Web sites on the Internet, while the
operating system handles the basic behind-the-scenes tasks.

If you are new to computing, or haven't worked on a Windows computer before, you
might be unfamiliar with some of the terms that we use in this book, so we'll briefly
cover them here to bring you up to speed.

See Also For information about terms mentioned in the book but not explained in this
section, see the Glossary at the end of this book.

Your Mouse

A mouse is a pointing device with which you control the location of the on-screen
pointer and click, drag, or select on-screen items to carry out tasks. A standard mouse
includes two buttons—the primary button and the secondary button—with different
functions. By default, the left button is the primary button and the right button is the
secondary button, but you can switch them. In this book (other than in the exercise
where you switch the button functions), references to the left button mean the pri-
mary button, and references to the right button mean the secondary button.

See Also For information about switching the primary and secondary mouse buttons, see
“Changing the Way Your Mouse Works” in Chapter 12, “Set Up Hardware Devices.”

Here's a summary of the standard actions you perform with a mouse:

® Pointing Moving the mouse so that the on-screen pointer is over the item you
want to work with. Pointing to an on-screen item usually displays a ScreenTip
containing information about that item.

® Clicking Pointing to an on-screen item and pressing and releasing the primary
mouse button once. Clicking an on-screen item usually selects the item. Clicking
a hyperlink displays the link target.

® Double-clicking Pointing to an on-screen item and pressing and releasing the
primary mouse button twice in rapid succession. Double-clicking an on-screen
item usually starts or opens the item. Slowly double-clicking a file or folder
activates the file or folder name for editing.
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® Right-clicking Pointing to an on-screen item and clicking the secondary mouse
button once. Right-clicking usually displays a menu, called a shortcut menu or
context menu, listing actions you can perform with the item you right-clicked.
You invoke an action by clicking it on the shortcut menu.

® Dragging Pointing to an on-screen item, holding down the primary mouse
button, moving the mouse until the pointer or item is in the location where
you want the item to appear, and releasing the mouse button. You can also
drag through multiple on-screen items to select them.

® Right-dragging Pointing to an on-screen item, holding down the secondary
mouse button, moving the mouse until the pointer or item is in the location where
you want the item to appear, and releasing the mouse button. Right-dragging
displays a menu of actions you can perform with the item you dragged.

Your mouse might also include a third button, scroll wheel, tilt wheel, or roller ball that
provides additional methods of moving the pointer around the screen and clicking.
On a portable computer, you might use an alternative pointing device, such as a touch
pad, a pointing stick (a small rubber button in the center of the keyboard of a portable
computer), or a Tablet PC pen.

Your Keyboard

Most people use a keyboard to input information into their computers by typing letters,
numbers, and symbols, or to give commands by pressing function keys or key combina-
tions. Standard U.S. keyboards have 101 keys; there are also smaller keyboards, keyboards
with different key configurations, and variations with special-purpose keys for performing
such actions as:

@ Starting your default Web browser or e-mail program.

® Searching the Internet by using your default search engine.
® Displaying the Windows Help And Support window.
([

Playing, pausing, stopping, and otherwise controlling audio and video recordings
you play on or through your computer.

Increasing or decreasing the volume of audio playback.

® Putting the computer into Sleep mode.
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These special-purpose keys are very convenient and can save you a lot of thinking and
clicking time. Look at your keyboard to ascertain whether it includes any of these extra
keys. They're usually located on the left or right side or along the top edge of the key-
board, and they are often labeled with universal symbols, such as an envelope for the
e-mail program, a globe or home icon for the Web browser, speakers for volume control,
a moon for Sleep mode, and the standard symbols for playing, pausing, skipping, or
stopping media playback.

Windows

Windows 7 displays information in windows. A window can either fill the entire screen or
occupy only part of the screen. No matter what its size, each window uses the following
components to display information about the window contents and to manage the window:

Bl £l

B

]

® Title bar Located at the top of the window. The title bar might tell you the window's
purpose, the name of the program running in the window, and/or the name of
the file open in the program. You can maximize or reduce the size of a window by
double-clicking its title bar. When a window is not maximized, you can move it on
the screen by dragging it by its title bar.

® Window-management buttons Located at the right end of the title bar.

O

O

You click the Minimize button to collapse the window into a button on the
Windows Taskbar (called minimizing the window).

When the window fills the entire screen, you click the Restore Down button so
that the window occupies only part of the screen (called reducing the window).
Tip When the window occupies only part of the screen, it is surrounded by a
frame. You can drag the edges of the frame to change the size of the window.
When the window occupies only part of the screen, you click the Maximize
button so that the window fills the screen (called maximizing the window).

The Maximize and Restore Down buttons share a position on the title bar;
only one button appears at a time.

You click the Close button to close the window. If the window contains a
program or file, closing the window might also exit the program or close
the file.

See Also The title bar of a folder window also contains navigation buttons, the
Address bar, and the Search box. For information about these title bar elements,
see “Understanding Files, Folders, and Libraries” in Chapter 4, “Navigate Windows
and Folders.”
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® Menu bar and/or toolbar Located below the title bar. A menu bar provides drop-
down lists, called menus, of the commands you click to give instructions regarding
the contents of the window. A toolbar displays visual representations of the com-
mands as buttons you click.

See Also For information about menus and toolbars, see “Understanding Files, Folders,
and Libraries” in Chapter 4, “"Navigate Windows and Folders.”

® Status bar Located at the bottom of the window. This bar provides information
about the contents of the window, and sometimes about on-screen elements you
point to or click.

@ Vertical and horizontal scroll bars Located on the right side and at the bottom
of a window when it is not big enough to show all its contents. You use the ver-
tical scroll bar to move the contents up and down within the window, and the
horizontal scroll bar to move the contents from side to side, as follows:

O Clicking the arrow at either end of a scroll bar moves the contents one line
or column at a time.

O Clicking directly on the scroll bar on either side of the scroll box moves the
contents one “windowful” at a time.

O Dragging the scroll box on the scroll bar moves the contents in larger
increments.

The position of the scroll box in relation to the scroll bar tells you where you are
in the contents. For example, when the scroll box is in the middle of the scroll
bar, the window is displaying the portion of its contents located about halfway
through.

See Also For information about sizing, moving, and arranging windows, see “Working with
Windows” in Chapter 4, “Navigate Windows and Folders.”

Commands, Buttons, and Keyboard Shortcuts

You can give instructions to Windows 7 by clicking a command on a menu, clicking
a button on a toolbar, or pressing a key or combination of keys on the keyboard.
Commands and buttons provide visual clues to tell you how to use them.
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® Commands are dimmed if they are unavailable for use under the current circum-
stances. Buttons might be dimmed, but in Windows 7, buttons are usually not
displayed if you can't use them.

Organize -

Cut

Copy
Paste
Unda
Fedo

Select all

[C] Layout 5 —Dimmed commands

Folder and search options

[elete

Fename

Rermove properties

Properties

Close

Commands on menus and in dialog boxes, and buttons on toolbars, are dimmed when
they're not available for use.

® If a command or button name includes an ellipsis (...), clicking the command or
button opens a dialog box so that you can provide information Windows needs to
perform the task.

Mewy »
Open Enter
Save Hs..
. Click to open the dialog box
Print... of the same name
Exit

An ellipsis following a command or button name indicates that you will need to supply
additional information to complete the operation.
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® If a command can be turned on or off, a check mark appears to the left of the
command name in the menu when it is turned on. Clicking the command then
turns it off and removes the check mark.

E i e

v
v

<.

Arrange By
Toolbar
Status Bar

Prreseien

Go To

Loom

Add/Rermove Columns...

A check mark indicates that the adjacent command is turned on.

A small round circle to the left of a menu item indicates the selection of one of a
group of mutually exclusive options.

Tip On some menus, if a command has a toolbar button equivalent, the button'’s icon
appears to the left of the command name.

displays a menu of options for refining the command.

[l ey 3

Open Enter
Sawve s,
Print...

Exit

Fawx..,
Scan..,

Fax from Scanner..,

If a command is accompanied by a right-pointing arrow, clicking the command

An arrow to the right of a command name indicates that clicking the command will display
a submenu of options.
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® Some buttons include one of two types of downward-pointing arrows:

: O If the arrow is part of the button, clicking the button displays a list of

: O If the arrow is separate from the button, clicking the button invokes the
A=z 3 default option and clicking the arrow displays a list of options. Clicking an
option in that list makes it the default for the button.

If your hands are on the keyboard, you might find it more convenient to give commands
by using keys or key combinations, called keyboard shortcuts, than to relocate one hand
to the mouse. Keyboard shortcuts are available for many Windows commands (and also
for many program-specific commands). Throughout this book, we provide information
about keyboard shortcuts related to the topic being discussed. You can also find keyboard
shortcuts for commands on some menus.

@  Gtandard Alt+1
Scientific Alt+2
Programmer Alt+3
Statistics Alt+4
History Ctrl+H | —— Keyboard shortcuts

Digit grouping

Basic Ctrl+F4
@  Unit conversion Ctrl+1

Date calculation Ctrl+E

Wiarksheets »

A key combination to the right of a menu command indicates the keyboard shortcut for the
command.

Keyboard Shortcut For a full list of Windows 7 keyboard shortcuts, search the Windows Help
And Support Center for “keyboard shortcuts.”
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Dialog Boxes and Message Boxes

If Windows 7 or the program you are working with needs information from you in order
to carry out the command, it might display a different window or a dialog box to gather
that information. The window or dialog box might present only one set of options, or it

might include several sets of options presented on tabs.

Dialog box name —

Tab

P

- Performance Options

=

Wisual Efferts | advanced | Data Execution Prevention |

Select the settings wou want to use For the appearance and

performance of Windows on this computer,

Option button

) Lek Windows choose what's best For my compuker
() Adjust For best appearance
() Adjust For best performance

@ Custamn:

Animate contrals and elements inside windows

Check box

{¥] &nimate windows when minimizing and maximizing
Animations in the taskbar and Start Menu
Enable Aero Pesk

Enable deskrop compasition

[ Enable transparent glass

Fade aor slide menus inko view

Fade or slide ToolTips inko view

Fade out menu items after clicking

[T save taskbar thumbnail previews

Show shadows under mouse poinker

[ Show shadaws under windows

Show thumbnails instead of icons

Show translucent selection rectangle
Show window contents while dragging
Slide open combo boxes

[T] Smoath edges of screen fonts
Smooth-scroll lisk boxes

m

Command button

1 [o]'4 ][ Cancel ]

Apply

Clicking a tab below the dialog box title bar displays the corresponding set of options.



Regardless of whether Windows requests the information in a window or a dialog box,
you can provide the information in consistent ways by using these common components:

® Check box A square box representing an independent option or one of a group of
non—mutually exclusive options.

O Clicking an empty check box selects the associated option; a check mark
appears inside the box to indicate that the option is selected or turned on.

O Clicking a box that contains a check mark removes the check mark to indicate
that the option is deselected, cleared, or turned off.

® Command button A button that initiates an action. Most dialog boxes have at
least two command buttons: an OK button that carries out the command, and a
Cancel button that cancels the command. Clicking either button also closes the
dialog box. Other buttons might be available, such as the Apply button that
applies changes without closing the dialog box.

O If a command button label includes an ellipsis (..., clicking the button opens
another dialog box.

O If a button label includes two greater-than signs (>>), also called chevrons,
clicking the button expands the window or dialog box to reveal more options
or information.

O A dark border indicates the active button; you can press Enter to implement
that command.

® Link Hyperlinked text that initiates an action. When you point to a link, it becomes
underlined, and the pointer changes to a hand. Clicking a link might open another
dialog box or window, or it might take you to information stored on your computer
or on the Web.
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® List box A box containing a list of options.

O A list box might contain multiple options from which you can select one or
more than one.

O A drop-down list box appears as a single-line box with an arrow at the right
end. Clicking the arrow displays a drop-down list from which you can choose
one option.

O A combo box is a text box combined with a drop-down list box. In a combo
box, you can either type information or select an option from a list.

Regardless of the format of a list box, you select an option by clicking it. (To select
multiple options in a list box, select the first option, press the Ctrl key, and select the
additional options.) In a list box, selected options are highlighted; in a drop-down list
box or combo box, the selected option appears in the box.

® Option button Sometimes called a radio button. A small circle representing an op-
tion that can be either selected or not selected. Option buttons represent mutually
exclusive values for a setting; one and only one option must be selected. When
you click an option or its button, a dot appears in the circle to indicate that the
option is selected. Clicking another option or its button removes the dot from
the previously selected option.

® Slider An indicator on a horizontal or vertical bar representing a range of values
for a setting (such as speed, brightness, or volume). To change the setting, you
drag the slider or click to either side of it on the bar.

® Spin box A box with a pair of up and down arrows at its right end. Clicking an
arrow moves through a list of suggested values (usually numbers) for a setting.
You change the value either by clicking one of the arrows or by selecting the
existing number and typing a new one.

® Text box A box in which you can enter text, such as a file name. To replace an
existing entry in the text box, drag over or double-click the entry to select it and
then delete it, or type new text to replace the selection.

Tip You can move between dialog box components by clicking them with the mouse or by
pressing the Tab key.
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When Windows 7 is performing a lengthy action or cannot carry out a command you
have chosen, or if an action is potentially risky (such as deleting files), a message box
containing information or a warning appears. You can click OK or Yes to acknowledge
the message or confirm that you want to proceed in spite of the warning. Click Cancel
or No to close the message box and cancel the operation.

( :}!9 Set up backup g

;’Ey Starting Windows Backup

Please wait while Windows Backup starts

E — -

Cancel

Tl ™y
Delete Home Page ﬁ

( Are you sure you want to remove all home pages?

=

= If vou remove all home pages your new home page willbe a

blank page.
’ Yes ] [ Mo ]

W o

Windows 7 displays messages and alerts you to the consequences of some commands.

See Also Depending on the type of user account you have, before Windows 7 carries out
an action that affects your computer system, it might display a User Account Control (UAC)
dialog box. For information about UAC, see the sidebar “Understanding User Account
Control” in Chapter 1, “Explore Windows 7.”
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Getting Help

Every effort has been made to ensure the accuracy of this book and the contents of
its companion CD. If you do run into problems, please contact the sources listed below
for assistance.

Errata & Book Support

If you find an error, please report it on our Microsoft Press site:

1. Go to www.microsoftpressstore.com.
In the Search box, enter the book’s ISBN or title.
Select your book from the search results.

On your book’s catalog page, find the Errata & Updates tab.

i dwWN

Click View/Submit Errata.

You'll find additional information and services for your book on its catalog page. If you
need additional support, please e-mail Microsoft Press Book Support at mspinput@mi-
crosoft.com.

If for any reason you are unable to install the practice files from the CD, the files can also
be downloaded from the Web here:

http.//www.microsoftpressstore.com/title/9780735623057.

Please note that product support for Microsoft software is not offered through the ad-
dresses above. For software assistance, visit support.microsoft.com.


http://www.microsoftpressstore.com/title/9780735623057
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If your question is about Windows 7, and not about the content of this Microsoft Press
book, your first recourse is the Windows Help And Support system. This system is a
combination of tools and files stored on your computer when the operating system was
installed and, if your computer is connected to the Internet, information available from
the Windows Web site.

You can find Help information in several ways:
® You can display a ScreenTip containing information about an item on the screen by
pointing to the item.

® You can open the Windows Help And Support window by clicking Help And
Support on the Start menu.

® You can click links in many dialog boxes and Control Panel windows to display the
Windows Help And Support window with the linked topic already displayed.

To practice getting help, you can work through the following exercise.

SET UP You don't need any practice files to complete this exercise; just follow the
steps.

1. On the Start menu, click Help and Support.
The Windows Help And Support window opens.

2. In the Search Help box at the top of the window, type libraries, and then click the
Search Help button or press Enter.

Help displays a list of topics related to libraries.
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0 Windows Help and Support =HC

|Iihraries Pl

@ '\__,l' @ aﬁﬂ il ﬁ.ﬁ.sk Options =

16 results for libraries

L Working with libraries

2. "Libraries: frequently asked questions”

3. "Share libraries with your homegroup"

4, "add digital redia files to Windows Media Center”
5. "Working with files and folders”

6. "Add iterns to the Windows Media Player Library"

7. "Waorking with the navigation pane”

8. "How does Windows choose which files to back up™
9. "Strear your media to devices and cormputers using Windows Media Player”
10, "HormeGroup: recormimended links"

11, Back up your files

12, Searching in Windows: frequently asked questions
13, "Share files with sormeone”

14, Getting started with Windows Media Center

15, Find a file or folder

16, Back up and restore: frequently asked questions

ﬂ Maore support options

@ COnline Help =

The Windows Help topics related to libraries.

You can click any topic to display the corresponding information.

xlv
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@I 3. On the toolbar, click the Browse Help button.
The contents of the Help file appear, organized by category.
4. Click Files, folders, and libraries.

The topics in that category are listed, along with any subcategories.
( @ Windows Help and Support E@g
@ '\../‘I m Qj w ﬁ Ask Options -

|Iibraries P|

All Help v Files, folders, and libraries

Topics

23
B

Wéarking with files and folders

[

z&| Working with libraries

[

Categories
. Using files and programs

. Creating, opening, and saving

. Searching and organizing
W copying

. Backing up and restaring
. Deleting

. Keeping files in sync

. Managing access

. Sharing

. Troubleshooting file and folder problerns

@ Mare support options
& Online Help

The contents of the Files, Folders, And Libraries category.

5. Click the Working with libraries topic.
Windows Help And Support displays the topic.

Tip Clicking a green word or phrase displays its definition. Click away from the
definition box to close it.
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i Windows Help and Support E@g
@ ) @ m;,’ i] é% Ask Optiohs =

|Iihraries 2|

»

Working with libraries

In previous wersions of Windows, managing your files reant organizing them in
different folders and subfolders, In this version of Windows, wou can also use libraries
to organize and access files reqardless of where they're stored,

4 Libraries

p @ Documents

[» J’ Music
1—— 4 =] Pictures

= My Pictures
[+ . Public Pictures
2—— P 8 Extra pictures (G:})
[» E Videos

(1) The Pictures library
-.?' A folder included in the Pictures library

m

The navigation pane, showing the Pictures librany with three included folders

& library gathers files from different locations and displays them as a single
collection, without mowving them from where they're stored,

Here are sorne things you can do with libraries:

e Creote o new libranys There are four default libraries (Documents, kusic,

The Working With Libraries topic.

6. Read the topic, and click any blue links that interest you to jump to related topics.
Then click the Back button one or more times to return to the Files, folders, and
libraries category.

7. Click the Creating, opening, and saving category, and then click the Save a
file topic.

The title of each of the topic’s subtopics is shown in bold text and preceded by
an arrow.

8. At the top of the topic, click Show All.
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The two subtopics expand to display hidden auxiliary information, and the Show All
button changes to Hide All. You can display or hide an individual item by clicking it.

Tip You can print the displayed topic by clicking the Print button on the toolbar. If the

topic contains subtopics, they will be printed only if they are displayed.
On the toolbar, click the Ask button.

The Windows Help And Support window displays suggestions of other ways to

get help.

@ Windows Help and Support E@g
@ ) m af_oj ﬂ ﬁ Ask Options =

|Iibraries Lol

More support options

Ifyou didn't find an answer here, try these additional support options,

Ask a person for help

& Getafriend to help you owver the Internet

If ywou have computer-sawy friends, use F Windows Remote Assistance to
let a friend access your computer over the Internet and help you fix a
problem, You can watch what they're doing and interact with thern while
they're helping you,

& Askoexperts and other Windouws users

There are mary knowledgeable people in online cornmunities who can
answer questions like yours, The Microsoft &nswers website is a great place
to start.

s Contacttechnical support

Go online to contact your computer manufacturer or Microsoft Customer
Support for technical assistance, Microsoft support is also available by e-
mail, chat, or phone,

Other resources

& Getrmore on the Windouws webzite

The Windows website has more information, downloads, and ideas for
getting the most out of your Windows 7 PC,

e Find info forIT professionals

If wou're an IT professional, go to the Microsoft TechMet website to find in-
depth technical infarmation,

E Mlare support options

& Online Help

Several alternative support resources are available.

In the upper-right corner of the Windows Help And Support window, click the

Close button.
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More Information

If your question is about Windows 7 or another Microsoft software product and you
cannot find the answer in the product’s Help file, please search the appropriate product
solution center or the Microsoft Knowledge Base at

support.microsoft.com

In the United States, Microsoft software product support issues not covered by the
Microsoft Knowledge Base are addressed by Microsoft Product Support Services.
Location-specific software support options are available from

support.microsoft.com/gp/selfoverview/

We Want to Hear from You

At Microsoft Press, your satisfaction is our top priority, and your feedback our most valu-
able asset. Please tell us what you think of this book at:

http.//www.microsoft.com/learning/booksurvey

The survey is short, and we read every one of your comments and ideas. Thanks in ad-
vance for your input!

Stay in Touch

Let's keep the conversation going! We're on Twitter: http.//twitter.com/MicrosoftPress






Chapter at a Glance

Explore Control Panel, page 18

@@v@ ¢ Control Panel » v|‘f‘ color

| Color Management
Change advanced color management settings for displays, scanners, and printers

g( Personalization
. Change window glass colors [7)
Change window colors and metrics Windows Update h
Change the theme
Persanalize your computer
Get more themes online
Enable or disable transparent glass on windows

Update Windows system
files, page 28

|
There are no updates available for your computer.

. a- Windows is up to date
v/

!‘ Display
@Cahhrate display color
Change display settings Most recent check for updates:  Today at 1241 PM
Adjust ClearType text Updates were installed: 471372009 at 11:38 AM. View update history

You receive updates: For Windows only.
@SEEr:h Windows Help and Support for "color”

Get updates for other Microsoft products. Find out more

Explore the
deskto p, page 5 Grand Canyon to Hos...
Beach Access Report...
Glacier Mational Par...

Calculatar
USS Arizona Memori...

.4 Solitzire
d’ Getting Started
,afj Paint

Sticky Motes

Use the Start
menu, page 8

% Snipping Tool
% Remmote Desktop Connection
QI‘ hagnifier

[ Desktop Gadget Galle
— p Gady 3

VEE | Microsoft Office Ward 2007

» Al Programs

| Szarch programs and files pel |

End a computing session, page 36 Use the Windows Taskbar, page 15



1 Explore Windows 7 '

In this chapter, you will learn how to

Log on to Windows 7.

Explore the desktop.

Use the Start menu.

Use the Windows Taskbar.

Explore Control Panel.

Find information about your computer system.
Update Windows system files.

SRS XXS<XKXKX

End a computing session.

This chapter will help you quickly become familiar with the Windows 7 user interface
and the tools you'll use to interact with your computer’s operating system.

Each time you turn on your computer, it goes through a startup process during which it
loads the system files necessary for you to interact with your computer and for your com-
puter to interact with other devices, such as the monitor, keyboard, and mouse. When the
startup process is complete, you log on to Windows 7 by providing identification infor-
mation that uniquely identifies you to the system. After you log on, Windows 7 presents a
working environment individually tailored to your preferences. The process might sound
somewhat complicated, but in actual practice, it's quite simple.

When you first set up your computer, or if it's been a while since you used it, it's a very good
idea to check for and install any updates released by Microsoft to keep your system running
smoothly. You can configure Windows 7 to update itself with available updates at regu-
larly scheduled intervals (provided your computer is on). By setting up automatic updating,
you can be sure that your computer system always includes the most current features and
security tools.

When you finish working with your computer, you can either shut down the computer
entirely or leave it running in various ways. For example, you can log off from Windows 7
to end your computing session, lock the computer to restrict access to your session, or put
the computer into Sleep mode to conserve power.
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In this chapter, you'll learn the basic skills needed to work on a Windows 7 computer
and to complete the exercises in this book. You'll learn about logging on to and off from
Windows and explore tools you can use to control the computer. You'll practice using
these tools to locate your computer’s hardware and operating system specifications, and
then ensure that your installation of Windows 7 is absolutely up to date.

Practice Files You won't need any practice files to complete the exercises in this chapter.
See “Using the Practice Files” at the beginning of this book for more information.

Important Before you can work through the exercises in this book, you must have
Windows 7 already installed on your computer, and you must know your user account
name and password (if your user account requires one).

Logging On to Windows 7

The process of starting a computing session is called logging on. After you turn on the
computer and it goes through its startup processes, the Windows 7 Welcome screen
appears. The appearance of the screen and the exact process to log on to Windows
depends on whether more than one user account has been created on your computer,
and whether your account is protected by a password.

@ |[f there is only one account, and it is not protected by a password, Windows might
bypass the Welcome screen entirely and log you on. If the Welcome screen displays
your user account name and picture, click the picture to log on to Windows.

® |[f there is only one account, and it is protected by a password, the Welcome screen
displays your user account name and picture and a password box. You enter your
password and then press Enter or click the Go button to log on to Windows.

® |[f there are multiple accounts, the Welcome screen displays the user account names
and pictures for all the active user accounts. You click your user account picture and,

if your account is password protected, enter your password to log on to Windows.

Tip When you assign a password to a user account, you can specify a password hint. Then if

you enter your user account password incorrectly, Windows displays the password hint to help
you correct your error.

After you log on, Windows 7 loads your user profile and then displays your working
environment. Known as the desktop, this environment reflects settings you make to
personalize Windows. The first time you log on to a computer, Windows also sets up a
file structure specific to your user account, which might take a few extra seconds.
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Exploring the Desktop

The desktop background you see the first time you log on to Windows 7 might be the
default Windows 7 desktop background, which depicts a stylized Windows logo on an
organic blue background, or, if you purchased your computer with Windows 7 already
installed, the computer manufacturer (also called the original equipment manufacturer, or
OEM) might have specified a brand-specific desktop background. In either case, you can
change the background to one of the many beautiful photographs or artistic renderings
that come with Windows 7, to a solid-colored background, or to one of your own photos
or graphics. With any background other than a solid color, you can have the background
switch to a different image as often as every 10 seconds.

See Also For more information about desktop background options, see “Modifying a Theme”
in Chapter 9, “Change Visual Elements.”
Windows Taskbar

Desktop icon Desktop background

A typical Windows 7 desktop, with the default background.

See Also If you're new to computing, refer to “Information for New Computer Users” at the
beginning of this book for an explanation of basic terminology you will encounter throughout
this book, as well as instructions for working with user interface components.
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Depending on your Windows 7 settings and the programs installed on your computer, you
might have one or more icons on your desktop. Windows 7 assigns an icon to every type
of item on your computer to make it easier to identify files, storage locations, and pro-
grams. The icon might represent a file type (such as a document, a text file, or a database)
or storage component (such as a folder, hard disk drive, or CD drive); or it might indicate
the default program for opening a file. This visual representation can make it easier to
find a file or program you're looking for. When an icon represents a link, or shortcut, to
an item stored somewhere else, an arrow appears in its lower-left corner.

