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About this Book

Windows Vista for Beginners was written to help people
who recently bought a computer with any one of the four
available versions of the Vista operating system. The
most frequent question which comes to mind is “having
bought the computer, what can | do with it now?”

Answers might include; keeping in touch with your
children or grandchildren, browsing the Internet to get
some useful information, downioading the photographs
from your digital camera and storing them on the
computer's hard disc, or simply getting to grips with
simple word processing, or running educational programs
for your offspring. The choice is endiess.

Whatever your reasons for buying a computer, it is
very important to understand its operating system (in this
case Windows Vista), because it is the operating system
that allows you to run other programs, store and retrieve
information, and looks after the health of your PC.
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The material in this book is presented using a simple
language, avoiding jargon as much as possible, but with
such a subject some is inevitable, so a glossary of terms
is included, which should be used with the text of this
book where necessary.

The book is structured on the ‘what you need to know
first, appears first’ basis, although you don't have to start
at the beginning and go right through to the end, as the
chapters have been designed to be fairly self-contained.
We even cover the Windows Vista security utilities which
allow you to automatically update Windows Vista, and
monitor your PC'’s settings with respect to its Firewall,
and Virus protection.

The present book was written with the non technical,
non computer literate person in mind. It is hoped that with
its help you will be able to get the most out of your
computer, when using Windows Vista, and that you will
be able to do it in the shortest, most effective and
enjoyable way. Have fun!

If, however, you are upgrading your computers
operating system from a previous version of Windows to
Windows Vista and want to know what preparations you
need to make to your system, then read on.

The Vista Editions

Windows Vista comes in four editions; Home Basic,
Home Premium, Business, and Ultimate. Each of these
editions  supports slightly different requirements,
designed by Microsoft to enhance the experience of
every kind of PC user. These, as listed in Microsoft's
Web site, are as follows:
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Features Home Home Business | Ultimate
Basic Premium

Security with Windows
Defender and v v v v
Windows Firewall

Find what you need
with Instant Search v v v v
and Intemet Explorer 7
Aero Desktop and 3D
Experience

Mobility Support
Collaborate and Share
Documents

Photos and Media
Center

Business Backup v
Business Networking v

AN
<

AN
<
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Data protection

As can be seen from the table above, Windows Home
Basic is for upgrading existing PCs to Windows Vista
without any additioral hardware requirements - such
computers are designated as Windows Vista Capable
PCs, while to run the other three editions and get the
maximum Vista experience, you might need to buy new
hardware or even a new computer - designated as
Windows Vista Premium Ready PCs.

A Windows Vista Capable PC requires: A modern
processor with a speed of at least 800 MHz, 512 MB
of system memory (RAM), and a graphics processor
that is DirectX 9 capable.

A Windows Vista Premium Ready PC requires: A
processor with a speed of at least 1 GHz 32-bit (x86)
or 64-bit (x64), 1 GB of system memory (RAM), a
graphics processor that is DirectX 9 capable with a
WDDM driver and at least 128 MB of dedicated
graphics memory, 40 GB of hard drive capacity with
15 GB free space, a DVD-ROM drive, audio output
capability, and Internet access.
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In addition, other features of Vista, such as the ability to
watch and record live TV, will require suitable hardware
such as a TV tuner with remote control and a HD (High
Definition) DVD drive.

If you intend to buy a new Windows Vista Premium
Ready laptop, make sure that apart from the other
requirements listed above it is also equipped with a
hybrid hard disc, which is a hard disc with built-in flash
memory that helps reduce power consumption and
extends battery life.

Essential Tasks Prior to Installing Vista

Before installing/upgrading to Windows Vista, you need
to complete two tasks: (a) run Windows Update, and (b)
select which version
of Windows Vista is
most suitable for
your PC.

o My Eluetooth Places
@ Set Program Access and Defaults

To run Windows

2003 =" &) ooson oftce Update, click on the
A worseed ) tacrosoh s Start button, then

o T Netwaieng
@m ) Norton Internet Seaxity
Dresmweaver MX &) Orine

point to All
Programs and click

B |G oo on the Windows

P adobe Acrabat 7.09 | 1) Roso Eaey Mot Creator 3 Update option on

@ oo @ Sohspeed the displayed menu,

8 Sl as shown in Fig. 1.
B @) System Recovery

This opens the
Windows Update in
an Internet Explorer
window (you must
be connected to the

Internet for this to
Fig. 1 Selecting the Windows Update. work).
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Fig. 2 Starting the Windows Express Update.

Click on the Express button to download and install all
the required updates. Once this is completed, you are
ready to connect to the Microsoft Web site to select the
best version of Windows Vista for your PC, whether you
have already bought one or not, as the upgrade advisor
also tests your PC’s peripherals and installed programs.

To do so, start the Internet Explorer and type

Http://www.microsoft.com/windows/products/windowsvista/
buyorupgrade/upgradeadvisor.mspx

in its address bar (all in one line and without any breaks).
This should open the Advisor screen, shown in Fig. 3 on
the next page, unless Microsoft has changed the position
of the Upgrade Advisor on its Web site, in which case
you will have to follow appropriate links starting from the
Microsoft Home page.
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Fig. 3 Downloading the Windows Upgrade Advisor.

As you can see from the displayed Advisor screen, you
should plug into your PC all the peripherals, such as
printers, scanner, and any other USB devices. Next,
scroll down the screen and click the Download
Windows Vista Upgrade Advisor link, and on the
displayed screen click the Download button. In following
screens install and run the Advisor - just follow the advice
on the displayed screens.

Eventually the Welcome to Windows Vista Upgrade
Advisor screen will display, on which you should click the
Start Scan button. A few moments later the scan is
completed and you can see in the report a
recommendation on the Vista version most suited to your
PC, and details on System, Device, and Program
compatibility. There is also a Task List which you should
print out and follow to the letter before and after installing
Windows Vista.
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Package Overview

Windows Vista is available in four editions: The Home
Basic (less expensive) and suitable for existing PCs; the
Home Premium editicn (more expensive, but with
additional features, such as the Aero desktop experience
and 3D graphics, has more options for collaborating with
other users, supports the Media Center, and has added
security and simplified management); the Business
edition which substitutes business networking and
hardware protection for the Media Centre facility; and the
Ultimate edition which includes everything.

Although we have used the Windows Ultimate edition
to write this book, we will only cover what is common with
the Windows Home Premium edition, as most home PC
users will find that these common options between the
two editions contain all the facilities they will ever need.

In Windows Vista, Microsoft has adopted Explorer
type shells which are customised to display specific file
types, such as media, pictures, music and video. The
Explorer displays a preview of the selected item at the
bottom part of the window and the toolbar displays
command actions specific to the selected file type. We
will examine the Explorer windows in more detail later on.

In what follows in this chapter we give you an
overview of Vista, but we will return to discuss aspects of
it in more detail later. So don't worry if we do not give
enough detail when introducing the various topics - they
will be covered in detail in due course.
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The Windows Vista Starting Screen

When you switch on your PC, Windows Vista displays by
default the Welcome Center in the middle of your screen
as shown in Fig. 1.1 below.

Fig. 1.1 The Windows Vista Welcome Center.

On the top third of the Welcome Center window you see
details of the currently logged user with particulars of
your PC’s software and hardware.

On the middle third of the Welcome Center window
under ‘Get started with Windows' you see six icons which
when left-clicked give you information or start a program,
such as the View computer details and Add new users
icons.

On the bottom third of the Welcome Center window
under ‘Offers from Microsoft' you see icons that when
left-clicked attempt to connect you to the Internet
(provided you have the capability), so that you can
access the various offers.
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If you don't want the see the Welcome Center window
every time you start Windows Vista, left-click the small
square at the bottom left of the window to remove the tick
mark. As mentioned at the bottom of the window, the
Welcome Center can be found in the Control Panel’s
System and Maintenance option - more about this later.

The Windows Sidebar

On the far right of the Windows Vista
screen you will see the Sidebar, a new
feature that allows you to connect your
desktop with powerful, but easy to use
‘gadgets’ which are mini applications, such
as the Clock, a photo Slide Show, and
News Headlines.

To add a gadget to the Sidebar, click the
plus (+) sign above the Clock to open a
Gadgets screen from which you can choose
one or more to add to your Sidebar. You
could also go online to find more gadgets.

The Windows Taskbar

At the bottom of the Windows Vista screen you will see
the Taskbar.

The Taskbar contains the Start button at the extreme left
which, as we will see shortly can be used to quickly start
a program, followed by four Quick Launch buttons {on
your PC this number could be different) which, when
left-clicked, launch the corresponding application. Going
from left to right these are: ‘Launch Internet Explorar’,
‘Show desktop’, ‘Switch between windows’, and ‘Media
Center'.
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When you open a program, or a window, a button for it is
placed on the Taskbar to the right of the Quick Launch
buttons. In our example on the previous page we show
the Welcome Center and the Control Panel.

Navigation and Preview Panes

New to Windows Vista is the ability to preview the
contents of an item on the Taskbar without opening the
item. For example, hovering with the mouse pointer over
the Welcome Center button on the Taskbar opens the
preview of the application as shown in Fig. 1.2 below.

Fig. 1.2 Previewing an Item on the Taskbar.

Left-clicking one of these buttons on the Taskbar makes
the corresponding application or window active, opens it
on the desktop and displays its button on the Taskbar in
a darker shade of grey. So, now you can always see
what application windows you have open, which is the
active one, and quickly switch between them.

If your PC is capable of 3D graphics, clicking the
Switch between windows buttor on the Quick
Launch toolbar, displays a screen similar to the one
shown in Fig. 1.3 on the next page. This is called the Flip
3D feature which allows you to use the scroll wheel on
your mouse to flip through open windows in a stack and
locate the one you want to work with.
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Fig. 1.3 The F.ip 3D Windows Vista Feature.

Try using the scroll wheel on your mouse and see the
windows on the screen change position. To open a
particular window, point to it and left-click.

Another useful Vista capability is the so-cailed Flip
feature which allows you to flip through open windows by
using the Alt+Tab keyboard combination (press the Alt
key and while holding it depressed, press the Tab
button). What you see on the screen is something similar
to that shown in Fig. 1.4 below.

Word Pro* [C01 Pack Overview Ban.lwp]

Fig. 1.4 The Flip Windows Vista Feature.

This feature helps you to quickly identify the window you
want, particularly when multiple windows of the same
kind are open.
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The Windows Vista Start Menu

Switching on your PC automatically loads Windows Vista.
Below (Fig. 1.5) we show part of the Windows Vista
working screen, called the ‘Desktop’, with the Recycle
Bin shown on the bottom right of it. In addition, the Start
button at the bottom left corner of the

_ k@ Windows screen has been clicked with the

m left mouse button to display the two-column
Start menu.

The left menu column provides shortcuts to frequently
used programs, and the nine applications used recently
(in your case these will most likely be totally different as
they can be changed). On the right column there are
shortcuts to Déocuments, Pictures, Computer, Control
Panel, etc., which are normally common to all users.

Fig. 1.5 The Windows Vista Start Menu Screen.
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If your computer is already capable of being connected to
the Internet (if not don't worry as we will show you how to
do this in detail later on), you could then use the Internet
Explorer program that comes bundled with the operating
system to surf the Net, or the Windows Mail program to
send and receive e-mail. These two programs will be
discussed in some detail later on.

Windows Vista also comes with a number of features,
such as Media Center Windows Mobility Center,
System Tools, the Paint graphics program, the
Windows Photo Gallery, and the word processor
WordPad. Some of these will be discussed in more detail
in following chapters of this book as they form the core of
the tools you need to master so as to keep your
computer healthy and your data safe. Of course,
Windows Vista (particularly the Business and Ultimate
editions) caters for many new technological capabilities,
but these are beyond the scope of this book.

Program Icons and Folders

Windows Vista can manage all other programs that run
on your PC, such as fully featured word processors,
spreadsheets, databases, games, and many more. For
example, hovering with the mouse pointer over the All
P Programs button, shown here (also
> see the bottom of Fig. 1.5 for its
position on the screen), displays a list of all Windows
applications that are installed on your computer.

In Fig. 1.6 on the next page, we show some of the
contents of the All Programs available on one of our
computers, as well as the contents of the Windows
Accessories, mentioned above which was displayed by
left-clicking the Accessories folder on the All Programs
list. No more cascade menus as in Windows XP which
were difficult to use particularly by Notebook users!
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Note that in Windows
Vista, programs are
depicted as distinctive

| o icons in these lists
B o which when left-clicked
—herucam start the actual
[y program. For example,
s clicking the Windows
e Mail icon, shown here,
tlh?m%cw #) Windows Mail
e starts the  e-mail
i program in its own
e s window.

Folders, on the other
hand, like the

Mok Certer -

b Macrosoft Inberactve Troming Accessories folder,

Systemn Tools .

Tabie C can contain documents,
4 Back

other folders, programs
or other items. To close
an opened folder on this
left-click it once

Fig. 1.6 The Windows Programs A
List with the Accessories Folder list,

Opened. more.

Fig. 1.7 shows the

contents of the Games folder. This

Fig. 1.7 The Games

Folder.

hm Ttons ¥ folder contains only programs, as can
5 o be seen by their icons.
X Games Explorer New to Windows Vista is another
® Hearts kind of folder, called Virtual Folder
% ‘;“:“” . which is simply a saved search that is
6 M | instantly run when you open the
¢ Purble Place folder. Later on, when you click on
" Solitaire such a virtual folder, Windows Vista
& Spider Solitaire runs the search and provides

immediate results. More about this
later.
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User Accounts

At the top of the Start menu the name of the current user
is displayed with a picture against it. Left-clicking this
picture opens the User Accounts screen shown in
Fig. 1.8. From here you can create a user password,
choose a different picture for the current user, change
your account name, etc.

- L o Bl
\J.\_ji @ o'cmma » User Accounts v 49! Searor P
L)

Make changes to your user account

C-eate & passwerd for your sccount — -~

luwmh | NoelKantaris |
@ Cnenge your sccculdname Admensstrator |

@ Change your scccunt type

e HManage another account E
@ T.m Jser Account Control on or oft

. — - R —e b S

Fig. 1.8 The User Accounts Dialogue Box.

Changing the Start Menu

As we mentioned earlier, Windows Vista has the ability to
adapt the first of its two-column menus to the way you
use your computer. It keeps track of what features and
programs you use the most and adds them to the list at
the bottom of the left column. For example, if you use
WordPad a couple of times by selecting it from the
Accessories sub-menu, next time you click the Start
button you will see this application pinned to the bottom
half of the first column of the Start menu. This saves time
as you don’t have to scroll through menu lists to find the
application you want to use.
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To remove an application from the first column of the
Start menu, right-click it with your mouse and select

Welcome Ce SendTo

-«

d Copy
% WinZip

T‘ WordPad

g chdeT Rename
X Eorede -
Ji Windows Mg;.; Player
e Internet Explorer
o | Notepad
::, | Windows Photo Gallery

J‘_J Windows Contacts

»  ABPrograms

| Remove from thas st

Fig. 1.9 Simultaneous Display of Running
Applications.

Remove from this
list, as shown in
Fig. 1.9. This
removes the name
of the application
from the list, not
the application
itself from your
hard disc.

You also have a
menu option to Pin
to Start Menu any
selected program.
This adds it to the
top half of the left
column of the Start
menu which is a
more  permanent
list.

You can also
use this facility to
pin your favourite
programs to the
top half of the left
column of the Start
menu, even if

these are to be found in the All Programs menu or its
sub-menus, thus customising the way you run your

computer.

Some programs when installed on your PC place a
shortcut icon on your desktop. Right-clicking such an icon
displays the same options as above so you can pin it to
either the Start menu or the Quick Launch menu.
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1

Right-click Menus

To see another right-click menu (also known as a
shortcut menu) containing the most common commands
applicable to, say, the desktop, point with your mouse to

Paste
Paste Shortcut
Undo Delete Cirte2

NVIDIA Control Pane!

New »

ib Personakize

|

i

Fig. 1.10 The Desktop
Right-click Menu.

Browse with Paint Shop Pro 8
Explore

Empty Recycle Bin

Create Shortcut

Deiete

Rename

Properties

Fig. 1.11 The Recycle
Bin Right-click Menu.

an empty part of it and right-click.
This displays the menu shown in
Fig. 1.10. From this menu you can
select how to Sort icons on your
desktop, Paste a shortcut icon on
it, or create a New folder for your
favourite program. Items on the
pull-down sub-menu which are
marked with an arrow * to their
rightt as shown here, open up
additional options when selected

Right-clicking the Recycle Bin
icon on the desktop, reveals the
options in Fig. 1.11. In this case
we have the option to Open the
Recycle Bin which has the same
effect as double-clicking its icon
with the left mouse button,
Explore its contents, Empty it of
its contents, or display its
Properties.

If you were to right-click a
program icon on the All Programs

menu, such as that of a word processor, if one was
installed on your computer, you would find that different
options to those of the Recycle Bin are being offered.

Note that unlike Windows XP in Windows Vista you
have the option to delete or rename the Recycle Bin, but
we do not recommend you to do so.

1




1 Package Overview

Exercises
If you have read so far, do try the following exercises:

1.1

1.2

To change the picture that represents you as a
user:

Left-click the Start button to display its menu.

Place the mouse pointer on the picture at the top
right of the Start menu (your picture could be
different to the one shown here), and
when it changes to a pointing hand, as
shown to the right, left-click it to open the

User Accounts window, click the Change
your picture link.

22 9 Lo LRI
h v
i ~ 8 /

ﬁiq. 135 The User Accounts Pictures.

Select a different picture to represent you by left-
clicking one from the displayed list and left-click
the Change Picture button at the bottom of the
dialogue box.

To pin your favourite programs on the top left
column of the Start menu:

Left-click the Start button to display the Start
menu.

Hover with the mouse pointer over the All
Programs button to display the Start menu.

Move the mouse pointer on your chosen program
to highlight it (say WordPad) and right-click it to
display its shortcut menu, then left-click the Pin to
Start Menu option to pin the selected program to
the top of the left column of the Start menu.

12



Package Overview

1

Moving Start Menu Shortcuts

Once you have pinned your chosen programs to the
Start menu, you could rename them, if you so wished,
using the right-click menu, or you could move their
position on the list to suit your preferences.

To move an item on the Start menu, point to it to
highlight it, then press the left mouse button and while
keeping it pressed, drag the mouse pointer to the desired
position on the list. Letting go of the mouse button, fixes
the item in the chosen position. Fig. 1.13 shows Microsoft
Word beirg moved to just below Microsoft Excel.

le"orﬂhc

&h?a-nl 'Z.'ﬂrr.Bl
hcrosoft Ofhce 2003

Fig. 1.13 Moving an Application on the Start Menu List.
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Exiting Windows Vista

To exit Windows, click the Start button and hover with
the mouse pointer over the right arrow button &l (next to
the Lock this Computer button Bl0M). This opens the
additional options as shown in Fig. 1.14.

- el Y

Fig. 1.14 The Lower Part of the Start Menu.

From here you can select to Switch User, Log Off the
current user and leave the computer running so another
user can take over by logging on (make sure you save all
your work), Lock the Computer (a password, if you set
one, will be required to log in again), Restart the
computer (used if you want to clear the memory settings
and restart Windows), put your computer in a Sleep
mode (low power mode so that you can get back to your
work quickly), Hibernate the computer (all your work is
saved to disc and when you restart everything is as you
left it), or Shut Down the computer which requires a
fresh start of Windows.

The Lock this Computer button IO does exactly
what it says - it locks your PC and you will need a
password (if you set one) to access it, while the Power
button puts your PC on a low power state keeping
all programs in memory so you can access your work
quickly.

14
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Note: With Windows Vista, just as with Windows XP, you
can just switch off your computer - the Shut Down
procedure will then be carried out automatically.

In the next chapter we discuss the Windows environment
with its Explorer type windows, their common toolbar
buttons, and menu bar options, so that you can find your
way around your documents and programs. We then
show you how to manipulate windows on the desktop by
sizing, moving, minimising, maximising and displaying
them in different ways on the screen.

*kk
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The Windows Environment

Windows Vista drops the My from the names of its
various personal fclders, so now instead of ‘My
Documents’, or ‘My Pictures’ (which was the name
convention in Windows XP), the folders are named
simply Documents, Pictures, Music, etc., but it is
understood that they belong to the currently logged user.

To see your folders, click the Start @ button and then
click your name (or the name you use to log into your PC)
at the top of the displayed menu (see Fig. 1.5 on page 6).
This opens a window similar to the one in Fig. 2.1.

'
Soved Garmes Sasrches
File Feider 1 Fite Folder l
Fue i I:% bl Fouse
| 5550120 fou ntuser.detl OGY
’ MS Senv, Send LOGL Fue
Font Fae 26K8 '
! ntuser.4etl OG
LOG2 Hde
Folders - 3 bytes,

Fig. 2.1 The Display of Personal Folders.
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At the left pane of the Explorer screen, called the
Navigation pane, your Favorite Links are listed (their
spelling, not ours), while at the right pane you will find
your Folders list. Placing the mouse pointer on a
Navigation link until it changes to a pointing hand (as
shown in Fig. 2.1) and left-clicking it, displays the
contents of the linked folder. Alternatively, left-clicking a
folder in the Folders List pane does the same thing.

In Windows Vista, the Menu bar is hidden by defauit.
To see it, as shown in Fig. 2.2 below, press the Alt key.

0-) » Noel Kantars »

¥ Yiew Took [Heip
LY - & - r

Fig. 2.2 The Menu bar of an Explorer's Screen.

You can also display the folders tree associated with this
window by clicking the arrow to the right of the Folders
S : entry, as shown

ok | here, to be found

fovorte Lnts at the bottom of

F Documents the Navigation pane. This

B pictees | displays a screen similar to

D= that in Fig. 2.3.

‘:ﬂ'm oy L2 The Folders tree provides
+ TR Noel Kantars | instant navigation starting
’ :m e from your Desktop. It could

B Contacts not be simpler - no more
i hunting deep through endless
B Downloads , ‘Documents and Settings’ to
O & find what you want!

i T To close the Folders tree,
V::_m left-click the down arrow to
@ Soved Gomes the right of the Folders pane.
o

7 & WINDOWS - |  Fig. 2.3 The Folders Tree.
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Parts of a Window

Below we show the tops of two Explorer type window
screens, one that heads the Pictures folder and the
other that heads the Computer folder which is opened by
clicking on the Start button and then clicking its entry on
the right column of the Windows Start menu. Note that
we use the word 'Windows' to refer to the whole
environment, while the word ‘windows’ refers to
document or application windows. To see the Menu bar
press the Alt key.

Fig. 2.5 The Top of the Computer Window.

Both these windows look remarkably the same. The only
part that has changed is the content of the toolbar, which
in Windows Vista changes automatically to reflect the
type of work you might want to do with the contents of the
specific folder or application.

Also note that the window of Fig. 2.5 was placed on
top of the Clock of the Windows Sidebar to show that
the windows on our desktop are transtucent. This is the
Aero experience of Vista, but you will only see it if your
graphics card is capable of it. The borders of each
window blur objects lying under them, leaving the window
you are working on in focus while giving you a hint of
what lies beneath it. However, don't worry if you cannot
experience it, unless you are a fanatical games player!