Desktop icon

Program shortcut

Files saved on desktop

Recipe Inwaice EabyPic

An icon can represent an item stored in the current location or elsewhere.

There are six standard desktop icons representing Windows elements; you can turn the
display of these on or off. The only desktop icon that is displayed by default on a stan-
dard Windows 7 installation is the one that represents the Recycle Bin, which is where
Windows temporarily stores files you delete. When the Recycle Bin is empty, the icon
depicts an empty trash can; after you delete items (and until you empty the Recycle Bin),
the icon depicts pieces of paper in the trash can. You can recover deleted files from the
Recycle Bin, or you can empty the Recycle Bin and permanently delete the files to free
up space on your hard disk.

See Also For information about Windows desktop icons, see “Creating Shortcuts” in Chapter
5, “Manage Folders and Files.” For information about managing the Recycle Bin, see “Deleting
and Recovering Folders and Files” in the same chapter.

The manufacturer of a new computer might have installed programs—either trial or full
versions—on it. To bring these programs to your attention, the manufacturer might
have placed shortcuts to them on the desktop, along with links to “offers” (advertise-
ments) for products and services you can purchase. It's not unusual to purchase a new
computer and find 20 shortcuts already on its desktop the first time you start it up.
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Another way icons might appear on your desktop is if you save or move files or folders
there. For example, if you download a program or other file from the Internet that you'll
need to use only once, you might save it on your desktop so that you can quickly find
it, use it, and then delete it. When you install a program on your computer, you often
have the option of creating a shortcut to it on the desktop. (Some installation programs
automatically create a desktop shortcut, but others give you the courtesy of choice.) If
you created desktop shortcuts before upgrading your computer operating system to
Windows 7, your existing desktop shortcuts are still available after you upgrade.

Caontains the files and folders that you hawve deleted,

Ein ’-

a,

. -
Type: Microsoft Office Word Docurment
Eeuthors: Joan Preppernau

Title: Homemade Yanilla Ice Cream
Size: 16,8 KB

Date modified: 3/4/2009 10:12 &M

Pointing to an item on the desktop displays a ScreenTip indicating its function or properties.

Below each icon on the desktop is the name of the item it represents. If the name is too
long to fit onto two lines, it is truncated by an ellipsis (...) when not selected and displayed
in full when you click it, or sometimes when you click the desktop. When you point to

an icon, a ScreenTip containing identifying information appears. Pointing to a program
shortcut, for example, displays the location of the file that starts the program. Pointing to
a file displays the file name, type, size, and modification date. You can start a program,
open a folder or file, or jump to a network location or Web site by double-clicking the
associated icon or shortcut.

Tip You can create your own shortcuts to programs, to specific folders or files, to other
computers, or to Web sites, on the desktop or in any other folder. You can delete an item
from the desktop as you would from any folder. When you delete a shortcut, however, you
aren’t actually deleting the linked program, folder, or file—only the link to that item.

See Also For information about creating desktop shortcuts, see “Creating Shortcuts” in
Chapter 5, “Manage Folders and Files.”
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Using the Start Menu

The Start menu is your central link to your computer’s programs, management tools,
and file storage structure. You open the Start menu by clicking the Start button at the
left end of the Windows Taskbar, or by pressing the Windows logo key (the keyboard
key, usually located to the left of the Spacebar, labeled with the Windows logo). The
Windows 7 Start menu looks similar to that of earlier versions, and features the vertical
folder expansion introduced in Windows Vista.

Pinned items area ~Jump list indicator

Il l WindowsTSES w

t“ Salitaire Joan Personal folders

Docurnents

|
lEi’ Getting Started

Pictures Libraries
Caleculatar

FiEH]

[é':-f_-"ﬁ Paint
Garmes

Sticky Mates Recently opened programs

% Snipping Toal
Cantral Panel

% Fernote Desktop Connection
Dewvices and Printers

kAusic

Computer

Computer-management tools

JI' Magnifier .
L Default Frograms

22 Microsoft Office Word 2007 Help and Support

Al Programs

| Search programs and files ) m

Start menu Search box

The Windows 7 Start menu.

See Also For information about customizing the Start menu, see “Modifying the Start Menu”
in Chapter 10, “Change System Settings.”
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Quickly Getting Started

Clicking the Getting Started link on the Start menu displays the Getting Started
window of Control Panel. (Pointing to the Getting Started link displays a jump list
of the same items.)

mﬁlg

. ¥ Control Panel » All Control Panel terns » Getting Started - |+ Begrch Control Pansi p'
Wiyrd a r

Go online to find out what's new in Windows 7

» Discover new features that can help you be productive, stay safer, and have
fun
» Find out everything you need to know about setting up your computer

welcome

| . ) . . £ = )
g\ “Gvoinodnolll:;a;o find outwhat's new in :. | Bersonalize Windows .ﬂh I;aoll:]f:rr:!i:;:i:ettmgs from
— =~ T o—
ey
Use a homegroup to share with [ Choose when to be notified about r 3 Go online to get Windows Live
" other cormputers inyour harne \ changes to your computer L ~ Essentials

Nt ) )
f‘y Back up yaurfiles % £dd new users to your computer a E::::Ee the size of the text an your
[ = A | p 5

The Getting Started window of Control Panel contains links to some of the tasks that you are
likely to want to perform when setting up a new computer.

o Goonline to learn maore

If you're familiar with Windows, you might want to jump right in and start working
from this window. If you're uncertain about these tasks, or want to learn more
about how the associated functionality works in Windows 7, you might prefer to
read about them in this book before taking action.

In this book, we cover the common startup tasks in a logical order and provide
step-by-step instructions for completing them in the manner that is appropriate for
your situation.

From the Getting Started window, you can also link to online information
about Windows 7, and download useful programs from the Windows Live
Essentials Web site.
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Exploring the Left Pane of the Start Menu

The left pane of the Start menu provides efficient access to programs and other items
installed on your computer.

Pinned Items Area

You can quickly access specific programs, folders, or files by inserting links to them in
the pinned items area at the top of the left side of the Start menu. This area is not visible
until the first time you pin an item to it.

See Also For information about pinning and unpinning Start menu links, see “Creating
Shortcuts” in Chapter 5, “Manage Folders and Files.”

Recently Opened Programs List

The recently opened programes list displays links to the last 10 programs you started.
You can adjust that number, or remove the list entirely.

The first time you log on to Windows 7, the list displays links to some of the new and
improved programs that come with Windows 7, such as Windows Media Center, Sticky
Notes, the Snipping Tool, the Calculator, and Paint. The programs that appear here
might vary depending on the edition of Windows 7 running on your computer and any
programs installed by the computer manufacturer.

See Also For information about the different editions of Windows 7 and how they are
addressed in this book, see “Introducing Windows 7" at the beginning of this book.

All Programs Menu

The All Programs menu provides access to most of the programs and utilities installed
on your computer. These include programs installed as part of Windows 7, programs
installed by the computer manufacturer, and programs you have installed. (Most pro-
gram setup utilities add a program link to the Start menu.)

You display the All Programs menu by pointing to or clicking All Programs at the bottom
of the left pane of the Start menu. Some programs are available from the menu itself, and
some are grouped in folders. Clicking a folder expands it to make its programs accessible.
If you want to close the All Programs menu without starting a program, you can point to
or click Back to return to the standard Start menu.

In a default installation of Windows 7, the programs and utilities that are not available
from the root of the All Programs menu are grouped in these folders:
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@ Default Programs
[ Desktop Gadget Gallery
& Internet Explorer
) windows DVD Maker
B Windowes Fax and Scan
£ Windows Media Center
@ Windows Media Player
£ wivindows Update
< KPS Viewer

, Accessories

| Garmes

| Maintenance

'@ Backup and Restore
Iy Create a Systern Repair Disc

'@ Help and Support
ol Windows Remote Assistance

. Microsoft Office
| Skartup

Back

Learch programs and files o |

On the All Programs menu, new programs are highlighted to bring them to your attention.

® Accessories This folder includes links to the following programs and utilities:
Calculator, Command Prompt, Connect to a Network Projector, Connect to a
Projector, Getting Started, Math Input Panel, Notepad, Paint, Remote Desktop
Connection, Run, Snipping Tool, Sound Recorder, Sticky Notes, Sync Center,
Windows Explorer, and WordPad. Also included are the Ease Of Access, System
Tools, Tablet PC, and Windows PowerShell subfolders.

Tip On a Tablet PC, the Tablet PC folder appears directly on the All Programs menu.

® Games This folder includes links to the games that come preinstalled with
Windows 7, to the Games Explorer window, and to the Game Providers page
of the Microsoft Web site, from which you can download additional games.
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® Maintenance This folder contains links to the following preventive maintenance
tools: Backup and Restore, Create a System Repair Disc, Help and Support, and
Windows Remote Assistance.

@ Startup This folder contains links to programs that you want to start automatically
with Windows 7.

We'll explore many of these programs and utilities in this book.

Jump Lists

In earlier versions of Windows, a right-pointing arrow next to a link or menu item indicated
that additional options for that entry were available. This functionality has been expanded
in Windows 7 to create a very useful feature called jump lists.

On the Windows 7 Start menu, pointing to (not clicking) a right-pointing arrow next to
a program name in the recently opened programs list or the pinned items area displays
a list of files recently opened with that program, of related tasks, or of common actions
you can perform within that program. For example, pointing to WordPad in the recently
opened programs list displays a list of the WordPad documents you've recently been
working with. You can "jump" to a specific file or task by clicking it in the jump list.

Start Menu Search Box

In the lower-left corner of the Start menu, you'll find one of the greatest treasures of
Windows 7—the Start menu Search box. This feature made our Top 3 Favorite Features
list when it was introduced in Windows Vista, and it's still right up there—the time savings
it provides are just amazing.

The first thing to note about Start menu Search is that it's immediately available regard-
less of what you're currently doing on your computer. Simply click the Start button—or
press the Windows logo key if your keyboard has one—and the Start menu expands
with the cursor already active in the Search box. Then type any characters in the Search
box, and Windows immediately displays a list of programs, Control Panel items, files,
documents, music, videos, and e-mail messages containing that string of characters,
grouped by category. As you type more characters, Windows refines the search results
almost instantly.

You can open any item that appears in the search results by clicking it, or you can open
the folder containing that item by right-clicking the item and then clicking Open File
Location. To view more information about documents and messages matching the
search term, click See More Results (at the bottom of the list) to open the Search Results
In Indexed Locations window. This window displays the file type icon (or, for certain
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types of graphics, a thumbnail of the actual graphic), name, location, date, and size of
each item in the search results. For documents and HTML files, the first 150 or so charac-
ters of the file's content appear in the window. The search results remain available in the
window until you close it.

See Also For more information about Start menu Search, see “Exploring Control Panel”
later in this chapter. For information about efficient search techniques, see “Finding Specific
Information” in Chapter 4, “Navigate Windows and Folders.”

Exploring the Right Pane of the Start Menu

The right pane of the Start menu is divided into three sections whose contents can vary
depending on the Start menu properties you specify.

® The top section provides quick access to file storage locations. It displays your
user account picture and name, and links to the Documents, Pictures, and Music
libraries. Clicking your user account picture displays your user account settings.
Clicking your user account name displays all your personal folders (the Windows
folders specifically associated with your user account). These include the Contacts,
Desktop, Downloads, Favorites, Links, Saved Games, and Searches folders as well as
your Documents, Music, Pictures, and Videos folders.

® The middle section provides access to games installed with Windows 7 and to the
Computer window, from which you can access all the devices attached to your com-
puter or network. This section can also display links to your Internet Explorer Favorites
menu, to a list of the 15 files you have most recently worked with, to a window that
displays the contents of your computer, and to a window that displays the computers,
programs, folders, and files you can access on your network.

® The bottom section provides access to computer-management tools. It can display
links to existing network connections, to the Control Panel window from which you
can access all the Windows 7 system settings, to the default settings for opening
various types of files and media, to the Devices And Printers window, and to
Windows Help And Support.

By default, clicking an item in the right pane of the Start menu opens the corresponding
folder window. Some items can alternatively be displayed as menus, to give you even
faster access to files and commands.

At the bottom of the right pane of the Start menu, the Power button and Shut-down
Options menu provide options for ending your computing session.

See Also For information about the Power button and the Windows 7 shut-down options, see
"Ending a Computing Session” later in this chapter. For information about Start menu links
and menus, see “Modifying the Start Menu” in Chapter 10, “Change System Settings.”
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Quick Access to Windows Functionality

The Windows logo key is located to the left of the Spacebar (between the Ctrl and
Alt keys) on most keyboards. It is labeled with the Windows logo, which resembles
a waving flag. On currently manufactured keyboards, the Windows logo on the key
is inside a recessed circle. This makes the key easier for keyboard users to locate.
Similarly, many keyboards incorporate raised bars on the "home keys” (the F and J
keys on an English-language keyboard) to enable keyboard users to quickly locate
the "home position” (the correct placement of hands on the keyboard) by touch.

Pressing the Windows logo key alone or in combination with other keys enables you
to move around and work with Windows without using a mouse or other pointing
device. In Windows 7, the Windows logo key enables functionality including that
shown in the following table.

Keyboard shortcut Function

Windows logo key Open or close the Start menu

Select the first icon in the notification area of the
taskbar

Windows logo key+B

Windows logo key+D

Minimize all open windows

Windows logo key+E

Open the Computer window

Windows logo key+F

Open the Search window

Windows logo key+G

Select or move between desktop gadgets

Windows logo key+L

Lock the computer

Windows logo key+M

Minimize all open windows

Windows logo key+Shift+M

Redisplay the windows

Windows logo key+P

Display the Projection controls

Windows logo key+R

Open the Run dialog box

Windows logo key+T

Select or move between taskbar buttons

Windows logo key+U

Open the Ease Of Access Center window

Windows logo key+X

Open the Windows Mobility Center
(portable computers only)

Windows logo key+Spacebar Make all open windows temporarily transparent

(Aero-capable computers only)

Keyboard Shortcut You'll find other keyboard shortcuts throughout this book. For a full
list of keyboard shortcuts for Windows 7 and for the Windows 7 programs and utilities,
search Windows Help And Support for “keyboard shortcuts.”
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Using the Windows Taskbar

The taskbar that appears, by default, across the bottom of your screen is your link to cur-
rent information about what is happening on your Windows computer. In Windows 7,
the taskbar functionality has been significantly upgraded. The default taskbar is twice
the height that it was in previous versions of Windows, so you can more clearly see its
contents. The Start button still appears at the left end of the taskbar, and the time and
date still appear near the right end. However, what appears between them has under-
gone a transformation. Larger icons, improved grouping, thumbnail window previews
from which you can view and work with window content, and the ability to move taskbar
buttons where you want them all contribute to the increased usefulness of this feature.

See Also For information about changing the size of the taskbar and the taskbar buttons,
moving the taskbar to another location, and adding toolbars to the taskbar, see “Modifying
the Taskbar” in Chapter 10, “Change System Settings.”

The Show Desktop button appears at the far right end of the taskbar. (If you've used
previous versions of Windows, you'll notice that the button appearance has changed
significantly.) Pointing to the Show Desktop button makes all the open windows trans-
parent so that you can see the desktop. Clicking the button once minimizes all currently
open windows; clicking it again redisplays the windows.

Keyboard Shortcut Pressing the Windows logo key+D has the same effect as clicking the
Show Desktop button.

Start button Pinned taskbar buttons  Notification area  Show Desktop button

2 6

The default Windows 7 taskbar.

Tip The Quick Launch toolbar that was available on the taskbar in previous versions of Windows
is, by default, not displayed in Windows 7 because you can now pin programs directly to the
taskbar. If you miss this feature, you can display the Quick Launch toolbar by adding the hidden
AppData\Roaming\Microsoft\Internet Explorer\Quick Launch folder, located in your personal
folder structure, to the taskbar.

Taskbar Buttons

To the right of the Start button, buttons for starting Internet Explorer, Windows Explorer,
and Windows Media Player are pinned to the Windows Taskbar. Almost any action, such
as starting a program or opening a file, dialog box, or Control Panel window, adds a cor-
responding, temporary button to the taskbar. These taskbar buttons, which by default
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are larger in Windows 7 than in previous versions of Windows, are identified by their
program icons. When multiple files or windows of the same type are open, they are
stacked under one taskbar button.

Tip Windows Explorer windows stack under the pinned Windows Explorer button, and Web
pages stack under the pinned Internet Explorer button.

See Also For information about pinning and unpinning taskbar buttons, see “Creating
Shortcuts” in Chapter 5, “Manage Folders and Files.” For information about displaying

multiple taskbar rows or small taskbar icons, see “"Modifying the Taskbar” in Chapter 10,
“Change System Settings.”

The number of taskbar buttons you can fit on each row of the Windows 7 taskbar varies
depending on your screen resolution and whether the taskbar is displaying large icons
or small icons. When there are more buttons than the taskbar can display, a scroll bar
appears so that you can get to hidden buttons. The following table provides examples
of the taskbar capacity:

Screen resolution Buttons per row (large icons) Buttons per row (small icons)
800 x 600 10 15
1024 x 768 15 22
1280 x 1024 20 29
1600 x 1200 26 39

Pointing to a taskbar button displays thumbnails of each open window of that type. You
can switch to a window by clicking its thumbnail. Pointing to a thumbnail temporarily
displays that window and makes all other windows transparent, so you see only the
selected window and the desktop. (If the window was minimized, it appears in its most
recent location.) Pointing to a thumbnail also causes a Close button to appear in its
upper-right corner, so you can close the window without making it active.

Stacked taskbar button

956 AM | |
4/16/2009 ||

- M

Large, grouped thumbnails make it easier to manage multiple open windows.
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Keyboard Shortcut You can use keyboard shortcuts to minimize, maximize, close, and
switch between windows. For more information, see “Working with Windows" in Chapter 4,
“Navigate Windows and Folders.”

Right-clicking a taskbar button displays a shortcut menu of related files and commands.
The list varies depending on the type of item the taskbar button represents. For example:

® Right-clicking the Internet Explorer taskbar button displays your Internet Explorer
browsing history so that you can access a recently visited Web site directly from
the taskbar.

® Right-clicking the Windows Explorer taskbar button displays a list of windows you
frequently open.

® Right-clicking the Windows Media Player button displays a list of tasks related to
the media that is currently accessible on your computer.

® Right-clicking a running program'’s taskbar button displays a list of files recently
opened with that program, and gives you the options of pinning that program to
the taskbar and closing all the open program windows.

The shortcut menu for every taskbar button includes links to start the associated program
and to remove the button from the taskbar.

Tip You can rearrange buttons on the taskbar by dragging them.

Notification Area

The notification area at the right end of the taskbar displays information about the status
of programs, including those running in the background (programs you don't need to
interact with), as well as links to certain system commands. Some notification icons and
system icons are hidden by default, and you can choose to hide others that you don't
actively want to monitor.

Show Hidden Icons button
[ Network status

|
1) == Speaker status

Action Center alert
The notification area displays information about programs and your computer system.

See Also For information about displaying and hiding notification area icons, see “Modifying
the Taskbar” in Chapter 10, “Change System Settings.”



18

Chapter 1 Explore Windows 7

Exploring Control Panel

Control Panel is the central location from which you can manage all the aspects of
your Windows 7 operating system: how it looks, how it works, how it communicates,
and so on. When you open Control Panel, it's displayed in a unique instance of
Windows Explorer; the taskbar button representing Control Panel and the various
Control Panel windows appears on the taskbar independent of the Windows Explorer
taskbar button.

Control Panel Categories

In Windows Vista and Windows XP, Control Panel offered two views: Category view
and Classic view. To help guide users to the correct Control Panel item, Category view
described the tasks you might want to perform. Classic view provided direct access to
the Control Panel items, and retained the look and feel of the Windows 2000 Control
Panel. (In Classic view, you had to know or guess which item to use.)

In Windows 7, you can choose from three views of the Control Panel window—Category
view, Large Icons view, and Small Icons view. Category view is the default. In this view,
Control Panel items are divided into eight categories:

=5 [ |

——
I, v Control Panel » w | *¢ ||| Search Contral Pansl 2
VY |

Adjust your computer’s settings View by, Category ¥

User Accounts and Family Safety
#JAdd or remove user accounts

il System and Security
e\s Review your computer's status
b Back up your computer '&'Set up parental controls for any user

Find and fix problems

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

./ Hardware and Sound & Clock, Language, and Region
1=
@

~n,__ Network and Internet
M View network status and tasks
— Choose homegroup and sharing options

%‘ View devices and printers Change keyboards or other input methods
Add a device

Change display language
“—7  Programs
aJ
4

Ease of Access
Let Windows suggest settings
Optimize visual display

<L

Uninstall a2 program

In Category view, links to the most common tasks are available under the category name.

The most common tasks within each category are listed below the category name so
that you can go directly to the window or dialog box in which to perform that task.
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Alternatively, you can browse through a category to the windows, dialog boxes, and
tasks related to that category.

~ Categories Subcategories Tasks

@U"ﬁ v Control Panel » Bystern and Security » - |¢,| | Search Control Panel 2 |
[Control Panel Home Action Center
e System and Security ! Review your computer's status and re.solve issues
B '@JChangeUserAchuntContro\ settings | Troubleshoot commaon computer problems
Network and Internet

Restore your computer to an earlier time
Hardware and Sound

ﬁ Windows Firewall

Programs - Check firewall status | Allow a program through Windows Firewall
User Accounts and Family

Safety ﬂs‘gﬁf System

& View amount of RAM and processor speed Check the Windows Experience Index

Appearance and . X !
) Allow remote access | Seethe name of this computer | B Device Manager

Personalization
Clock, Language, and Region By Windows Update

Ease of Access =@l Turn automatic updating on or off | Check for updates | View installed updates

\@ Power Options
Require a password when the computer wakes | Change what the power buttons do
Change when the computer sleeps

Within a Control Panel category, clicking a subcategory opens that item’s window; clicking a task
Jjumps to a specific command center available from the item’s window.

Accessing Individual Control Panel Items

From Control Panel, you can access more than 40 individual controls—windows and dialog
boxes—with which you manage specific aspects of your computer system. Clicking Small
Icons or Large Icons in the View By list displays the All Control Panel Items window.

=L g
o
OUv@ » Control Panel » All Control Panel Items » - | ‘-}| | Search Control Pansi o
Adjust your computer’s settings View by: | Small icons ¥\
e
Category
-
X . . X Large icons T
PActlon Center &0 Administrative Tools [ AutoPlay
®  Smallicons
@Backup and Restore %@BitLocker Drive Encryption t,!JCnlor Managemen
Credential Manager j'Date and Time @Default Programs
i Desktop Gadgets =4 Device Manager E_@Devices and Printers
B Display ) Ease of Access Center E'Folder Options

Small Icons view of the All Control Panel Items window displays links to every Control Panel window
or dialog box.
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In Small Icons view or Large Icons view, the All Control Panel Iltems window displays
the following items, which are common to all Windows 7 installations:

Action Center
Administrative Tools
AutoPlay

Backup and Restore

BitLocker Drive Encryption

Color Management
Credential Manager
Date and Time
Default Programs
Desktop Gadgets
Device Manager
Devices and Printers
Display

Ease of Access Center
Folder Options
Fonts

Getting Started
HomeGroup
Indexing Options
Internet Options
Keyboard

Network and Sharing Center
Notification Area lcons
Parental Controls
Performance Information and Tools
Personalization

Phone and Modem

Power Options

Programs and Features
Recovery

Region and Language
RemoteApp and Desktop Connections
Sound

Speech Recognition

Sync Center

System

Taskbar and Start Menu
Troubleshooting

User Accounts

Windows CardSpace
Windows Defender
Windows Firewall

Location and Other Sensors Windows Update

Mouse

Other Control Panel items might also be available, including controls with which you
manage specific hardware components, software programs, and peripheral devices.
Throughout this book, we will discuss many of these controls and how you can use
them to manage your computer.

Tip The Control Panel view you choose remains in effect until you choose another, even if you
log off of Windows 7.
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Different Ways of Opening Control Panel Items

As you gain experience with Windows 7, you'll learn the Control Panel items to use to per-
form common management tasks. You can access controls in other ways than navigating
through the Control Panel categories, such as the following:

® If you're not certain of the specific name of a Control Panel item, you can
browse a list of all the items in the All Control Panel Items window to locate
the one you want.

To display individual Control Panel item icons in the All Control Panel Items window,
click Small Icons or Large Icons in the View By list in the upper-right corner of Control
Panel. Then simply double-click the Control Panel item you want to open.
Tip You can return to the original Control Panel view by clicking Category in the View
By list.

® If you know part of the name of the Control Panel item you want to open, you can
locate it from Control Panel by entering it in the Search box at the right end of the
Control Panel window title bar.

@l\:jx=|@ » Contral Panel » - | &’| | color

Color Management
¥ Change advanced color management settings for displays, scanners, and printers

g Personalization
e

Change window glass colors

9

Change window colors and metrics
Change the theme

Personalize your computer

Get more themes online

Enable or disable transparent glass on windows

g Display
v B Calibrate display color

Change display settings
Adjust ClearType text

'ﬁ'Search Windows Help and Support for "color”

Typing part of an item name in the Control Panel Search box displays items matching your
entry so that you can choose the one you want.
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® The simplest method of opening a Control Panel item is directly from the Start
menu, by typing part of the item name into the Start menu Search box.

e e R A A AT e

Control Panel (12}
|@C0|0r Management

@Change window glass colaors

@Change window colors and metrics

@Calihrate display color

LA/ Change advanced calor management settings for displays, scan...

@F‘ersonalization

Documents (6)

# Calorslides

] MakeCver

B RoomMakeover
] FabricSpecial
] Frastkingl
@FrostKingE

Files {6}

(2] ColorSlides

0] hakeCver
@Roomr\dakeover
] FabricSpecial
] Frastking1

S See rnore results

|c-:|-:r S | | Shutdown | » |

As you enter characters into the Start menu Search box, the Start menu displays a list of
matching items.

See Also For more information about searching, see “Finding Specific Information” in Chapter 4,
“Navigate Windows and Folders.”
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Understanding User Account Control

User Account Control (UAC) is a security feature first introduced with Windows Vista.
The intention of UAC is to enable you to log on to and operate the computer with

a more secure standard user account. When you want to perform an operation that
could pose a security risk, UAC requires that you enter an administrator account
password before it proceeds. This system offers a greatly increased level of security,
especially to computers that are not protected as part of a network domain.

Important We'll talk about UAC in depth in Chapter 2, “Manage User Accounts.” What
you need to know now is that your computer responds differently to commands marked
with a security icon, depending on whether you are logged on with an administrator or
standard user account and which UAC security level is currently selected.