19
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The typical window is subdivided into several areas
which have the following functions:

Area
Minimise button

Maximise button

Close button

Navigation buttons

Address bar

Quick search box

Function

Left-clicking the Minimise
button stores an applica-
tion as an icon on the
Taskbar. Clicking on such
an icon will restore the
window.

Left-clicking the Maximise
button fills the screen with
the active window. When
that happens, the
Maximise button changes
to a Restore Down button
which can be used to
restore the window to its
former size.

The extreme top right
button that you click to
close a window.

The Go Back (left) button
takes you to the previous
display, while the Go
Forward (right) button
takes you to the next
display.

o

Shows the location of the current
folder, or the URL (Uniform
Resource Locator) of the new Web

page to go to next.

The box in which you type your

search criteria.
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As you start typing the first few
letters, the displayed files filter
down to just the matching terms.
This makes finding  your
documents, programs, and media
files much easier.

Menu bar The bar which only displays if you
press the Alt key. It allows you
to choose from several menu
options. Clicking on a menu item
displays the pull-down menu
associated with that item.

Toolbar A bar of icons that you click to
carry out some common actions.
The icons displayed on the
toolbar depend on the specific
application.

Scroll bars/buttons The bars/buttons at the extreme
right and bottom of each window
{or pane within a window) that
contain a scroll box/button. Click-
ing on these allows you to see
parts of a document that might not
be visible in that size window.

Mouse pointer The arrow which appears when
the pointer is placed over menus,
scroll bars, buttons, and folder
lists. For other mouse pointer
shapes, see page 23.

There are other areas or panes that can be made to
display in a document or application window. For
example you can activate a Search Pane, a Details
Pane, or a Preview Pane. These are discussed in some
detail on the next page.
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Additional Window Panes

We have already seen how you can activate the
Navigation pane in a Windows Vista screen. You can
further activate three additional panes by clicking the
Organize toolbar button, selecting Layout from the drop-
down menu, and clicking one of the four options. These
have the following functions:

Option Function

Search pane
Details pane

Preview pane
Navigation pane

To limit areas of search.

To display information on an
item without opening it.

To preview selected items.
To display the navigation tree.

The screen shown in Fig. 2.6 displays all these panes
open with Search pane at the very top-right of the
screen, the Preview pane on the right, and the Details

pane at the bottom of the screen.

= - 3 r‘-
e\‘/o MWN’PM

| ‘ Documments |
B Prtwes |
’ Musc
Mocre » |
Folders v Hesrtland' pg  ‘Hintwriand’ gpg Home.jpg i
IE Fovoren
LE [
* Lol !
I M = - !
fram
s ] |
Wl Seved Games [N |
F sesrche Icebergypg Kassos ypg Ll pg I
Bt = !
Heterland jpg Dimenswons 1540 11544 Camevs maker: Add tet
Pant Shop Pro Image S 421 KB Camers modet Add s name "
Datetoken Specdy dete and bmet.. Tale Add atle Subject: Specfy the subject M
Tog: Addateg Authors Add en suthor Date creeted: 11/01/2007 0135 i
Rating |

Comments. Add comments

Fig. 2.6 The Four Panes Surrounding the Display Area.
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The Mouse Pointers

Windows has many different mouse pointers, with the
most common illustrated below, which it uses for its
various functions. When a program is initially started up
probably the first you will see is the rotating circle, which
eventually turns into an upward pointing hollow arrow.
Some of the shapes, as shown below, depend on the
type of work you are doing at the time.

0 The rotating circle which displays when you
are waiting while performing a function.

R The arrow which appears when the pointer is
placed over menus, scroll bars, and buttons.

I The |-beam which appears in normal text
areas of the screen.

> The large 4-headed arrow which appears after
choosing the Control, Move/Size command(s)
for moving or sizing windows.

— The double arrows which appear when over
the border of a window, used to drag the side
and alter the size of the window.

dm The Help hand which appears in the help
windows, and is used to access ‘hypertext’
type links.

Windows applications, such as word processors,
spreadsheets and databases, can have additional mouse
pointers which facilitate the execution of selected
commands, such as highlighting text or defining areas.
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The Menu Bar Options

Each window's menu bar option (you can display it by
pressing the Alt key) has associated with it a pull-down
sub-menu. To activate a menu option, point to it with the
mouse to highlight it and click the left mouse button. As
the mouse pointer is moved onto each of the sub-menu
options it highlights it. To activate a sub-menu option,
highlight it and click the left mouse button.

The sub-menu of the View option of the Documents
folder window, is shown in Fig. 2.7 below. Here we have
deactivated the Preview and Details panes by selecting
them once more from the Organize, Layout toolbar.

Adobe POF

| e L
' Fo "1v Lockthe Tooter | [ 11
oo TR N B
B Musc Largekom b Sooks  Downloah  ebsy  ExeWok-  Fm  FlatBookmgs
lunbj. Meduwr kom
B Seoche  Smatkom - - - o
Lt
o T S S T
Ties lid  Mobde  MyPSP8  MyWebSde OutleokData  PDFs Phota
3 Fdes.
t'l Auto Arrange - « \;
| AmgntoGrd h “L
son by ; $ \-» Lt ”
| b Scanned Scoms Scripts  TerAccounts TexRetums  Word Docs
Group By L ™ Documents
Stack By
o | Ca Ca
Customize Ths Folder. | Ga ca
Jdm rpothlll Outiookpst  Outiook

iloﬁ-; | Retreh

Fig. 2.7 Menu Bar Options.

Items on the pull-down sub-menu which are marked with

4 an arrow to their right, as shown here, open up

* additional options when selected, as shown on the
Documents folder window of Fig. 2.7.
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The items on the menu bar of a specific application might
be different from the ones shown here. However, almost
all Windows Vista system applications offer most of the
following options:

File

Edit

View

Tools

Help

Produces a pull-down menu of mainly file
related tasks, which allow you, amongst
other options, to rename, move, copy,
publish on the Web, e-mail, print, or
close a file or folder.

Gives access to the most common editing
tasks which can be applied on selected
items, such as cut, copy and paste, copy
or move such items to a folder, or select
all files or folders.

Gives you control over what you see on the
screen. For example, by selecting the
Toolbars, or Explorer bar more options
are displayed which when clicked are
selected and allows their display (selecting
them once more turns them off). Files can
be displayed as Icons (you can choose
from various sizes), as Lists, or you can
display their Details.

Allows you to Map or Disconnect network
drives, and set Folder Options.

Opens the Windows Help and Support
screen, allows you to check if your copy of
Windows is legal (if not, you will be unable
to get any updates for it), or opens a
window and displays basic information on
the Windows Operating System (OS).
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Note: Having activated a menu, whether from the menu
bar or a right-click, you can close it without taking any
further action by simply left-clicking the mouse pointer
somewhere else on the screen, or by simply pressing the
Esc key.

Dialogue Boxes

Three periods after a sub-menu option or command,
means that a dialogue box will open when the option or
command is selected. A dialogue box is used for the
insertion of additional information, such as the name of a
file.

To see a dialogue box, click the Start button and
select the Computer menu option. Next, press the Alt
key to display the Menu bar, click Tools and on the
drop-down sub-menu select Folder Options. This opens
the Folder Options dialogue box with its General tab
selected. In Fig. 2.8 on the next page we show this
dialogue box with its View tab selected so that you can
see two different types of option lists.

When a dialogue box opens, the Tab key can be used
to move the dotted rectangle (known as the focus) from
one field to another. Alternatively you can use the mouse
to left-click directly the desired field.

Some dialogue boxes (such as the one shown in
Fig. 2.6) contain List boxes which show a column of
available choices. If there are more choices than can be
seen in the area provided, use the scroll bars to reveal
them.

Such dialogue boxes may contain Check boxes, as

- shown to the left, which offer a list of features you
v can switch on or off. Selected options show a tick in
the box against the option name.
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Folder Options '

| General | View | Search

Folder view
You can apply the view (such as Details or icons) that
e you are using for this folder to all folders of this type

- Apply to Folders [ Reset Foiders

| Always show icons, never thumbnals

] Aways show menus
[¢] Display fie icon on thumbnails
[] Display fie size nformation in folder tips
(] Display simple folder view in Navigation pane
[ Drisplay the full path in the title bar {Classic folders only)

1 Hidden files and foiders

Do not show hudden files and folders
® Show hidden fies and folders

7] Hide extensions for known file types
[¥] Hide protected operating system files (Recommended)  ~

e

[ oK [ conced ] oot

Fées and Folders i i

Restore Defauts |

|

Fig. 2.8 The Folder Options Dialogue Box.

Another type of option available in this dialogue box is
the Option buttor (sometimes called Radio button)
with a list of mutually exclusive items. The default

choice is marked with a black dot against its name, while

unavailable options are dimmed.

Another type of List box may display a column of
document files. To select a single file from such a List
box, either double-click the file, or use the arrow keys to
highlight the file and press Enter. Again, if there are more
files than can be seen in the area provided, use the scroll

bars to reveal them.
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Other dialogue boxes may contain groups of options
within a field. In such cases, you can use the arrow keys
to move from one option to another. Having selected an
option or typed in information in a text box, you must
press a command button, such as the OK, Cancel or
Apply button (unavailable options or command buttons
are dimmed), or choose from additional options. To
select the OK button with the mouse, simply point and
left-click, while with the keyboard, you must first press the
Tab key until the focus moves to the required button, and
then press the Enter key.

To cancel a dialogue box, either press the Cancel
button, or the Esc key enough times to close the
dialogue box and then the menu system.

Note: At this stage it might be a good time to change the
default settings under the View tab of Fig. 2.8 by
removing the check mark (click on the box to toggle it off)
beside the Hide extensions for known file types
option. Doing so could alert you to rogue and potentially
lethal e-mail attachments.

The Taskbar and Start Menu Properties

As we have seen in the previous chapter, at the bottom
of the Desktop screen is the Taskbar to the right of the
Start button which, as we have seen, can be used to
quickly start a program (from the Quick Launch toolbar),
or switch between running programs whose minimised
icon is shown on the Taskbar.

To display the properties of the Taskbar, right-click an
empty part of the Taskbar, and select Properties from
the displayed menu, as shown in Fig. 2.9 on the next
page.
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From the Taskbar

Toskber | Start ers | oSt Aven | Toubars i tabbed screen, you
Tosbe apeance || can configure your
s u Taskbar by locking
1Lk the taskr it, auto-hiding it, or
2ot e A keeping it on top of
T Goup s taskos utions other windows.
L From here you can
(7 Show wendow previews (Vumbnals)

also choose to
show the Quick
Launch toolbar or

q | not.
i i luants i _| You might have
(o) e [ ww ]| noticed by now that
— — ===l as more butlons
Fig. 2.9 The Taskbar and Start Menu are p|aced on the
Properties Tabbed Screen. Taskbar their size
shrinks slightly, but
up to a point. After that, common entries are grouped
together with a number indicating the number of open
windows, provided the appropriate box in Fig. 2.9 is
ticked. To see details relating to a grouped button, move

the mouse pointer on it on the Taskbar to display
Fig. 2.10a and left-click it to open a list of components, as
shown in Fig. 2.10b.

(b)
Fig. 2.10 Grouped Taskbar Entries.

You can close a group of running programs, right-click
their button on the Taskbar and select Close Group
from the displayed menu.
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Do investigate the other tab screens of the Taskbar and
Start Menu Properties dialogue box (Fig. 2.9), to see
how you can configure your PC to your liking.

Changing the Date and Time

15 February 2007

February, 2007 4

Ketal

-
o w
-
(SIS

Change date and time settings...

&)

1707:35

Fig. 2.11 Date and Time Properties

Dialogue Box.

To the far right of the
Taskbar you can see
displayed the current
time. This is the
internal clock of your
PC which changes
automatically between
Summer and Winter
times. Left-clicking the
time icon, opens the
Date/Time screen,
shown in Fig. 2.11, so

that you can make changes, if necessary.

There are other icons to be found at the far right of the
Taskbar which you might like to investigate. One of

2l these is the Language icon, shown here, which
when clicked allows you to change between UK and

USA English.
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Exercise

In the following exercises we will lcok at the System
Properties to see how well the various hardware parts of
our PC are performing when running Windows Vista. To
do this, follow the instructions below:

21 To display the System Properties screen do the
following:

» Left-click the Start button, then right-click (note
we've said rightclick) the Computer entry on the
Start menu, and select Properties from the drop-
down sub-menu.

The displayed Properties dialogue box should look
similar to the one shown in Fig. 2.12 below.

Processo- Intak(¥) Cora(TM)Z CPU T5600 @ 183GHz 183 GHe
Mamory RAMY 2046 M8
Systam type 32-bit Opevating Systasy

Computer narme, domem, and workgroup sethings
Study-PC
Sudy-#C
Noel's Notebook
WORKGROUP

Fig. 2.12 The System Properties Screen.
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* Next, click the Windows Experience Index link to
display a screen similar to the one below.

(PR ——— T T — =Y |
kg : T i
JC B+ Control Panel » Pesformance Information snd Toolks - 0,-!5----- P

Rate and improve your computer’s performance

T Not sure where t5 522t Learn how you can improve j our competer s pedformance.

Your computer has s Windows Expenence Indes base score of 3]

Component What 5 reted Subscore Base score
Procaswer: Calculenons per sacond a8
Memory RAM): Memory oparstions pes second 45
Graphics: Dusitop pesformance for Windows Aco )4
30 businers and gaming graphucs 4
Gaming graphics: partormanii T Dasminedty
lowast subscore
Prismary hovd disk: Disk dats transfes rate 4
View a0d prnt detals ‘What go these numbers mesn?
Lesm more sbout the scoves oniine A Update my score
P ; View software for my bace score
o Som el onkne b
s Segriey Crrter
[ Probier Reposts and Solgtions Last iating: 07/02/2007 10:02:42

Fig. 2.13 The System Properties Screen.

Here, Windows Vista rates the performance of the
various hardware components of one of our computers,
and gives it an index number between 1 and 5.9. The
overall rating (base score) is the lowest rating of an
individual component, not the average. What lets this
particular computer down is the Gaming Graphics score,
but since no games are ever played on it, it is of no
consequence.

In general, a base score of 2 and above indicates that
the computer is more or less capable of running
everything that Windows Vista can offer. The individual
component score is given by this test so that you can see
which component of your computer needs upgrading.
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Manipulating Windows

To use any Windows program effectively, you will need to
be able to manipulate a series of windows, to select
which one is to be active, to move them, or change their
size, so that you can see all the relevant parts of each
one. What follows is a short discussion on how to
achieve this.

Changing the Active Window

To select the active window amongst those displayed on
the screen (these will only be displayed on the screen
simultaneously if their Restore Down Ellbutton has been
left-clicked), point to it and click the left mouse button, or,
if the one you want to activate is not visible, click its icon
on the Taskbar.

Sizing a Window

You can change the size of a window with the mouse by
first moving the window so that
the side you want to change is
visible, then moving the mouse
pointer to the edge of the window
or corner so that it changes to a
two-headed arrow, then dragging the two-headed arrow
in the direction you want that side or corner to move.

Moving Windows and Dialogue Boxes

To move a window (or a dialogue box) with the mouse,
point to its title bar (see Fig. 2.14 on the next page), and
drag it until it is where you want it to be on the screen,
then release the mouse button. This can only be
achieved if the window does not occupy the full screen.
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Facorite Links

I Documents

B Pictures
B Music
‘4 Recentty Changed

Fig. 2.14 Moving a Window with the Mouse.

Minimising and Maximising Windows
To minimise a window into a Taskbar icon (to temporarily

I Favoute Links Nome
| Documents ‘
B Potores & <
B tesc Local Disk e n(cov_
4 Recently Changed © ”""‘mo"
B Searches
= A I
-
Folders -

Fig. 2.15 Minimising a Window.

free up desktop
space) left-click
the Minimize =%
button in the
upper-right corner
of the window,
also shown in
Fig. 2.15.

To maximise a
window so that it
fils the entire

screen, left-click the Maximize &k button in the upper-

right corner of the window.
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An application which has been minimised or maximised
can be returned to its original size and position on the
screen by either clicking on its Taskbar icon to expand it
to a window, or clicking on the Restore Down El button
of the maximised window, to reduce it to its former size.

Closing a Window

A document window can be closed at any time to save
screen space and memory. To do this, left-click the Close
button. If you try to close a window of an
application document, such as that of a word processor,
in which you have made changes since the last time you
saved it, you will get a warning in the form of a dialogue
box asking confirmation prior to closing it. This
safeguards against loss of information.

Exercise

In the following exercise we will create a new folder,
name it, and rename it. To do this, follow the instructions
below:

2.2 To practise what we have described above do the
following:

e« Open the three applications Computer,
Documents, and Pictures from the start menu, in
that order.

e Make Computer the active window by left-clicking
it.

¢ Re-size the active window by dragging one of its
sides to make it bigger.

+ Move the active window so that its title bar touches
the top of the screen.
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Minimise each open window into a Taskbar icon
by successively left-clicking each window's
Minimize k=l button (to be found in the upper-right
corner of a window).

Left-click the Computer Taskbar icon to maximise
its window and make it the active window, then
left-click the Close button (to be found in the
upper-right corner of the window) to exit the
program.

Repeat the last two steps to close the remaining
two programs.

Do not be afraid if you make mistakes - you will only
learn from them!

Windows Display Arrangement

In Windows and most Windows application programs,

you can display multiple windows

Toolers *| in both tiled (side by side) and

__ Cascade Windows N cascaded (overlapping) forms -
Show Windows Stacked the choice being a matter of
Show Windows Side by Side

balance between personal

Shovw the Destop preference and the type of work

TeskManager you are doing at the time. If you

Lock the Taskbar want to  organise  these

e automatically, right-click on an

Fig. 2.16 The Taskbar empty part of the Taskbar which

Shortcut Menu. opens the menu shown in
Fig. 2.16.

On the next page we show two forms of windows display;
the Cascade Windows option (Fig. 2.17) and the Show
Windows Side by Side option (Fig. 2.18).
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Fig. 2.18 Windows Displayed in Side by Side Form.
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As we have discussed earlier, the size of these windows
can be changed, hence you might have to alter their size
to display exactly what is displayed in Fig. 2.17 and
Fig. 2.18.

Exercise

2.3 To practise what we have described above do the
following:

* Open the two applications, Computer and Control
Panel from the Start menu.

* Display their windows in stacked form by right-
clicking an empty area of the Taskbar and
selecting Show Windows Stacked from the
displayed shortcut menu.

* Next display the two windows in Side by Side form
to see which version you prefer.

38




The Windows Environment 2

Using the Help System

To obtain help in Windows Vista, click the Start button,
then click the Help and Support menu option which
opens the main Help window, shown in Fig. 2.19 below.

Find an answer 1

& —

l' Windows Basics Secunty and Maintenance ~ Windows Online Help l
W . o
Table of Contents Troubleshooting What's new? =.

Ask someone |
o Use & Windows Remote Assistance to get help from a friend or offer help.
o Post a question or search for an answer in Windows communities.
o For technical assistance, contact Microsoft Customer Support online.
¢ More support options..

N
Information from Microsoft

1. Find your files and folders
2. Get your programs to work on this version of Windows

3. Update your drivers -

1 ‘Ask someone or expand your search

*' Online Help *

Fig. 2.19 The Windows Vista Help and Support Center.
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The What’s new option gives you a good idea of all the
topics that are new to Windows Vista, while the
Windows Basics option provides you with specific
information about your computer, the Windows
environment, and other topics. Left-clicking this option
displays an extraordinary number of hypertext links to
various topics. Clicking such a hypertext link, can open
up a further list of hypertext links until you home onto the
specific subject you are searching for.

The Search Help facility gives you access to a very
powerful individual
word search of the
Help system, as
shown in Fig. 2.20.
For example, if you
wanted to know
something about
e-mail, type the

Best 30 resuits for e-mail w

. Working with Windows Mail

. Getting started with ¢-mai |

1
; . R 5 word e-mail in the
' i ) Search Help box
4. Demo: Using Windows Mail B .
S. Send a file in e.mai i and CI|Ck the p
6. Send pictures or videos in e-mail . bu-tton to . have
7. View e-mail messages in Windows Mail | WlndOWS dISp|ay
8. Import messages to Windows Mail from other e i almOSt evel’ything
i) program .
T | there is to know

9. When to trust an e-mail message

10. Change the default e-mail program | abOUt e-mall'

11. E-mail header (definttion} | If you Can't ﬁnd
12. Write an e-mail message What you are |00king
13. Add of remove a Windows Mail account | for off_line you can

14. Red 9 time when e-mal

always click the
Windows  Online
Help button on the
Help and Support
screen.

15. Get e-mai from specfic SMAP folders

16. Change the preferred e-mail address for a contact

17. E-mait account (definition)

Fig. 2.20 Using the Help Search Facility.
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it might be worth your while spending some time here
investigating the various options available to you,
particularly if you are new to Windows.

In the next chapter we discuss how to create a new
folder, how to name it and rename it, how to search your
computer for specific files (or folders) and copy or move
them into the new folder. We then show you how to
create application shortcuts, followed by how to send files
or folders to specific destinations. These skills are
required if you want to keep your documents, pictures,
and music files in some sort of organised manner so that
you can find them later quickly and easily. Finally, we
discuss the Recycle Bin in which deleted files and
folders are kept until you decide whether you want them
after all or delete them for good.

* & &
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Working with Files & Folders

In this chapter we discuss the skills you will need to keep
your data organised so that you can easily find your
documents, pictures or music files at a later stage.
Windows provides you with the means to keep such files
in folders which you can create for the purpose, copy files
into them, or even delete unwanted files from them.
Folders, which can also contain other folders, are kept on
your hard disc which is not dissimilar to the idea of a filing
cabinet, if one is to use an analogy.

it is possible, of course, that you might have more
than one fixed hard disc (as we do - see Fig. 2.14), or
that you might have one or more removable hard discs
attached to your system. Whether you have such
additional filing cabinets or not, is not important as the
skills required to keep one organised can also be applied
to the others.

Windows provides you, by default, with five folders for
each user, called Documents, Pictures, Music, Games,
and Favorites, all of which can be accessed from the
Start menu. In each of these folders there might be other
folders.

In what follows, we will carry on with this structured
tradition, so that folders we create for word processed
data, spreadsheet workbooks, etc., are also contained
within the Documents folder. In this way, when you
left-click Documents on the Start menu, all the other
folders will be available to you.
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Creating a New Folder

In what follows we will create a new folder, name it, and
rename it. To do this, follow the instructions below:

To create a new folder within, say Pictures, do the
following:

* Left-click the Start button to display its menu.

* Left-click Pictures at the top of the right column of
the menu to display Fig. 3.1 below (in your case
the contents of this will be different).

If one of the pictures in the folder is highlighted, it
displays enlarged in the Preview pane of the window, as
shown below.

* Next, left-click the Organize toolbar icon, then
point and click the New Folder entry, as shown in
Fig. 3.1.
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To Name a newly created folder, do the following:

When Windows creates a new folder it

items and names it New Folder,

places it at the end of the list of existing ]

highlighting its name and waiting for you

to name it, as shown here.

Type a name, say, Photos, which replaces the
default name given to it by Windows. If this doesn't
happen, don’t worry, you must have clicked the left
mouse button an extra time which fixes the default
name (see below how to rename it)

To rename a folder or a file, do the following:

Method 1
Left-click the folder or file you want to rename to

select it.

Left-clicking it once more will display the insertion
pointer within its name. Type a different name to

replace the existing one.

Method 2

Left-click the folder or file you
want to rename to select it (in
this example we chose a
folder).

Left-click the Organize toolbar
icon, then select Rename
from the drop-down menu
which causes the insertion
pointer to be displayed within
its name. Type a different
name to replace the existing
one.

|

a Copy |
|

1

|

| t
0 teyow -i
!

Propertes

| om |
Fig. 3.2 The

Organize Sub-menu.
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Searching for Files and Folders

Windows Vista has a new Search facility which appears
on the right column of the Start menu, and in every
Explorer type window. To investigate this facility, left-click
the Start menu and select the Search option. This opens
the Search window shown in Fig. 3.3.

ALt

| Show only: (All] E-mail Document Picture Music  Other Advanced Sesrch(v  {{

To begin, type in the search box

To search more of sour computer use Advanced Searzh,

N

Fig. 3.3 The Search Window.

As you type letters in the Search box, Windows starts
returning results and narrows them down as you type
more letters. Below, we show the results of the search
after typing the three letters ‘aeo’ in the Search bar.

only:[Al] E-mail  Document Picture Music Other

Type

#. Aeciien’ 17/02/2007 1010 Shortcut Recent Rerms (CA...

F Documents ° 9
o |2 WelcomeF axtf 12/02/2007 12:31 Microsoft Office D...  Inbox (C:\Users\N..

B Prctures o ‘Acolian' ypg 24/11/200516:21  JPEG Image Pictures (C:\Users...
B tusc & gatiery2 tm 30/12/200814:51  HTML Document  rachael {C:\Usens\.
& Recenty C.. . [ hpothb07.t# 12/09/2004 08:23 M t Office D... Downloads (C:\Us...
B Searches & room2 09.htm 01/10/2001 11:44 HTML Document  rachaet (CAUsers\...  PH
A Public Did ycu find what you were searching for? u

™ Advanced Search
Folders Al ¥ s g v

v il

Fig. 3.4 The Search Resuits.
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Note that in this case, the search results includes All
files, folders, and programs, as shown in Fig. 3.4, and
that the three letters we typed in the Search box, appear
in the results, but not in any specific order.

Narrowing Search Results

You can narrow down the search criteria, by selecting to
only display results from E-mail messages, Document
folder and its sub-folders, Picture folder and its sub-
folders, etc., which reduces the results of the search, as
shown in Fig. 3.5.

[ = E

; - - P -
O —T .
1Showm Al E-mad  Document M Advanced Search(y) |

Il |E Pictures

B Music

| ) RecentiyC..

I Searches :

| | Public ;
‘
.
i

WelcomeFaxtif

"Aeolian’.jpg "Aeolian’jpg

Fig. 3.5 Search Results within the Picture Folder.

What is displayed above is a fraction of the total files
found previously by this particular search, when the same
three letters were applied to All files, folders and
programs. Your results, of course, will be totally different
from ours.
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The Search utility includes a Search Tools button which,
when clicked, displays a drop-down sub-menu with three
options. Left-clicking Search options displays the
3-tabbed dialogue box shown in Fig. 3.6.

 General | Vow | Search |

What to search

@ I indexad locations, search filenames and conterts
n nonndexed locations, search file names only

& Aways search file names and conterts §might be slow)
@) Always search fie names only

How to search
{¥] Inchude subfolders when typing in the Search bax
@] Aind partial matches
Use natural language search
t use the index when searching the fle system moght
be slow)

When searching non-ndexed locations
] Include system directories
F] Indude compressed files (ZIP, CAB..)

|_ Resiore Defautay|

I Il Comeet || A

Fig. 3.6 The Search Screen of the Folder Options Dlalogue Box.

Checking the Use natural language search box, allows
you to search for, say, E-mail messages using words like
‘messages sent last week’. The result of our search is
shown in Fig. 3.7 on the next page, with the highlighted
message displaying in the Preview pane.

Making the Search window larger, reveals more
details, such as the times the messages were sent, their
size, efc.
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Public

I fs crre mis me
I‘" Documents =2 Phd
Z 3 Noel Kantarrs
B Picwe <23 Noel Kantarrs
B Musc 3 Noel Kantars
5 Recently G 3 welbroot Sales
I Searches «.2 Noel Kantars

QOffice 2007 Book
FW: Petition to scrap Cor Tax

WinZip offer
POF Test

Your Software Update - Spy Sweeper
b RE: POF files

Did you find what you were searching for?
™ Advanced Sesrch

Foiders Ay »

To:  noel@kantans.com
Sent: 08/02/2007 17:52

Thank you for choosing
Webroot Sotwase!

Software Downiaad and
Instafiation instructions for
Spy Sweeper -

Fig. 3.7 The Search Results Applied to E-mail Messages.

With Windows Vista you can use the Save Search button
on the toolbar to save the search criteria you have used
together with the search results in a Virtual folder.
Subsequently, every time you click such a Virtual folder
Windows runs the search and provides new resulits.

Another button on the Windows Search toolbar is the
Views button with its associated sub-menu. You can
choose to display items in a variety of ways as shown in
Fig. 3.8. Do try to find out which of these you prefer.

= o'@ R
.@CJ. o« pm: | l —l-_E;nLnqum '""
[ show onty: AN E-mait |2 Lgekcom pdvanced Search )|
rym——— | e SE—
: Nome | | =

B Music
b5 Recenth C

More »

Folders

A
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Selecting Files and Folders

What we demonstrate below with files could also be done
with folders, or a mixture of files and folders within any
folder. Here we use the files in the Sample Pictures sub-
folder of the Pictures folder which comes with Vista.

To select several objects, or icons, you have three
options:
» If they form a contiguous list, as shown in Fig. 3.9
below, left-click the first in the list, then with the
Shift key depressed, click the last in the list.

o Oryx Antelope Toco Toucan Tree

e e e e e —— =

————— —

Fig. 3.9 Selecting Items in a Foider.

* To select random objects hold the Ctrl key down
and left-click them, one by one.

* To select all the items in a window first press the
Alt key to display the Menu bar, then use the Edit,
Select All menu command.

To cancel a selection, click in an empty area of the
window.
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Copying or Moving Files and Folders

When you copy a file or folder to somewhere else, the
original version of the folder or file is not altered or
removed, but when you move a folder or file to a new
location, the original is actually deleted.

To copy selected items into a target folder, right-click
the selected items and choose the Copy option from the
shortcut menu as shown in Fig. 3.10 below.

D«‘ Preview 2
Eﬁ L
Prnt
L Preview
Butumr Dock Forest

Rotate Clociwie
Rotate Counterclockwise

Set as Desitop Background !

Share... » 5 7
L |
foret|  SendTe . Green Sea Tutle  Humpback Whale

Copy

Creste Shortaut ! RS2
Dalete e

Rename e

Propertes Waterfall Winter Lasves

Fig. 3.10 Copying Selected Files to the Clipboard.

The selected files are then copied to the Windows
Clipboard which is a temporary storage area of memory
where text and graphics are stored with the Windows Cut
and Copy actions.

All you need to do now is navigate to the Photos
folder, double-click it to open it, create a new folder (call it
Sample Pictures), double-click it to open it, then
right-click it and select the Paste option from the
displayed shortcut menu.
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In Fig. 3.11 below, we show on the same screen dump
the action to be taken and the result you will get from that
action. For you, of course, these will display separately.

[T e, e =)
i L e
P
Fa onie anbs Tags ﬁ
 documens e
|! Pictures Sot By N
| B Music G By b
 Recently C Stack by R
i B Searches Autumn Leaves Desert Landscape Refresh

Publk
Custoruze This Folder...

1 Paste b
| Paste Shortcut
l Undo Bename CoeZ

| Forest Flowers New '
|
' AR
| “ i
| Fungpamﬂowu‘ Garden Green Sea Turtle

Fig. 3.11 Pasting Items from the Cllpboard.

The contents of the folder above are shown in Large
icons.

To move selected items into a target folder choose the
Cut option from the shortcut menu (see Fig. 3.10). This
removes the selected files from their current place and
copies them to the Windows Clipboard so that you can
Paste them into the target folder.

The method described above for copying or moving
files and folders is not the only one available (another
way, after selecting the items, is to use the drag and drop
method), but in this case it is the most convenient one.
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Sending Files and Folders

A very useful feature of Windows is the ability to quickly
send files and folders to specific destinations.

Preview
Edit
Print
Preview
Rotate Clockwise
Rotate Counterclockwise
Set a5 Desitop Backgrourd
Open With »
Shace...
Sheed (Wash with bleach)
Backup
Restore previous vessions
SendTo ] -’Llfe Bluetooth device
Cw 4 Compressed {zipped) Folder
C f Oesktop (creste shortcut)
opy
w Documents
Create Shortaut W FaxRecipient
Delete J  Mail Recipient
Lo 0 Buetooth
Properties @ DVD RW Drive () Disc_E_Backup

Fig. 3.12 Sending Folders and Files.

As we have seen earlier, right-clicking selected folders,
or files, will open the menu shown in Fig. 3.12. Selecting
the Send To option opens the list of available
destinations. In your case these are bound to be
different. Selecting the DVD RW Drive (E:) option will
copy any selected folders and files to a removable disc in
the (E:) drive, provided the drive has the required
capability (more about this on page 59 of this chapter and
page 187 in Chapter 10).
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Exercise

To practise what we have discussed so far, do the
following:

3.1 First open the Sample Pictures folder (found in the
Pictures folder), select all items and copy them on
the Clipboard (refer to Fig, 3.10 for the method).
Next, left-click the Pictures entry under the Favorite
Links to open its folder, right-click on an empty part
of it and select Paste from the drop-down menu, as
shown in Fig. 3.13 below.

Fevoree L nvs Name Datetaken  Tags Sae » 1
10 Occuments r View 3

5 Poctures Sort By » I

B Musc Group 3y

v Recently C Stack By 3
[ Sesches | asohenpg J Acnal jpg Refrest
Puhe Custoraze Thes Folder...
Paste b

Paste Shortcut
Undo Fename CrieZ
Redo Copy CtreY

At the Archgpg Beachll jpg

Big Wavepg Blue hiltsypg "Blueprint' ypg

Folders

Flg. 3.13 Pasting a Selection of Items into a Folder.

Note that now the items in the Sample Pictures are to
be found in both the Pictures folder and in their original
folder which is a bit of duplication. Shortly we will show
you how to delete unwanted items.
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Creating Shortcuts

With Windows you can put a shortcut to any program or
document on your desktop or in any folder. Shortcuts are
quick ways to get to the items you use often; they save
you having to dig into menus to access them.

One program that you might want to access quickly, to
say write a quick letter, is WordPad, so we will step you
through the process of finding and placing a shortcut to it
on the desktop.

As WordPad is in the Accessories folder, to locate it
use the Start, All Programs, Accessories menu option.
Next, highlight WordPad, right-click it, and select Send
To, Desktop (create shortcut) option, as shown in
Fig. 3.14.

| Accessones

@ Bluetooth File Open

= Cokvistor @ Run as sdministaator

B Command Pi Open file location

‘;CW“““' Unpin from Start Menu

"P""""’ Add to Quick Launch

4 Pant

@ RemoteDesk{ "%

37 Run Restore previous versions.

38 Scanner and | Send To x ? » @ Wwatooth device

% Srwpping Too I i S S 3 a
LSoundR«or( Cuw . ‘— ' =
) Sync Center Copy B | Besitop (Creme shostad),; 5
o Wecome Ces I\ 4 Bocuments

M Windows Exp +:d FaxRecipent

R Windows Mo Bename J  Mad Recprent

BN Windows Sidt - Properties 0 siuetootn

et e R © ro~e i st

Fig. 3.14 Placing a Shortcut to WordPad on the Desktop.

Double-clicking such a shortcut icon on the =5

desktop will be easier and quicker than digging S
deep into the menus fo open the program.
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Deleting Files or Folders

The operations described here must only be carried out
on the files held in the Sample Pictures provided you
have copied them into the Pictures folder as suggested
earlier, unless you really want to delete specific items
from another folder.

To delete or remove items (files or folders), first
highlight them, and then either select the Organize,
Delete X option, right-click them and selected Delete, or
press the Del key on the keyboard. All of these methods
open the confirmation box shown in Fig. 3.15 which gives
you the chance to abort the operation by selecting No.

Demwm

| §' Nemmmwnhmmmitumhmky(khl
|
| Y

o
Fig. 3.15 The Delete Files Warning Dialogue Box.

To delete a folder, follow the same procedure as for files.
Deleting a single folder displays the dialogue box shown
in Fig 3.16.

A similar elaborate dialogue box also displays when

Do e W) YOUu try to
.,). Mymmmmwm&uﬂemnw&mﬂl delete a single
; file. To carry

loutxm: S-mph Pictures (C:\Users\Pubhc\Publc

Pictures) on with the
deletion in
either case,

= % select Yes.

——— = : Now is the

Fig. 3.16 The Delete Folder Warning Box. time to delete
any duplicate image files that you don’t want to keep. Do
carry out this suggestion as we need to demonstrate
what happens to deleted items next.
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The Recycle Bin

As you can see from the message boxes on the previous
page, by default all files or folders deleted from a hard
disc, are actually placed in a holding folder named the
Recycle Bin.

If you open the Recycle Bin, by double-clicking its
desktop icon, shown here, you will see that it is
just a special folder. it lists all the files, folders,
icons and shortcuts that have been deleted from
fixed drives since it was last emptied, as shown in
Fig. 3.17. To see the display as it appears below, use the
Views, Medium Icons menu option.

e

Fig. 3.17 The Recycle Bin Folder Showing Deleted Items.

Windows keeps a record of the original locations of the
deleted items, so that it can restore them if necessary. To
restore or delete all the items in the Recycle Bin, click
the Restore all items or Empty the Recycle Bin option.

To restore specific files or folders from the Recycle
Bin, first select them, which changes the toolbar options,
then use the appropriate toolbar button. To delete an
item, select it and press the Delete keyboard key.
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You could also right-click selected items and choose the
Delete option from the drop-down menu. Either of these
actions, removes the selected items from the Recycle
Bin. To save disc space, every now and then, open the
Recycle Bin and delete unwanted files or folders.

Exercises

In the following exercises you will practise deleting files
and their folder, before restoring them to their original
location. We will use the Photos folder and its contents
for this exercises, therefore, if you haven't done so
already, create it and copy the recommended files into it
before going on.

3.2 To delete files and folders, do the following:

» Select five non-contiguous images held in the
Photos folder, then press the Delete keyboard
key. In the Confirm File Delete dialogue box, click
Yes.

* Next select the Photos folder and delete it.

3.3 To restore files and folders, do the following:
* Double-click the Recycle Bin on your desktop.

» Left-click one of the image files to select it and
click Restore this item on the toolbar. Note that
the file is restored in its containing folder.

* Left-click the Photos folder to select it and click
the Restore this item on the toolbar.

* Check to see that all the pictures have been
restored in their original folder.
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Copying Files or Folders to a CD

To copy files or folders to a CD, you will need a
recordable compact disc (CD-R) or a rewritable compact
disc (CD-RW) and a CD recorder. To start the process,
insert a blank recordable or rewritable CD in the CD
recorder, then do the following:

* Use the Computer entry in the Start menu to
locate and select the files or folder you want to
copy to the CD. Make sure that the selected files
or folder contents do not exceed the CD’s capacity
(650 MB for a standard CD). We used the Photos
folder for this exercise and burned it on a
rewritable DVD {4.7 GB capacity).

* Click the Burn button on the toolbar menu option,
as shown in Fig. 3.18.

Fig. 3.18 Copying Selected Files to a CD.

The burning process is then started and a Copying
notification box is displayed, as shown in Fig. 3.19 on the
next page. This method is excellent for making backups
of your important data (see Chapter 10, page 187).
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'r?' S Seconds remaining LE‘.I_W

from Pictures (C\Usens\...\Pictures) to DVD RW Drive (E3.. (E:\)
About 5 Seconds remaining

Fig. 3.19 Burning a Folder to CD.

However, should the data you are trying to copy on a CD
be large graphical images obtained from, say, a digital
camera or a scanner, then it might be a good idea to
compress such images before attempting to copy them
onto a CD, as discussed below. However, such a
problem might not arise if your PC is capable of burning
files to a DVD recorder.

Compressing Files and Folders

Compressing files and folders allows you to greatly
increase the storage capacity of your hard disc and also
increases the amount of data you can copy on a single
CD. As an example we will use the first three chapters
plus the prelims of this book, which together are 50.1 MB
in size, and send them to a compressed folder.

To start the process, we select the files we want to
compress, right-click the selection, point to the Send To
option on the drop-down menu, and click the
Compressed (zipped) Folder option on the displayed
sub-menu, as shown in Fig. 3.20 on the next page.

The created folder has the extension .zip and you
must retain this when renaming it. Windows automatically
gives the folder that contains the zipped files the same
name as one of the selected files which, however, you
can rename later - remember to keep the .zip extension.
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Fig. 3.20 Creating a Zipped Folder.

You can send other files and folders into the compressed
folder by dragging them onto it. Selected files are then
compressed one at time before they are moved into the
folder, while the contents of dragged folders are also
compressed.

To find out the size of the folder’s contents before and
after compression, click the folder to select it (highlight it),
right-click it and select Properties from the drop-down
menu. In our case the size of the folder before
compression was 498 MB, and 242 MB after
compression; a large enough compression ratio and
worth exploiting.

You can open files and programs in a compressed
folder by double-clicking them. To extract a file or folder
from a compressed folder, simply drag it to its new
location. To extract all files and folders within a
compressed folder, right-click the folder and select
Extract All. In the Extract Wizard you can specify where
you want these files and folders to be extracted to.
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When you compress files or folders as explained earlier,
the original files or folders remain on your hard disc. To
remove such files and folders from the originating disc or
folder you must delete them. Similarly, when you extract
fles or folders it leaves a copy of these in the
compressed folder. To remove files and folders from a
compressed folder you must delete them.

Other Folder Views

So far we have discussed the Organize and Burn
toolbar options when viewing pictures or documents. In
what follows, we examine the other toolbar options using
the contents of the Photos folder or you could use the
Sample Pictures folder, as both folders contain the
same pictures. Use the Start, Pictures menu option to
open one of the folders by double-clicking its name to
display Fig. 3.21 below.

!r Favorte Links 1“‘"‘ :%thfw : Type
: E Documents -Sort | Group
;' Pictures s A-H
B Music Pl s1-e
oy Recently C. c yQ-z
T Sesrches Autumn| P Stack by Name dscape
Public

Forest Forest Flowers  Frangipani Flowers

Flg 3.21 The Photos Folder Dlsplaylng the Name Sub-menu.
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Clicking the down-arrow against the Name box displays a
sub-menu, as shown in Fig. 3.21, from which you can
choose how to sort your pictures.

Also note that when the Pictures (or Documents)
folder is first opened. and before any item is selected,
there are four toolbar options; Organize, Views, Slide
Show, and Burn, as shown below.

(_)U |?«Pmuv -.i‘,us“m 3

However, when a sub-folder, such as the Photos foider
is opened, there are only three toolbar options showing.

e - « Pictnes » Photos v | 49 l search p

Next, and as soon you select one or a group of items in a
folder or sub-folder, additional options are displayed on
the toolbar, as shown in Fig. 3.22 below.

@{).h«m»m < 49 W seorch

Facorte Links _{ Date moddied Type Togs =

§ Oocuments

': - E -l El
b Recenﬂyc

1
1
i
i

P Sesrches
.. Public
|
|
o i
e

~ memﬂowus Garden |
| B e 8 B,

Fig. 3.22 The Photos Folder with Additional Toolbar Options.
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The Views Option

In Fig. 3.22 on the previous page, we displayed the
contents of the Photos folder in Large Icons. In Fig.
3.23 below, we display the same contents, but this time

“in Tiles.

Favorte Links

§ Oocuments 14
E Putures 291

= Music Cree
5 Fecently C. - =

il E Searches !

1 Dese ©

Public E 1024w
23 KE
Dock

! a 1024 + 768
3092

Forest

024 . 768
NEE

Forest Flowers
1024 x 768

Fig. 3.23 The Photos Folder Displayed in Tiles View.

The advantage of displaying items in Tiles view is that
you can see the size of all the items on the screen at the
same time.

The Preview Option

If you now select one image, then click on the down-
arrow against the Preview toolbar button, you get a list of
programs which you can use to edit the selected picture,
as shown in Fig. 3.24 on the next page. The list of these
programs might be different to you.
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r: T _T“; TR ein e

»
@‘ jo! [ « Pictures » Photos v | %y || Secrch P
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| Narme 8 HPImage Zone | Tags
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E Documents = Rt 9. Uiiicrs Qpptonec
2] Microsoft Office Picture M
I, E Pictures J icrosoft Office Picture Manage
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| B Music Cre ‘f, .
Pamnt Shop Pro 8
B R e
—_— 13 Windows Photo Gallery -
F
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olders A i Choose Default Program... | N |
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Fig. 3.24 The Photos Fclder Displaying the Preview Sub-menu.
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The most likely program to use here would be the
Windows Photo Gallery (see Chapter 8, page 150).

The Print Option

Selecting one picture and clicking the Print toolbar
button, displays the Print Pictures window shown below.

Printer Paper suze: Quatity:
Miciosah XPS Document Witer v | | Lefter ﬁ $00 x 600 dots per vxh ¥

Full page phato E

hid

13218cm. @)

20125 m. (1) #

] Copies of each pucture 1 » 37} Fat picture to frame Ogtienn,.

1 o) (et |

Fiq. 3.25 The Print Pictures Application.
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From here you can select the Printer to be used, Paper
size, and Quality of print. You can also choose from a
variety of layouts for your pictures. it is perhaps worth
spending sometime investigating the various options.

The E-mail Option

Selecting a few pictures and clicking the E-mail toolbar
button, displays the dialogue box shown in Fig. 3.26.

Fig. 3.26 The E-mail Dialogue Box.

In this dialogue box you can choose the Picture size of
the photos you intend to send as an attachment with your
e-mail. We will discuss e-mail to some depth later, so
don’t worry if you don’t understand what is meant by an
attachment at this point.

In short, Windows offers to re-size your pictures
automatically giving you a choice

820 760 V of five sizes, as shown here. If
Smaller: 640 x 480 Q0

Smalt: 800 x 600 || you know that the recipient of
Llrgelxlﬂu || Yyour e-mail is only using a
OngnalSze | modem connection to the

Internet, then select the ‘smaller’
size, otherwise they might have to wait for a very long
time receiving your pictures. If your friend is on
Broadband, and you are sending only one or two
pictures, then you could choose ‘Large’. If you are not
sure of your friend’s type of connection, then choose
‘Small’ or ‘Medium’.
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You can control your PC primarily from the Windcws
Control Panel which provides a quick and easy way to
change the hardware and software settings of your

system.