When UAC is turned on, as it is by default, clicking a command that requires
administrator approval opens the User Account Control dialog box.

@ User Account Control

Do you want to allow the following program to make

¥/ changes to this computer?

% Program name:  User Accounts Control Panel
Verified publisher: Microsoft Windows
File origin: Hard drive on this computer

To continue, type an administrator password, and then click Yes.

Joan

| Password |

':i’:] Show details [ Ves ] ’ blo ]

When you're logged on as an administrator, Windows requests only that you acknowledge the
security prompt; you don’t need to enter your password.

To continue with the restricted operation:

® If you're logged on as a standard user, click one of the administrator accounts,
enter its password, and then click Yes.

® If you're logged on as an administrator, click Yes.

Important In this book, we assume that you are logged on as a standard user and that
User Account Control is set to Default. Under these conditions, the User Account Control
message box appears only when a program tries to make changes to your computer, and
not when you make changes to Windows settings, as you'll be doing when working through
the exercises. If User Account Control is set to Always Notify and a User Account Control
message box appears, you'll need to provide the requested credentials or acknowledgment.
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Finding Information About Your Computer System

Sometimes you'll want or need to locate information about your computer system, such
as the processor speed, amount of memory, or edition of Windows. The System window
of Control Panel displays information about your computer hardware and operating
system, in the following categories:

® Windows edition This section contains information about your operating system
including the version (such as Windows 7), edition (such as Home Premium), the
most recently installed service pack (if a service pack for the operating system has
been released) and, depending on the installed edition, a link to the section of the
Microsoft Web site from which you can upgrade your edition of Windows.

® System This section provides the computer’s Windows Experience Index base score
(@ number from 1.0 to 7.9), the processor type (such as Intel Pentium 4) and speed
(such as 2.80 GHz), the amount of onboard random access memory (RAM) that
is available, the system type (32-bit or 64-bit), and whether pen input or touch
input is available through the computer monitor. This section might also provide
information about the manufacturer and model of the computer.

® Computer name, domain, and workgroup settings This section displays the com-
puter name (and a description if one exists) and the network domain or workgroup
the computer belongs to. If your computer belongs to a homegroup, that informa-
tion is not shown here.

See Also For information about connecting your computer to homegroups,
workgroups, and domains, see Chapter 3, “Manage Your Network.”

® Windows activation The section displays the Windows activation status and product
ID, or if Windows hasn't yet been activated, provides an online activation link.

The computer manufacturer may provide additional information, such as support contact
information or links to associated hardware and software vendors, in the System window.

Tip You can quickly display the System window by right-clicking Computer on the Start menu
and then clicking Properties.
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The Windows Experience Index base score shown in the System window is not a cumula-
tive rating; it is the lowest of the individual ratings scored by the following five system
components:

® Processor speed

® Installed RAM

® General desktop graphics capabilities
® Three-dimensional gaming graphics capabilities
® Primary hard disk data transfer rate

The highest score available for a Windows 7 computer is 7.9 (updated from 5.9 in
Windows Vista, to take advantage of improvements in available processor, graphics,
and hard disk technologies). Higher scores may be introduced as necessary to keep
up with hardware advances.

See Also For more information about the Windows Experience Index, see “Rating Your
Computer's Hardware” in Chapter 12, “Set Up Hardware Devices.”

In this exercise, you'll open Control Panel and locate information about your computer
system. In the process, you'll learn different methods of accessing Control Panel items.

Q SET UP You don't need any practice files to complete this exercise. Log on to your
Windows 7 computer, and then follow the steps.

- 1. At the left end of the Windows Taskbar, click the Start button.
[ & i !
AN The Start menu expands.
-~ g P
2. On the right side of the Start menu, click Control Panel.
The Control Panel window opens.

Troubleshooting If Control Panel opens in a view other than Category view, click
Category in the View By list before continuing.

3. Click the System and Security category.

See Also For information about some of the security features of Windows 7, see
"Updating Windows System Files” later in this chapter; “Understanding User Accounts
and Permissions” in Chapter 2, “Manage User Accounts;” and “Configuring Power
Options” in Chapter 10, “Change System Settings.”

4. In the System and Security window, click the System subcategory.

The System window opens.
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=)
@\;}v‘;? » Control Panel » Systern and Security » Systern ~ |"‘! | | Segreh Control Panel o]
®

Control Panel Home . .. .
View basic information about your computer

) Device Manager Windows edition
) Remote settings Windows 7 Ultimate
) System protection Copyright © 2009 Microsoft Corporation. All rights reserved.

6' Advanced system settings

System
Rating: _'!_." Windows Experience Index
Processor: Intel(R) Pentium(R) 4 CPU 3.00GHz 2.99 GHz
Installed memory (RAM):  1.25GB
System type: 32-bit Operating System
Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings
Computer name: Joan-PC '5‘Changesetting:
Full computer name: Joan-PC
Computer description:
Workgroup: WORKGROUP
ks Windows activation

Action Center

Windows Update

Windows is activated

Product ID: 00428-321-7001076-70887  Change product key

Microsoft

Performance Information and softwars

Tools

Learn more online...

In the System window, you can view information about your computer and access related
tools and Control Panel items.

View the information about your computer that is displayed in the right pane of
the System window.

The left pane of each Control Panel window contains links to related tools at the top,
and to related Control Panel items at the bottom. You can return to Control Panel by
clicking the Control Panel Home link at the top of the left pane, but for the purpose
of learning how to navigate through Control Panel, we'll use a different method,
which involves working with the path displayed in the Address bar above the panes.
This path shows the route you have taken to get to the displayed window—in this
case, the System window.

In the Address bar, click the arrow to the right of System and Security.

A list of the System And Security subcategories appears, with System (the current
window) displayed in bold.
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@1\:’}? (B » Control Panel » |System and Security|7| Systern - | g | [ 5

P Action Center
Centrol Panel Home View basic Administrative Tools
r&n o Windows edit @ Backup and Restore
i %@J BitLocker Drive Encryption

5‘ Remote settings Windows E Fowsr Options

) System protection Copyright| 1% System

E‘;' Advanced system settings ﬁ Weindows Fireweall
*1 iindows Update

You can open any subcategory window by clicking it in the list.

In the list, click Action Center.

The path in the Address bar changes, and the Action Center opens.
In the Address bar, click System and Security.

You return to the System And Security window.

If Control Panel appears at the left end of the path shown in the Address bar,
click Control Panel. Otherwise, click the left-pointing chevron to the left of the
first item in the path, and then in the list that appears, click Control Panel.

You return to the Category view of Control Panel window.
In the View by list, click Large Icons.

Control Panel displays large icons and names for the individual subcategories.

PSET=)
i
o) |@ b Control Panel » All Contral Panel Items » - | &¢| | Search Control Panel 2 |
Adjust your computer’s settings Yiew by:  Largeicons ¥
‘w Action Center " Administrative Tools B '4 AutoPlay E
@; Backup and Restore % BitLocker Drive Encryption ;.]; Color Management
Bl Credential Manager £ Date and Time 'e Default Programs
4 J L\ Y
_E.j Desktop Gadgets ,%! Device Manager 4,,}] Devices and Printers

In Large Icons view, the icons provide visual clues to the purpose of each control.
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11. Scroll the All Control Panel Items window to locate the System item, and then
click it.

The System window opens. Note that although this is the same window that
opened after step 4, the path in the Address bar reflects that you accessed the
window from the All Control Panel Items window.

12. In the Address bar, click the arrow to the right of All Control Panel Items.
An alphabetical list of the items appears.

13. Without clicking away from the list to close it, point to the arrow to the right of
Control Panel.

The list of Control Panel categories appears.
14. In the Address bar, click Control Panel.

You return to the Control Panel home page.

CLEAN UP Click the Close button to close the Control Panel window before continuing
to the next exercise.

Updating Windows System Files

When you upgrade to Windows 7 or purchase a Windows 7 computer, the operating
system files are the ones available when your Windows 7 installation media was created
or when Windows was installed. Whenever necessary, Microsoft releases updates to
Windows (and to other products), either to provide additional functionality or to protect
your computer from new security threats. It's important to install these updates as soon
after their release as possible.

Windows Update is a utility that scans your computer, confers with the Microsoft Update
online database, and recommends or installs any updates that are available for your
operating system, your Microsoft software programs, or your hardware. Quite apart
from knowing that you have the “latest and greatest,” by using Windows Update, you
can be sure that your computer is updated whenever necessary.
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Types of Updates

During the Windows 7 installation process, your computer is automatically configured
to install updates. (If you upgraded to Windows 7 from a previous version of Windows,
Windows Update retains your previous settings.) Updates are classified as follows:

® Important updates These increase the security or reliability of the operating
system and Microsoft software products.

® Recommended updates These address non-critical problems, and help enhance
your computing experience.

® Optional updates These do not address specific Microsoft software problems.
They might include software add-ons or drivers for third-party hardware.

With the default settings, Windows Update collects the version numbers of your operating
system, Web browser, and other installed software, as well as information about the
hardware devices that are connected to your computer, at 3:00 each morning. It then
proactively contacts the Microsoft Update site, compiles a list of updates that are avail-
able for your system, downloads any available Important or Recommended updates for
Windows and Windows programs (even for Windows Update itself), and installs them.

Tip When the update process is complete, Windows Update discards the version and 1D
information that it collected from your computer.

Completing an Update

Some updates require that you restart the computer to finish the installation, because
files can't be updated while they're in use. If you don't restart the computer immediately
after installing an update that requires a restart, Windows Update displays a reminder
message. From the message box, you can restart the computer or dismiss the message
for 10 minutes, 1 hour, or 4 hours. If you don't postpone the reminder, Windows Update
counts down to a restart time. If you don't interrupt the countdown, Windows saves
auto-recover copies of open documents, shuts down running programs, performs any
other tasks necessary to safely shut down the computer, restarts the computer, and
displays a message that it has done so.
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Windows Update Options

The frequency, time, and independence of the Windows Update utility are your choice.
You can access Windows Update from the Start menu, from Control Panel, or from
Windows Help And Support. The options are to have Windows 7 do one of the following:

® Download and install updates automatically.

® Download updates and notify you when they are ready to be installed.
® Check for updates and notify you when an update is available.

® Check for updates only when you manually initiate the process.

Important If your computer is connected to a network domain, your network administrator
might control the installation of updates.

The default setting in Windows 7 allows you to install updates whether you're logged on
as an administrator or as a standard user. You can choose to restrict the installation of
updates to administrators only.

Automatic updating is very convenient if you don't want to bear the responsibility of
remembering to manually update your system, or if you want to be sure updates are
installed as soon as they become available. The default update settings make the
automatic update process reasonably unobtrusive—but they are effective only if
your computer is usually on and online at 3:00 in the morning.

Tip The default Windows 7 Sleep mode options allow scheduled programs such as Windows
Update to bring your computer out of Sleep mode to check for, download, and install
available updates according to your Windows Update settings. For more information, see
“Configuring Power Options” in Chapter 10, “Change System Settings.”

When an update has been downloaded and is ready to be installed, Windows Update
alerts you in one or more ways:

® When any type of update is ready, a Windows Update icon appears in the notifica-
tion area of the taskbar.

® When an Important update is ready, a security icon appears on the Power button
on the Start menu. You can’t shut down your computer without first installing the
update.

In addition to updating Windows system files, you can update other Microsoft products
and featured programs through Windows Update. When not already selected, these
options are available from the box at the bottom of the Windows Update window:
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® Get updates for other Microsoft products To have Windows Update monitor
availability of updates to Office and other Microsoft programs, click the Find Out
More link. This opens the Microsoft Update site. At the bottom of the page, select
the | Accept The Terms Of Use check box, and then click Install.

® Additional Windows Update options are available Windows Update can notify
you when featured updates and programs are available. To invoke this option,
click the View Options link and then, in the Windows Update message box, click
Turn On This Option.

In this exercise, you'll check update settings, install available updates, and set up the
computer to periodically install critical updates.

SET UP You don’t need any practice files to complete this exercise; just follow the
steps.

1. Click the Start button, click All Programs, and then click Windows Update.

Windows Update displays information about your computer’s current update status,
when it most recently checked for updates, when it most recently installed updates,
and the scope of updates your computer receives from Microsoft Update.

If your computer is up to date or only optional updates are available, a green bar
and security shield appear at the left end of the update status pane. If Important
or Recommended updates are available, the bar and shield are yellow or red.

=aaes X
U@v| “| » Control Panel » System and Security » Windows Update - | +,| | Search Control Panel 2 |
®
Control Panel Home . -
Windows Update
Check for updates
Change settings N .
e pelate history lfﬂ Download and install updates for your computer
Restore hidden updates \=// 17 important updates are 16 important updates selected,

available 368.8 MB

Updates: frequently asked
& optional updates are available

questions

Install updates

Most recent check for updates: Today at 1:41 PM
Updates were installed: 6,/5/2009 at 3:01 AM. View update history

Frzolzr You receive updates: For Windows and other products frem Microsoft Update
Installed Updates

£ Windows Anytime Upgrade

The color of the bar and shield indicates your Windows Update status: green means that all
available Important updates are installed.
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2. If alink to available updates appears in the status box at the top of the Windows
Update window, click it. (If there are multiple links, click any one.) Otherwise, skip
to step 6.

The Select Updates To Install page displays the selected category of updates that
are available for your computer.

Py
@Qv‘ £ s Wrindows Update » Select updates to install - |49 | | Search Contral Pansl jel |
Select the updates you want to install
p Y!
[T MName Size Microsoft - Other hardware - HID
. . Mon-User Input Data Filter (KB
Important (17) Windows 7 Client (7) - 011895
- - - ser Input Data Filt 8., ]

O tonad 16} Microsoft - Other hardware - Microsoft bMouse and Keyboard Detecti.., Ll e T e alis

update released in May, 2009
Microsoft driver update for Realtek RTLA169/8110 Farnily PCI Gigabit ..,

b
O .
- . Published: 6/3/2008
[[]  nVidia - Display - NVIDLA GeForce 8500 GT
_ i . - . == You may need to restart your

[T]  Realtek Serniconductor Corp, - Audio - Realtek High Definition Audio \'0} T A TSR
[[]  Test Update for \indows 7 Release Candidate (KBI67355) = update,
[T WiewSonic - Display - ViewSonic ¥X22 45wm Update is ready for

Office Live Add-in (1) ES downloading
[ Office Live &dd-in 13MB More infoermation

Support information

Total selected: 16 important updates

On the Select Updates To Install page, you can display the description of each available
update and select whether to install it.

In the left pane of the Select Updates To Install window are tabs for each level
of available updates. Clicking a tab displays the updates of that type in the
center pane. Clicking an update (not its check box) in the center pane displays
its description in the right pane. Selecting an update’s check box selects that
update for installation.
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Important updates are automatically selected for installation. You can choose to not
install an update by clearing its check box, but unless you have a very good reason to
wait, we recommend that you install Important updates as soon as possible.

Tip If administrator permission is required to install an update, the Windows security

icon appears on the Install Updates button.

Select the check boxes of the updates you want to install, and then click OK.

Windows Update prompts you to begin the installation process.

Tip You can select all the updates in the center pane by selecting the check box to the

left of the Name column header.

Windows Update

|@ Download and install your selected updates
A 17 important updates are 2 important updates selected, 7.0
available MB
& optional updates are available 7 optional updates selected, 73.0

MB
B Install updates
Muost recent check for updates:  Today at 1:41 PM
Updates were installed: 6/5/2009 at 3:01 AM. View update history
You receive updates: For Windows and other products from Microsoft Update

@

Windows Update is ready to download and install the selected update.

4. In the Windows Update window, click Install updates.

Troubleshooting Some software program updates require that you agree to the
licensing terms and conditions of the program before you can install the update.
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A progress bar reports on the update activities as Windows downloads the selected
update(s), creates a restore point, and then installs each update.

@

Windows Update

, 1) Preparing to install..
= =

Creating a restore point...

Windows Update

g+ I Installing updates...

Installing update 2 of 9...
Definition Update for Microsoft Forefront Client Security (Antimalware 1...

[ '@ Stop installation ]

@

Windows Update

|@ The updates were successfully installed

Restart now to finish installing

Succeeded: 9 updates

Windows can't update important files and services while the
systemn is using them. Save any open files, and then restart
the computer.

Most recent check for updates: Today at 1:41 PM
Updates were installed: Today at 1:59 PM. View update history
You receive updates: For Windows and other products from Microsoft Update

Windows Update downloads and installs the selected update.

5. If Windows 7 prompts you to restart your computer, close any open files, and then
click Restart now. Windows will complete the configuration of installed updates
before and/or after restarting the computer. After your computer restarts, log on,
and then repeat step 1 to return to Windows Update.
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6. In the left pane, click Change settings.

(=] E b |
@uv| £« Windows Update » Change settings - | 3 | | Search Control Pansl R |
Choose how Windows can install updates
‘When your computer is online, Windows can automatically check for important updates and install them
using these settings. When new updates are available, you can also install them before shutting down the
computer.
How does autornatic updating help me?
Important updates
I.‘g.l lInstaII updates automatically (recommended) -
-
Install new updates: |Every day Vl at [3:00 AM -
Recommended updates
Give me recommended updates the same way [ receive important updates
Who can install updates
[#] Allow all users to install updates on this computer
indows Update might update itself automatically first when checking for other updates. Read our
rivacy staternent online,

In the Change Settings window, you can change the frequency, time, type, and scope of
automatic updates.

7. In the Important updates section of the Change Settings window, if Install
updates automatically is not already selected in the first list, select it now.

8. In the two lists to the right of Install new updates, click a frequency and a time at
which your computer will usually be on and online.

It's best to select a time outside your core work hours—say at the beginning or end
of your workday—when connecting to the Internet and installing updates won't
impact your ability to work by monopolizing your computer’s resources.
Tip If you prefer to have more control over the update process but still enjoy the benefit
of automatic updates, select the Download Updates But Let Me Choose Whether To Install
Them option. With this option, Windows 7 downloads available updates to your computer
and displays the Windows Update icon in the notification area. You can click the icon to
review and approve or reject the installation of each update.

9. Select or clear the check boxes in the Recommended updates, Who can install
updates, and Featured update notifications sections to reflect the way you want
Windows Update to function on this computer. Then click OK.

Windows Update saves your changes.

x CLEAN UP Close the Windows Update window.
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Ending a Computing Session

If you are going to stop working with your computer for any length of time, you can
safeguard your information and save power in a number of ways. Although not all the
options actually turn off the computer, they are referred to collectively as shut-down
options, and they are available from the Shut-down Options menu located in the lower-
right corner of the Start menu.

By default, clicking the Power button (labeled Shut Down) starts the process of shutting
down the computer. Clicking the Shut-down Options button (to the right of the Power
button) displays a list of the other available shut-down options.

Shut-down Options button and menu

% Fernote Desktop Connection
¥

Jew nd Printers
@,‘I Magnifier .
Default Progr: m

. - Switch user
L’f’.é Microsoft Dffice Word 2007 Help and Suppo
Lock
» Al Programs .
estart
| Search programs and files pe | Sleep

| Power button

By default, clicking the Power button invokes the Shut Down command. Click the Shut-down
Options button to display other options for ending your computing session.

Tip The shut-down option currently assigned to the Power button does not appear on the
Shut-down Options menu.

See Also For information about changing the Power button behavior, see “Modifying the
Start Menu” in Chapter 10, “Change System Settings.”

The shut-down options include the following:

® Log off If you're finished working on a computer that you share with other people,
you can end your Windows 7 session (but not affect other users' sessions) by logging
off. You must save your files and shut down all running programs before you log off;
if you don't, Windows 7 will close any open windows and exit programs, possibly
losing unsaved data in the process.

See Also For information about multiple concurrent user sessions, and about the Switch
User shut-down option, see the sidebar “Switching Quickly Among Users” in Chapter 2,
“Manage User Accounts.”
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® Lock If you want to prevent passersby from seeing what you're working on, you can
lock the computer, which displays the Welcome screen and requires that you log on
to your account to resume. Locking is most effective when your user account is pro-
tected by a password; otherwise, anyone can click your user account picture on the
Welcome screen to unlock the computer and access your information.

Keyboard Shortcut You can lock the computer by pressing the Windows Logo key+L.

See Also For information about configuring a screen saver to lock a computer, see
“Implementing a Screen Saver” in Chapter 9, “Change Visual Elements.”

® Restart After installing certain programs and program updates, it is necessary to
restart the computer to complete the update of system files that are in use. You
might also find, at times, that restarting the computer helps to resolve a technical
difficulty.

Troubleshooting If your computer seems to be operating unusually slowly, or you're
experiencing technical problems that seem related to the operating system rather
than to an application, try restarting your computer. Restarting clears the system
cache—an area in memory where Windows 7 stores information it might need to
access quickly—and frequently resolves minor issues..

® Sleep If you're going to be away from your computer, conserve power and protect
your work by putting your computer into Sleep mode. When you do, Windows
7 saves any open files, records their state and the state of any running programs
in memory, and then puts your computer into a power-saving mode. When you
"wake up” the computer, usually by moving the mouse or by pressing the Enter key
or the computer’s power button, Windows 7 needs only a few seconds to come out
of its power-saving state and retrieve information from memory. Then it does one
of the following:

O If your user account is not password protected, resumes your previous
computing session, exactly as you left it.

O If your user account is password protected, displays the Welcome screen.

Troubleshooting Some video card drivers don't support Sleep mode. If the
Shut-down Options menu doesn't include the Sleep option, update your video

driver. A Hibernate shut-down option is available on computers that don’t support
Sleep mode. Hibernate is similar to Sleep, except that it saves open files and the state
of running programs on your hard disk instead of in memory, and then completely
turns off the computer. When you awaken the computer, Windows 7 retrieves
information from the hard disk and restores your previous computing session.

Putting your computer into Sleep mode conserves power and keeps your work
quickly available. When a desktop computer is sleeping, it uses approximately 10
percent of the power required to run normally. When a mobile computer is sleeping,
it uses approximately 2 percent of its battery power per hour.
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See Also For information about configuring your computer to automatically enter
Sleep mode after a period of inactivity, see “Configuring Power Options” in Chapter 10,
“Change System Settings.”

Shut Down If you need to turn off your computer entirely—for example, to install
hardware or to move a desktop computer—you do so by shutting down the com-
puter. Shutting down closes all your open programs and files, ends your computing
session, closes network connections, stops system processes, stops the hard disk,
and turns off the computer. This option appears by default on the Power button.

See Also For information about specifying which shut-down option appears on the Power
button, see “Modifying the Start Menu” in Chapter 10, “Change System Settings.”

In this exercise, you'll lock and unlock your computer, put it into Sleep mode and wake it
up, log off from Windows 7, and then shut down the computer.

SET UP You don't need any practice files to complete this exercise; just follow the
steps. Windows will prompt you to save and close any open files during the shut-
down process.

1.

On the Start menu, click the Shut-down Options button, and then on the
Shut-down Options menu, click Lock.

The Windows 7 Welcome screen appears, displaying only your user account. The
word Locked appears under your user account name.

If your account is password protected, enter your password in the Password box,
and then press the Enter key. Otherwise, click your user account picture.

Your previous computing session resumes.
On the Shut-down Options menu, click Sleep.

Windows saves your file and program information and then puts your computer
into a power-saving state. The hard disk stops spinning, but the power light on the
computer itself is still on, either steadily or blinking slowly.

Depending on your hardware, either move the mouse, press Enter, or press your
computer's power button to wake up your computer.

The Windows 7 Welcome screen appears on the screen.

Troubleshooting If you don’'t know which method to use to wake up your computer, try
them in the order given. If none of these methods work, consult your computer’s manual
or the manufacturer's Web site.

If your account is protected by a password, enter your password in the Password
box, and then press Enter.

Windows logs you on to your user account.
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On the Shut-down Options menu, click Log Off.

If no programs are running on your computer, Windows 7 logs you off. Otherwise,
Windows 7 displays a list of running programs and open files.

If you don’t have any unsaved work, click Force log off to complete the process and
display the Welcome screen. Otherwise, click Cancel to return to your computing
session; then save and close open files, shut down running programs, and click Log
Off again on the Shut-down Options menu to complete the process.

The Windows Welcome screen appears.
In the lower-right corner of the Welcome screen, click the Power button.

Troubleshooting If any other user accounts are logged on to the computer, Windows 7
gives you the opportunity to cancel the shut down process. If you shut down a computer
while people are logged on to it, they could lose data in open files or running programs.

Windows 7 shuts down all computer processes and turns off your computer.

CLEAN UP If you're ready to continue your Windows 7 experience, start your
computer and log on to Windows; then continue to the next chapter.

Key Points

You start a computing session by logging on to Windows.

Each computer user has an individual user account. Each person using a computer
logs on to the computer with his or her own user account.

To maintain security, log on as a standard user. You'll enjoy the most secure com-
puting experience when you log on to your computer as a standard user and keep
the User Account Control feature turned on.

Your Windows environment preferences are linked to your user account. When you
log on to Windows 7, it looks and works the way you want.

Your primary interactions with the Windows 7 operating system are through the
Start menu, the Windows Taskbar, and Control Panel.

It's important to keep your computer up to date with the most current security
updates. Windows Update makes it easy to do this automatically or manually.

You end a computing session by logging off from Windows. You can log off and leave
the computer running, or you can log off as part of the process of shutting down.

You can save power without closing files and exiting programs by putting your
computer into Sleep mode.
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4 Navigate Windows
and Folders

In this chapter, you will learn how to:
Work with windows.

Understand files, folders, and libraries.
Find your way around your computer.
Connect to network resources.

D N U N N N

Find specific information.

To simplify the way you work with files on your computer, Windows uses a hierarchical
storage system to organize information on your computer in a way similar to the way
you would organize information in an office. Instead of organizing pieces of paper in
cardboard folders in filing cabinets, you organize electronic files in electronic folders
on the storage disks accessible to your computer.

You use Windows Explorer to look at the folders and files stored on your computer. With
earlier versions of Windows, the Windows Explorer window could display the contents
of only one folder at a time. With Windows 7, you can look at the contents of multiple
folders in one window, by adding the folders to a library. This new feature allows you to
easily access files while still maintaining an organizational system.

No matter how organized you are and how skillful you become at working with libraries,
sometimes you might not remember where you stored a particular file. No problem!
Windows 7 includes powerful search features that can help you almost instantly locate
files and other information on your computer.

In this chapter, you'll first learn how to size, arrange, hide, and otherwise manage win-
dows on your desktop. You'll learn about the standard file storage structure Windows 7
uses, and about the types of files you'll find on your Windows 7 computer. Then you'll
explore the Windows 7 file storage structure. You'll also experiment with searching for
files by using the different search methods that are available.