The Windows Control Panel

uu-mm
&—r—n-.h.-
ﬂwmmmx
(9] sacresats oice wers om0
@

L e

AP Chorecros Mep

'l_-j WordPad
@u--—-o-—-.-n
[l Wb

| ek Comer

) reora tnion
-

Bl cormmond tromen

P Adabe acrobet 700 Pro
Quo—,—n

Acrobat Ontiles 70

b A Prapas

[i4a% Saarch

P

Fig. 4.1 The Control Panel
Menu Option.

To access the Control
Panel, left-click the Start
button, then left-click the
Control Panel entry on the
displayed menu, as shown
in Fig. 4.1 below.

This opens the Control
Panel window which
displays either as showr in
Fig. 4.2 (in Category view)
or Fig. 4.3 (in Classic view).
To see the Control Panel
in Classic view, left-click
the entry Classic View on
the left panel (pointed tc in
Fig. 4.2) to display Fig. 4.3.
Which view you choose to
work with is a matter of
personal preference.

67



4 Controlling your PC

System and Maintenance
Get started with Windowt
Back up your campute:
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Check for updates
Check thes computer's secunty status

User Accounts and Family Safety
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Appearance and Personalization

Change deskicp background
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LYW Change keyboarss of other inpxt methads

Chamge dragisy langusge
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Cornect to the Intecner

View netacrt status and tasks.
Set up e sharing

Ease of Access

s Hardware and Sound Let Windows suggest seft:ngs
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Sogee 4 Additional Options I
Programs ‘}

Urenstal 4 prgram
Charge startup progiemm

Mobile PC
Cnange battery settings
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— e

Fig. 4 2 The Control Panel Window in Cat=gory View.

Each option within the Category view displays additional
options relevant to that category.
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= |! l <&
Do & 34 %+ 0 0 Ii' -
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Hasdware Took  Unenstafer -mc_ Drvebn.  Confrguest. u»w Tume
: = ) .
© L@ } hﬂ%“i’we
Defaukt Devxce Eore ot Foider (= HP Wrsies1  Indmnng Ieerner
Programs  Manager Accn. Optrons (m-nm Amisart Options, Optom
= & A 1 oY)
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Center (r'i‘.u Defender Frewmol Mot et SechtShow Jpdats

Fig. 4.3 The Control Panel Window in Classic View.
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From either of these views, you can add new hardware,
remove or change programs, change the display type
and its resolution, change the printer fonts, change size
of the screen font, and change the keyboard repeat rate.

Further, you can change the settings of your mouse,
install and configure your printer(s), specify regional
settings, such as the formatting of numbers and dates,
and access a variety of system administrative tools. If
your system is connected to the outside world or
supports multimedia, then you can also configure it
appropriately. All of these features control the
environment in which the Windows application programs
operate and you should become familiar with them.

Changing your Display

The 3D aspects of Windows Vista require the highest
possible screen resolution that your graphics card is
capable of delivering. The higher screen resolution gives
you better text clarity, sharper images, and more items fit
on your screen. At lower resolutions, fewer items fit on
the screen, they are larger, but images might appear with
jagged edges.

For example, a display resolution of 800 x 600 pixels
(picture elements) is rather low, while a 1600 x 1200
pixels is high. In general, LCD monitors can support
higher resolutions thar CRT monitors and whether you
can increase your screen resolution depends on the size
and capability of your monitor and the type of video card
installed in your computer.

To find out if you could increase the display resolution
of your computer, do the following:

69




4

Controlling your PC

* In the Control Panel Appearance and
window (Category view), e
click the Adjust screen Costomion colens
resolution link, pointed to 8

here, under the Appearance and Personalization
option.

* In the Display Settings window, drag the
resolution slider towards High, as shown in
Fig. 4.4.

(1. Generic PnP Monitor on NVIDIA GeForce Go 7200

{] This 1s my masn monitor
{41 Extend the desktop onto this monitor

I&H@.

] Gt e

Fig. 4.4 The Display Settings Window.

For the new settings to take effect, click the Apply
button, then click OK to close the window.

Next, click the Appearance and Personalization
option link to open an additional window with further
choices on this group, as shown in Fig. 4.5 on the next

page.
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dersonalization

Change desktop background  Custormuze colors
Adjust screen resolubon  Chan s .
Change the theme {')

~askbar and Start Menu
Customize the Start menu  Cussomuze icons on the taskbar
Change the prcture on the Start menu

Ease of Access Center

accommodate low visan  Chage screen reader
Underline keyboard shortcuts and access keys

“urn Hegh Contrast on or off

Folder Options
Lpecty uingle- or double-click to spen
®se Classic Windows foiders  Show hidden files and felders

o 1
histall or remove 8 font

Fig. 4.5 The Display Settings Window.

You might like to explore the other available settings. For

example:

Click the Change Desktop Background link to
change the background of your desktop, which by

default was set to ‘img24.jpg’. Each displayed |
picture has a similar number.

Click the Change the theme link to change the
looks of your active windows - best left as it is.

Click the Change screen saver link to select a
different screer. saver (see Fig. 4.6 on the next
page) - you will be able to preview your selection
before making a final choice.

It is perhaps worth spending some time here to see the
various available effects.
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(None) :
3D Text ime, display logon screen
Aquarium

tAurora
Blank
Bubbles pnce by adjusting display
Da Vinci
Mystify m—
Nature !

Photos

Ribbons

L__Space

“ Windows Energy

Windows Logo

Fig. 4.6 The Screen Saver Settlngs Window.

On the above window you can also specify how often the
screen saver pictures change.

Selecting My Pictures Premium option as a screen
saver allows you to rotate through the contents of the
Pictures folder. Left-click the Settings button to further
select options such as randomise the order of
appearance of the pictures, fade them when changing
pictures, etc. You can click the Preview button to see
how it will look on full screen.

For the new settings to take effect, click the Apply
button, then click OK to close the window.
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Changing the Font Size of Screen Items

Since increasing resolution makes items appear smaller
on screen, we need a way of increasing the size of text
and icons without ccmpromising resolution. To achieve
this, open Control Panel, then do the following:

Click the Appearance and Personalization option
link to display the screen shown in Fig. 4.5 on
page 71.

Click the Personalization link to display the
screen shown in Fig. 4.7 below.

Personalize appesrance and sounds

' Wingow Celor snd Appearence
Fma tume the color and styte of your wndown.
‘ Cesinen Backypound |
Orovse frov ovedebie bachgrounds ot coler. o vsa ene of your cwn paches to decorete the
dewktop
. Scremn Sever
Change your scroan oves of adust when & daploy. A 5creen 1over 8 & giriure o8 srametion that
COWErS youw 10 and appasrs whan yeur compater 8 sdie for & st paned of ume.

Chonge s you s gomny
Recycie B

‘8 M:‘—-

mai o

You con she Dange powem
ectovits s ciciing and selecng
*®
Changs the thmme. Themes can chenge § wile renge of veus! snd suditory daments it ene tome
of mana, xone, AT vEn, 1T COmpUte T,

nd mowee perters.
g Oowiey Sewtmgn

Adust yous mensor revehben, whuch changes the veew 30 mese o fewer s it on the “Ceen.
You can slvw Control mendier fick (refresh wte).

Fig. 4.7 The Personalization Window.

On the left panel of the screen, click the Adjust
font size (DPI) link. In the displayed DP! Scaling
dialogue box select Large scale (120 DPI), then
click Apply. You will be warned to save all your
work before restarting Windows, for the effect to
take place. If you don't like it, go through the
procedure again, but choose the Default option.
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Controlling Printers

When you upgraded to Windows Vista your printers
. should have been installed automatically. If not, click the

Start button and choose Printers from the right column.

This opens the Printers folder, shown in Fig. 4.8 below.

ESE——)

| Search

Favoots Links :
) |
f Documents L fax

E Pictures \J Fead, l
IR Music ; HP LaserJet 5/5M P npt |
4 Comr 1) L 1

4 Recently Changed = d | Default pnnter

Prirter status: Ready
P sesrches ; Microsoft Office Docur, ch:' 0
Pubhic ﬁ Image Writer
c |
, Microsoft XPS Document |
Writer

Foiders = < ‘

Fig. 4.8 The Printers Folder.

Our Printers folder has several printers available for use.
The Add a Printer toolbar button provides a way of

adding new printers. Clicking it displays Fig. 4.9.

Choose a local or network printer

* Add a local printer
Use this opbion only if you don t have 8 USB printer. (Windows automatically
installs USE pnnters when you plug them .}

* Add a network, wireless or Bluetooth printer
Make sure that your computer 15 connected to the network, os that your Bluetooth

of wireless printer ¢ turned on.
nen (s
Fig. 4.9 The Add a Printer Window.
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Windows Vista supports the following printer set-up
methods:

* Plug and Play printers are automatically detected
at installation time, or during the boot-up process.
You will be prompted for the necessary driver files
if they are not already in the Windows direclory,
these should be supplied with a new Plug-and-Play
printer.

» For other situations, the Add a Local Printer option
in Fig. 4.9 steps you through the printer installation
process, as shown in Fig. 4.10 below.

Install the printer driver

Select the manutachurer and model of yous prirter | yous prrter came with an rwtallation
o5 dek. cick Have Disk ¥ your prnter is not betod. conmul yous panter documentaion for
compatible printes saftware

Marndacturer “ | Purtem
s (3 WP 20C Sovos Prraer
Gonzag 5ro businoss iniget 1000
¥ o business riget 1200
- | BrP eusness inioet 22002250

Tal me why drvver gorang 1§ mponart

Covme ] [ conos ]

Fig. 4.10 The Printers Folder.

You could install an additional printer (not connected to
your system, but available to you, say, at work), so that
you could use the extra fonts available to that printer.

Documents prepared with such a selected printer,
could then be printed tc file on a recordable compact disc
(CD-R), and later printed out on the selected printer at
the other location.
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Configuring your Printer

To configure your printer, left-click the Printers icon in
the Start menu, select the printer you want to configure,
right-click it, and select the Properties option in the
drop-down menu. This opens the Properties dialogue box
for the selected printer.

[ o HP Laserset 5/5M PostScript Pﬁs - il |

Genera Shawg | Pots [ Advanced ||

£ YR P Laseriet 554 Post S I

Location

[0k ) o | |

Fig. 4.11 The Printer Properties Dialogue Box.

From the displayed tabbed dialogue box you can control
all the printer's parameters, such as the printer port (or
network path), paper and graphics options, built-in fonts,
and other device options specific to the printer model. All
these settings are fairly self explanatory and as they
depend on your printer type, we will leave them to you.
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A newly installed printer is automatically set as the
default printer, indicated by a tick against it. To change
this, select a printer connected to your PC, right-click it,
and choose the Set as Default Printer option on the
displayed shortcut menu.

Once you have instalied and configured your printers
in Windows they are then available for all your application
programs to use. The correct printer is selected usually in
one of the application’s File menu options.

Managing Print Jobs

If you want to find out what exactly is happening while a
document or documents are being sent to your printer,
double-click the printer icon on the right end of the Task
bar, to open its window.

95 HP Laserlet 5/5M PostScript " e —— e M |
Printer Document View |
Document Name s Owner Pages  Size Su

{8 Word Pro - 004_Controt PC Bgn... Printing Noel Kanta... 1 310KB/B4KB 16

Rl P S NP - - ’

T J

Fig. 4.12 The Print Queue Window.

As shown above, this displays detailed information about
the contents of any work actually being printed, or of print
jobs that are waiting in the queue. This includes the
name of the document, its status and ‘owner’, when it
was added to the print queue, the printing progress and
when printing was started.
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You can control the printing operation from the Printer
and Document menu options of the Print Queue
window. Selecting Printer, Pause Printing will stop the
operation until you make the same selection again. The
Cancel All Documents option will remove all, or
selected, print jobs from the print queue, but it takes time.

The Fax and Scan Printer

Windows Vista includes its own Fax and Scan printer
driver which is automatically installed when you upgrade
Windows, as shown in Fig. 4.8 on page 74. Double-
clicking on the Fax icon in the Printers window, opens
up the Fax and Scan window shown in Fig. 4.13 below.
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ihcarming 5 Whcrosoh Fom and Sca.. Welkoms o Wed— 25072087 16368 1 Mt

m&owg Fax and Scan
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FAX; You can send and receive fawed documents on pour Compuir without using 8 fer
maching. You can #lso pring e meit, or save 8 copy of yous fexes.

Togr wame

Lornac 2 grene e wm yous computs

2 o srimnat ovr " T meder e P Lonasct The repdare Y
Yo compte

2 Co e welier cich Mo bem

1 ieton ot Bd B e 700 ¢ ke restr
i o

| " yow o mon hap acth fomrg oS B
Moy buttan o S+ ol

SCAN: AR® you 200 & SCANNE" 10 YOI COMPUIT, YO €20 Preview O Jments o
pictures bekore you 5con hemn end then adiust your scan seftings for bettey resudts You
o w30 Lax or @ -l anned fies 10 someone eie

T2 g staree |

1 ham 1 N b Secoumts e et

Fig. 4.13 The Fax and Scan Window.
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All the printers installed on your system are available to
you from within any of the word processing or other
applications you might have on your computer so that
you can either print a document to your local printer, to a
shared printer (if you are connected to a network) or the
Fax printer (if you are connected to a phone line). To
send and receive Faxes all you need is a fax device,
such as a Fax modem - it must support Fax capabilities,
not just data standards.

Do try to open the Fax and Scan window on your
screen so that you can read the instructions for yourself.
However, it is important to note that if you are on
Broadband, you cannot send a Fax unless you subscribe
to a third party provider in which case you send your
scanned document as an e-mail attachment and your
third party provider sends it on as a Fax. However, this
costs money, and is beyond the scope of this book so we
will not expand on it.

Adding Hardware to your System

Windows Vista automates the process of adding
hardware to your system by including a set of software
standards for controlling suitably designed hardware
devices.

Plug-and-Play: Windows supports what are known as
Plug-and-Play compatible devices. So, when you buy
new hardware, make sure that it is Plug-and-Play
compatible. Adding such hardware devices to your
system is extremely easy, as Windows takes charge and
automatically controls all its settings so that it fits in with
the rest of the system.
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Add New Hardware Wizard: If your new hardware is not
Plug-and-Play compatible all is not lost, as there is a very
powerful Wizard to help you with their installation. Fit the
new hardware before you run the Wizard, as it is just
possible that Windows will recognise the change and be
able to carry out the configuration by itself.

If the new hardware is not recognised, click the
Hardware and Sound link in
. Hardware and Sound the Control Panel, shown
’q e TAsescuciosimedaa here, which displays a further
automatically .
Printer screen of available hardware
Mouse that you can add to your

system, as shown in Fig. 4.14.

/

g )

Ag_‘—‘;ua:“—'._ B Si -
0\_) |48 » Control Panel » Hardware and Sound o[ 9 I search I3

Printers
Add apnnter  Change defaut prrter  Remove apnreer  Send o fax

B AutoPlay

[¥] Change defaut setiings for meda cr deces  Play CDs xr other medha automatically

A

L) Sound
T Adust system volume  Chenge system sounds  Marmge audeo deices

Mouse
Change buttor settings  Change pomntes appesrance

b ‘ Power Options
Change bantery settings  Change what the power buttos do
Requere » password when the computer wokes  Change when the computer tleeps .
L
‘ Personalization
@ Change sze of on-screen tems  Adjust screen resoftien
How to correct monsor fhckes (refresh rate)

&= Scanners and Cameras
» View scanness and comeres  Scan » document or prcture

«g» Keyboard 1

Change cursor biink tate  Check keyboard status

Fig. 4.14 A Selection of Hardware to Add to your System.

All you have to do next is to select the type of hardware
you want to add to your system and follow the
instructions on screen.
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Using Control Panel’s Classic View

Sometimes it might be easier to use Control Panel in
Classic View rather than in Category View. Adding
hardware is a case in point, particularly if you can not find
the exact item under the Hardware and Sound option.

To display what is shown in Fig. 4.15 below, opzn
Control Panel and click the link Classic View at the top
left of the screen.

w | g l Sercn

PG $=PIH I

ndenng  iemet OCSletuter  Jove Taybourd Mol
Optrorn It

A ]

Ofine Fles Parastal Panondé  Peopln Nesr Petormonce

Mot St wniow  Update

Fig. 4.15 A Selection of_Hért_iware to Add to your System.

Double-clicking the Add Hardware icon, shown here,
; starts a powerful Wizard which searches your
3 system for anything new. If the new hardware is
e Dot recognised, a list of hardware is displayed

and you are asked to specify its type. You might
also be asked to insert the CD supplied with the new
hardware, if Windows needs to install its driver.
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Installing Programs on your PC

Installing programs on your PC is very easy with
Windows Vista. Just place the CD or DVD that the
software came on in the appropriate drive and Vista will
start the installation process automatically.

If the Setup program does not start automatically,
then click the Start button, type
Run in the Start Search box,
shown here and situated just
above the Start button, and
press the Enter key. This displays the Run dialogue box
shown in Fig. 4.16.

Type the name of a program, folder, document, or Intemet
resource, and Windows will open it for you.

[_OKQJ!MHMJ

Fig. 4.16 The Start Dialogue Box.

Next, type in the Open box the following:
E:\setup

and click the OK button to start the installation of your
new software.

Note: In our case the CD/DVD drive is the E: drive, but in
your case it could be different.
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Uninstall or Change a Program

Uninstalling programs or changing an already installed
one is very easy with Windows Vista. Doutle-
h“‘;j click the Programs and Features icon in the
Pt Classic View of the Control Panel to display a
mdfaws  SCreen similar to the one in Fig. 4.17. What we
show here is only the right panel of the screen,

and only after selecting a program with a single left-click.

Note: Be careful with this application, because double-
clicking a program on the list might remove it without
further warning!

Uninstall or change a program

To uninstall a program, select it from the kst and then dick “Uninstall”, “Change”, or “Repair®.

0@.‘2! ’ lljﬁluu + ¥z Uninstall &% Change . ®
Neme  ° Publisher Installed On  Size -
i Acronis True Image Home Acronis 14/02/2007 187 M8 [s
K. Adobe Acrobst 7.0 Professionat Adobe Systems 06/02/2007 769 MB
B Adobe Flash Player 9 ActiveX Adobe Systems. 06/02/2007
B Adobe Reader 709 & Adobe Systems Incorporated  20/02/2007 6S1me
99 Advanced Disk Cleaner 4.7 Innovative Sokutions 22/02/2007 258 M8
R Advanced Uninstalles PRO 2006 - version 7 Innovative Solutions 13/02/2007 192 M8
ol AVG Free Edition 13/02/2007 »3M8
3 Coneant HD Audve 06/02/2007 616 KB
‘Wl Customer Experience Enhancement Hewlett-Packard 12/11/2006
@ 0wX DivXNetworks, Inc. 06/02/2007 154M8 -

Fig. 4.17 Part of the Programs and Features Screen.

After selecting a program the four options, Organize,
Views, Uninstall, and Change appear on the toolbar.
With some programs the toolbar options might change to
only three options, while with others a Repair option
appears in place of Change.

Using the option to Uninstall, removes all trace of the
selected program from your hard disc, although
sometimes the folders are left empty on your hard drive.
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Checking your Regional Settings

Most Windows application programs use Windows
settings to determine how they display and handle time,
date, language, numbers, and currency. It is important
that you ensure your system was correctly set up during
the installation process.

Use the Start, Control Panel option, then

Q select the Classic View, and double-click the

Befonmhand Regional and Language Options icon,

tanguage  Shown here, to open the tabbed dialogue box
Options  shown in Fig. 4.18 below.

ISRy~ ———
{l - ]

Formats Loumr_\ll(eyboadsuﬂtuw]m |

To change the way your computer displays numbers, currencies. dates, and
time, select an entry from the format list.

Current format:

English (United Klngdomz -

Examples of how data is displayed using this format:

Number: 123,456,789.00

Currency: £123,456,789.00

Time: 15:20:03

B N . S—

Short date:  26/02/2007

Long date 26 February 2007

T IR W T W e

L Customize this format... | l

For additional formats, keyboards, and tools, go to the Microsc’t websrte.
=

Fig. 4.18 The Regional Settings Properties Box.
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Make sure the various entries are correct. If not, charge
them by clicking the down arrow to the right of an entry to
display a drop-down list and select the most appropriate
country and language in the tabbed pages of the
dialogue box.

If, in the future, you start getting ‘$’ signs, instead of ‘£’
signs, or commas in numbers where you would expect
periods, check your regional settings and click the
Customize this format button to change the way
currency, time, and date display. You will have to click
the Apply button before any changes become effective.

Note: To change the actual time and date of your
computer’s clock, click the clock displayed at the bottcm
right corner of the Windows screen to open the screen
below.

26 February 2007

Change date and time settings...

Fig. 4.19 The Date and Time Settings Screen. |

To make any changes click the Change date and time
settings link and make any necessary changes in the
displayed Date and Time dialogue box.

85




4

Controlling your PC

* k &

In chapter 5 and 6 we discuss how to connect to the
Internet and how to send and receive e-mail using
Windows Mail, which is the new name for Outlook
Express 6. Chapter 5 covers the basics, while Chapter 6
delves into e-mail attachments and e-mail organisation.
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To be able to communicate electronically with the rest of
the world, you will need to connect your computer
through some type of modem to an active phone line. A
modem is a device that converts data so that it can be
transmitted over the telephone system. Making such a
connection to the Internet is made very easy with
Windows Vista.

To start the process, open the Welcome Center
which can be found in Control Panel, System and
Maintenance in Category view, and click the Connect
to the Internet option pointed to in Fig. 5.1 below.

R [+ Commipma + Wekwmacome 5|
X

* Viw computer detai “1.--':-.-_, &M‘n—w 'IF
0 Cun-lnt:-m i Wargown Uimate Extrer . What's new in Wendows Vieta
—L i EHnG Up & ComECon 1o the Imtemes. |
2 Offen from Macresot () -~ -~ i S e ot = = Q
” Go onfine to laarn shout Go cntine 99 find & fast with Go onfine to halp protect ’
Windows Live Window: Live your PC anth Windows Live |
Go oniine to Windows Go onfine %0 connect snd Go ondine to find mose weys
Merkstplace shore with Windows Lve 0 halp prodect your PC
b a7 Rer. N
M o oty (Wekcorne Coamter con be found in Contol Fanel, Syviem and Meintenance) L

Fig. 5.1 The Welcome Center Screen.
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This opens the screen in Fig. 5.2, and clicking the
Connect to the Internet link (pointed to), displays the
screen in Fig. 5.3.

o”"-. M > Control Pened » Wekome Conter

1. Get sated with Windows (14) =

-
[’ * View computer detarts é Trantter fies ard setting: Add new uters
>

'ch-mmmlm-m w Whndows Utimate Latras “ What's new in Wardows Vista

2. Offers from Microzoht (7) ™ ‘
W | Go onime 10 jearn sbout ‘ L3 Go onhne to find R fast with Go onime to ety protect
Windows Lve ' Windows Live your PC with Windows Live
Go oniine to Window- m Ga onkne 10 connect and Go animne to hnd more ways
m Marketpiace “ g e wen Windows e 10 help pretect your PC
T — = c

(B Rum st startup (Welcome Center can be found m Comtrol P anel, System amd Masntenanc e}

Fig. 5.2 Connecting to the Internet Screen.