105
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Practice Files Before you can complete the exercises in this chapter, you need to
install the practice files specified in “Using the Practice Files” at the beginning of this
book to their default location. The practice files you will use to complete the exercises
in this chapter are in the Navigation practice file folder.

Working with Windows

As the name of the Windows operating system indicates, most of the information

you view on your computer is displayed in a window. Files open in program windows
(windows that host the program controls), and folders open in Windows Explorer win-
dows (windows that display the folder contents). Regardless of the content they display,
all windows share certain common characteristics and can be manipulated in the same
ways. You can change the appearance of windows by using controls built into their frames,
as well as controls available from the desktop and from the Windows Taskbar. Windows 7
provides many new window-management controls that are very cool as well as useful.

See Also For more information about the features of folder windows, see “Understanding
Files, Folders, and Libraries” later in this chapter.

Sizing, Moving, and Arranging Windows
You can minimize, maximize, restore, or close a window by clicking the buttons at the
right end of the title bar. Additionally, you can use the following techniques to change
the size or position of an individual window:

® To change the location of a window, but not its size, drag it.

Tip To drag a window, point to its title bar, press and hold the mouse button, and then
move the mouse.

® To change only the height of a window, drag the top or bottom border of its frame.

® To maximize the height of a window without changing its width, drag the top border
of its frame to the top edge of the screen or the bottom border of its frame to the
bottom edge of the screen.

® To change the width of a window, drag the left or right border of its frame.

® To simultaneously change the height and width of a window, drag any corner of
its frame.

Tip You cannot resize a maximized window by dragging an edge of its frame; you must
first restore the window to its non-maximized state.
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® To maximize the height and width of a window so that the window fills the screen,
drag it until the mouse pointer touches the top edge of the screen, or click the
Maximize button.

® To resize a window to the maximum height and half the screen width, drag it until
the mouse pointer touches the left or right edge of the screen. When you release
the mouse button, the window expands to fill half the available horizontal space.

Tip You can use this technique to compare the contents of two windows; simply drag
one to the left and one to the right.

® To restore a maximized or half-width window to its original size, drag its title bar
away from the edge of the screen, or click the Restore Down button.

Full-height window Half-width window
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You can automatically resize windows by dragging them to an edge of the screen.

Tip When you resize a window by using a dragging technique, the change isn't permanent
until you release the mouse button. When you drag a window to the top, left, or right edge
of the screen to resize it, an outline representing the resized window appears. If you don't
want to resize the window to match the outline, simply drag away from that location before
releasing the mouse button.
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You can use the keyboard shortcuts shown in the following table to work with the open

window.

Press this

To do this

Windows logo key+Up Arrow

Maximize the window

Windows logo key+Down Arrow

Resize the window from maximized to its original size
or from its original size to minimized

Windows logo key+Home

Minimize or restore all other windows

Windows logo key+Left Arrow or
Windows logo key+Right Arrow

Snap the window to the left or right edge of the
screen

Alt+Tab

Switch between open windows

Right-clicking the taskbar (not a taskbar button) displays a shortcut menu of commands
you can use to manage all the open windows as a group.

Toaolbars

Cascade windos

Show windows stacked

Show windows side by side

Shouw the desktop
Start Task Manager

Lock the taskbar
Froperties

The taskbar shortcut menu includes four commands for manipulating open windows.

You can arrange all currently open windows by clicking the following commands:

® Cascade windows This command displays the windows on top of each other, with
the title bar of each window visible and the contents of only the top window visible.

® Show windows stacked This command displays the content of all the windows ar-
ranged in a grid, with more windows stacked vertically than horizontally. For
example, eight windows are arranged in two columns of four.

® Show windows side by side This command displays the content of all the windows
arranged in a grid, with more windows stacked horizontally than vertically. For ex-
ample, eight windows are arranged in four columns of two.

® Show the desktop This command minimizes all the windows.
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In every arrangement, the open windows are sized similarly, regardless of their size
before you arranged them.

See Also When windows are arranged,an Undo command appears on the taskbar shortcut
menu. For information about other the taskbar shortcut menu commands, see “Modifying the
Taskbar” in Chapter 10, “Change System Settings.”

Hiding and Displaying Windows
In addition to the Show The Desktop command on the taskbar shortcut menu, you can
use the following techniques to control the display of multiple open windows:

|_' ® Pointing to the Show Desktop button at the right end of the Windows Taskbar
makes all the open windows temporarily translucent so that you can see through
- them to the desktop. The taskbar, desktop shortcuts, and gadgets remain visible.

This new feature is called Aero Peek, and is one of the features that works only on
hardware that supports Aero functionality.

The effect of pointing to the Show Desktop button, located at the right end of the taskbar.

Keyboard Shortcut You can peek at the desktop by pressing the Windows logo
key+Spacebar.
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® Clicking the Show Desktop button minimizes all the open windows. Clicking it
again returns the windows to their previous sizes and locations.

® Shaking the active window minimizes all other open windows. To shake a window,
point to its title bar, press the mouse button, and wiggle the mouse. To shake a
window when you're working on a portable computer that has a touch pad, point
to its title bar, and then wiggle your finger on the touch pad.

In this exercise, you'll experiment with the Windows 7 window-management techniques.

9 SET UP You don't need any practice files to complete this exercise. Log on to
Windows 7, and then follow the steps.

1. Click the Start button. At the top of the right pane of the Start menu, point to

ey Pictures.

.~

The icon at the top of the Start menu changes from your user account picture to a
representation of a stack of pictures, and a ScreenTip displays a description of what
will happen when you click the button.

Joan

.qd Solitaire

Docurnents
Contral Panel .

= Pictures

'Ci Getting Started Wiew and organize digital pictures,

hAusic
,.-__’:-,j Paint

Sticky Motes

% Snipping Tool
Contral Panel
&If Magnifier
[ew nd Printers

Garmes

Computer

Desktop Gadget Galle
@ p g ¥

Default Fragrarms

Help and Su

» All Pragrarms

| Bearch progrars and files

You can open common windows from the right pane of the Start menu.
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On the Start menu, click Pictures.

The Pictures library opens in Windows Explorer.

= ﬂ
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'\)u |E] v Libraries » Pictures » - | &,H Search Pictures 3
Organize * Share with « Slide show Burn Mew folder =~ b @
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> qfﬂ Music . : |
I» [&=] Pictures L } L\ k
- B widens - — - i -

Aquarium At the Park K's Birthday Monkeying Sample Pictures
> @ Homegroup Srotind
> M Cornputer
o
> %M Network
T's Birthday
~ 6 ftems
L8
——

The Pictures library displays the contents of your personal Pictures folder and the Public
Pictures folder.

See Also We'll discuss libraries in “Understanding Files, Folders, and Libraries,” and
work with Windows Explorer in “Finding Your Way Around Your Computer,” both later
in this chapter.

If the Pictures window is maximized when it opens, click the Restore Down
button, near the right end of the window title bar, so that the window fills only
part of the screen.

Tip The second button from the right end of a window title bar is the Restore Down
button when the window fills the entire screen, and the Maximize button when it
does not.

Drag the Pictures window by its title bar until the mouse pointer touches the top
edge of the screen, but do not release the mouse button.

An outline of a maximized window appears, indicating the effect of releasing the
mouse button in that location.

Release the mouse button.

The window size maximizes to fill all but the taskbar area of the screen.
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6. Drag the window away from the top edge of the screen.

The window returns to its previous size.

7. Drag the window by its title bar until the mouse pointer touches the right side of
the screen.

When you release the mouse button, the window fills the right half of the screen.

.
G@-@ » Libra... » Pictu.. » [+ || Search Pictures 2]
— =
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I wdy Hornegroup N
% Computer ‘j
1 €1 Network z
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) ; 1242am ||
N - [ )
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The effect of dragging a window to the right side of the screen.

i =~

8. On the taskbar, right-click the Windows Explorer button.

The Windows Explorer shortcut menu appears. From the shortcut menu, you can

open a new Windows Explorer window, or you can open a folder that you frequently
access.
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The Windows Explorer shortcut menu.

9. On the shortcut menu, click Windows Explorer.

Windows Explorer opens a new window.
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If you don't specify a folder, Windows Explorer displays the Libraries folder when it starts.
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10.

11.

12.

13.

14.

15.

16.

At the right end of the taskbar, point to the Show desktop button.
The open windows become transparent.

Click the Show desktop button.

The open windows disappear.

Click the Show desktop button again.

The windows reappear.

Point to the Libraries window title bar, hold down the mouse button, and then
wiggle the mouse to shake the window.

The Pictures window is minimized under the Windows Explorer taskbar button.
On the taskbar, point to the Windows Explorer button.

Thumbnails of the available Windows Explorer windows appear in a thumbnail
pane above the taskbar button.

. = Libraries

In the thumbnail pane, a blue background indicates the active window.

Point to the Libraries thumbnail, and then click the Close button that appears in
its upper-right corner.

The Libraries window closes.

If the Windows Explorer thumbnail pane has closed, point to the Windows
Explorer taskbar button again. Then point to the Pictures thumbnail.

The Pictures window appears temporarily when you point to its thumbnail.

Tip You can use this technique to quickly check the content of a window without
activating it.
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17. In the Windows Explorer thumbnail pane, click the Pictures thumbnail.
The Pictures window opens on the right half of the screen.

18. At the right end of the Pictures window title bar, click the Close button.
| i

x CLEAN UP Close any open windows before continuing to the next exercise.

Understanding Files, Folders, and Libraries

Files associated with programs and tools, as well as the files you create to contain your
information, are stored in a hierarchical structure of folders on hard disk drives and other
storage devices (such as CDs, DVDs, or USB flash drives). You can look at a representation
of this storage structure by displaying the contents of the available drives in Windows

Explorer.
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—
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Files are stored on each disk drive in a series of hierarchical folders.

Tip This graphic displays the contents of a folder in Details view. You change the way folders
and files are depicted in the Content pane by selecting a view from the Views list. For more
information, see “"Viewing Folders and Files in Different Ways” in Chapter 5, “Manage Folders
and Files.”

Each drive is identified by a letter, and in some cases by a description. Your computer’s
primary hard drive (the one where the operating system is installed) is almost always
identified by the letter C. (By tradition, the letters A and B are reserved for floppy disk
drives, which have been superseded by higher-capacity storage media and seem to be
becoming quite rare.) If your computer has additional hard drives, they are assigned the
next sequential letters, followed by any removable media drives.
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Tip You can't assign a specific drive letter to a local drive in Windows Explorer, but you can
name each drive. For information, see “Changing the Computer Name” in Chapter 10, “Change
System Settings.” You can assign a letter to a local drive in the Disk Management console, and
you can assign a drive letter to a shared network folder or drive when you connect to it. For
information, see “Connecting to Network Resources” later in this chapter.

In Windows Explorer, you can display a collection of related files and folders in a library.
Libraries are virtual folders that aren't physically present on the hard disk but that display
the contents of multiple folders as though the files were stored together in one location.
The top-level view of a library displays the files and folders stored at the top level, called
the root, of all the folders included in the library.

=[5 [ |
@Qv 3 v Libraries » Documents » - | &,H Zearch Documents 0 |
Organize = Share with = Burn MNew folder =~ i .@
4757 Favorites Documents library e
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» 3 T . Motes 41872009 233 PRA - File folder
N Jvl Wusic Wacation Information 42072009 320 PRA - File folder
> [ Pictures . Wark Projects 42072009 220 PR File folder
> B Videos B Financial Spreadsheetads: 352009 19 P Microsoft Office Bxcel Waorksheet 15 KB
E“"‘_]Resume.docx 12772008 215 P Microsoft Office Mford Document 169 KB
"% Hormegroup E“"_]Wmdows T Keyboard Shortouts.doc: 212009 8:52 PrA Micrasaft Office Ward Document 13 KB

Windows T Product Gulde,pdf 19,2009 5:51 PDF Fil C et o

The Documents library displays all the folders that are included in your personal Documents folder
and the public Documents folder, as well as the files and folders stored in the root of those folders.

The default Windows 7 installation includes four standard libraries—Documents, Music,
Pictures, and Videos. Each of these libraries includes your corresponding personal folder
and the corresponding public folder. In addition to the standard libraries, you can create
your own libraries, and a folder can belong to more than one library. For example, suppose
you are working on a Fall Promotion project for a client, Contoso Pharmaceuticals. If you
create one library that displays all the folders of your current projects and another library
that displays all the folders associated with Contoso, you can include the Fall Promotion
folder in both libraries.

See Also For more information about how to make any default or custom library available to
other users or computers on your network, see “Working with a Homegroup” and "Sharing
Files on Your Network,” both in Chapter 3, “Manage Your Network.”
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File Types

There are many different types of files, but they all fall into these two basic categories:

® Files used or created by programs These include executable files and dynamic-
link libraries (DLLs). Some of these files may be hidden (not shown in a standard
folder window view) to protect them from being inadvertently changed or deleted.

Tip When files are hidden you can't select or delete them, or delete the folder structure
they're stored in; a folder might appear empty, but if it contains one or more hidden
files, you cannot delete it. You can choose to display and work with hidden files, folders,
and drives by clicking that option in the Folder Options dialog box, which is discussed in
“Viewing Folders and Files in Different Ways" in Chapter 5, “Manage Folders and Files.”

® Files created by you These include documents, worksheets, graphics, text files,
presentations, audio clips, video clips, and other things that you can open, look at,
and change by using one or more programs.

The files installed with a program and those it creates for its own use are organized the
way the program expects to find them, and you shouldn’t move or remove them. However,
you have complete control of the organization of the files you create (such as documents
and worksheets), and knowing how to manage these files is essential if you want to be able
to use your computer efficiently.

Windows System Folders

When Windows 7 was installed on your computer, it created three system folders:

® Program Files folder Most programs (including the programs and tools that come
with Windows 7) install the files they need in subfolders of the Program Files folder.
You may have the option to choose a different folder, but there's rarely a reason to
do so. After you install a program you shouldn’t move, copy, rename, or delete its
folders and files; if you do, you might not be able to run or uninstall the program.

® User account folder The first time you log on to the computer with a new user
account, Windows 7 creates a folder for that user account in the Users folder. The
user account folder contains 12 subfolders, which we refer to in this book as your
personal folders. Eleven of your personal folders are visible in your user account
folder: Contacts, Desktop, Documents, Downloads, Favorites, Links, Music, Pictures,
Saved Games, Searches, and Videos. One folder is hidden—the AppData folder
that contains information about your user account settings for Windows and for
programs that you use. As you work on your computer and personalize Windows,
it saves information and settings specific to your user profile in these folders.
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Tip You can display your personal folders by clicking your user account name that
appears at the top of the right pane of the Start menu.
In addition to the user account—specific folder for each user account that is
active on the computer, the Users folder also contains a Public folder, the con-
tents of which are accessible to anyone logged on to the computer. The Public
folder contains nine subfolders. Six of these are visible: Documents, Downloads,
Music, Pictures, Recorded TV, and Videos. Three hidden subfolders—Desktop,
Favorites, and Library—contain information about settings that are common to
all user accounts on the computer. If you want to make files available to anyone
who logs on to the computer, you can store them in the public folders rather
than your personal folders.
Tip To clearly differentiate your personal folders from the public folders, Windows 7
refers to your personal folders as My Documents, My Music, My Pictures, and My
Videos, and to the public folders as Public Documents, Public Music, Public Pictures,
and Public Videos. The default Documents, Music, Pictures, and Videos libraries include
the corresponding personal and public folders.

® Windows folder Most of the critical operating system files are stored in this folder.
You can look, but unless you really know what you are doing, don't touch! Most
Windows 7 users will never need to access the files in the Windows folder.

Troubleshooting If you upgraded your computer from an earlier version of Windows,
the Windows folder from the earlier version might still remain on your computer.
However, it will have been renamed to Windows.old during the upgrade process to
avoid confusion.

Folder Window Features
In Windows Explorer, every folder window displays two consistent elements: the title bar

and the toolbar; you can't hide either of these elements.

Navigation buttons Title bar Address bar Toolbar Search box

| @E'lg
!
@@vl . b Libraries » Documents » Microsoft Press » WindowsTSBS » v|$,|| Search Windows 7565 | Pl

Organize « = Open Share with » E-mail Burn Mew folder I g=~ [ @
T Favorites Documents library e o ot
M Desktop Windows75BS

All folder windows include the title bar and toolbar.
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The title bar always contains the following tools for moving around and for locating
information:

® Navigation buttons The Back and Forward buttons move between previously vis-
ited window content, rather than up and down in the storage folder hierarchy. The
Recent Pages button (the arrow to the right of the Forward button) displays a list of
folders you have viewed; you can return to any folder by clicking it in the list.

@ Address bar Beginning on the left with the icon representing the item type,
the Address bar displays the path from one of the primary navigation groups
(Computer, Control Panel, Homegroup, Libraries, Network, Recycle Bin, or your
user account folder) to the folder whose contents are currently displayed in the
folder window.

O If the entire path doesn't fit in the Address bar, a left-pointing chevron appears
next to the folder icon.

O Clicking the arrow or chevron next to the folder icon displays a menu of
common storage locations and any path locations that don't fit in the
Address bar.

O Clicking the folder icon displays the path to the folder from the root of the
storage drive (sometimes referred to as the absolute path) or, for system
folders, to the primary navigation group.

O Clicking the arrow that appears after a folder name displays a list of its sub-
folders and certain high-level folders; you can switch to another location by
clicking it in the list.

® Search box From the Search box of any folder window, you can quickly search for
letters, words, or phrases occurring in the name or content of any file in that folder.

O Type a search term in the Search box to immediately filter the folder contents.
The Search Results list displays the names of files containing the search term
and, for most file types, a content snippet and the absolute path to the
file. Within the file name and the visible content snippet, the search term is
highlighted.

O Click the Clear button (the X) at the right end of the Search box to clear the
search results and return to the folder window contents.

See Also For more information about locating files and folders, see "Finding Specific
Information” later in this chapter.
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Unlike the title bar, the toolbar can vary based on the contents of the folder displayed
in the folder window. The buttons on the toolbar represent context-specific commands
for working with the folder and its content. For example, the buttons change for com-
pressed folders (.zip files) or if you select one or more files. When more buttons are
available than can be shown, chevrons (>>) appear at the right end of the toolbar;
clicking the chevrons displays a list of other commands.

See Also For information about compressed folders, see the sidebar “Compressing Folders
and Files” in Chapter 5, “Manage Folders and Files.” For information about selecting files, see
“Moving and Copying Folders and Files” in the same chapter.

In addition to the title bar and the toolbar, the layout of a folder window includes other
standard and optional components. You can display and hide many folder window
components.
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Typical folder window components.
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In addition to the title bar and toolbar, these components are available for every folder
window:

Menu bar If you prefer to manage the display of content by clicking commands
on menus rather than using the toolbar buttons and column headers, you can dis-
play a traditional menu bar at the top of the window, between the title bar and the
toolbar. (The menu bar is not open by default.)

Navigation pane This vertical pane is open by default on the left side of the win-
dow. It displays a hierarchical view of the computer’s storage structure, as well as
the storage structure of any available network, organized in five groups: Favorites,
Libraries, Homegroup, Computer, and Network. You can browse to folders on your
computer or network by clicking locations in this pane.

O To display the contents of a folder, click the folder name.

O To expand a folder in the Navigation pane, point to the pane, and then click
the white arrow that appears to the left of the folder.

O To collapse an expanded folder, click the black arrow that appears to its left.

You can resize or close the Navigation pane to provide additional working space in
the folder window.

Content pane This primary pane displays the contents of the selected folder as a
textual or iconic list. You can't close the Content pane.

Details pane This pane is open by default at the bottom of the window. It displays
information about the selected folder or file. You can resize or close it.

Preview pane This vertical pane is closed by default, but when open, it appears on
the right side of the window. It displays a preview of the file selected in the Content
pane. The Preview pane can display the contents of image files, Microsoft Word
documents, Microsoft Excel workbooks, Microsoft PowerPoint presentations, PDF
files, and other common file types. When the Preview pane is open, it is resizable.

Tip When you display the contents of a library, the folder window also includes a horizontal
Library pane above the Content pane. The Library pane details the arrangement of the contents
and the number of folders included in the library.
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Displaying and Hiding Panes

Each pane of a window displays a specific type of information. You can display and hide
window panes to show or hide information, or to change the amount of space available
in the Content pane. For example, if your folders typically contain many files and you are
adept at navigating in the Address bar, you might want to turn off the Navigation, Detail,
and Preview panes so that the Content pane occupies the entire folder window. To display
or hide any window pane, click Organize on the toolbar, point to Layout, and then click
the pane you want to change.

Keyboard Shortcut You can display or hide the Preview pane by clicking Alt+P.

Cut

Copy
Paste
Unda
Redo

;.

Select all

[C] Layout 3 tenu bar

Folder and search options

75 Delete

Renarme

Details pane
Preview pane

Mavigation pane

I=R=NN

Rernowe properties Library pane

Properties

Close

You control which window panes are visible.

Tip You can change the size of a pane by pointing to its border and dragging in the direction
you want to increase or decrease its size. This technique is useful if you want to display more
information in one pane without closing the other panes.

Finding Your Way Around Your Computer

You view all the drives, folders, and files that are part of your computer’s storage
system, as well as those on any computers you are connected to through a network,
in Windows Explorer.
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You can start Windows Explorer in several ways; for example, you can:
® Click the Windows Explorer taskbar button to start Windows Explorer and display
the Libraries folder.

Keyboard Shortcut Press the Windows Logo key+E to start Windows Explorer and
display the Computer folder.

® Click any of the folder links in the right pane of the Start menu.
O Click your user account name to display your personal folders.
O Click Documents, Pictures, or Music to display the corresponding library.

O Click Computer to display the hard disk drives and storage devices available
to your computer.

® Right-click a folder in the left pane of the Start menu, and then click Open or
Explore to display the folder contents in the Content pane and the path to the
folder expanded in the Navigation pane.

® Double-click a folder on the desktop or in any window to display the folder
contents in the Content pane.

See Also Windows Explorer also displays the hardware devices (such as monitors, printers,
and cameras) connected to your computer—both directly and over a network. For information
about working with hardware, see Chapter 12, “Set Up Hardware Devices.”

You can navigate through the folder hierarchy on each drive, displaying the contents of
folders within folders until you find the file you want. This navigation process is called
browsing. However, you don't have to browse to find the programs, tools, and informa-
tion you need in your daily work. You don’t even have to know precisely where things
are stored, because Windows 7 provides a system of links that you can use to navigate
directly to its settings and tools, to programs, and to certain classes of information. You
have already seen evidence of this link system with the icons on the desktop and the
links on the Start menu, but links are also used in other key components of Windows 7,
which we will explore here and in other topics of this book.

See Also For more information about browsing drives and networks, see “Sharing Files on
Your Network” in Chapter 3, “Manage Your Network.”

To explore your computer’s storage system, you can use the Computer window as a
convenient entry point. The devices represented in the Computer window are divided
into groups. Internal hard disk drives (those physically installed in your computer) and
external hard disk drives (those connected to your computer by a cable) are shown first,
followed by internal removable storage drives (floppy disk, CD, and DVD drives) and
external removable storage devices (such as USB flash drives), and then storage locations
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you access through a network connection. For each drive or device, the total storage
space and available storage space are given, both as actual measurements and visually as
a colored progress bar. The length of the progress bar indicates the portion of the total
storage space that is in use. The default bar color is aqua; when less than 10 percent of
the storage space on a disk or device remains available, the bar color changes to red.
Tip The Computer window displays only groups that contain storage devices; if a group isn't
active it isn't listed in the window.

In this exercise, you'll explore the storage structure of your computer and learn different
ways of getting to the information stored on your computer.

9 SET UP You don't need any practice files to complete this exercise; just follow the steps.

1. In the right pane of the Start menu, point to Computer.

The Start menu icon changes from your user account picture to a representation of
a computer system, and a ScreenTip displays a description of what you can do from
the Computer window.
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You can open the Computer window to display information about your computer’s storage
devices.
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On the Start menu, click Computer.
The Computer window opens in Windows Explorer.
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In the Content pane of the Computer window, icons identify each drive or device type.

Troubleshooting The Content pane of your Computer window will display the number
and types of drives your computer can access and will probably not be identical to the
pane shown here.

From this window, you can navigate through the storage structure of your com-
puter in four ways: by double-clicking locations in the Content pane, by expanding
locations in the Navigation pane, by clicking locations in the Address bar, or by
searching for files and folders from the Search box.

If any groups in the Navigation pane are expanded to display their contents, col-
lapse them by pointing to the pane and then clicking the black arrow that appears
to the left of the group’s name.

If the drives and devices shown in the Content pane of your Computer window
are represented by words or icons in a different way than shown in our graphic,
click the Views arrow on the toolbar and then, in the Views list, click Tiles.

In the Navigation pane, expand the Computer group.
The group includes the storage disks and devices currently available to your
computer, as well as any media drives that contain media.

Important Clicking any drive, whether internal or external, in the expanded Computer
group displays the contents of the top level of the drive’s storage structure, called the
root, in the Content pane. The root of a drive often contains system files and folders that
should not be modified or moved in any way.
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6. In the Navigation pane, expand Local Disk (C:), and then in the list of folders that
appears, click Users.

The Users folder window opens.
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The Users window displays folders for each active user account on the computer.
7. In the Content pane, double-click the folder corresponding to your user
account name.

The Content pane displays your personal folders, other than the hidden AppData
folder.

8. In the Address bar, click the arrow to the right of Users.

A list of user account folders appears.
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In the list of user account folders, bold text indicates the folder in the path to the
current location.
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In the list of user account folders, click Public.

The Content pane displays the folders available to all users of your computer, and
to network users with permission to connect to your computer.

See Also For information about connecting to other computers on your network, see
“Connecting to Network Resources” later in this chapter.

Point to the Navigation pane, and click the black arrow to the left of Computer to
collapse the group. Then click the white arrow to the left of Libraries to display the
available libraries.

In the Navigation pane, click the white arrow to the left of Documents.

The Documents library expands.
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You can reach the Public Documents folder from the Libraries group in the Navigation pane,
as well as by browsing to it through the computer’s folder structure.

In the Navigation pane, under the Documents library, click My Documents.

The Content pane displays the contents of the My Documents folder.
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Because you accessed your personal documents folder from the Libraries group, the Library
pane appears above the Content pane, and the Address bar displays a library icon and a path
beginning with Libraries.

The highlighting is removed and the Address bar contents are now more visible.

13. At the left end of the Address bar, click the library icon that precedes the folder

path. Then press the End key or click an empty area of the Address bar.

.a

@U‘?l o ChvUsers\JoamiDocuments vl *3 | |
Organize + Share with « Burn New folder
't Favarites Documents library
My Documents
J_J_Libraries Marne Date rnodified Type
i Documents
MAirrnsnft Precc

Clicking the folder icon displays the absolute path of the current location.

Notice that the actual name of your personal documents folder is Documents, not
My Documents. The name My Documents is used in the library to distinguish your
Documents folder from the Public Documents folder.

14. In the Navigation pane, click the Documents library.

The contents of all the folders included in the Documents library, both personal
and public, appear in the Content pane.
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Tip If there are no folders or files in your Public Documents folder, the content shown in
the Content pane won't change.

15. In the Library pane, click the button to the right of Arrange by.

The Arrange By menu appears.

=N g
@UV|@ b Libraries » Documents » - |¢, | | Search Documents ol
Organize « Share with = Burn New folder =« @
i Favorites Documents library Anonge by: | Folder ~
Includes: 2 locations
Librari = @ | Falder
A S1oranes Marme Date modified Type
@ Documents Author
| My Documents . Microsoft Press 4172009 10:34 PhA - File folder Date modified
I Public Documents | Mates 41872009 233 PR File folder Tag
J J Wacation Infarmation 42072009 220 PRA - File folder
I Music Type
p LMok Projects 42072009 320 PRA - File folder
[ Pictures =l : ) ) Marme
B videos i Financial Spreadsheet 3542009 119 PM Microsoft Office Bxcel
EResume 172772008 215 PR Micrasoft Office Ward [ Clear changes
'% Homegroup i%\I\J"inl:h:nm’s 7 Keyboard Shortcuts 27172008 9:52 PR Microsoft Office Word Document 13KE
T Windows 7 Product Guide 1702000 5:51 Ak Adobe Acrobat Docurment 5 061 KB

You can view library contents arranged in folders; grouped by author, date modified, tag, or
type; or listed in alphanumeric order by file name.

16. Try the different arrangements to see how each displays files and folders.

x CLEAN UP Close the Documents window.

Connecting to Network Resources

If your computer is connected to a work network or to a home network, you might want
to access folders that are located on other computers on the network.

See Also For information about sharing folders and drives, see “Sharing Files on Your
Network"” in Chapter 3, “Manage Your Network.”

Navigating to a Shared Folder

In Chapter 3, “"Manage Your Network,” you learned how to share files, folders, and
drives with other people on your network, either by sharing them with homegroup
members (computers), if your computer is part of a homegroup, or by sharing them
with all or selected network users (people). You also learned about sharing files by
placing them in public folders, and how to control whether public folders are visible
to other network computers.



130

Chapter 4 Navigate Windows and Folders

If your computer is connected to a network, you can use Windows Explorer to navigate
not only to drives and resources on your own computer, but also to drives and resources
across your entire network.

You can view files, folders, and drives that other network users have shared with you in
the same way that you view information on your own computer. Open the Computer
window and then, in the Navigation pane, click the Network group. The Network win-
dow shows all the computers that are currently available through the network that your
computer is connected to.

= E [ |
@Qv‘ﬁi » Metwork » - |+9 | | Segrch Netwank: Lo
Organize » Network and Sharing Center Add a printer Add a wireless device -« O 'é‘
Favorites 4 Computer (5)
5 Libraties L FORGET-ME-NOT L HIBISCUS
== e ]
> Homegrou & .
9 Cd ,L PLUMERLA, " 0TS
= =R
> (M Computer ) -
*Media Devices (1)
4 €5 Metwark > Network Infrastructure (1)
> M FORGET-ME-NOT
> 1M HIBISCUS
> (M 0TSl
> /M PLUMERIA,

The Network window.

Navigate to shared resources on the computers by expanding the Network group
computers and their folders in the Navigation pane, or by double-clicking computers
and folders in the Content pane.

Mapping a Network Drive

If you want to access a specific network drive or folder on a regular basis—for
example, if you frequently connect to a shared external hard drive—you can map the
drive in Windows Explorer to make it more easily available. When you map a drive, you
assign it a local drive letter so that it appears along with other available storage devices
and locations when you view the contents of your computer. You can map a drive for
the duration of the current computing session, or instruct Windows to reconnect to
that drive every time you log on.
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To map a drive:

1. On the Start menu, click Computer.
2. On the Computer window toolbar, click Map A Network Drive.

The Map Network Drive wizard starts.

) @; Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Diivve: g hd

Falder: - Browese..,

Exarnple: \\serverishare

[] Reconnect at lagon
[T Connect using different credentials

Connectto s Wb site thatyou can use to store your docurnents and pictures,

Finish

If you haven't previously mapped a drive, the wizard suggests "Z" as the drive letter for the
drive you're mapping.

3. If you want to change the letter that represents the mapped drive when viewing
your computer contents, click the Drive list, and then click the letter you want.

4. If you know the UNC path to the drive or folder you want to map, type it in the
Folder box, and then skip to step 8.

5. To browse to the drive or folder you want to map, click the Browse button.

The Browse For Folder dialog box opens, displaying a list of the computers that are
available on your network.

6. Click the white arrow to the left of a computer name to display a list of shared
folders on that computer.

If a computer doesn’t have any shared resources, the arrow disappears; otherwise,
the arrow color changes to black to indicate that the computer folder is expanded.
You can hide the content list for any folder by clicking its black arrow.
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Browse For Folder Iﬁ

Select a shared network, Folder

‘?! Metweork
> (M BRIARROISE
(M FORGET-ME-MOT
> M HIBISCUS
- M OTE
4 8 p|LMERLA,
» 0 mac
> o Public

s winT

Make Mew Folder 2k

A

If public folder sharing is turned on for a computer, its Public folder appears in the shared
folder list.

7. Click the computer that hosts the folder you want to map a drive to. If necessary,
expand the shared folder to display its subfolders. When the folder you want to
map to is selected, click OK.

The UNC path to the folder appears in the Folder box.

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drinve: [W: - l

Falder: WPlumeriatwinT\Graphics\Final -

Example: Wiserverishare

[¥] Reconrect at lagan

[ Cannect using different credentials

You select the drive letter that will represent the shared folder’s connection to your computer.
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8. If you want to connect to the mapped drive only until the end of the current
Windows session, clear the Reconnect At Logon check box.

9. If the user account you log on to your computer with doesn’t match the user
account you need to log on to the computer hosting the shared folder, select
the Connect Using Different Credentials check box.

10. In the Map Network Drive window, click Finish.
Windows connects to the shared folder and opens it in a folder window.
11. In the Navigation pane of the folder window, click Computer.

The mapped drive appears in the Network Location area of the Computer folder
window.

!
@uv|ﬁ v Cormputer » - | &f| | Search Computer P |

Organize * Properties Systemn properties Uninstall or change a program Map network drive  » E- T l @&

» .0 Favorites 4 Hard Disk Drives (3)
Pad (C3) FACTORY IMAGE (D)

* g Libraries e ~ ) - - | Ty — |
146 GE free of 288 GB f::-:y‘ 1.30 GB free of 9.59 GB

>'% Homegraup Blassam {E:)

|
S0 159 66 free of 293 GB

4 Devices with Removable Storage (1)

& &
$ DAD R Dirive (F2)

4 Metwork Location (1)

i Final f\Plurmeriain T\Graphics)
= ]
<z, B

M Computer

> G‘j Metwrark

Final (\Plurmeriaywin?\Graphics) (W) Spaceused: b | Total size: 685 GB
Metwork Drive Space free: 525 GB File system: NTFS

3

The mapped drive also appears when you expand the Computer group in the Navigation pane.

To remove a mapped drive, right-click the drive in the Computer window, and then click
Disconnect.

Tip If you connect to a specific network drive from time to time but don’t want or need to
map a folder to it, you might find it useful to create a desktop shortcut to the folder or to add
it to the pinned items area at the top of your Start menu. For more information, see “Creating
Shortcuts” in Chapter 5, “Manage Folders and Files.”
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Finding Specific Information

Recent advancements in online and computer search technology have made the instant
location of information and files so simple that it's easy to forget how tedious tracking
down the same items would have been in the past. The Windows Search technology that
is built in to Windows 7 is quite simply excellent. We touted the search capabilities in
Windows Vista as one of its top three features, but the Windows 7 search engine is better.

Windows Search

Using Windows Search, you can find programs, files, messages, and message attachments
on your computer almost instantly. You don't need to know the name or location of the
file or item you want to find; simply type a word or phrase in the Start menu Search box
to display a list of matching items, organized by type. To restrict your search to the con-
tents of a specific folder (and its subfolders), display the folder in Windows Explorer and
enter your search term in the Search box in the upper-right corner of the window.

Programs i2)
'i{g‘?_.'l:'erfnrmance tonitor
'@E_}:lResource Monitor

Control Panel {24}

B Set up cornputer to use multiple monitors

B How to correct monitor flicker (refresh rate)
'@Backug and Restore
¥ Wiew reliability histary

Documents (2}

B Yindows T Keyboard Shortcuts
T Windows T Product Guide

Microsoft Office Cutlook (39)

e Mfindous 8; Google's enterprize cloud: iPhone ws, HTC Touch Di...
i1 Microsoft Hosting Parther Community [Mewsletter - April 2009

g Horestead Mational Monurment of Armerica to Conduct Prescri.,
=3 P Microsoft ASPNET 4.0 Step by Step (627017)

= See maore results

|m0nit0r * | | Shutdown | |

Search results are divided into categories. Click any category heading to display a list of all the
search results in that category.
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How does Windows Search find items so quickly? Behind the scenes, Windows Search
maintains an index of all the key words in, and associated with, the files stored on your
computer—program names, common tasks, and the file names and content (when pos-
sible) of documents, audio and video recordings, images, e-mail messages, Web pages,
and other data files. Windows Search automatically indexes the most common file types
(such as Word documents, text files, and e-mail messages) and doesn't index file types you
are less likely to search (such as operating system files). For certain types of files (such as
PowerPoint presentations), Windows Search indexes the file properties and the file content,
but for others (such as PowerPoint slide templates) it indexes only the file properties. (It
does not include the system files; such an index would be huge and would slow down the
search process.) When you enter a search term, Windows looks for the term in the index
instead of searching the actual files on your hard disk.

Tip By default, Windows doesn’t index encrypted files because a search by another computer
user could reveal the encrypted data. You can add encrypted files to the search index if you
first put in place a full-volume data-encryption solution, such as Windows BitLocker Drive
Encryption. For information about BitLocker, see Windows 7 Step by Step Deluxe Edition, by
Joan Preppernau and Joyce Cox (Microsoft Press, 2010).

If a simple search from the Start menu Search box or the Search box in a Windows
Explorer window doesn't locate the item you are looking for, you can perform more
advanced searches in the Search Results folder. Your search criteria can include the date
a file was created, its size, part of its name or title, its author, and any tags you might
have listed as properties of the file.

See Also For information about file properties, see “Working with Folder and File Properties”
in Chapter 5, “Manage Folders and Files.”

You can save a set of search parameters so that you can display updated results at any
time. Saved searches are added to the Favorites group in Windows Explorer and are also
available from your personal Searches folder.

Windows Search Parameters

You can change which file types and locations are included in the Windows Search index
at any time. You can change the search settings in the following places:

® On the Search tab of the Folder Options dialog box You can open the Folder
Options dialog box by clicking Organize on the toolbar of any Windows Explorer
window and then clicking Folder And Search Options on the Organize menu.
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Felder Options

General | View | Search

Wwihat to search

@ Inindexed locations, search file names and conbents.
I hon-indexed locations, search file names only.

1 Always search file names and contents [this might take
several minutes]

Haow ta s2arch

lfgﬁ:gie subfolders in search results when searching in file

Find partial matches
[7] Use natural language search

[7] Dan't use the index when searching in file falders for system
files [searches might take longer]

YWhen searching non-indexed locations

Include system directories
[ Inchude compressed files [ZIP, CAB..)

Restore Defaults

[ (] 4 ” Cancel ] Apply

On the Search tab of the Folder Options dialog box, you can make simple changes to search
settings.

You can specify whether Windows Search returns results from file contents as well
as from file names; whether results of folder-specific searches include files located
in subfolders; whether a search returns results that don't exactly match the search
term (for example, returning results containing rocker as well as rocking); and other
options related to the standard Windows Search scope.

From the Indexed Locations dialog box You can open the Indexed Locations dia-
log box by displaying Control Panel in Large Icons view or Small Icons view, clicking
Indexing Options, and then clicking Modify in the Indexing Options dialog box.
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- Indexed Locations @

Change selected locations :
Change selected locations

& | Internet Explorer Histor =
@ %‘ h P Y g. Internet Explorer History {Joan-PClJoan)
[ & Local Disk (i) - - —
& offline Fi & Internet Explorer History {Joan-PCyTrinity)
= ine Files = i
4 . Local Disk (2
Windows Sticky Notes O = e
D = Dell
[ & | HPUniversal Prink Criver
[ ¢ | inetpub
Summary of selected locations Bl b ) nvidia
Included Locations E [ v | Perflogs
& Internet Explorer History [l & 1l Program Files
£ offline Files (] | test folder
| Skart Menu » . Users
| Users Ap ] . WigwSonic
windows Sticky Notes [ » | windows
& Offline Files (Joan-PCyJoan)
i
& Offline Files (Joan-PCyTrinity)
k
Windows Sticky Notes (Joan-PCJoan)

[ '&' Show all locations

Summary of selected locations

Included Locations Exclude

glnternet Explorer History (Jo...
&|Internet Explorer History (Jo..,
.@OFFIine Files {Joan-PC\Joan)
) offline Files {Jaan-PC Trinity)
. Stark Menu
. Users Applata; Applata; Applata
windows Sticky Motes (Joan. ..

Show all locations [ (04 ” Canicel l

In the Indexed Locations dialog box, you can view simple or expanded versions of the locations
included in the search index.

In the Change Selected Locations list, you can select or clear the check boxes of
specific folders to indicate which ones should be included in the search index.
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® The Search and Indexing troubleshooter If Windows Search isn't finding specific

files that you search for, the file type or location might be out of the current index
scope, or in rare cases, there could be a problem with the index file. The Search
And Indexing troubleshooter will guide you through a simple troubleshooting
process to determine what changes need to be made so that the search results
meet your expectations. To start the Search And Indexing troubleshooter, open
the Indexing Options dialog box from the Control Panel All Items window and
click Advanced. Then, on the Index Settings tab of the Advanced Options dialog
box, click the Troubleshoot Search And Indexing link.

N\, 441 Search and Indexing

What problems do you notice?

Select all that apply.

[ Files don't appear in search results.

[7] E-mail doesn't appear in search results,

[] Search or indexing is slowing down the computer.

[] My problem isn't listed above. (Please provide a description on the next page.)

[ Next ]’ Cancel

The Search and Indexing troubleshooter.

Tip Windows 7 has about two dozen built-in utilities, referred to as troubleshooters,
that guide you through the processes of resolving various problems. For information
about the available troubleshooters, see Windows 7 Step by Step Deluxe Edition by Joan
Preppernau and Joyce Cox (Microsoft Press, 2010).

You can identify the type of problem you're having or simply have the trouble-
shooter check your computer against a list of common issues. After running the
troubleshooter, click the See Detailed Results link to display a list of everything
the troubleshooter checked.
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Incorrect permissions on Windows Search directories Issue not present

When permissions on the Windows Search data directories are set incorrectly,
the search service might not be able to access or update the computer's search
index, This can result in slow searches orincomplete search results,

Search Filter Host process failed Issue not present

Problems with the Search Filter Host might indicate errors in the Windows
Search service, which can cause searches to fail or return incomplete search
results,

Windows Search service shut down unexpectedly Issue not present

When the Windows Search service is forcibly shut dowen while performing
maintenance, searches might fail ar return incormplete search results,

Potential issues that were checked Detection details

Windows Search se

Wihien the Windows
return incomplete se

Search and Indexing

Potential issues that were checked
Windows Search seq [ncorrect permissions on 'Windows Search directories

Wehen the Windows § Search Filter Host process failed

d ight not b
andyau might ne Windows Search service shut down unexpectedly

Windows Search sel Windows Search service shut down unexpectedly

Problerns with the W Windows Search service not running

incomplete search re . )
Windows Search service failed

Search Protocol Hot Seqrch Protocol Host process failed

Problems with the Sg o
Search service, which Potential issues thatwere checked

The Search and Indexing troubleshooter details.

I@I

Publizsher details

fssue not present
fssue not present
lssue not present
fssue not pressnt
lssue not present
fssue not present

fssue not present

From the Advanced Options dialog box, you can also do the following things that

require administrator permission:
® Include encrypted files in the index.
® Add a type of file to the index.
® Change the indexing level for a type of file.
® Change the location of the index file.
® Restore the default settings.

® Rebuild the index file from scratch.

Tip If you have a lot of data on your computer, rebuilding the index file can be a very
lengthy process, and is not one you would want to undertake without good reason.
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In this exercise, you'll quickly locate items on your computer. You will then use advanced
criteria in the Search Results folder to look for other files and will open the Preview pane
to help identify the correct file.

9 SET UP You need the practice files located in your Documents\Microsoft Press\
Windows7SBS\Navigation folder to complete this exercise.

1.

2.

Click the Start button.
The Start menu opens with the cursor blinking in the Start menu Search box.
In the Start menu Search box, type ice.

As you type the search term, Windows filters the program files, folders, and e-mail
messages stored on your computer.

Point to each file in the search results in turn.

A ScreenTip displays the properties of each file you point to.

Documents (15}

| StrausOrganiclceCrearn
0 Recipel
| | streetSign

| Slick Sturnp
|| ErozenBranch

agsice storm; Dallas; street signs; icicles
Rating: Unrated
Dirnensions: $00: 600

] IceBerties Size: 152 KB

| Trinityd
| Trinity?

Files i15)

The properties shown in a ScreenTip vary based on the file type.

If you get in the habit of entering properties for your files, this handy trick can help
you quickly identify the file you want.

See Also For information about file properties, see “Working with Folder and File
Properties” in Chapter 5, “Manage Folders and Files.”

At the bottom of the search results list, click See more results.

The Search Results In Indexed Locations window opens, displaying the full list of
results. You can change the view and sort the files the same way you would with
any folder.
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See Also For information about sorting and filtering folder contents, see “Viewing
Folders and Files in Different Ways” in Chapter 5, “Manage Folders and Files.”

Scroll the center pane to view all the search results.

In the center pane, file properties and content matching the search term are high-
lighted. If no highlighting is visible in the search results shown, the matching content
is further into the file than the snippet shown. Your search term appears in the Search
box located in the upper-right corner of the window.

Click in the Search box to the right of the word ice.
The Add A Search Filter list appears.

EET
— ’ ]
) |j’ v Search Results » - |+¢ | | ice *
= K z 3 . Add a search filter
JOopEs i - Kind: Date rodified:  Type:  Size:
. =
[ Favarites H Trinity2
Tags: ice starrn; Dallas; Trinity: swing; icicles Size: 155 KB
i Libraries Icyleaves
3 Documents — Tags:ice storm; Dallas; leaves; tree Size: 603 KB
o .
) W iceskatesmed
(=] Pictures ; Sire:33.2 KB
E Wideos .
FrostKingl Date modified: 9/2172008 L5 Pk

Three little Fairies sat inthe fields eating their breakfast; each  Size: 159 KB
among the leaves of her favarite flower, Daisy, Primrose, an..  Authors: Joan Preppernau
CiUsersiJoanhy DocumentsiMicrosoft Press\lindows TSBE\Navigation

m

) Homegroup

% Computer

FrostKing2 Date rodified: 9/21/2008 1:56 Ph
. A Flower Fable Louisa hbay Slcott Three little Fairies satin the  Size: 164 MB
M Metwork fields eating their breakfast; each among the leaves of herf.. Authors: Louisa May &lcott

ChUserstJoanhy DocumentsiMicrosoft PressiindowsTSBE\Navigation

@ ﬁ license Date rrodified: 4/22/2009 10:56 PR -

P 15 items

From the Add A Search Filter list in the Search Results window, you can quickly filter search
results by common properties.

At the right end of the Search box, click the Clear Search button.

The Search Results In Indexed Locations window displays the cumulative results of
recent searches.

Close the Search Results in Indexed Locations window.
On the Start menu, click Documents.
The Documents library opens.

Navigate to your Documents\Microsoft Press\Windows7SBS folder and display
its contents in the Content pane.
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11. In the upper-right corner of the folder window, click in the Search box displaying
Search Windows7SBS.

A list of previous search terms appears.
12. In the list of previous search terms, click ice.

The Search Results In Windows7SBS window displays the files in the Windows7SBS
folder that match the search term.

13. Click in the Search box, after the word ice.

The Add A Search Filter list appears below the search term, with options appropri-
ate for searching in a library.

=EE
Search Results in Navigation » - |¢,| | ice % |
- . = Add a search filter
o e Authors: Type:  Date modified:  Size:
- -
Documents ||brary Arrange by:  Top results ¥
Search Results in Navigation
) -
ﬁ StrausOrganiclceCream
= Tags: organic ice crearn Size: TLI KB
fiw 5y Recipel Diate modified: 3/4/2009 10:12 AM
.. the wehole mixture into anjice cream maker and freeze Size: 16.8 KB =—
according to the manufacturer's instructions, Authors: Joan Preppernau
| 4 Cillsershlnanihy Documents\Micrasaft Press\Windows TSBS\Navigation
“ StreetSign

You can enter search filters directly in the Add A Search Filter box or select properties
from the list.

14. In the Add a search filter list, click Type. Then scroll the list to see the results.

The word type appears to the right of the term in the Search box to indicate which
filter will be applied to the search results.
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v|¢¢||icet}rpe: x |
pof [«
.png

R

Adobe Acrobat Document

PG

Microsaft Office Ward 97 - 2003 Docurme =
Microsoft Office Word Document

PMG image
cer and freeze Text Document E
ns. Authors:Joan Preppernau

Pressyiindous TSES\Navigation

When filtering a list by file type, you can choose from the file extensions or the
corresponding file type descriptions represented by the search results.

15. In the type list, click .JPG.

The search results change to reflect the filters you've applied.

o) |

- | 42 ||| ice type:=JPG File x|

Add a search filter
Authors:  Date modified:  Size:  Mame:

Arrange by:  Top results ~

The current filters are shown in the Search box, and the filter list changes to include
additional options.

16. In the Search box, after .JPG, type cream.
The results list displays one file that matches all the search criteria.

Tip You can use wildcard characters to locate files that include your search term in the
middle of another word.
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» Search Results in Navigation »

Save search Burn E~- O @
-

Documents library

. N Arrange by:  Top results
Search Results in Mavigation

% StrausCrganiclceCream

Tags: organic ice crearn Size: 713 KB

m

Search again in:

@Dncuments i Libraries @Hnmegmup 1Ml Computer Custnm.‘. Elrternet

You can change the scope of a search by clicking any of the locations in the Search Again In
list at the bottom of the search results.

17. In the Search box, select and delete type:=.JPG cream. Then type storm.
The search results display photographic images taken after an ice storm.
18. On the toolbar, click Save search.

The Save As dialog box opens.

p Save As ﬂ
s ‘
uu ‘ £ v Joan v Searches » - |¢,|| Search Szarches e |
Organize » New folder £z - ®
oo Mare = Date modified Type
*
_| 4Search Connector {2}
BB L e 7| [P Microsoft Office Out.. 4/22/20091139 &M Search Connector
E Dechmnenty | 4 5 Sticky Notes (indo... 4/18/20095:53PM  Search Connectar
husic
=] Pictures p Save As ﬁ
—
E iidecs Ou | 5 b Joan v Searches » v|€,|| Search Segrches 0 |
File name: || -
File name:
Save as type:[Saved Search V]
Save as type:
Authors: Joan Tags: Add a tag
Authors:
= Browse Folders [ Save ] [ Cancel I
“ Hide Folders
J

In its Browse Folders state, the Save As dialog box displays the content of your personal
Searches folder.

Tip You can display or hide the Navigation and Content panes in the Save As dialog box
either by clicking Browse Folders or Hide Folders, or by dragging the bottom border of
the dialog box to resize it.
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In the Save As dialog box, click Save to accept the default name and save the
search in the Searches folder.

The folder window now displays the contents of the new Searches\ice storm folder.
At the top of the Navigation pane, expand the Favorites group.

The Navigation pane and Content pane display the contents of the Favorites
group.

@uv| [ v Favorites = |¢,| Tes
Organize v
4 .7 Favorites ! Desktop o Recent Places
Shortcut = = Shortcut
o
B Desktop 437 bytes P s i

= Recent Places
~ storm

L storm ( ! Shorteut
fﬂf 109 KB

* 7 Libraries

The saved search is available in your Favorites group.

You can display up-to-date search results for the term storm at any time by opening
the saved search from the Favorites group.

x CLEAN UP Close the Favorites window.

Key Points

All windows share common characteristics. You can work with them in standard
ways, such as by sizing, moving, arranging, and hiding them.

Files are organized on your computer in a hierarchical storage structure.
Windows Explorer provides several ways to move around your computer's storage

system. Becoming familiar with them will increase your ability to quickly navigate
to specific files.

You can quickly locate information on your computer by entering a search term
in either the Search box on the Start menu or the Search box in the upper-right
corner of a folder window.