How do you want to connect?

Connect using & wireless router or 3 wireless network.

‘ ﬂd Wireless

Broadband (PPPoE)

Connect using DSt or cable that requires a user name and password.

t‘-' Dial-up
Connect using & diai-up modem or ISDN.

Cw - 3 o —— |
Fig. 5.3 The Three Connection Methods.
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As you can see, there are three ways of connecting to
the Internet; Wireless, Broadband, or Dial-up.

For a Wireless connection you will require a wireless
router or a network.

For Broadband cornection you will need a broadband
modem, also called DSL (Digital Subscriber Line), or a
cable modem.

For a Dial-up connection you will need a modem
(most computers come with a 56 Kbps modem already
installed), but not a DSL or cable modem.

The choice is yours, but whichever method you select
you will need to subscribe to an ISP (Internet Service
Provider) and for the first two connection methods you
will need to purchase the appropriate hardware.

The Windows Mail

Windows Vista comes with the very powerful mail and
news facility, Windows Mail (which is really a slightly
modified Outlook Express 6), built into it, which makes it
very easy for you to send and receive e-mail messages.
The program should already have been added to your PC
by Setup (an entry teing placed on the Start menu left
column. Some users might prefer to have a shortcut to
Windows Mail on their desktop (right-click it and use the
Send To, Desktop command, while others might prefer
to have it placed in the Quick Launch area of the
Taskbar (drag it there). The choice is yours!

To start the program, left-click the menu option on the
Start menu, shown here, double-click its
icon on the desktop, or click its icon on
the Quick Launch toclbar.

,fﬂ'_"' Windows Mail
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Either of these actions displays the screen below.

Frnem: Microsch Sutbock Expeess Team < macef} micrpnoft.com -
Sudbfoct: Wkt amre b0 Cnithooh Epura

Tired of shenng your e
@ E-mad and Newagroups mad mocount weth others
® Multiple socounts and Identhes n your household? g1 2 ‘r
© HTMU message support Then reed your med from
© Address Book and dwectory servicas iy place on eerth. Licx
o neze i age v nght now!
® Improved Inbox nies P ST—T
For the most current Outiook Express mformaton, G0 ¥ the Heip many, [ SUrf. sserch and wh no
‘ o then chck Reed Me fmorw’ [iakaa: debvers
| persenshzad news
wiraght to your e-mad
For Feadback. frequently seked guesbons, and tps Vet Our 0 S LS. bow. And with Outiook
Express, infobesat's &
For and nformebon sbout Outiook Express § vist mad has never jocked eo
| updates el 000d. So gics hece o
i e &an g for free’

il_-_-_-(uiw-;. .M\g.odn

Fig. 5.4 The Windows Mail Opening Screen.

Obviously, to send and receive electronic mail you must
be connected to the Internet. There are quite a few
providers around, with some providing free Broadband if
you subscribe to their telephone package. Once you
have registered with such a service, you will be given all
the necessary information to connect to the Internet, so
that you can fully exploit all its available facilities.

Connecting to your Server

To tell Windows Mail how to connect to your server's
facilities, you must complete your personal e-mail
connection details in the Internet Connection screens,
which display when you first attempt to use the Read
Mail facility pointed to in Fig. 5.5.
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If the connection process does not start, or if you want to
change your details, use the Tools, Accounts menu
command, as shown below.

[y

Wrkmit s e a N S.e e o 1 <
e Edt View Mewage  Heip Search 2
Send and Raceive >
Syncheonias AN
4 4 Locat Folders Subject Recowed =

Welcome to Outiook Express 6 15/00/2007 1134 |

If [Aeean There » no mewsage salected.

T E

| . "

|cm;-,m.mm; |
. LY AT e " J

Fig. 5.5 The Internet Accounts Options Screen of Windows Mail.

In the displayed Intemet Accounts dialogue box click the
Add button and in the next screen select E-mail
Account, and click Next.

In the following screen, type your name in the text box,
as shown in Fig. 5.6 below.

Display name: Noel Kantaris J
For example: John Smith

Fig. 5.6 Part of the First Intemet Connection Screen.

We only show the relevant parts of the various screens
so you know what is expected of you, but remember to
type your own details (not what is shown) in these
screens, and click the Next button to progress from one
screen to another.
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In the next screen, enter your e-mail address in the text
box, as shown in Fig. 5.7 below.

Y

E-mail add, my @my-server.com

For example: someone@microsoft.com

Fig. 5.7 Part of the Second Internet Connection Screen.

If you have not organised one yet you could always sign
up for free e-mail with Hotmail, which is a free
browser-based e-mail service owned by Microsoft - we
will discuss this in Chapter 7 (page 143).

In the third connection screen enter your e-mail server
details, as shown for us in Fig. 5.8 below. To complete
some of the details here you may need to ask your
Internet Service Provider (ISP), or system administrator,
for help. The details shown below will obviously only work
for the writer, so please don't try them!

Set up e-mail servers

Incoming e-mail server type:

Outgomng e-mail server (SMTP) neme:

Fig. 5.8 Part of the Third Internet Connection Screen.

The next screen asks for your user name and password.
Both these would have been given to you by your ISP.
Type these in, as shown in Fig. 5.9 on the next page.
Obviously the password you were given by your ISP,
consist of letters and numbers, but as you type these in,
they display as asterisks.
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If you select the Remember password option in this box,
you will not have to enter these details every time you log
on. BUT it may not be wise to do this if your PC is in a
busy office - for security reasons.

Internet Mail Logon
Type the account name and p rd your I service provides has given you.
€-mai “noeks
Password: Tesssscese o ) i 9
1 Remember password

Fig. 5.9 Part of the Fourth Internet Connection Screen.

Pressing Next, leads to the final connection screen
informing you of your success, which completes the
procedure, so click Finish to retumn to the Internet
Accounts tabbed window, with your new mail account set
up as shown for us in Fig. 5.10 below.

e B
Set up new e-mail or iptions by ciicking Add.
To make chenges, egport, of ramove an account or subscription, select & first.
Mad = -
sk onete.com (defoc) e )
noehdlantam.com ——
News ——— i R P | Femove J
Microsolt Communities (default) Properies |
i:e msnews microsoft.com SES 1 B
Dwectory Senage - e = e bt ——— e @ ot a5 Defwuit
S
T
| SetOmer. |
E———

Fig. 5.10 The Intemet Mail Accounts Window.
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Once your connection is established, you can click the
Read Mail coloured link, or the Inbox entry in the Folder
List to read your mail. Opening the Inbox for the first
time, will probably display a message from Microsoft, like
that shown in Fig. 5.11.

ok Eageens Te Ao e oft Loms o New Dutlook by e +
e o Duthook Eipress ¢
l .
4 .
0}
W Twnd of shenng your e
* E-mad and Newsgroupe mad account with athers
* Multiple acoounts and [dentes.  your household? Ga.4
* HTML message support Then reed your med from
# Address Book and dwectory services v place on aerth. Chcx
* Offme synchromzabon 2618 200 up nght Row!
* Lmproved tnbax rues ————
[ For the P Surf, search and st no
most current Outiook Exprees informaton, 9o te the Help menc, b
and then chck Read Me - mere’ [rioban debvers
strasght to your o-mad
For Feadback, frequently aeked questions, and bps vesd ow senEariie [l box. And with Outiook
Express, Infobest's o
for updetes end informaon ebout Outiook Exprees 6 vest 1rgIcl of has | never,lookad (e
9ood. So
ety ety — e
Ty y— ) ® WerkngOntea

Fig. 5.11 The Windows Mail Inbox Screen.

This shows the default Windows Mail main screen layout,
which consists of a Folders List to the left, a set of
toolbar buttons, including the new Contacts and
Windows Calendar buttons, a Message List to the top
right of the screen, and a Preview pane below that. The
list under Folders contains all the active mail folders,
news servers and newsgroups. Clicking on one of these
displays its contents in the Message List. Clicking on a
message opens a preview of it, while double-clicking on a
message opens the message in its own window.
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Receiving an E-mail

To check your mail, click the Send/Recv toolbar icon
“ which, if you are using a Dial-up connection
will display the Dial-up Connection window,
but if you are on ‘always on’ Broadband it will
automatically download your messages.

With a dial-up connection you will have to click the
Connect button on the displayed dialogue box to activate
your modem and connect you to the internet. If you have
any new messages, they will then be downloaded from
your mailbox to your hard disc.

Double-clicking on the connection image on the
extreme right of the Taskbar, shown here, displays your
connection Status window. The exact display
& depends on the type of connection, but you can
use it to disconnect your computer from the Intemet. This
is only advisable if you are on Dial-up, because
disconnecting your PC from the Internet allows you to
read and process your mail at your leisure without still
paying for a telephone connection. On Broadband this is
not relevant.

Sending a Test E-mail Message

Before explaining in more detail the main features of
Windows Mail we will step through the procedure of
sending a very simple e-mail message. The best way to
test out any unfamiliar e-mail features is to send a test
message to your own e-mail address. This saves wasting
somebody else's time, and the message can be very
quickly checked to see the results.

To start, click the Create Mail icon to open
- the New Message window, shown in Fig. 5.12
on the next page.
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hiw @RI L AEERR|Esam - RN

.I My Frst o-mad message |

|
|
| R = e

Fig. 5.12 Creating a New E-mail.

Type your own e-mail address in the To: field, and a title

for the message in the Subject: field. The text in this

subject field will form a header for the message when it is
received, so it helps to show in a few words what

n the message is about. Type your message and
click the Send toolbar icon shown here.

By default, your message is stored in an Outbox folder
and, if you are on ‘always on’ Broadband it will be sent
immediately, otherwise you will have to press the
Send/Recv toolbar icon to connect to the Internet so it
can be sent, hopefully straight into your mailbox.

When Windows Mail next checks for mail, it will find
the message and download it into the Inbox folder, for
you to read.

The Main Windows Mail Screen

After the initial opening window, Windows Mail uses
three other main windows, which we will refer to as: the
Main screen which opens next; the Read Message
screen for reading your mail; and the New Message
screen, to compose your outgoing mail messages.
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The Main screen consists of a toolbar, a menu, and four
panes with the default display shown in our example in
Fig. 5.11. You can choose different pane layouts, and
customise the toolbar, with the View, Layout menu
command, but we will let you try these for yourself.

The Folders List

The Folders pane contains a list of your mail folders,
your news servers and any newsgroups you have
subscribed to. There are always at least six mail folders,
as shown in Fig. 5.13 below. You can add your own with
the File, Folder, New menu command from the Main
window. You can delete added folders with the File,
Folder, Delete command. These operations can also be
carried out after right-clicking a

2 inbos folder in the list. You can drag
- Javall messages from the Message list
€ Debeted Rems and drop them into any of the
 fomriin folders, to ‘store’ them there.

Note the icons shown in
Fig. 5.13; any new folders you add
Fig. 5.13 The Local will have the same icon as that of

Folders Pane. the first added folder.

The Message List

When you select a folder, by clicking it in the Folders list,
the Message list shows the contents of that folder. Brief
details of each message are displayed on one line, as
shown in Fig. 5.14 below.

!t 4 ® fom Subject Received ~
129 Noel Kantaris Test ORUWN 1702}
Microsoft Outiook Exp... Wekcome to Outiook Express 6 15/01,2007 13:34

Fig. 5.14 Received Messages in Descending Date Order.
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The first column shows the message priority, if any, the
second whether the message has an attachment, and the
third whether the message has been ‘flagged’. All of
these are indicated by icons on the message line.

The ‘From’ column shows the message status icon
(see Fig. 5.16) and the name of the sender, ‘Subject
shows the title of each mail message, and ‘Received’
shows the date it reached you. You can control what
columns display in this pane with the View, Columns
menu command.

To sort a list of messages, you can click the mouse
pointer in the title of the column you want the list sorted
on, clicking it again will sort it in reverse order. The sorted
column is shown with a triangle mark, as shown in
Fig. 5.15 below.

t a4 ® from Subject [Recomed  an
“AMicrosolt Outiook Exp...  Welcome to Outiook Express & ummuB
&5 Nol Kantaris Test TRYBTITH )

Fig. 5.15 Received Messages in Ascending Date Order.

This shows the received messages sorted by date, with
the most recently received message appearing at the top.
This is our preferred method of display.

The Preview Pane

When you select a message in the Message list, by
clicking it once, it is displayed in the Preview pane, which
takes up the rest of the window. This lets you read the
first few lines to see if the message is worth bothering
with. If so, double-clicking the header, in the Message
list, will open the message in the Read Message window,
as shown later in the chapter. You could use the Preview
pane to read all your mail, especially if your messages
are all on the short side, but it is easier to process them
from the Read Message window.
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Message Status Icons

This  Indicates this

The message has one or more files attached.

The message has been marked high priority by the sender.

The message has been marked low priority by the sender.

The message has been read. The message heading appears in light type.
The message has not been read. The message heading appears in bold type.
The message has been r=pied to.

The message has been farwarded.

The message is in progress in the Drafts folder.

The message is digitally signed and unopened.

The message is encrypted and unopened.

The message is digitally signed, encrypted and unopened.

The message is digitally signed and has been opened.

The message is encrypted and has been opened.

The message is digitally signed and encrypted, and has been opened.

The message has response; that are collapsed. Click the icon to show all the
responses (expand the canversation).

The message and all of its responses are expandec. Click the icon o hide all
the responses (collapse the conversation).

The unread message hezder is on an IMAP server.

The opened message is ma-ked for deletion on an IMAP server,

The message is flagged.

The IMAP message is marksd to be downloaded.

The IMAP message and Il conversations are marked to be downloaded.

PR~ PV 0 "BOLRKKLONED -~}

The individual IMAP message (without conversations) is marked to be
downloaded.

Fig. 5.16. Table of Message Status lcons.

Note: If you have used Outlook Express before on
Windows XP, you will be wondering what has happen to
the Contacts pane. The answer is ‘not available in
Windows Mail’, but there is a way around this, if you want
to have your contacts on the desktop, as follows:

Click the + sign on the Gadgets pane on the desktop,
and select Contacts from the displayed Gadgets
screen. We will explain how to use it in Chapter 6
(page 122).
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The Main Window Toolbar

Selecting any one of the local folders displays the
following buttons on Outlook’s toolbar.

Opens the New Message window for
creating a new mail message, with the
To: field blank.

Opens the New Message window for
replying to the current mail message, with
the To: field pre-addressed to the original
sender. The original Subject field is
prefixed with Re:.

Opens the New Message window for
replying to the current mail message, with
the To: field pre-addressed to all that
received copies of the original message.
The original Subject field is prefixed with
Re:.

Opens the New Message window for
forwarding the current mail message. The
To: field is blank. The original Subject
field is prefixed with Fw:.

Prints the selected message.

Deletes the currently selected message
and places it in the Deleted Items folder.

Connects to the mailbox server and
downloads waiting messages, which it
places in the Inbox folder. Sends any
messages waiting in the Outbox folder.

Opens the Contacts list.

Opens the Windows Calendar.
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Finds a message or an e-mail address
using the Find People facility of the
Contacts list.

- Toggles the Folders list on or off.

The Read Message Window

If you double-click a message in the Message list of the
Main window, the Read Message window is opened as
shown in Fig. 5.17 below.

Frem  Microsoft Outiook Bxpress Team < muow@microsoft.coms ;
{| Dete 15 Jarary 2007 2134
l Te New Outiook Bxprass User
Selject  Walcome %o Oulliook Express §
[ -
0]
&
Festuring Twred of shenng your & |
* E-mad and Newsgroups mail account with othess
* Multipla scoounts and ldentbtes: mmwm
* HTML message support [N Then read vour mad from &
* Address Book and directory services wm"“’:&%
® Offane s nchronaation =
| © Improved inbox ruies P
More Information
Surf, seerch and it no
mmnn;www-m,pwmmm,um more! infgReal delvers
) ::-ﬁhnwrmd
;| For Feadback, frequantly asked and GPS VR oW £4 10T GuL- Ifobeat's -
&l mad has never looked ec
i, For updates and informetion abow Outiook Exproas 6 vt ot ab. Mh%ﬂj
H ;ar i for
Fov Help and troubleshooting, wommmuwwmw _
l then look uo Trouhleshoating in the Index. ‘. ¥

Fig. 5.17 The Read Message Window.

This is the best window to read your mail in. It has its
own menu system and toolbar, which lets you rapidly
process and move between the messages in a folder.
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The Read Message Toolbar

This window has its own toolbar, but only two icons are
different from those in the Main window.

- Previous - Displays the previous mail
message in the Read Message window.

. Next - Displays the next mail message in
the Read Message window.

These buttons give an audible warning if there are no
previous or further messages.

Signing your E-mail

You create a signature from the Main window using the
Tools, Options command which opens the Options
dialogue box shown in Fig. 5.18 when its Signature tab is
selected and the New button is clicked.

ad, Options e =
G | Pt | P | Semt | Compame | St [ speling | Socuty | Commenn | Admncns
Signature settings
Add signatures to all outgoing messages
gnatur Ly
Signatures
| Signature #1 Defeutt ugnature E
— —_ }
.
Edrt Signature
® Ye  Noel Kantans Set a3 Default
rmy- address Demy-server.com —
Fee
4
L
([ ox J( cwes J[ mowvp)
e A " . - —

Fig. 5.18 The Tools Options Window.
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You could choose to add your signature to all outgoing
messages which is preferable, but click the Advanced
button and check which account you would like this
signature to apply to, or use the Insert, Signature
command from the New Message window menu system.

The New Message Window

This is the window, shown in Fig. 5.19, that you will use
to create any messages you want to send electronically
from Outlook Express. It is important to understand its
features, so that you can get the most out of it.

[ A new test message ESvor)

i #3 T me-oddns.my—wv«.cm
| BCe | |
el stz s vsjEESsiEssE i~ N |
Thus message is another test

Noel Kantaris

|
|
= m— m—— e ————

Fig. 5.19 The New Message Window.

As we saw, this window can be opened by using the
Create Mail toolbar icon from the Main window, as well
as the Message, New Message menu command. From
other windows you can also use the Message, New
Message command, or the Ctri+N keyboard shortcut.
The newly opened window has its own menu system and
toolbar, which let you rapidly prepare (you don't need to
be connected to the Internet for that), and send your new
e-mail messages after connecting to the Internet. If you
are on Broadband, of course, you might always be
connected to the Internet.
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Using Message Stationery

Py Another Windows Mail feature is that
it lets you send your messages on

ey i‘ pre-formatted stationery for added
3 Shades of Biue | effect.
4 Roses
5 Peacock ' To access these, click the down
ew= | arrow next to the Create Mail button in
8 Green Bubbles the Main window and either select
s . from the 1 to 10 list, as shown here, or
iR | use tht_a Select Stationery command
e |5 to preview them.
Web Page... !:
Fig. 5.20 Using

Stationery.

The New Message Toolbar

The icons on the New Message toolbar window have the
following functions:

Send - Sends message, either to the
recipient, or to the Outbox folder.

Cut - Cuts selected text to the Windows
Clipboard.

Copy - Copies selected text to the Windows
Clipboard.

Paste - Pastes the contents of the Windows
Clipboard into the current message.

Undo - Undoes the last editing action.
Check - Checks that names match your

entries in the Contacts list, or are in correct
e-mail address format.
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Spelling - Checks the spelling of the current
message before it is sent, but is only
available if you have Word, Excel, or
PowerPoint.

Attach - Opens the Insert Attachment window
for you tc select a file to be attached to the
current message.

Priority - Sets the message priority as high or
low, to incicate its importance to the recipient.

Sign - Adds a digital signature to the
message to confirm to the recipient that it is
from you.

Encrypt - Encodes the message so that only
the recipient can read it.

Offline - Closes connection to the Internet so
that you can process your mail offline. The
button then changes to Work Online.

Message Formatting

Windows Mail provides quite sophisticated formatting
options for an e-mail editor from both the Format menu

e and toolbar. These only work if
%—- ————— Yyou prepare the message in
o HTML format, as used in Web
Paragraph... documents. You can set this to
Incresse Indent be your default mail sending
o format using the Send tab in the
Sackground ’ Tools, Options box of the
Encoding ’ Read Message window.
® Rich Tet (HTML)
Plain Text
Apply Stationery L
71! Send Pictures with Message Fig. 5.21 The Format Sub-menu.
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To use the format for the current message only, select
Rich Text (HTML) from the Format menu, as we have
done here. If Plain Text is selected, the blue dot will be
placed against this option on the menu, and the
formatting features will not then be available.

The Format toolbar shown in Fig. 5.22 below is added
to the New Message window when you are in HTML
mode and all the Format menu options are then made
active.
aw -0 B JyAHEEEZIE s an{~aN

==

—

Fig. 5.22 The Format Toolbar.

As all the formatting features are self-explanatory, we will
not delve into them here - most of these are quite well
demonstrated in Microsoft's opening message to you.
You should be able to prepare some very easily readable
e-mail messages with these features, but remember that
not everyone will be able to read the work in the way that
you spent hours creating. Only e-mail programs that
support MIME (Multipurpose Internet Mail Extensions)
can read HTML formatting. When your recipient’'s e-mail
program does not read HTML, and many people choose
not to, the message appears as plain text with an HTML
file attached.

Note: At the risk of being called boring we think it is
usually better to stick to plain text without the selection of
any message stationery, particularly if you are using a 56
Kbps modem; not only can everyone read it, but it is
much quicker to transmit and deal with.
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Replying to a Message

When you receive an e-mail message that you want to
reply to, Windows Mail makes it very easy to do. The
reply address and the new message subject fields are
both added automatically for you. Also, by default, the
original message is quoted in the reply window for you to
edit as required.

With the message you want to reply to still open, click

the Reply toolbar icon to open the New Message

window and the message you are replying to will,
by default, be placed under the insertion point.

With long messages, you should not leave all of the
original text in your reply. This can be bad practice, which
rapidly makes new messages very large and time
consuming to download. You should usually edit the
quoted text, so that it is obvious what you are referring to.
A few lines may be enough.

Removing Deleted Messages

Whenever you delete a message it is actually moved to
the Deleted Items folder. If ignored, this folder gets
bigger and bigger over time, so you need to check it
frequently and manually re-delete messages you are
sure you will not need again.