You can refine a search by filtering the search results, for example, to show only
files of a specific type.
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... (ellipsis)
in button names, xxxvi, x|
in command names, Xxxvi
/ (forward slash), in Web site addresses, 207
- (minus sign), in search terms, 240
() (parentheses), in search terms, 241
+ (plus sign), in search terms, 240
# (pound sign), in Web site addresses, 207
? (question mark), in Web site addresses, 207
3-D text screen saver, 313

A

absolute paths
defined, 445
displaying in Address bar, 119
Accelerators
categories of, 226, 228
default, 229-230
Default status, 229
defined, 445
Disabled status, 229
disabling, 230
displaying content preview, 228
displaying information about, 228, 230
Enabled status, 229
icon, 226
installing, 227-229
managing, 229-230
menu, 226
overview of, 209
removing, 230
starting, 227
accessibility
high-contrast themes for, 297
keyboard, 427
of Web content, 262, 264-265
Accessibility dialog box, 264-265
accessories. See individual accessories; programs;
Windows 7 programs
Accessories folder, 11
Action Center taskbar notification area icon, 329

activation, Windows 7, xx—xxi
grace period, XX, Xxi
status, xxi
Active Directory Domain Services (AD DS),
authenticating users with, 68
Active Server Pages (ASP), 207
ActiveX controls
defined, 445
and security zones, 273-274
activity reports, Parental Controls, viewing, 56
Add-ons Gallery.
See Internet Explorer Add-ons Gallery
add-ons (Internet Explorer 8), 211
Add Printer wizard
connecting to remote printers with, 405-407
installing printers with, 397-400
Add To Favorites button (Internet Explorer), 211
Add Web Slices button, 238
Address bar (Internet Explorer), 213
Compatibility View button, 213
displaying Web site or page in, 209-210
domain name in, 213
Go button, 220
Refresh button, 213, 220
Stop button, 213
typing URL into, 220
Address bar (Windows Explorer), 333
arrows in, 119
chevrons (« ») in, 119
defined, 445
folder icons in, 119
in folder windows, 119
iconsin, 119
paths in, 119
switching between folders, 119
Address toolbar, 327
addresses, Web. See Uniform Resource Locator
(URL); Web site addresses
administrator account
changing Windows settings, 45
defined, 445
first user account, 46
importance of setting passwords for, 45
and Parental Controls, 55
tasks requiring, 43
and User Account Control (UAC), 23, 44
advertising, Web page. See pop-up windows
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462 adware, defined

adware, defined, 269
Aero desktop experience
graphic backgrounds in themes, 296
graphics, unsupported, 297
themes, 295, 296
user interface, xiv
Aero Peek
defined, 109, 445
overview of, 109
Aero Shake, xiii, xiv
age/maturity ratings of games, in Parental
Controls, 58
All Accelerators submenu, 226
All Programs menu
Accessories folder, 11.
See also individual accessories
arranging items in, 321
closing without starting a program, 10
defined, 10, 445
displaying, 10
Games folder, 11
Maintenance folder, 12
new programs highlighted on, 10
Startup folder, 12
Windows 7 folders on, 10-12
.am, in Web site addresses, 208
AND, in search terms, 241
Anytime Upgrade. See Windows Anytime
Upgrade
AppData folder, 117
Apply button, xI
arrows
in Address bar, 119
on buttons, xxxviii
next to commands, xxxvii
ASP (Active Server Pages), 207
aspect ratio
defined, 445
widescreen monitors, 315

.aspx file extension, in Web site addresses, 207

associations, program, setting, 384
audio

channel, testing, 416

input jack, 414, 417

output jack, 414, 415

range, 416

special-purpose keys for, xxxiii
Auto Arrange feature, 191

for desktop shortcuts, 196
AutoPlay dialog box, 374
autorun file

defined, 445

in program installation, 374

B

Back button, in folder windows, 119
Back button (Internet Explorer)
appearance of, 223
on tabs, 217
background color, in Web content, 263-264
backgrounds, graphic, in Aero themes, 296
backing up
and folder structure, 147
before upgrading, xx
Backup And Restore tool, 12
Balanced power plan, 343
bandwidth, defined, 445
base score, Windows Experience Index.
See Windows Experience Index
battery power, saving, 343
battery status (portable computers),
in taskbar notification area, 330
Berners-Lee, Sir Timothy, 199
Bing, 242
BitLocker, 135, xv
bitmap, defined, 171, 445
blocking pop-up windows, 269-270
blogs
creating, with Windows Live Spaces, 373
defined, 200, 446
posts, creating with Windows Live Writer, 371
.bmp. See bitmap
bookmarks, in Web site addresses, 207
Boolean operators, in search terms, 241
boom microphone. See microphones
broadband connection, defined, 446
Browse For Folder dialog box, 131-115
browser. See Web browser
browsing
defined, 199, 446
folders, changing options for, 152
History tab, 282
objectionable content, restricting, 284-286
overview of, 123
privately (InPrivate Browsing), 282-283
session, managing, 211
buttons
active, identifying, x|
arrows on, Xxxviii
chevrons (« ») on, x|
default options, xxxviii
dimmed, xxxvi
ellipsis (...), in name of, xxxvi
Favorites bar, customizing, 210
bytes, defined, 178, 446



C

cable service, Internet connection, 201
Calculator, 11, 354, 355-357
Calendar, gadget, 363
calendar, Windows Live, 372
Cancel button, x|
capturing images with Snipping Tool, 354
CD drives. See drives
CD, installing programs from, 374
CD key. See product key
CD or DVD installation, product key for, 375
central processing unit (CPU)
defined, 446
viewing status of with CPU meter, 363
Change Zoom Level button
(Internet Explorer), 262
Character Map, 428
copying characters from, 428
displaying, 428
keyboard shortcuts for, 427
character sets, 428
characters
copying from Character Map, 428
from different languages, keyboard input, 427
keyboard shortcuts for, 427
chat rooms, ICRA ratings for, 284
check boxes
overview of, x|
to select files and folders, 173
chevrons (« »)
in Address bar, 119
on buttons, xI
to display other available items, 210
on taskbar toolbars, 328
children
limiting computer access for, 54-60
protecting information about, 291
Children’s Online Privacy Protection Act
(COPPA), 291
Choose Details dialog box, 158
CLEAN UP paragraphs, xxiv
clicking
changing speed of double-click, 421
defined, 446
ClickLock mouse functionality, 421
Clipboard, overview of, 173
clock
appearance of on taskbar, 331, 336
and Coordinated Universal Time (UTC), 335
Daylight Saving Time, 335
displaying multiple clocks, 340-341

Compatibility View feature ~ 463

on domain networks, 335, 339

internal, overview of, 335

setting, 335-338

synchronizing with a time server, 335-336,

338-340, 340

time and date formats for, 338
Clock

gadget, 363, 365-367

taskbar notification area icon, 329, 334-335
Close button, overview of, xxxiv
collaboration, avoiding file overwriting, 91
color

of desktop background, changing, 309-310

in Web content, changing, 263-264

of windows, changing, 304, 310
.com, in Web site addresses, 206-208
combo box, xli
Command bar (Internet Explorer)

defined, 446

Feeds button, 211

Home button, 211

Page menu, 211

Print button, 211

Read Mail button, 211

Safety menu, 211

Tools menu, 211
command buttons, overview of, x|
command-line tools, 354
Command Prompt, 11, 354. See also Run
commands

adding Run command to Start menu, 321

appearance of on menus, xxxvii

arrows next to, xxxvii

defined, 446

dimmed, xxxvi

ellipsis (...), in name of, xxxvi

keyboard shortcuts, xxxviii

marked with security icon, 23

MS-DOS, 354

turning on and off, xxxvii
communication tools, Windows 7, 353
companion CD

additional resources on, xxvii

getting help with, xliii

practice files on, xxv—xxvii
compatibility issues, and Windows 7 Upgrade

Advisor, xvii

Compatibility View feature, 204, 205, 208-209

activating, 213

appearance of button, 209

defined, 446

overview of, 208-209




464 compressed files

compressed files

creating, 178-179

extracting contents of, 179

viewing contents of, 178
compressed folder, defined, 446
compressing, defined, 446
computer

access, limiting for children. See Parental Controls

desktop. See desktop computer

performance of, 434

setting time limits for, 55

system, finding information about, 24-28
Computer folder

changing name of, 343

displaying in Windows Explorer, 123
computer name

and access to network resources, 342

changing, 341-343

finding information about, 24, 341
computer settings, changing

administrator account required for, 43

and User Account Control (UAC), 23
Computer window

accessing from the Start menu, 13

changing views of, 125

to explore file storage structure, 123-124

icons in, 125

link, displaying or hiding, 320

navigating, 125

opening, with Windows logo key, 14
computing session, ending, 36-39
Connect To A Network Projector (accessory), 11
Connect To A Projector (accessory), 11
connecting to the Internet. See Internet,

connecting to

connection icon

appearance of, 81

connecting to wireless network with, 67

displaying available networks with, 66, 67-71

displaying network connection status with, 66

on taskbar, 66-67
Connection, taskbar notification area icon, 329
connections, Internet. See Internet, connecting to
connections, network. See network connections
content

file. See file content

Web. See Web content

Web page. See Web page content
Content Advisor, 284, 286

allowing sites with, 287

blocking sites with, 286-288

disabling, 290

enabling, 288
overriding for a particular Web page, 289
overriding for a particular Web site, 289
passwords for, 288
supervisor password for, 288, 290
and unrated Web sites, 287
Content pane
appearance of folders and files in, 148
customizing, 164
defined, 446
Details view, 149
displaying file content in, 149
displaying graphics files as content, 148
displaying graphics files as thumbnails, 155
in folder windows, 121
Content view, for files and folders in the Content
pane, 149
context menus, 446. See also shortcut menus
Control Panel, 18-22
All Control Panel Items window, 19-21
browsing, 21
Category view, 18-19
Classic view, 18
creating user accounts from, 47
defined, 446
displaying on Start menu, 13, 320
Getting Started window, 9
items, listed, 20
items, opening, 21-22
Network Connections window, 98
opening, 18
overview of, 18
Personalization window, 296, 298-299
Search box, 21
searching for items in, 21-22
Small Icons and Large Icons views of, 19, 20
System window, 24
uninstalling programs, 378-379
views of, 18
Window Color And Appearance window, 304
Coordinated Universal Time (UTC), 335
COPPA (Children’s Online Privacy Protection
Act), 291
Copy added to file name, 173
Copy and Paste
copying files with, 173
setting security levels for, 277
copying
files, with Copy and Paste, 173
undoing, 175
counterfeit software, identifying, xvii
CPU. See central processing unit (CPU)



CPU meter gadget, 363
Create A System Repair Disc tool, 12
Create Shortcut wizard, 188-189
credentials, defined, 446
Currency gadget, 364
cursors

blinking speed of, 427

defined, 446

mouse pointers. See mouse pointers
Customize tab, 165
Cut and Paste, moving files with, 173

D

date and time display. See also system date
and time

hiding, 334-335

overview of, 335
date, setting. See system date and time
Daylight Saving Time, and clock settings, 335
Default Programs link (Start menu), 320
Delete Confirmation dialog box, turning off, 181
deleted files, and appearance of Recycle Bin, 6
desktop

background. See desktop background

changing display of, 410

defined, xxxi, 4, 446

deleting items from, 7

Desktop toolbar, accessing items from, 328

displaying on multiple display devices, 407-412

duplicating, 408, 409

extending, 407-408, 409

icons. See icons

minimizing, 15

overview of, 5-7

preinstalled program icons on, 6

saving files or folders to, 7

settings, changing with standard account, 43

shortcuts. See icons
desktop background, 5

changing, 5

choices in Windows 7, 5

color, changing, 309-310

default, 5

defined, 5

image position in, 302-303

modifying, 301-303

options for, 302

previewing, 307

slide shows, 302, 303

timed switching, 5

using pictures from Pictures library, 308

Disk Management console 465

desktop computer
connecting to a network, 67
defined, 447
Desktop Gadget Gallery
defined, 447
gadgets included with Windows 7, 363-364
online gadgets, accessing, 369
opening, 365
overview of, 351
Desktop toolbar, 328, 332-333
Details pane
adding properties in, 162
closing, 152
defined, 447
displaying file and folder properties in, 162
file sharing shown in, 90
in folder windows, 121
Details view. See also properties, file and folder
for files and folders in the Content pane, 149
hiding and displaying properties in, 151
sizing property columns in, 149
sorting files and folders in, 151
device drivers. See drivers
Device Manager, 440, 441-442
Device Stage technology, 394-395
device window, 401
and Device Stage, 394-395
Devices And Printers
link (Start menu), 13, 320
window, 396-397
devices, peripheral. See peripheral devices
devices, sound. See sound devices
DHCP server, 202
dial-up connections, 201, 447
dialog boxes
check boxes in, xI
command buttons in, x|
defined, xxxi, 447
links in, x|
list boxes in, xli
moving between components, xli
option buttons in, xli
overview of, xxxix—xli
sliders in, xli
spin boxes in, xli
tabs on, xxxix
text boxes in, xli
digital signature, defined, 447
digital subscriber line (DSL), defined, 447
disk drives. See also drives
displaying in Windows Explorer, 123
letters identifying, 115-116
Disk Management console, 116




466 display devices, multiple

display devices, multiple, 407-412

displaying or hiding items on Start menu, 320-321

DLL. See dynamic link library (DLL)
DNS. See Domain Name System (DNS)
Documents folder, vs. My Documents folder, 128
Documents library, overview of, 116
Domain Name System (DNS)

address, for setting up ISP accounts, 202

defined, 447
domain names

in Address bar (Internet Explorer), 213

friendly names, 206

for setting up ISP accounts, 202

in Web site addresses, 206

of Web site or page, displaying, 209
domain user accounts, limitations of, 42, 47
domains

and clock settings, 335

defined, 447, 451

finding information about, 24

logging on to, 68

and work networks, 69
double-clicking (mouse)

changing speed of, 421

defined, 447

icons, 7
dragging

copying files, 173-174, 381

defined, 447

gadgets, 369

moving files, 173, 381

setting security levels for, 277

without holding down mouse button, 421
drivers, 393-394

defined, 394, 447

installing, 395-396, 398-399

locating, 394, 398, 399

and printer sharing, 406

retrieving latest with Windows Update, 398
drives

CD, floppy, and DVD, 123

external hard disk, 123

hard disk, size of, 178

internal hard disk, 123

naming, 91-92

network, accessing, 129-133

network, mapping, 130-133

removable storage, 123

sharing, 91-93

USB flash drives, 123

viewing in Windows Explorer, 91
drop-down list box, xli

DSL. See digital subscriber line (DSL)

dual monitor adaptor, for multiple monitor
displays, 409

DVD drives. See drives

DVD installation, product key for, 375

DVD, installing programs from, 374

DVDs, creating, with Windows DVD maker, 352

DVI port, 392

dynamic, defined, 447

Dynamic Host Configuration Protocol (DCHP)
server, 447

dynamic-link library (DLL), 448

E

e-mail Inbox, opening from Command bar, 211
e-mail messages
embedded Web pages in, 256-258
to groups, 372
links in, 256, 259
managing with Windows Live Mail, 370
phishing, 272
sending Web content in, 256-259
URLs in, 256
Windows Live Hotmail, 256, 372
e-mail program, default for Internet Explorer, 268
e-mail settings, transferring to new computer, xix
E-mail User Protection Act (HR 1910), 375
Ease Of Access Center window, 14
Easy Transfer Cable, xix
.edu, in Web site addresses, 208
ellipsis (...)
in button names, xxxvi
on command button, x|
in command names, Xxxvi
encrypted files, and Windows Search, 135, 139
encryption, for network routers, 71
ending a computing session, 36-39
Engelbart, Dr. Douglas C., 425
Entertainment Software Rating Board (ESRB)
ratings
listed, 60
used in Parental Controls, 58
ESRB. See Entertainment Software Rating Board
(ESRB) ratings
Ethernet, 201
adapters, 66
cables, 448
defined, 448
ports, 392
events, planning with Windows Live Events, 372



Excel, hyperlinks in, 209

executable files, defined, 448

expansion card, defined, 448

expansion slot, defined, 448

Extensible Markup Language (XML), defined, 448
extensions, file name. See file name extensions
external hard disks. See drives

external peripheral, defined, 448

F

Favorites bar (Internet Explorer)
Add To Favorites button, 211
adding current page to, 248
adding RSS feeds to, 232
customizing buttons on, 210
defined, 448
Favorites button, 211
Get More Add-ons menu, 211
personalizing, 211
Suggested Sites menu, 211
Favorites Center (Internet Explorer), 211, 247
adding saved sites to, 247-250
closing, 248
defined, 448
displaying pages from, 249
displaying temporarily, 248
Favorites tab, 211, 221, 247, 248
Feeds tab, 211, 232, 233
folders and groups in, 248
History tab, 211, 221, 247, 253
opening in a pane, 248
organizing pages on Favorites tab, 249-250
and RSS feeds, 232
Favorites group
adding folders to, 186
arranging items in, 186
overview of, 186
removing items from, 186
Favorites menu (Start menu), 13, 320
Favorites tab (Internet Explorer), 211, 221
adding saved sites to, 247-250
organizing pages on, 249-250
faxes, sending and receiving, 353
Feed And Web Slice Settings dialog box, 234, 240
Feed Headlines gadget, 233, 364, 367
Feed Properties dialog box, 233-234
feeds
defined, 448
viewing from Feed Headlines gadget, 364
Feeds button, 211

files

Feeds tab (Internet Explorer), 211, 232, 233
File And Printer Sharing

network profile setting, 68

required for file sharing, 85

verifying, 85
file compression, 178-179

compressing a file, 178

extracting contents of a compressed file, 179

viewing contents of a compressed file, 178
file content, in Content pane, 149
file name extensions

defined, 448

displaying, 152, 161, 172

to identify associated programs, 383
file names, with - Copy appended, 173

file properties. See properties, file and folder

file share. See folders, shared
file sharing, 68-69

changing shared libraries in homegroups, 88

connecting to network resources, 129-133
in homegroups, 88
overview of, 85
and overwrite risk, 91
passwords for, 69
permission levels for, 86
in public folders, turning off, 86-87
settings for, 85, 86
sharing built-in libraries in homegroups, 88
shown in Details pane, 90, 97
single files or folders, 89-91
and Sleep mode, 86
with specific people, 89
storing shared files, 147
with users without user accounts on your
computer, 90-91
File Sharing Connections, network profile
setting, 68
File Sharing wizard, 94-96
file storage structure
exploring, 123-124
importance of, 147
libraries, overview of, xiii
and network storage locations, 123
overview of, 115
File Transfer Protocol, 206
files
access permissions for, 163
archiving, 163
assigning properties, 162
changing default program for opening, 163
changing names, 172
compressing. See file compression

467




468 filtering files and folders

files (continued)
in Content pane, 148
copying, 173, 173-174
creating, 168, 170
default display of, in folder window, 151
deleted, and appearance of Recycle Bin, 6
deleting, 181
displayed as content in Content pane, 149
displayed as icons in Content pane, 148
displayed as tiles in Content pane, 149
displayed in list in Content pane, 149
dragging to copy, 173-174
dragging to move, 173
encrypting, 163
executable, 448
filtering. See filtering files and folders
hidden, 117, 161
modification date, viewing, 162
moving, 173
network, accessing, 129-133
with no program association, 384
opening, 10, 163
overwrite risk with file sharing, avoiding, 91
private, storing, 147
program, 117
programs associated with, 383, 383-384
properties. See properties, file and folder
recovering from Recycle Bin, 181
restoring previous versions, 163
saving, 168
saving to desktop, 7
searching, in folder window, 119
selecting. See selecting files or folders
sharing. See file sharing
size, 171, 173, 178
sorting, in folder window, 151
storage. See file storage structure
tags. See tags
transferring to a new computer, xix
types associated with Internet Explorer 8, 383
types of, 117, 162
unable to set passwords for, in Windows, 163
undoing copy or move, 175
user-created, 117
using Copy and Paste to copy, 173
using Cut and Paste to move, 173
filtering files and folders, 151
defined, 448
filter list, closing, 156
by properties, 151
removing filters, 151, 157

FireWire port, 448
flash drives. See USB flash drives
floppy disk drives. See drives
.fm, in Web site addresses, 208
Folder Options dialog box, 152, 160
folder views, 148-149
changing, 149, 161-160
changing default, 152
Content view, 149
cycling through, with Views button, 149
Details view, 149
Icon views, 148
List view, 149
restoring defaults for, 160
Tiles view, 149
using slider in Views list to change, 154
folder windows
Address bar (Windows Explorer), 119
check boxes in, 173
column headings, 151, 154, 155, 156
Content pane, 121
customizing, 152, 164-165
default display of folders in, 151
default view, changing, 164
Details pane, 121, 173
folder icons in, 165
Library pane, 121
links on Start menu, 320
menu bar, 121
navigation buttons, 119
navigation pane, 121
optimizing for specific content, 164
overview of, 118
Preview pane, 121
Recent Pages button in, 119
Search box, 119
title bar, 119
toolbar, 120
folders
adding to Favorites group, 186
changing names of, 169
collapsing, 121
compressing. See file compression
creating, 168
customizing appearance of in folder windows,
164-165
deleting, 181
displayed in Content pane, 148-149
displayed in Content view, 149
displaying contents of, 121, 123



expanding, 121
in Favorites Center (Internet Explorer), 248
filtering, 151
filtering contents of, 151
grouping contents of in library windows, 150
icons, changing, 165
icons, in Address bar (Windows Explorer), 119
names, in Web site addresses, 207
naming conventions, 343
network, accessing, 129-133
opening, from Start menu, 10
optimizing for specific content, 149
personal. See personal folders
properties. See properties, file and folder
public, sharing, 68
restoring from Recycle Bin, 183
saving to desktop, 7
searching, 119, 136-137
shared, 150
sharing, from Properties dialog box, 164
sorting contents of, 151
structure, importance of, 147, 168
switching between, in Address bar, 119
system-created, and Customize tab, 165
templates, 149, 180
types, changing, 168
viewing in the Content pane. See folder views
views of. See folder views
windows. See folder windows
Windows 7, in All Programs menu, 10-12
fonts
Character Map, 428
copying a character from Character Map, 428
keyboard, viewing, 428
in Web content, changing, 263
Forward button (Internet Explorer)
appearance of, 223
on tabs, 217
Forward button, in folder windows, 119
forward slash (/), in Web site addresses, 207
frame, defined, 448
freestanding storage disks. See drives
friendly names (for domain names), 206

G

gadgets. See also individual gadgets
adding from Desktop Gadget Gallery, 364-365
defined, 448
Desktop Gadget Gallery, 351

hardware 469

dragging, 369
multiple instances of, 367
online, accessing, 369
overview of, 363-369
and UAC, 364
games
ESRB ratings for, 58, 60
included with Windows 7, 355
rating systems, 58
setting limits on, with Parental Controls, 55, 58
Games folder, on All Programs menu, 11
Games link (Start menu), 320
GB. See gigabyte
Gbps, defined, 449
General Items folder template, 164
Get More Add-ons menu (Internet Explorer), 211
Getting Started window, 9, 11
.gif. See Graphics Interchange Format (.gif)
gigabyte (GB), defined, 178, 449
Go button, Address bar (Internet Explorer), 220
Google Reader, 235
.gov, in Web site addresses, 208
graphical user interface (GUI)
defined, 449
overview of, xxxi
graphics, 353. See also images; pictures
graphics cards, viewing information about,
441-442
graphics files
assigning subject property, 162
displayed as content in Content pane, 148
displayed as thumbnails in Content pane, 155
ratings, 162, 163
Graphics Interchange Format (.gif), 449
graphics program, included with Windows 7, 353
Greenwich Mean Time, and UTC, 335
grouping items, in libraries, 150
Guest account, 43, 449
GULI. See graphical user interface (GUI)

H

hard disk space, and Recycle Bin size, 183
hard disks. See drives
hardware. See also keyboards; mice; monitors;
peripheral devices; sound devices
defined, 391, 449
incompatibility, and Windows 7 Upgrade Advisor,
Xvii
ratings, 434-437
viewing information on, 439-442




470 headphones

headphones, 413-414
headsets. See microphones
Help And Support, See Windows Help And Support
help for book/companion CD, xliii
help for Windows 7, xliv—xlix
Help link (Start menu), 320
Hibernate mode
compared to Sleep mode, 37
defined, 449
hidden icons, displaying, in taskbar notification
area, 330
hiding information, with screen savers, 311
High Performance power plan, 343
history, browsing. See also Favorites Center,
History tab
clearing, 254
managing security of, 211
History list, in Internet Explorer 8 searches, 242
History tab
and InPrivate Browsing, 282
in Internet Explorer 8, 211, 221, 253
Home button, Command bar (Internet
Explorer), 211
home keys, on keyboards, 14
Home Network
changing to, from Work Network, 82-83
and homegroups, 74
network connection type, 69
network profiles, 69
and public folders, 86
without homegroups, 83
home network, defined, 449
home page
adding or changing, 211, 265-267
blank page as, 262, 267
changing, 262
defined, 449
displaying, 211
multiple, 262
overview of, 262
in Web site addresses, 207
HomeGroup Connections, network profile
setting, 69
homegroup member, defined, 449
homegroups, 65
availability of, 82
closing, 79
creating, 75-78
defined, 65, 449
and earlier versions of Windows, 69, 76
file sharing in. See file sharing

and home networks, 69

in System Window, 24

joining, 75, 79-84

leaving, 80

media sharing in, 88

membership in, 74, 79

and non-Windows operating systems, 76

options in the Share With list, 94

overview of, 74-75

passwords, 75, 79

printer sharing in, 80, 402-404

and shared computers, 79, 79-80

sharing resources in, 88

UAC, requiring, 69

viewing creation information, 84
Hotmail. See Windows Live Hotmail
hover color, 264
.htm file extension, in Web site addresses, 207
HTML. See Hypertext Markup Language (HTML)
HTTP (Hypertext Transfer Protocol), 206
http protocol, in Web site addresses, 206
https protocol, in Web site addresses, 206
hubs

adding, 393

for connecting USB devices to multiple

computers, 394

defined, 449
hyperlinks

color of, 263-264

defined, 199, 449

moving to a Web page with, 208, 210

shortcut menu for, 222

in Word document or Excel worksheet, 209
hypermedia, defined, 199
hypertext, 199. See also hyperlinks
Hypertext Markup Language (HTML)

defined, 449

editing programs, in Internet Explorer 8, 268
Hypertext Markup Language (HTML),

defined, 449

ICANN (Internet Corporation for Assigned Names
and Numbers), 206
lcon views, for files and folders in Content
pane, 148
icons, 6-7
in Address bar, 119
connection, on taskbar, 66-67



defined, xxxi, 6, 449
device (Device Stage), on taskbar, 395
displaying ScreenTips for, 7
double-clicking actions, 7
ellipsis (...), in name of, 7
folder, changing, 165
notification area, 330
pointing to, 7
preinstalled programs, 6
Recycle Bin, 6
security. See security icon
selecting with Windows logo key, 14
shortcut, 184
Start menu, 321
taskbar notification area, 329-330
with zippers, (compressed files), 178
ICRA (formerly the Internet Content Rating
Association) ratings, 284
IEEE 1394 port, 392, 449
IM. See instant messaging
images. See also photos; pictures
capturing, with Snipping Tool, 354
and file name extensions, 383
formats for, 383
position in desktop background, 302-303
IMAP. See Internet Message Access Protocol
(IMAP)
incompatible Web sites, viewing with Compatibility
View, 208-209
Indexed Locations dialog box, 136-137
Information bar
defined, 449
Pop-up Blocker, 269-270
information, system. See system information
information technology (IT), defined, 449
information worker, defined, 65
InPrivate Browsing, 282-283
defined, 450
limitations of, 282
starting, 282
and Suggested Sites feature, 208
InPrivate Filtering, 282-283
input jack, audio, 414
insertion point. See cursor
installing programs
administrator account required for, 43
autorun file, 374
from CD or DVD, 374, 377
choosing location, 377
from the Internet, 374
and license agreements, 376

Internet Explorer 8 471

from a network, 375
options, 377
product key, 375-376
Program Compatibility Wizard, 377
registering, 375
and restarting the computer, 377
space considerations, 377
troubleshooting, 377
and UAC, 377
Instant Messaging Access Protocol (IMAP),
defined, 450
instant messaging (IM)
defined, 450
with Windows Live Messenger, 370
integrated services digital network (ISDN),
defined, 450
interface. See user interface
internal hard disks. See drives
internal peripherals, 450. See also peripheral
devices
Internet
access, prevalence of, 201
browsing history, and user profiles, 41
compared to the Web, 200
connecting to. See Internet connections
defined, 199
installing programs from, 374
searching, special-purpose key for, xxxiii
settings, transferring to new computer, xix
Internet connections, 201-203
dial-up, 201
setting up with Network And Sharing Center,
202-203
types of, 201
wired, 201
wireless, 201
Internet Explorer 8, 210-213
Accelerators, 209
Add-ons Gallery. See Internet Explorer Add-ons
Gallery
Address bar, 213
advanced options for, 290
“close all tabs” warning, 223
closing, 223
Command bar, 210
Compatibility View feature. See Compatibility View
feature
Content Advisor, 286-288
current tab, displaying sites on, 209
custom settings, 203-204
default e-mail program for, 268




472 Internet Explorer Add-ons Gallery

Internet Explorer 8 (continued)
deleting saved information, 254
displaying commands from traditional menus, 212
displaying tab thumbnails, 218
express settings, 203
Favorites bar, 210-211, 327. See also Favorites bar
Favorites button, 211, 247

Favorites Center, 211, 232. See also Favorites Center

Feeds list, 238

file types associated with, 383

home page, 262

keyboard shortcuts, 212

magnifying Web content in, 262

Menu bar, accessing, 212

new features of, 208-209, 351

new tab, displaying sites or pages on, 210

new versions of, finding, 216

overview of, 200

phishing protection in, 272

pop-up windows, blocking, 269-270

Quick Tabs button, 218

Recent Pages button, 217

RSS feeds, 231-233. See also Really Simple
Syndication (RSS) feeds

Search box, 240

Search History list, 242

search providers, 242, 245-246

Search Suggestions list, 242

security. See security

security level, displayed in status bar, 212. See also
security

security zones, 273-274. See also Internet security
zones

setting up, 203-205

Sidebar. See Desktop Gadget Gallery

SmartScreen Filter, 272

starting, 208, 327

status bar, 212, 281

Suggested Sites feature, 204-205. See also
Suggested Sites feature

tabbed browsing, 214-218

taskbar buttons, 15-16, 17

toolbars, 213

Visual Search add-on, 209

Web content, changing appearance of. See Web
content

Web Slices, 209. See also Web Slices

window, 210

Internet Explorer Add-ons Gallery, 211
adding Accelerators from, 227-229
adding search providers from, 245
displaying from Manage Add-ons window, 230
filtering and sorting, 228
search providers in, 228
Web Slices, 237
Internet installation, product key for, 375
Internet Message Access Protocol (IMAP), 202
Internet Protocol (IP) address, defined, 450
Internet security zones
and ActiveX controls, 273-274
adding sites to, 273
current, viewing, 275
customized, 273-274, 278
Internet zone, 273
Local Intranet zone, 273
overview of, 273
restoring defaults for, 281
Restricted zone, 273, 279
security levels for, 273-274
Trusted zone, 273
Internet service provider (ISP)
accounts, and domain name, 202
connecting to, 201-203
defined, 450
POP3 accounts, 202
selecting, 203
setting up accounts, 202-203
Internet zone
default security level for, 273
security zone, 273
IP address. See Internet Protocol (IP) address
ISDN. See integrated services digital network
(ISDN)
ISP. See Internet service provider (ISP)
IT. See information technology (IT)

J

JPEG (.jpg) file format
defined, 450
properties of, example, 165
jump lists, 12
defined, 450
displaying or hiding, 320



K

KB. See kilobyte
Kbps, defined, 450
key repeat rate, for keyboards, changing,
426-427
Keyboard Layout Preview window, 431-432
Keyboard Properties dialog box, 426-427
keyboard shortcuts
for characters, 427
giving commands with, xxxviii
keyboards

external, connecting to portable computers, 427

functionality, changing, 427-433

home keys on, 14

improving accessibility of, 427

key repeat delay, 426-427

key repeat rate, 426-427

language, changing, 427, 429-433

language-specific, 427

languages, changing, 427

languages, viewing, 431-432

overview of, 426, 427, xxxiii

ports for connection, 392

shortcuts. See keyboard shortcuts

special-purpose keys, 14, xxxiii—xxxiv. See also

special-purpose keys

Windows logo key on, 14
keywords, 450. See also tags
kilobyte (KB), defined, 450
knowledge worker, defined, 65

L

LAN. See local area network (LAN)
Language bar, 432-433
languages

installing, 430-432

keyboard input characters, 427

and keyboard setup, 427, 429-433

Language bar, 432-433
laptops, 450. See also portable computers
Large Icons view, Control Panel, 19, 20
left-handedness, adapting mouse for, 420
libraries

built-in, sharing, 88

changing folder types, 168

contents, arranging, 129

custom, sharing, 89-91

defined, 450

mapped drives

displaying in Windows Explorer, 123
Documents, 116
grouped content, stacked, 150
grouping contents of, 150
importance of folder structures in, 147
links to, on Start menu, 13
overview of, xiii, 105, 116
personal folders in, 118
root, 116
sharing in homegroups, 76, 88
template effects not available in, 180
Libraries folder, 123
Library pane, 121
license agreement, 376
limits, computer access, setting for children,
54-60
links, executing commands with, xI
Links toolbar, 327
list boxes
combo, xli
drop-down, xli
overview of, xli
selecting multiple options in, xli
List view, for files and folders in Content
pane, 149
local area network (LAN), 450
local, defined, 450
Local Intranet zone
default security level for, 274
security zone, 273
local printer, defined, 451
locking, defined, 451
locking your computer, 14, 37
logging off, 36, 451
logging on, 4, 451

M

Magnifier, zooming with, 315
magnifying Web content, 262
mailing lists, removal from, 375
Maintenance folder, on All Programs menu, 12
malware

defined, 451

protection from, 272
Manage Accounts window, 47-48
Map Network Drive wizard, 131-133
mapped drives, 130-133

removing, 133

viewing, 133
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mapping a drive, 451
mapping network drives, 130-133
Math Input Panel, 11, 354
Maximize button
location and appearance of, 111
maximizing a window, 107
overview of, xxxiv
maximizing, 107, 451
MB. See megabyte (MB)
Mbps, defined, 451
media. See also movies; music; videos
defined, 451
opening from Start menu, 13
Windows Media Center, 352
media library, sharing, 68
media management tools, Windows 7, 352
Media Streaming, network profile setting, 68
megabyte (MB), defined, 451
memory, increasing with ReadyBoost, 438
menu bar
defined, 451
in folder windows, 121
overview of, xxxv
menu items. See commands
menus
commands on, XXxvii
defined, xxxi, xxxv, 451
message boxes, overview of, xlii
metadata, defined, 451
mice
buttons, xxxii
changing functionality of, 420-425
ClickLock functionality, 421
defined, xxxi
double-clicking with, xxxii, 421
dragging with, 173-174
history of, 425
overview of, xxxii—xxxiii, 420
pointers. See mouse pointers
pointing with, xxxii
ports for connection, 392
primary button, xxxii, 421
right-clicking with, xxxiii
right-dragging with, xxxiii
secondary button, xxxii
wheel, xxxiii. See mouse wheels
Microphone Setup wizard, 418-420
microphones, 414
boom with headset, for Speech Recognition, 414
configuring, 417-420
headset, setting up, 415

setting up, 417-420

troubleshooting, 419

types of, 414

volume, adjusting, 419-420
Microsoft Desktop Optimization Pack, xv
Microsoft Excel. See Excel
Microsoft Help And Support site, xliii
Microsoft Knowledge Base, xlix
Microsoft Office. See Office
Microsoft Office SharePoint Server 2007.

See SharePoint Server 2007
Microsoft OneNote. See OneNote
Microsoft Outlook Express.
See Windows Live Mail

Microsoft Paint. See Paint
Microsoft Press Book Support page, xliii
Microsoft Press Technical Support, xliii
Microsoft Store, xvii
Microsoft Update, 31
Microsoft Word. See Word
Minimize button, xxxiv
minimizing, 451, xxxiv
minus sign (-), in search terms, 240
mobile devices

and Windows Live Mobile, 373

and Windows Live Online Services, 372
modem, defined, 451
monitor-switching key (portable computers), 412
monitors

aspect ratio, 315

changing display of, 410

changing position of multiple displays, 410, 411-413

detecting, 410

display area, measuring, 315

inactive, 410, 411

multiple. See multiple monitors

ports for connection, 392

primary, identifying or changing, 411

protecting with screen savers, 311

screen resolution. See screen resolution

widescreen, and screen resolution, 315
mouse. See mice
mouse pointers

changing functionality of, 422-423

themes, 422, 423

speed, 423

visibility, 423

Mouse Properties dialog box

changing button functionality in, 420-421
changing pointer in, 422-423
changing wheel functionality in, 424-425



mouse wheels
changing functionality of, 424-425
scrolling with, 420
movies
creating, with Windows Live Movie Maker, 371
viewing in Windows Media Center, 352
viewing on widescreen monitors, 315
moving
files, 173
undoing, 175
MS-DOS commands, entering, 354
multiple monitors. See also display devices,
multiple
displaying desktop on, 407-412
hardware requirements for, 409
identifying, 316
options for, 409
with portable computers, 412
and screen resolution, 316
troubleshooting, 411
music
sharing, 68
and Windows 7 media programs, 352
My Documents folder
vs. Documents folder, in libraries, 128
storing private items in, 147
My MSN newsreader, 235
My Themes folder, 300
My Yahoo! newsreader, 235

N

name, computer. See computer name
National Institute of Standards and Technology
(NIST), 340
navigation buttons, in folder windows, 119
Navigation pane, 121
closing, 152
customizing, 152
defined, 451
.net, in Web site addresses, 208
.NET Passport, defined, 451
netbooks, 451. See also portable computers
network adapters, 66
enabling or disabling, 99
viewing information about, 98-99
Network And Sharing Center, 72, 73-74
accessing from connection icon, 66
opening, 74
to set up Internet connections, 202-203

networks 475

network connection types, 69-70
changing, 80, 98
Home Network, 69
Public Network, 69-70
Work Network, 69
network connections
displaying information about, 66-68, 73
displaying on Start menu, 13
managing, from Network And Sharing Center, 73
security type of, displaying, 68
status, displaying information on, 66
in taskbar notification area, 329
troubleshooting, 98-99
types of. See network connection types
viewing information about, 97-98
viewing speed of, 99
and Windows Server domains, 68
Network Connections, Control Panel window, 98
network discovery, 69
overview of, 85
settings for, 68
verifying, 85
Network Discovery, network profile setting, 68
Network Discovery, required for file sharing, 85
network drives
accessing, 129-133
defined, 451
mapping, 130-133
network hub, defined, 452
network installation, and product key, 375
Network Map, 72, 74
network printers, defined, 452
network profiles
created by Windows 7 on connection, 67
defined, 452
for Home Network or Work Network connection
type, 69
settings of, listed, 68-69
network routers, 66
defined, 452
gigabit, encryption for, 71
for Internet connection, 201
restarting, 99
troubleshooting, 99
wireless, security settings for, 71
network share, defined, 452
Network window, 72, 73, 130
networks. See also domains; homegroups; network
connection types; network connections;
workgroups
accessing, and computer name change, 342
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networks (continued)
adapters. See network adapters
connecting to, 66-72
connecting to a wireless network, 67-68
connection icon, 66-67
defined, 66, 451
displaying information about, 72
displaying structure of, 72
drives, mapping, 130-133
file sharing. See file sharing
files and folders, accessing, 129-133
home. See network connection types
homegroups. See homegroups
installing programs from, 375
network profile, 67
permissions, and domain user accounts, 47
ports for connection, 392
printer sharing. See printer sharing
private. See homegroups
profiles. See network profiles
resources, connecting to, 129-133
routers. See network routers
setting up hardware for, 66
sharing folders with, 164
storage locations, 123
types of, 65. See also network connection types
Windows 7, and earlier versions of Windows, 69
work. See network connection types
New Folder button, 169
newsreaders, and RSS feeds, 235. See also
individual newsreaders by name
NIST (National Institute of Standards and
Technology), 340
NOT, in search terms, 241
note-taking programs, Windows 7, 354
notebooks, 452. See also portable computers
Notepad, 11
file types associated with, 383
overview of, 353
notification area, 17
defined, 452
icons, customizing, 330, 333-334
opening Network And Sharing Center from, 74
selecting icons, with Windows logo key, 14
Windows Update icon in, 30

O

objectionable content, restricting, 284-286
original equipment manufacturer (OEM), 458
Office, file properties and, 162

offline, defined, 452
OK button, xI
OneNote, printing Web pages to, 255
online, defined, 452
online storage, with Windows Live SkyDrive, 373
Open dialog box (Microsoft Office), Favorites
group in, 186
operating system
defined, 452
overview of, xxxi
relationship with programs, xxxii
option buttons
defined, 452
overview of, xli
option, defined, 452
OR, in search terms, 241
original equipment manufacturer (OEM), 452
Outlook Express, See Windows Live Mail
output jack, audio, 414, 415

P

Page menu,Command bar (Internet Explorer), 211
page name, in Web site addresses, 207
Paint, 11
file types associated with, 383
overview of, 353
panes, 122
parallel ports, 392
connecting printers to, 394
defined, 452
Parental Controls, 55
bypassing, 55
enhancing with Windows Live Family Safety, 371
to limit types of games that can be played, 58
to limit types of programs that can be used, 59
limiting types of games, 55
limiting types of programs, 55
passwords for, 55
to set time limits, 56-58
setting additional controls, 56
setting time limits, 55
viewing activity reports, 56
parentheses (), in search terms, 241
Password Protected Sharing
network profile setting, 69
turning off, 90
password reset disk
creating, 50
defined, 452
storing securely, 50
using to reset a password, 50



passwords
administrator accounts, 45
changing or removing, with standard account, 43
and computer locking, 37
for Content Advisor, 288, 290
defined, 452
displayed as dots, 53
for file sharing, 69
guidelines, 49, 71
hints, 4, 50, 54, 452
homegroup, 75, 76-78, 79
and logging on, 4
lost or forgotten, 50
for network routers, 71
for Parental Controls, 55
for printer sharing, 402
reset disk. See password reset disk
for RSS feeds, 234
and screen savers, 312, 314
user account, creating, 49-51, 53-54
and user profiles, 41
paths
absolute. See absolute paths
in Address bar, 119
bold text in, 126
defined, 452
peer to peer, defined, 452
performance, computer
determining with Windows Experience Index, 434
improving with ReadyBoost, 438
Performance Information And Tools windows,
435-437
peripheral devices
defined, 391, 452
displaying information about, 394, 440, 441-442
expanding portable computers with, 412
external, 392
installing, 394, 395-401
internal, 392
options, with Device Stage, 394-395
overview of, 392
permissions
for file sharing, 86
for storage drive sharing, 92-93
personal folders
defined, 453
displaying from the Start menu, 118
displaying in Windows Explorer, 123
in libraries, 118
overview of, 117
vs. public folders, 118

pointing (mouse) 477

on Start menu, 13
and user profiles, 41
viewing files in, with standard account, 43
personal information
of children, protecting, 291
restricting access to, 282-283
personal settings, transferring to new computer, xix
personalization. See themes
Phishing Filter. See SmartScreen Filter
phishing sites, overview of, 272
photos. See also images; pictures
for desktop background, 308
online storage for, with Windows Live Photos, 373
opening, 349
for screen savers, 313-314
and Windows Live Photo Gallery, 371
Picture Puzzle gadget, 364
pictures
opening, competing programs for, 383
private, storing, 147
shared, storing, 147
sharing, 68
Slide Show gadget, 364
Pictures folder
Public, for sharing pictures, 147
and screen savers, 313
Slide Show button, 180
templates in, 180
Pictures library, for desktop background, 308
pictures (user accounts), 51. See also user account
pictures
clicking to log on, 4
PID. See product key
pinned items area, defined, 453
pinned taskbar buttons, defined, 453
piracy, software. See software piracy
pixels, defined, 315, 453
plain text e-mail messages, sending links in, 256
plug and play, defined, 453
plug and play devices, 393, 394
plug-ins, in Add-ons Gallery, 228
plus sign (+), in search terms, 240
.png. See Portable Network Graphic (.png)
pointer
changing icon, 422-423
defined, 458
restoring to theme default, 423
pointing devices. See also mice
defined, 453
for portable computers, xxxiii
pointing (mouse), 453, xxxii




478 Pop-up Blocker

Pop-up Blocker, 269-270
Information bar, 269-270
turning off, 270
pop-up windows, 215
allowing, 270
blocking, 269-270
defined, 453
disallowing, 271
managing, 215
notification and blocking levels, setting, 271
overview of, 269
pop-ups. See pop-up windows
POP3
defined, 453
setting, for ISP account setup, 202
portable computers
connecting to networks, 67, 69-70
defined, 453
docking station, 412
expanding with peripheral devices, 412
external keyboards for, 427
hardware connection, 412
monitor-switching key, 412
multiple monitors with, 412
pointing devices for, xxxiii
power plan for, 343
transferring information to new computer, xix
and Windows 7 Starter edition, xv
Portable Network Graphic (.png)
defined, 453
limited file properties of, 162
ports
adding, 393
choosing, for printer installation, 397-398
defined, 392, 453
pound sign (#), in Web site addresses, 207
Power button
defined, 453
security icon on, 30
and shut-down options, 36
on Start menu, 13

power, conserving, with Sleep mode, 37-38, 343.

See also power plans
power options, configuring, 343-344
power plans
Balanced, 343
customizing, 344, 345-346
overview of, 343
Power Saver, 343

restoring default settings, 346
varying according to computer system, 344
Power Saver power plan, 343
Power, taskbar notification area icon, 330
practice exercises, minimum system
requirements, xvi
practice files on companion CD, xxv
installing, xxviii
locating, xxix
removing and uninstalling, xxx
preinstalled programs, icons for, on desktop, 6
Preview pane
defined, 453
in folder windows, 121
previewing screen savers, 314
Previous Versions feature, xiv
primary button (mouse), 421, xxxii
primary display, defined, 453
Print button, Command bar (Internet
Explorer), 211
printer drivers. See device drivers; drivers
printer sharing, 68, 399, 402
and drivers, 406
and earlier versions of Windows, 403
finding shared printers, 405-406
and homegroups, 80
indirect sharing, 406
local printers, 402-404
password-protected, 402, 403, 404
requirements for, 86
and Sleep mode, 86
Printer, taskbar notification area icon, 330

printers, 88

in Computer area of Network window, 72
connecting through parallel ports, 394
default, 397, 400

and Device Stage, 394

installing, 395-401, 401

local, defined, 397

local, sharing. See printer sharing
naming, 402, 403, 406

network, defined, 405
password-protected sharing. See printer sharing
ports for connection, 392

remote, 397, 404-407

removing, 401

status, in taskbar notification area, 330
test page, 400

Printers list, 398-399



printing Web pages, 255
from Internet Explorer Command bar, 211
to OneNote, 255
privacy
and children, 291
and public folders, 87
and public networks, 70
and user profiles, 41, 42

processor speed, finding information about, 24
processor type, finding information about, 24

product key

for CD or DVD installation, 375

defined, 454

for Internet installation, 375

and limited functionality, 376

and network installation, 375

and program installation, 375-376
product registration

vs. activation, xx

advantages of, 376
profile, network. See network profile
profiles. See user profiles
Program Compatibility Wizard, 377
Program Files folder, 117
program windows, defined, 106
programs

associations, setting, 384

default, specifying, 384-389

Public Network

Properties dialog box

adding properties in, 162-163
Customize tab, 164-165
Details tab, 163

for folders, 164

General tab, 163

Previous Versions tab, 163
Security tab, 163

Sharing tab (for folders), 164

properties, file and folder

adding, 162-163

in advanced searches, 135

assigning, 162, 163

changing, 162, 163

columns in Details view, sizing, 149
defined, 454

displaying, 151, 158, 162

entering, 140

to facilitate searching, 162

filtering by, 151

hiding, 149, 151

limited availability for certain file types, 162
overview of, 162

removing quickly, 168

shown in Details pane, 162

shown in Details view, 149

sorting by, 151

viewing in Properties dialog box, 163

479

files, 117 protocol, in Web site addresses, 206
icons for. See icons PS/2 port, 392
identifying by file name extensions, 383 Public folder
incompatible, troubleshooting, 354, 377 overview of, 118
installed, and upgrading Windows, 373 sharing, turning on or off, 87
installed options, changing, 379 storing shared items in, 147
installing, 373-377. See installing programs Public Folder Sharing, network profile setting, 68
interface elements, formatting of, xxiv public folders, 86-87, 118
limiting, with Parental Controls, 55, 59 defined, 454
opening images with, 383 in libraries, 118
recently opened, on Start menu, 10 overview of, 86
removing. See uninstalling programs vs. personal folders, 118
repairing, 379 preventing public network users from
starting a new instance, 379 accessing, 87
starting, automatically, 379-382 sharing, 68
starting, from Start menu, 10 public network
status, in notification area, 17 connecting to, 69-70
transferring to new computer, xix defined, 454
unavailable in Windows 7, 350 Public Network
Windows 7. See Windows 7 programs network connection type, 69-70
Programs And Features window, 378 and public folders, 86
Projection controls, displaying, 14 security of, 70




480 query, in Web site addresses

query, in Web site addresses, 207

question mark (?), in Web site addresses, 207
Quick Launch toolbar, 15, 185

Quick Tabs button (Internet Explorer), 218
quotation marks, in search terms, 241

R

radio buttons. See option buttons
random access memory (RAM)

defined, 454

finding information about, 24

increasing with ReadyBoost, 438

viewing with CPU meter, 363
ratings

assigning to graphics files, 163

hardware, 434-437

ICRA, for Web content, 284-286, 288

SafeSurf, for Web content, 286, 288

unrated Web sites in Content Advisor, 287
Read Mail button, Command bar

(Internet Explorer), 211

Read permission, for file sharing, 86
Read/Write permission, for file sharing, 86
readability, improving in Web content, 262
ReadyBoost

defined, 463

improving computer performance with, 438
Really Simple Syndication (RSS) feeds.

See RSS (Really Simple Syndication) feeds

Recent Items list (Start menu), 320
Recent Pages button

in folder windows, 119

Internet Explorer, 217
recently opened programs list

defined, 454

displaying or hiding, 320
recording speech, 414
Recycle Bin, 182-183

bypassing, 183

defined, 6, 454

empty, appearance of, 6

emptying, 182

full, appearance of, 6

and hard disk space, 183

overview of, 181

recovering files from, 181

Restore All Items button, 182

size of, 183

refreshing a Web page, 213
registration key. See product key
registration, product. See product registration
registry, defined, 454
relative path, defined, 454
Remote Desktop Connection, 11
remote printer, defined, 454
removable storage drives. See drives
Remove Properties dialog box, 168
repeat delay, keyboard keys, changing, 426-427
resolution, screen. See screen resolution
restarting computer, 37
Restore Down button, 107
location and appearance of, 111
overview of, xxxiv
restore point, defined, 454
restoring down, defined, 454
Restricted zone (security zone), 273
adding sites to, 280
default security level for, 273
removing sites from, 281
and security levels, 279
right-clicking, xxxiii, 454
right-dragging, xxxiii, 455

root
defined, 455
library, 116

router. See network router
router, network. See network routers
RSS (Really Simple Syndication) feeds, 231-235
accessing from other computers with
newsreaders, 235
adding to Favorites bar, 232
changing settings for, 233-234
default, 232
defined, 454
and the Favorites Center, 232
Feed Headlines gadget, 233
on Feeds tab, 211
MSN RSS Directory, 235
number of items on computer, 234
overview of, 231
and passwords, 234
subscribing to, 211, 231-233
subscription information, 232
update frequency, 233-234
viewing, 231-233, 364
.rtf files, limited file properties of, 162
Run
command, 11
command, adding to Start menu, 321
dialog box, opening, 14