Alternatively, use the Tools, Options menu command
on the Read Message window to open the Options
dialogue box, click the Advance tab and click the
Maintenance button at the bottom of the screen. Next,
check the Empty messages from the ‘Deleted Items’
folder on exit box in the displayed Maintenance screen,
as shown in Fig. 5.23 on the next page.
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Maintenance

Clesning Up Messages
Mwﬁm!ﬁe'b@lﬁdhﬁ'fcﬂumﬁb
P Purge deleted messages when leaving IMAP folders
7 Purge newsgroup messages in the background

E [ Delete read message bodies in

X ot

(7] Detete news messages | 5 © days st braing deveiloaded
CTv.!he“on*‘mymamm
B Click Clesn Up Now to clesn up downloaded
i ges On YOUr comp
Chick Store Folder to change the location of your
message store.
Troubleshooting
Windows Mail can save alf commands to and from a server in a log file for
troubleshocting purposes.

Fimad PINews Fmar

Ciean Up Now...

Store Folder...

Fig. 5.23 Cleaning up Messages.

In the next chapter we discuss how to send a picture or a
word processed document as an attachment to an e-mail,

how to organise your e-mail folders and how to print an
e-mail.
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Using E-mail Attachments

If you want to include an attachment with your main
e-mail message, you simply click the Attach toolbar
button in the New Message window, as shown in Fig. 6.1.

" A new w3t whth Attachment b 3 1 poi — (o ) el |

File Edt View lInset Formst Toos Message Help ’

[~ R0 Imy-.dﬂmﬂmy-mm | Attach File To Me=sage | i
B | |
Subject: A new test with Attachment I

D :E_jjg;wm&EEﬁﬂ-iiﬂ.'*!,l:
in this test we demonstrate e-mad at1ac Wnents |

Fig. 6.1 Adding an Attachment to an E-mail.

This opens the Insert Attachment dialogue box, shown in
Fig. 6.2 on the next page, for you to select the file, or
files, you want to go with your message.

if, however, you are attaching pictures whose size is
larger than 100 KB, then please refer to the method
described at the end of Chapter 3 (page 66), on how to
reduce their size automatically before attaching them to
your e-mail.
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Ope —_——

U K Nodtantam » Picture » BrNipT p
Name Date taken  Togs Sue Rating |
¢ ent Places l
M Oedtop
£ o I
fE ocumer
Recently Changed
E Picture )
3 \
P
|
Faiders - Rtcean eaceh Beach0l.100 ol
Fle name: Apumn Lsaves v [NHeu{) -

v
-.‘ Lae

— ’ |

Fig. 6.2 The Insert Attachment Dialogue Box.

In Windows Mail the attached files are placed below the
Subject text box. In Fig. 6.3 we show two attachments
with their distinctive icons that tell the recipient what each
file is; a graphics (.jpg) file and a Word (.doc) document
in this case.

| A new test with attachment: !—Lm]
' File Edrt View inset Format Took Message Help H

lGCcr

Subject [A new test with attachments

Attach: (o Atumn Leaves.jpg (269 KB) ﬂ;][mbed.do( (251 KB)
N

d
[ el s BT i [Da EExE

| in this test we demonsirate e-mail attachments

[
I
i

- %

E

Noel Kantans
my- 30gressPmy - server com

| — = e —— =

Fig. 6.3 Adding an Attachment to an E-mail.

110



E-mail - Some Other Features

It is only polite to include in your e-mail a short
description of what the attachments are, and which
applications were used to create them; it will help the
recipient to decipher them.

Clicking the Send icon on the toolbar, puts each
e-mail (with its attachments, if any) in Mail's
Outbox folder. Next time you click the Send/Recv
toolbar icon, Windows Mail connects to your ISP

and sends all the e-mail messages stored in it.

Sending an E-mail to the Drafts Folder

If you decide that your e-mail is not complete yet and
further changes are needed before sending it, use the
File, Send Later command, as shown in Fig. 6.4 below.

o Autumn Lesves.jpg (276 <B) -
|

|

|

l Save as Stationasy .. ;
Move to Folder.. f_ltuA.rEIEiI!‘.lllllI|—. '
Copy to Folde... -3
Delete Message CteD im;

Fig. 6.4 Send an E-mail Later.

This displays a message telling you that the e-mail will be
placed in the Outbox and will not be sent until the next
time you click the Send/Recv button. You should now
locate this e-mail in the Outbox and drag it into the
Drafts folder for safe keeping until you need to change it.
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To edit an e-mail waiting in the Drafts folder, click the
folder, then double-click the e-mail to open it in its own
window, edit it, and click the Send icon on the toolbar.

Receiving Attachments with an E-mail

To demonstrate what happens when you receive an
e-mail with attachments, we have sent the above e-mail
to our ISP, then a minute or so later we received it back,
as shown in Fig. 6.5 below.

T - -~ — ==
i Ga Vew Tosh Mumeg Hep [Pe—— r
o p Local fokdens 1™ e Subyact Nocowead = -1

® b an Newrien Zan Intarmet monthly newviee e 73, Merch  QLAY/ZD07 1900
":‘:' | rE—— TR A o hamt wh Mdzachrsant @ s
e Noel Kartans Ten DAYDO U
20 Mhcroroht Outiook Exp  Welcome to Outicok Exprem § 15017207 1134
& o Epmind fram: Moot Kamsrn T Nowl Kartam 1
8 Mcronch € Suioct: A now taat with Attachment &
In 1hes 1941 we demonsuate « m attachments - Lnerrsioe 8 0 j
il
: " s ) RS :
’l e i B Wortorg Ordine -_—I
—— . = =

Fig. 6.5 A Received E-mail with Attachments.

Note that the received e-mail shows the graphics (.jpg)
file open at the bottom of the Preview pane, but there is
no indication of any other attachments. To find out how
many attachments were included with the received
e-mail, left-click the Attach (paper clip) icon pointed to in
Fig. 6.5 to display all of them, as shown above in the
drop-down menu.
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6

Left-clicking the [wsamcwmen ,
graphics attachment

file (.jpg) opens it in
Windows Photo

Do you wart to apen thie Hle?

aj Name  Embed.doc

Type: Micosoft Word Document

Gallery, while left- II]@ |
clicking the T Mveyn sk befors coanng sty of e 3
document file opens S S
the Mail Attachment o i e e e as
screen shown here . " —
in Fig. 6.6. Fig. 6.6 The Mail Attachment Box.

Each document file can be opened in situ or saved
later to disc from within the application that opened it.

Organising your Messages

Probably most of the e-mail messages you get you will
delete once you have dealt with them. Some however
you may well need to keep for future reference. After a
few weeks it can be surprising how many of these
messages can accumulate. If you don’t do something
with them they seem to take over and slow the whole
process down. That is the reason for the Folders List.

As we saw earlier you can open folders in this area,
and can move and copy messages from one folder into
another. You can move messages by highlighting their
header line in the Message List
and dragging them into another

a @ Local Folders

Inbox
souﬁm folder. The copy procedure is the
L5 Sent kems same, except you must also have

@ Deleted ltems the Ctrl key depressed through the
' Drafts dragging procedure. You can
‘9 Junk e-&n tell that copying is taking
place by the ‘+' on the mouse

Fig. 6.7 Moving a pointer as shown here to the right.
Message.
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The System Folders

Windows Mail has six folders which it always keeps
intact and will not let you delete. Some of these we have
met already.

The Inbox folder holds all incoming messages;
you should delete or move them from this folder as
soon as you have read them. Messages in the
Inbox folder can be moved or copied into any
other folder except the Outbox folder.

The Outbox folder holds messages that have
been prepared but not yet transmitted. As soon as
the messages are sent they are automatically
removed to the Sent Items folder. Messages in the
Outbox folder can be moved or copied into any of
the other folders.

The Sent Items folder holds messages that have
been transmitted. You can then decide whether to
‘file’ your copies of these messages, or whether to
delete them. Messages in the Sent Items folder
can be moved or copied into any of the other
folders except the Outbox folder.

The Deleted Items folder holds messages that
have been deleted and placed in there as a safety
feature. Messages in the Deleted Items folder can
be moved or copied into any of the other folders,
except the Outbox folder.

The Drafts folder is used to hold a message you
closed down without sending by selecting the File,
Send Later menu command, then dragged it from
the Outbox folder where it was saved into the
Drafts folder. Messages in the Draft folder cannot
be moved or copied into any of the other folders.
Simply double-click such a message to open it in
its own window, edit it, and click the Send button.
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* The Junk E-mail folder is designed to catch
unsolicited e-mail messages, called ‘spam’. You
can increase or decrease the junk e-mail
protection level by clicking Tools, Junk E-mail
Options and select the level of protection.

To create additional folders, highlight the folder under
which you want to create a sub-folder - here we have
chosen to create a sub-folder under Local Folders.
Right-clicking the selected folder and choosing the New
Folder option from the

. Fold ‘
"Lﬁ .'..'.,o, Open drop-down menu, as
I Outbex Find... shown in Fig. 6.8,
'§ x.,., Remove Account displays the Create
g Drahs Set as Defauk Account Folder dialogue box
Junk E- . q

Mo Pl e shown in Fig. 6.9

Reset List below.
e Next, type an
Fig. 6.8 Creating a New Falder. appropriate name for

the new folder and
click the OK button to add the newly created folder to the
Local Folders list.

["Creste Folder ——

Select the folder in which to creste the new folder:
[ > 4 Local Foiders

Fig. 6.9 The New Folder Dialogue Box.
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Using Message Rules

If you have a problem with junk mail, use the Message
Rules menu option to filter your incoming messages.
Unwanted ones can be placed in your Deleted Items
folder straight away. It can also be useful for sorting
incoming messages and automatically directing them to
their correct folders. To open this feature (Fig. 6.10), use
the Tools, Message Rules, Mail menu command.

New Mai e : =)

[mmcmmmmmw«wymmmmwm

| 1. Select the Condstions for your rule:

i [ Where the From fine contains people -
7} Where the Subject line contains specific words 3

[TJ Where the message body contains specific words

] Where the To line contains people

2. Select the Actions for yout rule

3 Move it to the specrfied folder

0 Copy it to the specied foldes
[} Delete it 4

(WY

3 Forward itto people

3. Rule Description (click on an undertined vaiue to edit it):
Apply this rule after the message arrives

Where the Subject line contains ‘sex’ gt for sale’ or ‘special offer’
Delete #| 35

|

|

|

|
| B | l
4. Name of the rule

Lo ][ cma |

Fig. 6.10 Creating Message Rules, Box 1.

In the Section 1 of Fig. 6.10, you select the conditions for
the new rule. In Section 2 you control what actions are
taken, and the new rule itself is automatically ‘built’ for
you in Section 3. If you use this feature much, you will
probably want to name each of your rules in Section 4.
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In Fig. 6.11 below, we have set to intercept and delete
messages which contain certain words in their Subject
Lines. To complete the rule we clicked on the ‘contains
specific words’ link in Fig. 6.10 and filled in the following
dialogue box, clicking the Add button after each phrase.

——

Type Specific Words T

e

Type specific words or a phrase, and click Add.

| special offeq ! [y, Add ]

Words:
" iI)r ‘for sale’ W-

Fig. 6.11 Entering Words to Act Upon.

When finished clicking on OK twice opens the Message
Rules dialogue box shown in Fig. 6.12 on the next page.
In this box you can control your rules. You can set
multiple rules for incoming messages and control the sort
priority for the list. The higher up a multiple list a
condition is the higher will be its priority.

If an incoming message matches more than one rule,
then it is sorted according to the first rule it matches in
your list.

The Message, Create Rule from Message menu
command is a quick way to start the New Mail Rule
process, as the details of the currently selected message
are automatically placed in the New Mail Rule dialogue
box for you.
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[Message Rutes =)
i £
0o
Mail Rules | News Rules
i These rules will be applied to Mad messages.
i i
Nevstaitfidme o ] New |
Modly..., |
Copy |
Momeve | §
| Apply Now-
Rule Description {¢lick on an underlined value to edn h):
IApply this rule after the message arrives |
ere the Subject fine contains ‘sex’ or ‘for sale’ or “ypecial offer |
Delete
o Concel
I -
R =

Fig. 6.12 The Message Rules Box.

The Blocked Senders List

With Windows Mail there is a very easy way to prevent
messages from a problem source ever disturbing your
peace again. When you first receive a prcblem message,
select it in the Messages List and action the Message,
Junk E-mail, Add Sender to Block Senders List menu

command, as we did in the example in Fig. 6.13 below.

Help
New Message

Certe N
New Message Using »
Reply to Sender QiR
Reply to All Ctrte ShefteR
R to Group
forward CuleF
Forward As Attachment
Junk E-mail h » Add Sender to Safe Senders List
Create Rule From Message.. Add Sender's Domain to Safe Senders List
Flag Message Add Sender to Biocked Senders List
Viatch Conversation Add Sendes's Domain to Biocked Sender: List
Ignore Conversation ark 05 Not Jomk
Combine and Decode.

Fig. 6.13 Blocking Messages from a Single Source.
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This can be a very powerful tool, but be careful how you
use it. If you are not careful, you may block messages
that you really would rather have received!

Spell Checking your Messages

Just because e-mail messages are a quick way of getting
in touch with friends and family, there is no reason why
they should be full of spelling mistakes. Some people do
not seem to read their work before clicking the Send
button. With Windows Mail this should be a thing of the
past, as the program is linked to the spell checker that
comes with other Microsoft programs. If you do not have
any of these, the option will be greyed out, meaning that
it is not available.

To try it out, prepare a message in the New Message
window, but make an obvious spelling mistake, maybe
like ours below. Pressing the Spelling toolbar button, or
using the Tools, Spelling menu command, reveals the
drop-down sub-menu shown in Fig. 6.14 below.

[T Testing the Spefl checker

With @ ba of uck_ this message Il bel |
sont 1o my e-mail address when ! chck: tmtess
the Send toolber icon ' ] Jgest

Noel Kantaris
[ 1

Fig. 6.14 Using the Spell Checker.
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Any words not recognised by the spell checker will be
flagged up as shown. If you are happy with the word just
click one of the Ignore buttons, if not, you can type a
correction in the Change To: field, or accept one of the
Suggestions:, and then click the Change button.

You can get some control over the spell checker on
the settings sheet opened from the main Windows Mail
menu with the Tools, Options command, and then
clicking the Spelling tab.

The available options, as shown in Fig. 6.15, are self-
explanatory so we will not dwell on them. If you want
every message to be checked before it is sent, select the
Always check spelling before sending option.

l';';épcmi——__"_— 3 40+ ] ]
i:wummmwwmmm,m
Settings
i) Atways check spelling before sending

When checking speifing, always ignore
Words in UPPERCASE |
Words with numbers
) The ariginal text in a reply ot forward I

) Internet Addresses

Language

Eangish 3

o (oot ) [ ]
Fig. 6.15 The Options Spelling Dialogue Box.

You could also choose to have the Spell Checker ignore
Words with numbers, before clicking the Apply button.
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Printing your Messages

Windows Mail lets ycu print e-mail messages to paper,

but it does not give ycu any

ot o v
control over the page Cumer Vew
q q Son By
settings it uses. You can, Comen..
however, alter the font size s |
of your printed output as it x|
depends on the font size Totsmn A
A N Encoding . Larger
you set for viewing your TR PR
messages. As shown here, et —
¢ . y e Ga to Folder... Cotey
you have five ‘relative’ size s et
options available from the ot
View, Text Size menu e -

command.
When you are ready to

Fig. 6.16 The View Menu.

print a message in the Read Message window, use the
Ctri+P key combination, or the File, Print menu
command, to open the Print dialogue box shown in

Fig. 6.17 with its General tab selected.

o Prnt )
i Selact Prrser I
9 Add Ponter o Microsoft Office Docuem:

@ Adobe PDF @ Mecrosoft XPS Documen

wfx
B9 HP Lasesset 5/5M PostScript I
| ¢ e —— ’ %
Sms ot ST =y
Location
Comart (s Power...)
Page Range B
*N Number of copies: 1 o4
Seecton Lurers Faye
- !
© Pages 1 7 Colate |
3
Erser slher 3 angle page rumber or 8 engle _l)iu _ll’ip) i
page range. For example, 512
E.:@ (omes ) [ 2o

Fig. 6.17 The Print Dialogue Box.
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Make sure the correct printer, Page Range, and Number

of copies you want are selected, then click Print. You
can also start the printing procedure by clicking the
Print toolbar icon shown here.

If the message has Web page links on it, there are two
useful features in the Options tab of the Print dialogue
box shown in Fig. 6.17. These are:

» The Print all linked documents option, which
when checked not only prints the message, but
also all the Web pages linked to it.

e The Print table of links option, which when
checked, gives a hard copy listing of the URL
addresses of all the links present in the page.

The Windows Contacts Utility

The Windows Contacts utility can be used not only with
the E-mail application, but also with the Fax utility
(discussed earlier in Chapter 4, page 78). Fax numbers
are, of course, straightforward to deal with, but e-mail
addresses are often quite complicated and not at all easy
to remember. Windows provides a Contacts utility in
which Fax numbers, telephone numbers, and e-mail
addresses can be gathered together and used by its
various communication applications.

To access the Contacts utility, use the Start, All

ElwndowCotacs PTOgrams, Windows Contacts menu

’ command. In Fig. 6.18 we show part of

an example. Once in Windows Contacts, you can

manually add a person’s details, Fax number and e-mail
address in the Properties dialogue box.
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— "_.,__ .

e

- E Mea ta f-. New ....Q oup :. T »

Name E-mail Address Business phone

§ Documents i Michael Babani.contact

'l E Pictures

H % Recently Changed ‘ Noel Kantans.contact
2
B Searches

Public " i' Phil Ol'rvev.coln(ad

Administrator.wab

Fig. 6.18 The Windows Contacts Screen.

You can open the Prooerties dialogue box by clicking the
New Contact icon in Fig. 6.18 above to display the
screen shown in Fig. 6.19 below.

Name and €-mad | ome, | work | Family | Botes | e

Fist: |

Middle:

Last

Full Name:
Personal Titie

Nickname:

o [ comm |
Fig. 6.19 The Windows Contacts Screen.
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Use the Name and E-mail tab to enter the name, title,
and e-mail address for the recipient. The Home tab
screen is used to enter the recipient's address,
telephone, Fax number, and Web site. You can also
enter similar information for Work. The rest of the
information pertaining to an individual can be entered
later as it is needed, by editing a Contact's entry.

Selecting New Contact Group from the Contacts
screen of Fig. 6.18, lets you create a grouping of e-mail
addresses, you can then send mail to everyone in the
group with one operation.

To send a new message to anyone listed in your
Contacts list, open the Windows Mail application, click
the Create Mail toolbar icon to open the New Message
window, and use the Tools, Select Recipients
command, or click on any of the To: or Cc: icons
shown here on the left.

ob

Subyoct:

In the Select Recipients dialogue box which is shown

,_ R open in
s e o == Fig. 6.20, you
!""""‘""“""‘" — N can select a
| [T miid T T person’s name
| [ = {' | and click
[ {Ame o | _ I either the To:
i [can] | | button to place
| t | it in the To:
: - = = | field of your
" . aal - | message, the
t‘-:_-w T = | Cec: button to
[ R S— o [ ) (02
L hellem] Cc: field, or
Fig. 6.20 The Select Recipients Screen. gﬁ% on to pBI ac:é
it in the Bcc:

field.
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Deleting Individual Contacts

Windows Contacts is highly unstable when it comes to
deleting an individual from the Contacts list. For
example, selecting a person on the Contacts list and
pressing the Delete key on the keyboard stops the
program. The same thing happens if you right-click a
selected entry and select the Delete menu option.

The only way we have found to remove an individual
from the Contacts list is to open the Windows Mail and
_ click the down arrow against the

— re Find toolbar icon shown here, then

fopn N I click the People entry from the

Tt m thas Masage . |

drop-down menu.

Next, type the name of the person you want to remove
from your Contacts list in the displayed Find People
dialogue box and click the Find Now button which opens
the bottom half of the screen shown in Fig. 6.21 below.

lockwr | Windows Contacts T webse
Pesple
| = ind Now
Name nodd ¥
e e et e e Stop
€ mait
| e Cheae Al
|
| &
| oo
Close
(M- & s As S Poone [ propetem ]
R ted Koy o @bantaricon - E ==
[hebene
o W
] VA tojwcontectTin]
!
i Y =———  —— R—— '

Fig. 6.21 The Find People Screen.

Clicking the Delete button pointed to in the screen above,
removes the selected person from the list.
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Windows Mail Help

Windows Mail has a built-in Help system, which is
accessed with the Help, View Help menu command, or
the F1 function key. Either of these opens a Help
window, as shown in Fig. 6.22 below.

We strongly recommend that you work your way
through most the items listed in this window. Clicking on
a link opens a separate window with information on the
selected topic.

[ Windows Help and Support T b4 e |

® B o 5 "M % onen

Options

Working with Windows Mail

Windows Mail has the tools you need to exchange
e-mait with colleagues and friends, or join
newsgroups to trade ideas and information.

Here are help topics that provide additional
information about using Windows Maik

« Add or remove 3 Windows Mail account

o Check for new e-mail

® View e-mail messages

* Write an e-mail message

o Open or save an sttachment in Windows Mail
o What are newsgroups?

o Find an e-mail or newsgroup message

Block spam and other unwanted e-mail

* Import messages to Windows Mail from other
e-mail programs.

o Troubleshaot probh with Wind Mait

For more information about Windows Mail, search
for "Windows Mail™ in Help and Support.

Was this information helptul?

[ Yo ) No || somewhat |

Read the privacy statement online

Fig. 6.22 The Windows Mail
Help System.
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Using the Internet Explorer

Programs, and select Internet Explorer from the
cascade menu, or click its icon # on the Quick Launch
area of the Taskbar to the right of the Start button (if you
can't see these icons, right-click an empty part of the
Taskbar and select Toolbars, Quick Launch from the
displayed menu). Clicking either of these options opens
the Internet browser. The first time you do this, and if you
haven't already carried out the procedure of connecting
to the Internet described in Chapter 5, you will probably
be stepped through the process of establishing a
connection to the Internet, as shown in Fig. 7.1.

How do you want to connect?

.d Wireless

Connect using & wireless router or & wireless network.

| Broadband (PPPoE;} I
| QCMMNQMMMlMWMM

a Dial-up
| Connect using a dial-up modem or ISON. 1

i

S —— e — ——

To start the Internet Explorer, either click Start, All
|

Fig. 7.1 The New Connection Screen.
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Using the Internet Explorer

This procedure can make the process of setting up your
Internet connection quite painless. You can open it at any
time by clicking the Tools toolbar icon, selecting Internet
Options from the drop-down menu and clicking the
Setup button on the Connections tabbed sheet. Before
starting this operation be sure to find out from your
Internet Service Provider (ISP), exactly what settings you
will need to enter - please refer to Chapter 5 (page 90).

To get your first look at the Internet Explorer, start it
as explained on the previous page and log on to the
Internet. You may get an opening screen similar to that in
Fig. 7.2, but what actually appears will depend on
Microsoft, your Internet Service Provider (ISP), or your
choice (see next page).

! I BEEMAR, AABAN (ontuensg LT

About Babani Books

Weicoma to the world of Babam

strive
to provade the latest and most up- e hows apasend for naadly 85
to- date nformation for our readers.