S

SafeSurf, 286

Safety menu, Command bar (Internet Explorer), 211

Save As dialog box, 144
scanners, 353
scanning, with Windows 7, 353
screen resolution
changing, 316-317
defined, 315, 455
fitting more or less information, 316-317
maximum, 315
minimum, 317
and multiple monitors, 316
settings, 315
and taskbar appearance, 332
Screen Resolution window, 316
screen savers, 311-312
3-D text settings for, 313
defined, 311, 455
hiding information with, 311
passwords and, 312, 314
photos in, 313-314
previewing, 314
timing for, 314
ScreenTips
defined, 455
getting help, xliv
with icons, 7
scroll bars
defined, 455
overview of, xxxv
scroll box, xxxv
scrolling
with mouse wheel, 420, 424-425
with scroll bars, xxxv
Search And Indexing troubleshooter, 138-139
Search box
Address bar (Windows Explorer), 119
Control Panel, 21
Internet Explorer 8, 242, 246
Start menu. See Start menu Search box
search engines. See Internet Explorer 8, search
providers
Search function, customizing, 321
search providers. See also Internet Explorer 8,
search providers
in Add-ons Gallery, 228
adding, 245-246
defined, 455

security

search results
clearing, in folder window, 119
displaying properties of, 140
filtering, 141-143
highlighting in, 141
saving, 144-145
sorting, 140
updating, 135
Search Results folder, 135
Search tab, 135-136
search terms
Boolean operators, 241
defined, 455
refining, 251
for searching Web sites, 240-241
Search window, 14
Searches folder, 135
searches, saved, 135
searching. See also Start menu Search box;
Windows Search
advanced, 135
with Bing, 240-244
Control Panel, 21-22
folders, in folder window, 119
the Internet, xxxiii, 240-246
parameters, changing, 135-139
parameters, saving, 135
results, appearance of, 243
scope, changing, 144
with Search box in Windows Explorer, 134
with Start menu Search box.
See Start menu Search box
Visual Search, 209
wildcard characters and, 143
Windows Search. See Windows Search
secondary display, defined, 455
security
actions in taskbar notification area, 329
and browsing, 211
and children, 291. See also Parental Controls
deleting saved information, 254
and file sharing, 68
icons. See security icon
InPrivate Filtering, 282-283
Internet Explorer 8, 254
Internet security zones, 273-274
key, 71
level shown in Internet Explorer status bar, 212
network discovery, 68
objectionable content, restricting, 284-286
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security (continued)
passwords, 45. See also passwords
phishing sites, 272
pop-up windows, blocking, 269-270
and public networks, 70
screen savers, hiding information with, 311
settings, changing, 43, 320
settings, viewing, 275
in UAC dialog box credentials, 45
visibility of computers on network, 68
and wireless networks, 71
zones. See Internet security zones
security icon
for administrator tasks, 43
commands marked with, 23
on Power button, 30
and User Account Control (UAC), 44
selecting files or folders, 172-173
all items in a folder, 172
contiguous folders or files, 172
noncontiguous folders or files, 172
using check boxes, 173
semicolons, in tags, 166
service pack, Windows, 24
SET UP paragraphs, xxiv
Setup.exe, 373
shaking windows, 110
shared component, defined, 455
shared computers, and homegroups, 79-80
shared drive, defined, 455
shared folder, defined, 455
shared printer, defined, 455
SharePoint Server 2007, 91
sharing
built-in libraries, 88
custom libraries, 89-91
defined, 455
files, 85. See also file sharing
files and printers, network profile setting, 68
media, network profile setting for, 68
music, 68, 88
pictures, 68, 88, 147
printers, 68, 88
public folders, 68
resources in homegroups, 88
storage drives, 91-93
videos, 68, 88
shortcut menus. See also context menus
defined, xxxiii, 455
hyperlink, 222
taskbar button, 320

shortcuts, 184
arranging, 184, 190-191
Auto Arrange feature, 191, 196
Create Shortcut wizard, 188-189
creating, 7, 184
defined, 6, 455
deleting, 7, 184
and desktop themes, 187
double-clicking, 7
dragging, 381
Favorites Group. See Favorites group
icons for, 184
and newly installed programs, 7
opening folders with, 189
overview of, 184
pointing to, 7
preinstalled programs, 6
from previous versions of Windows, 7
renaming, 189
resizing, 189
sources of, 184
Start menu pinned items. See Start menu pinned
items
system, 184, 187
taskbar pinned items. See taskbar pinned items
to Web sites, 189-190, 209
Windows 7, displaying, 184
Show Desktop button, 15
keyboard shortcut, 15
minimizing open windows with, 110
pointing to, 109
Show Hidden Icons, taskbar notification area
icon, 330
Shut Down button. See Power button
shut-down options, 36-38
Hibernate, 37
Lock, 37
Log off, 36
Restart, 37
Shut Down, 38
Sleep, 37-38
Shut-down Options button, 36
Shut-down Options menu, 36.
See also shut-down options
on Start menu, 13
switching among user accounts with, 49
shutting down, 38. See also ending a computing
session; shut-down options
cancelling, 39
defined, 455
when other accounts are active, 49



signal strength
comparing, 67
shown in connection icon, 66
signature. See digital signature
Simple Mail Transfer Protocol (SMTP)
defined, 456
setting, for ISP account setup, 202
SkyDrive. See Windows Live SkyDrive
slash, forward (/), in Web site addresses, 207
slashed circle, 194
Sleep mode
compared to Hibernate mode, 37
defined, 456
and file sharing, 86
overview of, 37
and power plans, 343
and printer sharing, 86
special-purpose key for, xxxiii
and updating Windows, 30
waking up from, 38
Slide Show gadget, 364
slide shows. See also slide shows, desktop
background
ending, 180
gadget, 364
in screen savers. See screen savers
viewing, 180, 352
slide shows, desktop background
Change Picture Every setting, 307
Shuffle setting, 307
in themes, 297, 302, 303
sliders, overview of, xli
slow operating speed, restarting to resolve
issue, 37
Small Icons view, Control Panel, 19, 20
SmartScreen Filter, 272
SMTP. See Simple Mail Transfer Protocol (SMTP)
Snap function, sizing windows with, xiv
Snipping Tool, 11, 354, 358-361
software
defined, 391, 456
incompatibility, and Windows 7 Upgrade
Advisor, xvii
unlicensed, drawbacks of, xxii
software piracy
and computer viruses, xxii
defined, 456
distribution of pirated software, xvii
perils of, xxii
prevention of, xx
and product keys, 376

483

sorting files and folders
by properties, 151
switching between ascending and descending
order, 151
sound cards, defined, 456
sound devices. See also microphones; speakers
headphones, 413-414
setting up, 413-420
speakers, 413-414
Sound Recorder, 11
sound schemes, 298, 305
sounds
setting up sound devices, 413-420
in themes. See sound schemes
turning off, 305
sounds, computer. See sound schemes
Speaker Setup wizard, 416-417
speakers
audio channel, testing, 416
configuring, 415-417
range, selecting, 416
setting up, 413-417
Speaker Setup wizard, 416-417
special characters
copying from Character Map, 428
keyboard shortcuts for, 427
special-purpose keys, identifying, xxxiv
Speech Recognition feature, 414, 417-418
speech, recording, 414
spin boxes, overview of, xli
spyware, defined, 269, 456
stacked items, in library windows, displaying, 150
standard user account
benefits of using, 43
defined, 456
tasks that can be performed by, 43
and UAC, 23, 45
Start button, 8
Start menu
adding Run command, 321
All Programs menu. See All Programs menu
color, changing, 304
Control Panel on, 13
customizing, 13, 320-321, 323
Default Programs link, 320
defined, 8, 456
Devices And Printers link, 13, 320
Favorites menu, 320
and first time logging on to Windows, 10
folder window links, 320
Games link, 320
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Start menu (continued)
Getting Started window, 9
Help link, 320
icons, 321
jump lists, 12, 320
links, displaying or hiding, 320-332
network connection links, 13
opening, 8, 14, 321
opening items from, 110
opening media from, 13
overview of, 8
personal folders on, 13, 118
pinned items on. See Start menu pinned items
Power button on, 13
Recent Items list, 320
recently opened programs list, 10, 320
resetting, 325
Search box. See Start menu Search box
Search function, customizing, 321
shortcut menus, activating, 321
Shut-down Options menu, 13
submenu behavior, 321
System Administrative Tools, 321
user information on, 13
Windows Help and Support link, 13
and Windows logo key, 321
Start menu pinned items, 10
adding, 185, 192-193
hidden items on, 185
overview of, 185
rearranging, 185
removing, 185
Start menu Search box, 12-13, 134
to display a Web site or page, 209
displaying Web site or page from, 210
to search for Control Panel items, 22
Start menu Search, defined, 456
Startup folder, 379-382
on All Programs menu, 12
dragging files to, 381
general, 380, 381
general vs. personal, 380, 382
personal, 382
State indicator, and shared folders, 150
status bar
Internet Explorer 8, 212
overview of, xxxv
Step by Step series, conventions used in,
XXiii—xxiv
Sticky Notes, 11, 354, 357
Stop button, Address bar (Internet Explorer), 213

storage drives. See drives
storage, online, with Windows Live SkyDrive, 373
storage space, viewing available, 123
streaming media from the Internet, 352
subdomain, in Web site addresses, 207
subfolders, searching on, 136
subject property, 162
Subscribe To This Feed dialog box, 232
subwoofers. See speakers
Suggested Sites feature, 211, 244
activating, 203, 204-205
defined, 456
and InPrivate Browsing, 208
overview of, 208, 244
Suggestions list, in Internet Explorer 8
searches, 242
surfing the Web, 456. See also browsing
surround speakers. See speakers
switching among user accounts, 49
Sync Center, 11
syndicated content. See feeds
System Administrative Tools (Start menu), 321
system cache, defined, 456
system date and time, setting, 335-336
system disk, defined, 456
system files, accessing, 43
system folder, defined, 456
system information, 24-28, 439, 440-441
System Information window, 439
System Repair Disk feature, xiv
system type, 24
System window, 24

T

tabbed browsing (Internet Explorer 8), 214-218
defined, 456
settings, changing, 215-216
turning off, 215
Tablet PC folder, location of, 11
Tablet PC Input Panel, 327-328
tabs, dialog box
defined, 456
working with, xxxix
tabs (Internet Explorer 8)
Back and Forward buttons, 217
color, significance of, 222, 223
defined, 456
opening and closing, 214
switching between, 217-218



tags

assigning to files, 166-167

in Content pane, 149

defined, 456

overview of, 162

semicolons in, 166

task pane, defined, 456

Taskbar And Start Menu Properties dialog box
Start menu tab, 322

Taskbar tab, 328-329

taskbar buttons. See also taskbar (Windows Taskbar)
defined, 456

displaying, 332

grouped, 331

hidden, displaying, 16

Internet Explorer taskbar button, 15-16, 17
maximum number, 16

pointing to, to display thumbnails, 16
rearranging, 17

removing, 17

of running programs, 17

and screen resolution, 332

selecting or moving between, 14

shortcut menus, 17, 320

Show Desktop taskbar button, 15

stacked, 15

Windows Explorer taskbar button, 15-16
Windows Media Player taskbar button, 15

taskbar notification area

Action Center icon, 329

Clock icon, 329

Connection icon, 329

icons, listed, 329-330

Power icon, 330

Printer icon, 330

Show Hidden Icons icon, 330

Volume icon, 330

Windows Update icon, 330

taskbar pinned items

arranging, 186

files or folders, pinning to the taskbar, 186

programs, pinning to the taskbar, 185

removing, 186

taskbar (Windows Taskbar), 15-17.
See also taskbar buttons

Address toolbar, 327

chevrons (« ») on, 328

clock, 331

color, changing, 304

connection icon, 66—-67
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customizing, 326-330
defined, 458
Desktop toolbar, 328
device icon on (Device Stage), 395
docking, 326-327
frequently opened items on, 329
hiding, 329
Language bar, 432-433
Links toolbar, 327
notification area, 17. See also taskbar notification
area
pinning items to. See taskbar pinned items
position, changing, 326-327
properties, changing, 328-329
and Quick Launch toolbar, 15
shortcut menu, 326
size, changing, 326-327
Tablet PC Input Panel toolbar, 327-328
toolbars, 327-328
unlocking, 326
Windows 7, new functionality, 15
telephone modem, 201
television programs, viewing, streaming, and
recording, 352
temperature, displaying with Weather
gadget, 364
templates
effects, in libraries, 180
folder, 149
and Pictures folder, 180
text boxes, xli
text color, in Web content, changing, 263-264
text messages, sending with Windows Live
Mail, 370
text size, in Web content, changing, 262
themes, 296
basic, 297, 299, 304
changing, with standard account, 43
custom, 306
defined, 456
for different regions, 296
downloading from the Internet, 297, 300
high-contrast, 297, 299, 304
modifying, 301. See also desktop background;
sound schemes; themes, custom; window color
non-standard, saving, 300
Personalization window of Control Panel, 296
previewing, 298-299
slide show, 297
sounds. See sound schemes
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themes (continued)
Unsaved Themes, 306
Windows 7 Aero, 295, 296
Windows 7 default, 295
three-dimensional text screen saver, 313
thumbnails
clicking to switch to window, 16
closing, 16
pointing to, 16
tab, displaying in Internet Explorer 8, 218
Tiles view, for files and folders in Content
pane, 149
time and date formats. See clock
time display. See date and time display
time limits, setting with Parental Controls, 55,
56-58
time servers, 335
choosing from Server list, 340
default, 340
time, setting. See system date and time
time zone, adjusting, 335-336
title bars
defined, 457
in folder windows, 119
overview of, xxxiv
TLD (top-level domain), in Web site addresses,
206-208
toolbars
context-specific, 177
defined, 457
in folder windows, 120, 164
Internet Explorer 8, 213
overview of, xxxv
Tools menu, Command bar (Internet Explorer), 211
top-level domain (TLD), in Web site addresses,
206-208
transferring information to a new computer, xix
transparency of windows, changing, 310
.travel, in Web site addresses, 208
troubleshooters. See also troubleshooting
defined, 457
Windows 7 tools, 99-102
troubleshooting. See also troubleshooters
network connections, 98-99
Windows Search, 138-139
Trusted zone
default security level for, 274
security zone, 273
txt files, limited file properties of, 162

U

UAC. See User Account Control (UAC)
UNC. See Universal Naming Convention (UNC)
Uniform Resource Locator (URL)

in Address bar (Internet Explorer), 213

defined, 457

in e-mail messages, 256

navigating to Web site with, 208

typing into Address bar, 220

of Web site or page, displaying, 209-210
uninstalling programs, 378-379

administrator account required for, 43

and backing up, 379

and personal files, 379

and restarting the computer, 379

and shared components, 379
Universal Naming Convention (UNC), 457
Universal Serial Bus (USB), 457. See also USB entries
updating

actions shown in taskbar notification area, 329

Microsoft products other than Windows, 30-31
updating Windows system files, 28-30

automatically, 29, 30

default settings, 29

and domains, 30

importance of, 28

installing updates, 30

overview of, 28

restarting computer to complete, 29

and Sleep mode, 30

types of updates, 29

Windows Update. See Windows Update
Upgrade Advisor. See Windows 7, Upgrade Advisor
upgrading to Windows 7, xx-xvi

activation of Windows 7, xx—xxi

backing up before, xx

defined, xx, 457

transferring information to a new computer, xix

from versions of Windows earlier than Vista, xx

Windows 7 Upgrade Advisor, xvii—xviii

with Windows Anytime Upgrade, xv
URL. See Uniform Resource Locator (URL)
USB devices

logo on, 394

using with multiple computers, 394
USB flash drives, 123. See also drives

defined, 457

increasing RAM with ReadyBoost, 438
USB hubs, defined, 457



USB ports, 392-393, 393
defined, 457
installing devices through, 395
installing printers with, 397-398
User Account Control (UAC), 23
default setting, 45
defined, 457
dialog box, xlii, 44-45
and gadgets, 364
levels of control, 45
overview of, 44
and program installation, 377
settings, changing, 45-46
turning off, 45, 46
user account folder, 117
user account names
changing, 47, 49-51
defined, 457
and new user account, 46
validating, 92-93
user account pictures
allowable file types, 51
browsing for, 53
changing, 43, 47, 49-53
defined, 457
and new user accounts, 47
size and proportions of, 51
user account profiles
and new user accounts, 46
overview of, 41
and Windows Live Profile, 373
user accounts. See also administrator account;
standard user account; User Account Control
(UAQ)
administrator. See administrator account
changing, 43
controlling content available to children with.
See Parental Controls
creating, 43, 46-48
creating, and domains, 47
defined, 457
deleting, 43, 61, 62
disabling, 61
domain, 42
enabling a disabled account, 61
files and folders, keeping when deleting account,
61, 62
first on computer, 46
Guest, 43
information on Start menu, 13
multiple, and logging on, 4
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overview of, 41, 42

passwords, creating, 49-51, 53-54

profiles, accessing, 43

selecting for mapping a drive, 133

standard, 43

switching among, 49

temporary (Guest account), 43

type, changing, 51-52

types of, 43, 51

user profile. See user account profiles
user credentials. See credentials
user input in exercises, formatting of, xxiv
user interface (Ul)

defined, 295, 458

graphical (GUI), components of, 5

and user profiles, 41
user profiles. See user account profiles
utilities, Windows 7, 354

Vv

version control, to avoid file overwriting, 91
VGA port, 392
video calls, with Windows Live Messenger, 370
video cards, 409
video projector, 458
video projector screen

displaying desktop on, 407-412

and extended desktop display, 408

ports for connection, 409
video, special-purpose keys for, xxxiii
videos

sharing, 68

and Windows 7 media programs, 352
Views button, 149
Views list, for folder views, 154
virtual, defined, 458
virtual machines, creating with XP Mode, 354
virtual printer, defined, 458
virtual private network (VPN), 98
viruses, computer, and software piracy, xxii
visibility of computers on network.

See network discovery
visual enhancement, high-contrast themes
for, 297

Visual Search

defined, 458

overview of, 209, 243
volume, special-purpose key for, xxxiii
Volume, taskbar notification area icon, 330
VPN. See virtual private network (VPN)
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W

waking up a computer, 38
warnings. See message boxes, overview of
Weather gadget, 364, 367-369
Web
compared to the Internet, 200
defined, 199, 458
Web browser. See also Internet Explorer 8
defined, 200, 458
older, viewing sites designed for, 205
opening with keyboard key, xxxiii, 208
Web content
accessibility, 262, 264-265
background color, changing, 263-264
commands, 285
in e-mail messages, 256-259
filtering, 282-283
font, changing, 263
improving readability of, 262
magnifying, 262
objectionable, restricting, 284-286
ratings (ICRA), 284-286
text color, changing, 263-264
text size, changing, 262
third-party, blocking, 282-283
zooming, 262
Web feeds. See feeds; RSS (Really Simple
Syndication) feeds; Web Slices
Web logs. See blogs

Web mail program, compared to installed e-mail

program, 256
Web page content

Accelerators, 209, 226-230. See also Accelerators

adding to a blog, 209
automatic delivery of, 231
changing appearance of. See Web content
incompatible, 205, 208-209, 220
managing, Command bar, 211
printing, 255
RSS feeds. See RSS (Really Simple Syndication)
feeds
sending in e-mail message, 209, 268
translating, 209
Web Slices. See Web Slices
Web pages
adding to Favorites bar (Internet Explorer), 248
adding to Favorites tab, 248
displaying, 209-210
displaying domain name of, 209
displaying from Favorites Center, 249

embedded in e-mail messages, 256-258
moving to with hyperlinks, 210

multiple, working with, 214, 217-218
overriding Content Advisor, 289
printing, from Command bar, 211
refreshing, 213

stopping loading of, 213

Web site addresses

in Address bar (Internet Explorer), 213
.am, in, 208

.aspx file extension in, 207
bookmarks in, 207

.com in, 206-208

domain name in, 206

.edu in, 208

fmin, 208

folder name in, 207

/ (forward slash) in, 207
ftp protocol in, 206

.gov in, 208

home page in, 207

.htm file extension in, 207
http protocol in, 206
https protocol in, 206
.netin, 208

news protocol in, 206
overview of, 206-207
page name in, 207

# (pound sign) in, 207
protocol, 206

queries in, 207

? (question mark) in, 207
subdomain in, 207

TLD (top-level domain) in, 206-208
travel in, 208

Web sites

adding to Favorites tab, 247-250

adding to Internet security zones, 273

addresses. See Web site addresses

allowing with Content Advisor, 287

blocking with Content Advisor, 286-288

browsing privately (InPrivate Browsing), 282-283

building and hosting, 218

defined, 201

displaying, 208, 209-210, 243

displaying domain name of, 209

finding, 240-244

incompatible, viewing with Compatibility View,
205, 208-209

navigating to, 208

overriding Content Advisor, 289



restricted, viewing, 280

saving links to, 247-250

search terms, 239-241

security, managing from Command bar, 211

security zones for, 273-274. See also Internet

security zones

unrated, and Content Advisor, 287

Visual Search, 243
Web Slice button, 231, 236, 238-239
Web Slices

in Add-ons Gallery, 228

adding (allowing), 237

adding to Favorites bar, 237, 239

defined, 458

displaying, 236

overview of, 209, 236

preview window, 236

previewing updates, 236

searching, 236

settings, changing, 239-240

source, viewing, 237

subscribing to, 211, 237

update settings, changing, 239

updated content, 236

updating preview window, 236
webcam, defined, 391
Welcome screen

appearance of, 4

defined, 458
WEP. See Wired Equivalent Privacy (WEP)
wheels, mouse. See mouse wheels
Wi-Fi Protected Access (WPA), 71, 458
widescreen monitors, 315
wildcard characters

defined, 458

in search terms, 143
Window Color And Appearance window, 304
windows

arranging, 108-109

Cascade Windows command, 108

Close button, xxxiv

closing, xxxiv

comparing contents of, 107

defined, xxxi, 458

dragging, 106, 107, 411

folder. See folder windows

hidden, retrieving, 411

hiding and displaying, 109-110

Maximize button, xxxiv

maximizing, 106, 107, 108

menu bar, xxxv
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Minimize button, xxxiv

minimizing all, 14, 108, 110

moving without resizing. See windows, dragging
overview of, XXxiv—=xxxv

panes. See panes

reducing, xxxiv

resizing, xxxiv, 108

Restore Down button, xxxiv

restoring to original size, 107

scroll bars, xxxv

scrolling contents of, xxxv

shaking, to minimize all other windows, 110
Show The Desktop command, 108, 109
Show Windows Side By Side command, 108
Show Windows Stacked command, 108
sizing, 106-107

sizing with Snap, xiv

snapping to left or right edge of screen, 108
status bar, xxxv

title bar, xxxiv

transparency of, changing, 14, 109, 310
types of, 106

viewing contents without activating, 114

Windows 7

activating, xx—xxi

activation status, 24

Aero. See Aero desktop experience

backup and repair features, xiv

buttons, xxxv. See also buttons

Certificate of Authenticity, xvii

commands, xxxv. See also commands

communication tools, 353

edition, finding information about, 24

Enterprise edition, xv

games, 355

getting help, xliv—xlix

getting started quickly, 9

graphics program, 353

Home Basic edition, xiv, xv

home networking with, xiv

Home Premium edition, xiv

identifying genuine copies, xvii

installing, xviii—xxi

libraries, introduced, xiii

limited functionality after activation grace
period, xx

media management tools, 352

minimum system requirements, xvi

navigation features, xiv

note-taking programs, 354

online information about, 9
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Windows 7 (continued)
producing graphics with, 353
Professional edition, xv
programs. See Windows 7 programs
registration, vs. activation, xx
settings, changing, 45
Starter edition, xv
and UAC, 23, 44-45
Ultimate edition, xv
Upgrade Advisor, xvii—xviii
upgrading, xv
upgrading to, xx—xviii
version, finding information about, 24
Windows Search, xiv
Windows 7 Aero. See Aero
Windows 7 programs
communication tools, 353
features, turning on and off, 362-363
games, 355
media management, overview of, 352
utilities, 354
Windows 7 essentials, overview of, 351-352
Windows Anytime Upgrade, xv, 458
Windows BitLocker Drive Encryption. See
BitLocker
Windows Calendar, unavailable in Windows 7, 350
Windows Contacts
file types associated with, 383
unavailable in Windows 7, 350
Windows Disc Image Burner, file types associated
with, 383
Windows DVD Maker, overview of, 352
Windows, earlier versions of
inability to use homegroups, 76
on networks running Windows 7, 69
Windows Easy Transfer, xix
Windows Experience Index, 25
defined, 458
finding information about, 24
overview of, 434
score, printing, 437
Windows Explorer
on All Programs menu, 11
Computer folder, 123
displaying disk drives in, 123
displaying libraries in, 123
Favorites group. See Favorites group
overview of, 105
personal folders in, 123
settings, importance of not changing, 160
shortcut menu, 113

starting, 113, 122-123, 123
taskbar button, 15-16, 17, 112, 123
viewing file structure in, 115
viewing sharing state of files in, 90, 97
Windows Fax and Scan, 353
Windows Flip, xiii
Windows Flip 3-D, xiii
windows, folder. See folder windows
Windows folder, 118
Windows Help And Support, xliv—xlix
displaying, special-purpose key for, xxxiii
on Start menu, 12, 13
Windows Internet Explorer 8.
See Internet Explorer 8
Windows Journal, 354
Windows Live, 369-373. See also individual
Windows Live programs
downloading earlier Windows programs
from, 369
Essentials. See Windows Live Essentials
home page, 372
ID, 369
Online Services. See Windows Live Online Services
overview of, 369
Web site, location of, 350
Windows Live Essentials, 370-371
downloading from Internet, 370
online information about, 9
Windows Live Toolbar, 371
Windows Live Events, 372
Windows Live Family Safety, 371
Windows Live Groups, 372
Windows Live Hotmail, 256, 372
Windows Live ID, 458
Windows Live Mail, xiv, 370
Windows Live Messenger, 350
Windows Live Mobile, 373
Windows Live Movie Maker, 371
Windows Live Online Services, 372-373
Windows Live Calendar, 372
Windows Live Events, 372
Windows Live Groups, 372
Windows Live Hotmail, 372
Windows Live Mobile, 373
Windows Live Photos, 373
Windows Live Profile, 373
Windows Live Spaces, 373
Windows Live Photo Gallery, 371
Windows Live Photos, 373
Windows Live SkyDrive, 373
Windows Live Spaces, creating blogs with, 373



Windows Live Writer, creating blog posts
with, 371
Windows logo key
appearance of, 14
keyboard shortcuts, listed, 14, 108
location of, 14
opening Computer window with, 14
opening Start menu with, 8
using instead of mouse, 14
Windows Mail, unavailable in Windows, xiv, 7, 350
Windows Media Center, 352, 384
Windows Media Center gadget, 364
Windows Media Player
file types associated with, 384
overview of, 352
Windows Media Player taskbar button, 15, 17
Windows Meeting Space, unavailable in
Windows 7, 350
Windows Messenger, 350
Windows Mobility Center, 14
Windows operating system, introduced, xxxi
Windows Photo Viewer
file types associated with, 384
opening images with, 383
Windows PowerShell, 354
Windows Product Activation, xx
Windows product ID, finding information about, 24
Windows ReadyBoost. See ReadyBoost
Windows Remote Assistance tool, 12
Windows Search, 134. See also search results;
searching
Add A Search Filter list, 141, 142
categories, 134
and encrypted files, 135
file locations, changing, 135-139
file types, changing, 135-139
index of key words, 135, 138-139, 140
introduced, xiv
overview of, 134
parameters, changing, 135-139
Search Again In list, 144
Search Results In Indexed Locations window,
140-141
and Sticky Notes, 357
troubleshooting, 138-139 Windows Server domain,
and AD DS authentication, 68
Windows service pack, 24
Windows Sidebar. See Desktop Gadget Gallery
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Windows system files
in Computer window, 125
updating, 28-35
and Windows Search, 135
Windows system folders, 117-118
Windows Update, 28. See also updating Windows
system files
accessing, 30
automatic notification of featured updates, 31
defined, 459
installation alert messages, 30
options, 30-31
retrieving latest drivers, 398
taskbar notification area icon, 330
updating Microsoft products, 30-31
Windows, updating. See updating Windows
system files
Windows XP Mode and incompatible programs, 354
Windows.old folder, 118
wired connections, 201
Wired Equivalent Privacy (WEP), 71, 459
wireless adapter, 66
wireless connections, 201
adapters for, 66-67
connecting to a network for the first time, 67
connection icon for, 66-67
recommended security settings for, 71
wizard, defined, 459
Word, hyperlinks in, 209
word processing programs, included with
Windows 7, 353
WordPad, 11
file types associated with, 384
overview of, 353
Work Network
changing to Home Network from, 82-83
network connection type, 69
network profiles, 69
and public folders, 86
work networks
defined, 459
and domains, 69
workgroups
defined, 459
finding information about, 24
and work networks, 69
World Wide Web. See Web
WPA. See Wi-Fi Protected Access (WPA)
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X

XML. See Extensible Markup Language (XML)
XML feed. See feeds
XML Paper Specification (XPS)

defined, 459

files, creating and viewing in Windows 7, 353
XP Mode, 354
XPS. See XML Paper Specification (XPS)

Z

zipped folder
defined, 459
resources, connecting to, 459
zippers, icons with (compressed files), 178
zipping. See file compression
zooming
Web content, 262
with Magnifier, 315
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