Ll
Ouwr company pruosophy has sways = r—rrie
been to present the labest ety LG Mindvinen ™~ WIS kite

.h—-m--.l&—m E _Q.t___-__

Fig. 7.2 A Typical First Opening Screen.
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Note that when the Explorer is actually downloading
data from the network, the Indicator on the active tab at
the top left of the explorer screen (to the right
of the two asterisks), and shown here, gives
a brief indication cf what is actually happening -
Connecting... in this case, with a rotating multicoloured
circle in front of it.

You can control what Web page is displayed when
you start Explorer (called your home page), in the
General settings sheet opened with the Tools, Internet
Options menu command. Select Use Current to make
any currently open page your home page, or Use Blank
to show a clear window whenever you start Explorer.
The Use Default option opens the Microsoft Web site
ukmsm.com.

{_s Connecting...

Your PC Settings

Before we go any further, a few words on screen display
resolutions may be useful. Your computer may well have
started life set to a screen resolution of 800 x 600 pixels.
it then displays a screen of 800 pixels wide and 600
pixels high on the monitor. The bigger the monitor you
have, the bigger the screen resolution you can use, as
everything gets smaller as the resolution goes up.

For Web browsing you want as large a resolution as
you can get so that you can fit more on the screen. Web
pages are almost always too large to fit on one screen.
We recommend using a resolution of 1280 x 800 (or
higher) for 14", 15.4" and larger monitors. For a 14"
monitor you might have to change the size of the font in
order to read what is on the screen comfortably. We have
already discussed how to change the screen settings in
Chapter 4. In particular, refer to page 73 on how to
change the font size of the displayed text.
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Searching the Web

There are many millions of Web pages to look at on the
Web, so where do we start? You may have started
already from the opening page, but there is one UK
institution that we all know, and don't particularly love;
‘DVLA' the Driver and Vehicle Licensing Agency. There is
a lot of information on their Web site, so let's take a quick
look.

Start Explorer, if it is not already going, log onto the

. Internet, then type dvla in the

e = - Search box and click the Search

';_'j button, as shown here. This

opens an Explorer screen which

should be similar to the one shown in Fig. 7.3. In our

case, this displayed several links to pages on the DVLA

site. Clicking the Driver and Vehicle Licensing Agency

link in Fig. 7.3, opens a screen similar to the one shown
in Fig. 7.4 on the next page.

(8 ew s
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Grvate russber plates, huge savngs, vast chesce. CHDA member OVLA Test Theory J'
G Marks Muenber Flates  www cammananet DOVLA Registration
Search Millans of Parsonsteed Regutrations, Securs Webats OVLA Number Plates.
Lk Swanses
Drver anil Vietwde LOEVGNG AQEyY e U
DVLA. Reguters dvers and vehicies ang cobects vehucle tatation Vi My
“xa dvia ey 4 3% RYIEN VL Histery
Offices in England Ls Rargitter Mate
Drivar and Vetecle Licensmg Agency [DVLA}  Crown Copynght | € Dnver
and velecle Liconsng Agency Swansas SAS 7R
WK VIS GOV 1 ANt s Wacak FRCae N Teas wagiant atp s it Dyl
o) ey Y ol Owect Access T¢ Dvia Sites We Lt
The Top 10
DVLA Ercinh Versor e Srw T e
Drivac and Vetscke LiConsng AQency [DVLA; Home Page Enghsh verson
REPORTING OF UNLICERIED VEHICLES ON THE PURLIC MIGHWAY  If you wish to DYLA Number ®ates
arnaymously report 3 verecle Gersrnzhmed number plates with 0%
fome dvia )ov 8 Pl i Ve Tept onena 4G FTT kn Ll FIance. over 30 mulon avadabie!
e e ol @ bawwet | Protacied Medu O s - |

Fig. 7.3 The Search Bar.
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Fig. 7.4 Using the Search Bar.

From here you can choose links (shown as blue
underlined text) or a menu option that might be of interest
to you. Do bear in mind that this and subsequent screens
of this Web site might be different by the time you access
them. Moving the mouse over such links, menu options
or even some graphics, changes the pointer to a hand .
Clicking the modified pointer, takes you to different parts
of the Web site where you can get information on various
topics. That's the beauty of the Internet, once you find
your way around you can get almost any up-to-date
information you need without moving from your desk.

Explorer can use various search engines so your
search may not use the Live Search facility which is, in
fact, the Microsoft default service using the msn Search
‘engine’. The msn Search utility is just one of many
search engines available for finding your way round the
Web. -A very good search engine we like to use, is
Google (www.google.com) in which you can choose to
only download pages from UK sites. Hopefully the results
from such search engines will be similar.
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The Address Bar

If we had known the URL (Uniform Resource Locator)
address of the site we wanted, www.dvla.gov.uk in our
case, we could have typed it straight into the Internet
Explorer Address bar, as shown below.

Fig. 7.5 Using the Address Bar.

This will open the Web page shown in Fig. 7.4 when the
Enter key on the keyboard is pressed, or the > (Go)
button on the right of the address bar is clicked.

The Address bar is the main way of opening new
Web pages that replace the displayed Web page. A pull-
down menu, opened by clicking the down-arrow at the
right of the address box, lets you choose from the most
recent locations you have typed here, as shown in
Fig. 7.6, which can save both effort and errors.

—~
@ v iﬁ www.dvia.gov.uk
‘:‘E. | @ hitp:/fwww.dvia.gov.uk/
B P | @, Mp:/ ervew. tincah.co.uk/

http: X Y
& & gll ‘/Iww.onodzan/ -

Fig. 7.6 The Pull-down Menu of the Address Bar.

Note that the Go button has changed to a .+’ (Refresh)
button which when clicked, reloads the Web page shown
in the Address bar.

The status bar, at the bottom of the screen (Fig. 7.7),
shows the URL address of the link pointed to and the
loading progress of the Web page in question.

p:—_ﬁmhwn’w_. [u-n ] -_iem o - I

Fig. 7.7 The Pull-down Menu of the Address Bar.
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The Explorer Toolbars

As we have discussed earlier in this book, Windcws-

applications are now fully equipped with toolbar options,
and Internet Explorer is no exception. They contain a
series of buttons that you can click with your mouse
pointer to quickly carry out a program function.

oo' {18 et 11w ovim. gov i - _‘ﬁw Ivesesw R @lﬂ
@T- Norton Internet Seasty @~ gw_',‘”“ @ -
* & 55+ @naaa. [Cloo. x v B - - rp-Qok- Q-8 3

Fig. 7.8 The Explorer Toolbar.

Most of the buttons are pretty self-explanatory and have
the following functions:

Button
© Back
© Forward
“» Refresh

(% Stop
# Search

# Favorites

¢« Add to

& Quick
Tabs

Function

Displays the previous page viewed, or
selects from the drop-down History
list.

Displays the next page on the History
list.

Brings a fresh copy of the current Web
page to the viewer.

Halts any on-line transfer of page data.

Searches for the text typed into the
Search box.

Opens the Favorites Center from
which you can choose the Favorites,
Feeds or History bars.

Adds a favourite site to the Favorites
bar.

Displays all the sites currently loaded
into the Explorer in one window.
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a3 New Tab

8 Home

Feeds

® Print

t+ Page

© Tools

® Help
& Research

3 Messenger

Allows you to load another Web site
into the current Explorer window. More
about this shortly.

Displays your specified home page,
with a Microsoft page as the default.

Updates Web sites content. It is
usually used for news and blogs
(Web logs) on Web sites. If a feed
is detected the colour of the icon
changes from grey to orange.

Prints the open Web page, or frame,
using the current print settings.

Allows you to save a current page,
send the page or a link to the page by
e-mail to a recipient.

Displays a drop-down menu that
allows you, amongst several options,
to delete the browsing History,
manage pop-ups, set ‘phishing’ filters,
and specify your Internet options.

Gives quick access to Help topics.

Allows you to carry out research into a
specific subject.

Gives you access to ‘Chat Rooms’, or
starts a Wizard for you to join the
Windows .net Messenger service.

You can display additional toolbar icons or open a
Favorites, History, or Feeds pane by selecting one from
the Tools, Toolbars sub-menu. This places a tick ‘V'
character on the selected options. Selecting them again,
will toggle the options off. The middle toolbar buttons only
appear if you have Adobe and Norton installed.
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Favorites

Using Favorites (their spelling, not ours) which are a kind
of Bookmarks, is an easy way to access the Web pages
that you need to visit on a regular basis. It is much easier
to select a page URL

W l? 7mu;umm address from a sorted list,
[4Favons Drees @my - @] than to look it up and
=T, manually type it into the

3 Links

!
| S | Address ~field.  With
Mo webwtes '| Internet Explorer, a
| W A et || ‘Favorite’ is simply a
|
1

| 7 7dayshop.com - Onlne Store
£ Aconst Manages Logn VeriSgn Windows shortcut to a
Web page.

| @ Adaobe Systems UK
£ ADSL guide
When vyou first use
Internet Explorer there

| »ge Aance & Leicester
| & Aravista Translation
may already be some

| & ATMLocator Viss
| # ATM Loaater MasterCard®

| &= Auto Trader | . .

| £ AYG Ant-wus System Favorites available for

| e you to use. Later, as your

| @ bardays Bark list of regular sites grows,

Smcrent your Favorites menu

| & sosvico structure will grow too.

| @ Broadband Speed Test - Audit MyPC | .

8, Car Tax Reforms ' With Explorer 7 there

.jmm | tw f

@8, CSM Wial Museum - The Cormubian Oreeld | are . o ways_ o

#) Curency Converter | accessing your list of

O od - | . .

@ Dvect e - reurance ] Favorites: From the

oyt || Favorites Center, as

1l Vi S— | shown above, by clicking
Fig. 7.9 The Favorites List. the Favorites toolbar

button shown here, or by
using the Tools, Toolbars sub-menu and W‘;
clicking the Favorites option. The latter —
method opens the Favorites list into a separate pane, on
the left of the Explorer window, which remains open until
you close it.
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Adding a Favorite

There are several ways to add a ‘Favorite’ to the menu.
When you are viewing a Web page that you want to visit
again, the easiest method is to right-click on the page
and select Add to Favorites from the displayed menu,
as shown in Fig. 7.10 below.

- 7| Another way is to use the Add to
o B} Favorites ¢ toolbar button and
S;:;”;‘;’:;“‘;d" selgct the Add to Favorites menu
Copy Badkground option as shown in Fig. 7.11.
setAl -
85 o .“mmvmmum
Ceateshortot | AddtoFavorites..
' Add Tab Gioup to Faver tes..
L S Import and Export...
_Bcodrg ’ |
.. | Orowasfovortes.
A Fig. 7.1 The Add to Favorites
 ComerttoAdobePOF Menu.
;:T:m:d Both methods start the same
“Properties procedure by opening the Add a
. . Favorite dialogue box shown in
F|gb{,j;2tl:,|s;:?,_the Fig. 7.12. In this dialogue box you
can give the URL to the desired Web
site a name of your choice, then click
the Add button tc complete the
procedure.
Add & Favorite X

Add a Favorite

Add this webpage as a favorite. To accessyour
favortes, visk the Favostes Corter.

Fig. 7.12 The Add Favorites Dialogue Box.
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History Files

Internet Explorer stores all the Web pages and files you
view on your hard disc, and places temporary pointers to
them in a folder. To return to these in the future, click the
History option from the Favorites Center
sub-menu, shown here, which opens the
History list shown in Fig. 7.13 below.

¢ History ~

€ N/ w3 As guea »ier|albe

fin Bt Vam fevetn Josh FHap

e-
i"._?.é 19 O ot Vapnci L arwang ey BB @ Q-9 B0
e i — = :
T ™ < and Vehcle Licensing Agency &5 ~

7 Lot wees

T2 Teantey 81 Forma | Pusticanom | Oulime servicen | Comact e Sawer

L wrtrendoy
Ty Whats New
W Tode, nd Vehicle Licensing Agency
oo pcarcee
haberntocin e heharbooln (e
2-“—--.‘) - # wetnte of the Ma Press miome
B casioque st ) { Putscamon:.
] { Poracin Lncommung Aguacy 8 a0 Exstilive Agercy of the Dopartment Tos Transgrt (OFf)  Ontoe Sendces
£ owypos iwtypert bl © countabie 10 v Secretary of State and Mt nd theough them 9 Damarrent
B etrnon fowa Arach com) T ofic-ont nd aliecim management of the Agency snd 13 reaponsdues Ow amery "% et &

Late 1050 10uty ! el 1gm entor ement By Mt mreng (agreieis of wars md .
8 #ongmibumn guagis.cam Coect wracte oczee Bty (COF tan) o ol e 10ud

on g oractc ol lant enne
13 seerch ve (roanh bre com f Ao far o Prves
O roran o wepansootibml " gy sbous melca “ondiems amang kconces ‘eameg 1o @, sriblement 1o Gne, 0T HoNCe iry
- 30063 o ment 3/ equANS IIONT i SBrOSd 4nd WA Lc 30 @hen yOu hom Changed veur adrets Msre cabne veraces

ndver neme Unatul 6 riannal Linas

@ Internety oot bud Mose On Limn -
L e = ———————

Fig. 7.13 Using the History Bar.

As with the Favorites list, the History list can also be
opened in its own pene by using the Tools, Toolbars
sub-menu and clicking the History option.

If you are not using a Broadband connection to the
Internet, but pay for your Internet access by the minute,
you can profit from browsing history files offline. To do
so, first click the Tools @ toolbar icon and select the
Menu Bar option from the drop-down menu. This adds a
Menu bar to the Explorer Window, as shown here, from
. — — which you can use the
O - (o rwimwmdve govks File, Work Offline menu
‘I e&t vew Fovarites Toos nep| COMMand.
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In this way, you can scroll offline through the sites you
have recently visited, without having to read Web pages
when they are live. Do make sure, however, that such
pages have completely downloaded, sc that you can
work through them at your leisure.

Clicking on a site on the History list will open a sub-
list of all the pages you accessed there, and selecting
one of these will open it so you can read it whether on
line or offline. You can do the same thing by right-clicking
on any list item which gives you
g)usmqg.m.uo the options to Expand or
gm \ erve.cor| Collapse the list, or to Delete it,

™) as shown here. This last option
allows you to edit out

[memeiopaons LT @]  any pages you don't
| [ i [ | ot | comein g [0 | wanit to keep in the
| o e s e, || St
f T [E— S| The length of time
il e e ] history items are kept
| ey~ — - II on your hard disc can
R e St e 1l be controlled by
I . .|| == | || clicking the Tools
!| £ ommnaian wsw | W toolbar icon and
!! e o selecting the Internet
! 1 St sedmiein | s | ||| Options menu option
|| R R i which displays the
| cem [ iess | res ) mmew | | tabbed dialogue box
3 || shown in Fig. 7.14.
I ‘ E I Cancel _—Wr | . .
{ e ————— Clicking the
Fig. 7.14 The Interet Options. Settings button

opens an additional
dialogue box in which you can select the number of days
that History files are kept. To delete all history items click
the Delete button in the Internet Options dialogue box
which will release the hard disc space used.
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The Cache

If you have used a previous version of Internet Explorer,
you may have noticed that a Web page, especially one
with lots of graphics, loads more quickly if you had
already viewed it recently. This is because all the pages
and files you view are stored either in the History folder
or in a cache folder on your hard disc, called Temporary
Internet files. The next time you access that page,
depending on your settings, Explorer checks to see if the
page has been updated before bringing it to the screen. If
any change to the page has occurred, the new version is
downloaded. If not, a cached copy is quickly retrieved.

e —— “'AEE_.'“.]@ — ) Internet Explorer 7
TR - || assumes that you are
|| et Expire storms cops ot wetvmpes, mupes. wemee. || USING @ Broadband
f s NI connection, therefore
1 B el | its cefault setting for
B { folens | Browsing history is to
AN . d reload every Web page
Pt oS | vyou visit afresh. To

C:Vimry el Ko e ary Inkemet st alter this setting, click
A S T N the Settings button on

Ldeattie, || Smdien || Semdn the Browsing
Wl PBIT ATV history section of the

of s you v vt General tabbed sheet

ST E T >4 shown in Fig. 7.14 to
| (& J[ =] || open the dialogue box

= — shown in Fig. 7.15.
Fig. 7.15 The Internet Options.

As with the History
fles, you control the
cache, from the Internet Options dialogue box. The
Browsing history section of the General settings tabbed
sheet is shown in Fig. 7.14 on the previous page.
Pressing the Delete button will clear the cache, which will
very rapidly free up space on your hard disc.
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Finally, in the Home page section of the Internet
Options dialogue box of Fig. 7.15, you can choose which
Web site is displayed when you first start Internet
Explorer. To change it to one of your choice, type its
URL in the text box, then click the Apply button. In this
way, when you start Internet Explorer (or click the
Home toolbar button, shown here, while
f2 - connected to the Internet), the Web page of your
- choice will be displayed. You can also have a
blank page loaded on starting the Explorer. The choice
is yours!

Tabbed Browsing

Tabbed browsing is made possible for the first time with
the introduction of Internet Explorer 7. This means that
you can now open several Web sites in one Explorer
window and switch between them by clicking on their tab.
To create a new tab, click the New Tab icon, pointed to
in Fig. 7.16, immediately to the right of an open Web
page.

w R {@ﬂ!mt;'i;‘m%ge

N

Fig. 7.16 The New Tab Icon.

What displays next is shown in Fig. 7.17 on the next
page.
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[t Vow foemm Tosk Hap |

WG o e Orever aed Vebicle Liconsin. | ) Weltoene 0 Tabbed Br..

i é You ve opened a new tab

With tabs you carc

= Use one Internet Explont wnoow 17 valw 8 your webpsges.

» Ope~ bnks = 2 Backgrounc Wb whit viewing the Pege yOu're on.

* Save and cpen muitiple webpiges 2 ONGE Dy USINg ‘BvOntes anC home Dage 1abs.
To get startet

« Press the CTRL key while choxing nzs (e Use the muddie mouse button).

o Chax any 18 wiilt the MuGOe Mouse bu—lcr to Ciose 1.

= Press ALTENTER #0m the 8007853 Dar 97 582/Ch BO> 10 0PN the result m 5 new tab.

@ aarn more svout tabs

. Show more tab shoricuts

¥} Don't show the page agar [Toee

Fig. 7.17 Using the History Bar.

Note that the link ‘about:Tabs’' is highlighted which ,
means that you can simply type a new Web address, or
you can click the Favorites Center icon and select a
Web site from the Favorites list. Also note that
whichever tab is active, an ‘x’ is displayed after its name,
which can be clicked to close that tab.

Using Quick Tabs

To illustrate the use of Quick Tabs we use the New Tab
icon to open several Web sites, all to do with banks as
shown in Fig. 7.18, because we would like to comgare
their interest rates.

2 ¢ prbioeea e vmes s o on s o e

R R
Fig. 7.18 The New Tab Icon.

Note that when more that one tab is used a new button
appears between the first tab and the Add to Favorites
button. This is the Quick Tabs button which when clicked
displays all the tabbed Web sites, as shown in Fig. 7.19.
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BB @ -dre-Owm-O-0 4
Pt

R REEE—————————————————.

Fig. 7.19 The Quick Tabs Display.

Clicking the Quick Tabs button again, displays the
contents of the last tab.

Saving and Opening a Group of Tabs
To save a group of tabs, click the Add to Favorites

button, then

Favorites Center : wmsw Select the Add
_ Add Tab Group 10 Favorites ~ | Tab Group to

2 Rhitn omistoblonbitns ofiviien Favorites from
e the displayed

Teb Group Name: Benks list and give the

group a name,
Ad [ Concel | as shown in

Fig. 7.20 The Favorites Centre Dialogue Box. Fi.g. 7.20 and
click the Add
button.

To open a group of tabs, click the Favorites Center %
button, click the folder you
['5"" % want to open, and click the
arrow to the right of the
folder name to open all the tabbed sites in the group.

To close all tabs simultaneously, click the Close
button on the Internet Explorer screen.

Creute in: W _F“ . —_— __—_-q
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msn Hotmail

If you don’t have a mail account with an Internet Service
Provider you can always use msn Hotmail (owned by
Microsoft), where your messages are stored on a server
as Web pages. Using it, you can access your e-mail from
any computer with an internet connection, anywhere in
the world.

You have to be live to sign up with Hotmail, so you
may have to do it from work, or a friend’s PC, or a Cyber
Cafe. You can't do this any more from Windows Mail
itself, so open the Internet Explorer and enter the
following URL into the Address box:

www.hotmail.com
This opens the Hotmail home page shown in Fig. 7.21.

g

& g s a bowloe] 5 [l ate 2 -

File Ede View Fovostes Took Help

Wi @ 8 Microsolt Ondine Seraces - MSN Hotmai e B - P Dlech- -8 O

msn"' Hotmail

Free and easy e-matil with festures gabre

Fig. 7.21 The msn Hotmail Opening Web Page.

For a description of Hotmail’s facilities you can use the
Click for quick demo link near the bottom of the screen.
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Next, click the Get it free link, which should open a
registration options screen similar to the one in Fig. 7.22.

18 Sign Up - Windows Intemet Explorer 2 = 5
) - (2 rpe/accountsennces prmport net/reg.sitid=26nve= 30851188 = B | 49| x || ode e
B e ———— e M2 Sah R ‘
| W & | @wgnup | _!)-__-_nv,;-w-w«h-.-qu

| Mal M |

Type the name that you want to appear l |
before the @ aymbol (for example, {
Yourname)

Gt briip vaith “his section

Ertvecy for resoents of the Eurcpean Union

Create your password

The password must Contan at lsast s
chracters and & Qsa senstve.

Password strength * ok [ S S

Retype password

Create your password reset options

@ Iraarnt ) Pratected Mods On i - |

T - —

Fig. 7.22 Activating your msn Hotmail Account.

Fill in this form carefully, including the text box asking you
to type in the characters shown in the picture box (a
security measure), without typing any spaces and click
the | Accept button at the bottom of the form.

In our case and after only a few minutes we were
registered and presented with the Sign In screen in
Fig. 7.23 on the next page.
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shity 1 send up o 1M fles or photos. . . .
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© Awors wk fo @y ¢ wal addram and pesevard

0.0 Jerg soheroes secas

I SO
|Dane @ intemat | Protested Mode: On 4100

Fig. 7.23 Our Individual Hotmail Home Page.

That's as far as we will go with Hotmail. If you are
interested, you can explore and learn more by using the
e-mail features.

We suggest you set your Hotmail home page as one

of your Favorites, or even your own home

page. That way it will be very easy to

access it in the future. You could also use it to carry on

with your Web surfing when you have checked your
messages. Good luck.
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Explorer Help

Iinternet Explorer 7 has a built-in Help system which is
,—— accessed by clicking the Help toolbar button
@~ shown here and selecting the Contents and
Index option from the drop-down

* [dPwe - oos - @-| menu as shown in Fig. 7.24.

| Internet Explorer Tour
Online Support
Send Feedback

About Intemet Explorer Fig. 7.24 The Help Menu Options.

This opens a Windows Help window shown in Fig. 7.25
on the next page.

Clicking on a closed book icon will open it and display a
listing of its contents. Clicking on a list item will open a
window with a few lines of Help information on the topic,
including further links to related subjects.

Another way of browsing the Help system is to use its
Search facility to find specific topics. You can also
access product support from Microsoft by clicking the
Help toolbar button and selecting the Online Support
option from the drop-down menu, shown in Fig. 7.24
above, and following the available links.
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Internet Explorer at a glance

Here are some of the ways that Internet Explorer makes browsing the
web easier, safer, and more enjoyable.

Incteased security and privacy

New secunty and privacy features allow you to browse the web more
safety.

In this article

e Increased security and
prvacy b

o New features

® Read and subscribe to feeds

® Phishing Filter can help protect you from phishing attacks, online fraud, and spoofed websites. For

more information, see Phishing Filter: frequently acked questions.

Protected mode can help protect your computer from websites that try to install mahicious software
of to save files on your computer without your consent. For more information, see What does [nternet

Expicrer Protected mode do?

Higher security levels can help protect you from hackers and web attacks.

The Security Status bar displays the -dentity of secure websites to help you make informed decisions

when using online banking or merchares.

Internet Explorer's add-on disabled mode lets you start Intemet Explorer without toolbars, ActiveX
controls, of cther add-ons that might slow your computer of prevent you from getting online. For
more information, see Internet Expicrer 2dd-ons: frequently asked questions.

New features

o Tabbed browsing is a new feature inIntemet Explorer that allows
you to open multiple websites in a single b indow. Iif you
have a lot of tabs open, use Quick Tabs to essily switch between

open tabs. For more information about Quick Tabs, see Using Quick

Tabs in Internet Explorer.

The new Instant Search box lets you search the web from the
Address bar. You can also search using different search providers to
get better results. For more information, see Change or choose a
search provider in Intemet Explorer and Tips for searching the
Intemet.

Internet Explorer now lets you delete your temporary fites, cookies,
webpage history, saved passwords, end form information from one
nlare Nolats

Help prevent onkine
attacks by keeping
‘Internell Explorer up-to-
date

Keeping Windows and
Internet Explorer ug to
date is one of the best
ways to prevent trouble
onfine. Mictosoft issues
updates periodicatty
which can help prevent
onhne sttacks through
known vuinerabilities and

Fig. 7.25 Using Help with Internet Explorer.

We strongly recommend that you spend some time
browsing through the Help topics listed above. You will
learn a lot!
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Using a Camera or Scanner

If your digital camera or scanner are Plug-and-Play,

i Remavable Disk (F:)
L

I Abways do this for pictures:

Pxctures options.
“ gt Import pchses
S} o wndems [
B View pitres
View pichures
usng Windowrs Medha Center

" Tranefer Images
Ll g P Photoamart Trarsfer Software

Acquire mage
umng H QuackPlay

Genersl options —- - = =

Open feider © view fles
* uBNG Wndows Explorer

Speed up my systen
g Windows ReetyBoost
oPlay 2 in

rgl Panel

Fig. 8.1 The AutoPlay Screen.

Windows Vista will detect
them (if connected to your
PC) and will display the
AutoPlay screen shown in
Fig. 8.1. To start the
procedure, click the Import
pictures option.

if your camera or
scanner is not Plug-and-
Play, use the Start,
Control Panel menu
option and double-click the
Scanners and —
Cameras icon | =%
shown here in L*;-__-'
Classic View. =

The Scanners and Cameras Wizard will guide you
through the process. You might be asked for the disc that
came with the device so that its driver can be installed. it
is possible, however, that you might need to get the latest
driver that is compatible with Windows Vista, by looking
at your hardware manufacturer's Web site. In our case,
for example, the manufacturers of our scanner are not
planning to issue a new driver for it - too old they say!
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Selecting the Import pictures option on the AutoPlay
screen, displays the Importing Pictures and Videos
dialogue box in Fig. 8.2, in which you can type a tag for
the folder in which the pictures will be placed. By defauit,
the folder will be created in the Pictures folder with the
current date (and tag) as its name.

=

L ....... —

Fig. 8.2 The Importing Pictures and Videos Screen.

Clicking the Import button, starts the process, as shown
in Fig. 8.3 below, which is very fast indeed - a few
seconds from starting the job is done.

Erase pictures and vwdeos from camers abeer they
| | have been copied to your computer,

s o
]

Fig. 8.3 The Importing Pictures and Videos Process.

As you can see in Fig. 8.3, you even have the option to
delete the pictures from the camera after they have been
copied to your computer. On completion of the import
procedure, the pictures are opened in Windows Photo
Gallery, as shown in Fig. 8.4 on the next page.

Note that some pictures were taken by turning the
camera to an upright position, but can be turned back by
90° to view them the right way up, by using the rotating
buttons provided at the bottom of the Windows Photo
Gallery window.
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B Seorn

[ Y 007 03-04- 13 e eecwmst — s
» ) Dete Taken
o atings -
PR ¥ 4 L W = 1
B Rt P
I s
5 —
Not Rsted
. -
a [] Folden ol ;
a Ly Pt
2007403-04
ChpAt

e 1 The first thing to be done
_ here is to rotate the
pictures which lie on their
side to an upright
position. To do this,
| hover with the mouse
| pointer over each such
! picture, which enlarges
| it, as shown in Fig. 8.5,
I : ‘ then left-click it to select
anosun| | it (you will see small dots

T Not Rated 227 M8 (292 5 1944) N
I surrounding the selected
picture), and click the
Anticlockwise button to

o - mm—_rotate it the right way up.
Fig. 8.5 Rotating a Picture.

Rotate Counterclockwise (Ctris

If you find that you
don't like some pictures, deleting them is easy; just select
them, then click the Delete W& button.
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The Windows Photo Gallery

The Windows Photo Gallery can also be opened from
the Start, All Programs menu. The program makes it
easy to view, organise, edit, e-mail, burn to CD, and print
digital pictures, whether these have come from a camera
or a scanner.

By default, Windows Photo Gallery shows all the
pictures and videos that are located in the Pictures

o _J Ali Pictures and Videos
¢ Pictures
A videos

folder, as shown here, with a choice
to see the Pictures or the Videos
separately. You can also add other

folders to this scheme which is
useful as you might have photos and videos in folders
other than the Pictures folder.

Pictures and videos are categorised under the dates
taken, as shown in Fig. 8.6, and can also be found with
the search facility by typing appropriate criteria, such as
filename, tag, and date taken, in the Search box.

&) Recantly bnpornted - &
ALY |
& Oate Token L ’E k
Rabngs os
3 2152008 1507

2.05M3(2592 1 1945

91 gt ] >
& ©; Agd Togn
- -

T

Fig. 8.6 Pictures Categorised by Date Taken.
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Previewing an Image

If you double-click an image or select Preview Picture
from its right-click menu, then that image is displayed
enlarged in the Windows Photo Gallery, as shown in
Fig. 8.7 below.

A

Wekcoms Scon o
220 16
9358 (2154x 1430

O s Tan

Fig. 8.7 The Windows Photo Gallery Preview.

Note the buttons at the bottom of the screen. You can
use these to navigate through your pictures folder, select
the viewing size, view the pictures in your folder as a
slide show, zoom in or out, rotate the image, and
generally carry out certain housekeeping functions. You
can, for example, use the toolbar icons to Fix, Print,
E-mail, Burn to CD/DVD, or Make a Movie which opens
the Microsoft Movie Maker.

The Windows Photo Gallery can of course be used
with other image documents including Fax documents or
scanned pictures, as indicated in the information given on
the above picture - it is the Welcome Scan picture
provided by Microsoft and comes with Vista.
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The Slide Show View

To see your photos in another interesting display, click

—— the centre button
of the navigation
bar at the bottom
of the Photo Gallery screen shown here.

You can use the Slide Show facility with any folder
that contains pictures. Just double-click on one of the
pictures in the folder, then click the Slide Show button on
the displayed Photo Gallery - it will just go on showing
the pictures within the selected folder in full screen, as
shown in Fig. 8.8 below.

Fig. 8.8 Photos Displayed in Slide Show View.

When you have enough, you can switch off the Slide
Show by pressing the Esc key on the keyboard.

If you move the mouse pointer onto the area of a slide
show, the Slide Show Controls are displayed, as shown
in Fig. 8.9 on the next page.
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These Slide Show Controls have the indicated
functions.

Choose a theme Previous Next End Slide Show

D

Pause / Play  Slide Show Settings

Fig. 8.9 The Slide Show Controls.

Exercises

In the following exercises use the contents of Sample
Pictures folder found in the Pictures folder to:

8.1

8.2

Display the images as a slide show by doing the
following:

Double-click one of the pictures in the folder to
open it in Windows Photo Gallery similar to the
one shown in Fig. 8.7.

Click the Play Slide Show button at the bottom of
the screen.

Change the Slide Show Settings to Fast.

When the displayed picture is that of the Green
Sea Turtle, press the Esc keyboard key.

Rotate an image by doing the following:

In the Windows Photo Gallery use the image of
the Green Sea Turtle to first rotate it by 180° so
that the Turtle appears to be swimming
upside-down. -

Restore the image to its rightful orientation by
reversing the rotation.
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The Windows Movie Maker

With Windows Movie Maker you can edit and rearrange
your home-made video cam movies, make a shorter
version of them, add a still picture and voice over, and
either post them to your Web site for all to see, or send
them as an attachment to an e-mail to your friends.

The Movie Maker can be found in the All Programs
B windowsMovemaker  [isting.  Left-clicking its icon, shown
here, starts the program and displays a screen similar to

| .

|

f
ﬂm.n»

e s R S —

Fig. 8.10 The Windows Movie Maker Screen.

The displayed screen is divided into four panes, with the
left pane showing the available Tasks. To the right of this
pane, the folder holding your video collection will be
displayed when you select it from the Videos folder.
Windows automatically created this folder during
installation and named it Videos, and placed within it any
video films that it found on your computer, as shown in
Fig. 8.11 on the next page.
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| Favonte Links
B Videos

. Recent Places
BE Desitop

& Computer
I Documents

s Recently Changed
£ Pictures

= Music

More »

Folders ~

Flsname | v | Picase and Video Fles (jpg. ~ l!

|
e —— - — R —

Fig. 8.11 The Windows Movie Maker Video Folder.

The three video clips shown here came as video samples
with Windows Vista. Note that apart from the Videos
folder, you also have other folders, such as the Pictures
and Audio or Music folders, the contents of which can
be used for perhaps assembling a slide show with added
music, fading effects, etc., which we will examine shortly.

We will start, however, with the rather short Bear
video which we will break up into frames, and edit it by
removing unwanted parts of it that might be spoiling it. To
start, select the Bear clip in Fig. 8.11 and click the
Import button to insert it in the Movie Maker screen, as
shown in Fig. 8.12 on the next page.

At the top of the Movie Maker screen there is the
usual selection of menu options and toolbar icons, while
at the bottom of the screen is the Workspace area. It is
here that you assemble your movie, which can be viewed
either as a ‘timeline’ (focuses on timing) or ‘storyboard’
(focuses on sequencing) view.
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— e e —— ————— e

Fig. 8.12 The Wmdows Movne Maker Screen.

In the timeline view, you can synchronise video clips with
audio clips or create fading transitions between clips with
the help of a number of tools that appear at the far left of
the Workspace area.

Start this video by clicking the Play button below the
Preview pane. If you continue watching it you will come
across several frames in which an alarmed seagull takes
off and its wing obscure the face of the bear. We are only
using this as an example of how to remove such
offending frames from a video. After all, it could be a
waving hand that momentarily obscured a bride's face in
a wedding video and spoiled the whole precious moment!

In Fig. 8.13, shown on the next page, we first switched
to the Timeline view, then dragged the imported video
onto it. Next, we played the video, but stopped it at the
first offending place. We then used the Previous Frame
and Next Frame controls under the Preview pane to
move the video a fraction of a second before the
offending instance, then clicked the Split button.
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We continued in this way from frame to frame splitting the
video just before and just after the seagull's left wing
obscured the face of the bear. Finally, we removed all the
offending frames by right-clicking them and selecting
Remove from the drop-down menu.

b - — = /|

Fig. 8.13 Stopping a Video on an Unwanted Frame.

To combine clips, on the timeline select the remaining
ones, and use the Clip, Combine menu option.

To save your creation, use the File, Save Project As
menu command and give the project a name. We called
it Bear2.

Save a1 type 'meMumMﬁrogm{'-MSWm

| W Browse Foiders

Fig. 8.14 Saving a Video Project.
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Creating a Slide Show

You can use Movie Maker to create a slide show. As an
example we will use some of the pictures in the Sample
Pictures folder that came with Windows Vista. Below, we
have selected five pictures with a common theme - water.

|
Creek ) Waterfs_. Dock 8. Gromm 5.

» /L3005 1120

__ Humpback Whele L ]
30/ L7005 2136 i

L — ———— - == = e e m—r s

Fig. 8.15 Producing a Slide Show with Movie Maker.

To rearrange the sequence of your creation, drag the
pictures in the sequence you want them to appear in your
slide show onto the Workspace area.

You can import an audio file that plays while the slide
show is actually displaying, and also include ‘transitions’
between pictures so that you do not have abrupt changes
from one picture to the other. To do this, switch to
Timeline view and use the various Edit options in the
Tasks pane by dragging them on the area between the
pictures. Also try using the 3D Ripple effect - it would
simulate a swimming turtle! We leave it to you to
experiment - you will enjoy the result!
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Sending a Movie as an E-mail Attachment

Some digital cameras have the facility of recording short
video clips of 15-30 seconds duration in audio video
interleaved (.avi) format - it interleaves waveform audio
and digital video. These are fun to watch on your
computer, but rather large (2.5-4.5 MB) in size to send as
an attachment to friends or relatives. Such files cannot be
shrunk in the way scanned or digital camera pictures can,
but there is a way of dealing with the problem.

To shrink such an audio video file, start Windows
Movie Maker and import the Bear video. The program is
loaded and displays on your screen. Next, drag it to the
Workspace area, as shown in Fig. 8.16.

W o e

From deptat vwdeo comens

Audso 0r M

Teses and cradas

l Pecondable CO |

Drgtal vaduo comvern

Fig. 8.16 The Movie Maker Screen.

To see the size of the imported video (it is 3.86 MB)
right-click its entry in the Contents pane to display
Fig. 8.17 shown on the next page.
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Property Value —~
Duration
D Duration 00:00:12.65
[ start Time 00:00:00.00
[ Stop Time 00:00:12.65
Source File :
_YFile Type Video with audio
) Location C:\Users\Pubiic\Videos\Sample Videos...
D) Total Bitrate 1991 kbps [
[ size 3.86 MB
Yidec
D width 20
[ Height 480
[ Bit Rate 1895 kbps -

iy Comt]) o

Fig. 8.17 The Properties Screen of the Import Video.

Finally, use the File, Save Project As menu command to
display the Save Project As dialogue box and give your
creation a name - we called it Bear Movie.

Next, navigate to where you saved your project (in our
case this was in the Videos folder), and place the mouse
pointer on the file to see its size on the displayed pop-up,
as shown in Fig. 8.18 on the next page.
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Neme . |Daemodfied  Type

|LleuMo\ne.MSWME

@ Sample Videos

Type Windows Movie Maker Progect
Size: 190 KB

| Date modified: 06.03/2007 17:18

I
I
i
i
!
i

Fig. 8.18 The Smaller Size Bear Movie.

Note the difference in size; the original was 3.86 MB,
while this one is only 19 KB! You can now send this file
as a normal attachment to an e-mail, without making
enemies of your friends! It is important that you save this
file as we have indicated on the previous page, and not
publishing it by using Movie Maker’'s other menu
commands, as these will use the original file size and
unless your friend is on Broadband you'll get into trouble!
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Accessibility and Mobility

In this chapter we will examine how you can adjust your
PC's settings for visicn, hearing and mobility. We begin
by using the Start, Control Panel menu command which
displays the screen in Fig. 9.1 below.

Above we show the Control Panel screen in Classic
View, which was achieved by clicking the Classic View
option at the top-left panel of the Category View screen.

165




9 Accessibility and Mobility

@_ In either Control Panel view, to start the Easy
Access Center, click the icon shown here. In
g Classic View, this displays the screen below.

< v Cotol Pamel v Ence of Access Center w | vyl Seanch B

Make your computer easier to use

Quick access o common tools
You can use the tools 1 this secton to help you get stated.

Windows con resd and 1cen this st sutonubically. Press the SPACERAR to select the
Noghightad tool,
lawmhmm 7 Adways scon s sectior

@] Start Magruhier W Statllarator
& StartOn-Screen bk eyboard P | Setup High Conast

¢ Nt to stant? Get 10 m ke your Computer esuer 1o Ute

Explore all settings
When you select these settings, they will sutomabcally stag sech tre you log on

~ Use the computer without s desplay
Opberaze for bndness
Make the computer easer to see
Optrure viausl dupley
Use the computer without » mcuse o« keyboard
Set up sesnative mput devices

J Make the moute esses to use
Adyust settings for the mouse or other pombng -evices

Make the keyboard sesier to wee

Adyust setdings for the beybosrd

Use text or visus! anternatries for sounds

Sat up sitermnstrves for sounds.

-3

Make #t ensier to focus on tasks
e ————— )

Fig. 9.2 The Easy Access Center Opzions Screen.

Windows Vista gives you the opportunity to make your
PC more accessible to individuals who have difficulty
typing or using a mouse, have slightly impaired vision, or
are hard of hearing.

If the Narrator annoys you, click the box pointed to in
Fig. 9.2 1o remove the tick mark from it. While you are
doing this, you might as well remove the tick mark from
the adjacent box, ‘Always scan this section’, to stop the
mouse focus from rotating between the four Start entries.
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9

The Microsoft Magnifier

To start the Microsoft Magnifier, click the Start Magnifier
words (not its icon) situated near the middle part of the
screen, shown in Fig. 9.2.

) | start Magnifier W StartMarrator i

" Start On-Screen k 2yboard
i -

o + Conuol Panel » Fese of Acowss Comi

Make yout COmpter easier 10 use

Quick acces wxommon wok
You com we T tuwh » the seciion 0 halp you 8 steted

Pross the SPACERAR o salact the

Taghlightnd ot
{7 Atways vami e sachen siowd [ Abwoys scan thas secon

Blommm] %

® sw OrSreenTesbond P setiotigh Coneast

D Mot re winre 9 Mart? Gat racomenendatons i mabe 7O SOM-ALe 000 LY st
Explore al setines
Whan you select "y ey

Yy VT o sy
Optwnum fervbrinen

Make the COompuLe sotr 1o bot
Optrnam vame dupley

Ure thescom ntwr withonst 8 mowte o raybosrd
Sal up derndive gt devem

I L i s R "
Fig. 9.3 The Magnifier Screen.

The displayed Magnifier screen is shown in Fig. 9.3
above. Note that wherever we place the mouse pointer
on the actual (lower) screen, that part of the screen is
magnified in a windew at the top of the screen. The
magnifying window can be made bigger by clicking on it,
then moving the pointer to the lower edge of the window
until the mouse pointer changes to a double-headed
arrow and drag the edge down to make the window
bigger. In some computers the shape of this arrow might
be different - in ours it displays as a four-headed arrow!
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Clicking the Magnifier icon on the
Taskbar, shown here, opens the
Magnifier dialogue box shown in Fig. 9.4.

From here you can set the Scale
factor from 1 (low) to 16 (high),
select other Presentation
options, such as the docking

Option

@ Migemae on Startup position of the Magnifier
o window, and set Tracking
Scalefactor [ 2, w options.

5;:::.:“ Selecting Minimize on
Deckpooon: Ty + | Startup under Option,

minimises the Magnifier on the

e o Taskbar next time you start the
J Follow mouse cursor . . q
7 Follow keyboard focus application. To now exit
D) Follaw gest editing Magnifier, click its entry on the
“we |[wa ] | Taskbar, remove the minimise
. tick from the option, and click
the Close EESR button. The

e Magnifier facility is removed
Flg. 9.4 The Magmﬁer from your screen.
Dialogue Box.

The On-Screen Keyboard

To activate the On-Screen Keyboard, click the Start
On-Screen Keyboard words (not its icon) situated just
below the Start Magnifier entry near the middle part of
the screen shown in Fig. 9.2.

This displays the screen shown in Fig. 9.5 on the next
page. The virtual keyboard allows users with mobility
impairments to type data using a pointing device or
joystick. The result is exactly as if you were using the
actual keyboard.
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e, .
flde Keyboard Settings Help
e1c F\zg" F5| -6l F7|F8 FOIFIMFI1|F1 28 pscieik | bek
E 1j2j3jJajsjej7jejsjo - bkep | ine | hm nik | /
tab lqlwlelejtlyvyjuwjijofp|l )| 8 fdel 789
fock falsfalefalniyix]l ) alsis]”
whit Izlllclvlhlnlll,l / shit 11213
al 18] a o fel il o o=t
Fig. 9.5 The On-Screen Virtual Keyboard.
The On-Screen Keyboard has three typing modes you
can use to type data. These are:

* Clicking mode - you click the on-screen keys to
type text.

e Hovering mode - you use a mouse or joystick to
point to a key for a predefined period of time, and
the selected character is typed automatically.

* Scanning mode - the On-Screen Keyboard
continually scans the keyboard and highlights
areas where you can type keyboard characters by
pressing a hot key or using a switch-input device.

[Setings | el — ] The three typing modes are selected
Y A oniop by choosing the Settings Typing
se Chek Saund Mode menu command, as shown in

Trpmg Mode Fig. 9.6. This opens the Typing Mode

fort - dialogue box shown in Fig. 9.7 in

Fig. 9.6 The On-  which you click the option you prefer

Sg“’&?: ze&?am and, if appropriate, the time interval

° g o before the command is
T actioned.

& Hover to selact

@ Joyshck or key to select

T L Fig. 9.7 The Typing Mode of

o ) (oo the On-Screen Keyboard.
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Also, note that you can select from the Settings menu to
have the virtual keyboard appear Always on Top of all
other windows displayed on your screen, and also select
to Use Click Sound which is particularly useful if you are
using the Hover to select option of Typing Mode.

There are several types of [Vt sy Wy |
On-Screen Keyboards which are [e thancedkeybond -
chosen from the Keyboard menu Standietiilezond l
(Fig. 9.8). These are: S et Ly I

ock Layout

* The Enhanced Keyboard |, “u: ’

that includes the numeric W2keys !
keypad. 106 keys

 The Standard Keyboard Fig. 9§emeoz<%board
that d_oes not include the On-Screen Keyboard.
numeric keypad.

You can also display the keyboard with the keys in the
Regular Layout, or in a Block Layout (arranged in
rectangular blocks). Block Layout is especially useful in
scanning mode. Finally, you can select to display the US
standard keyboard (101 keys), the universal keyboard
(102 keys), or a keyboard with additional Japanese
language characters (106 keys).

The Keyboard Options

Clicking the Make the keyboard easier to use link in
Fig. 9.2, displays the screen shown in Fig. 9.9 on the
next page. From here you can tick the Turn on Sticky
Keys option, then click the Set Up Sticky Keys link to
display an additional dialogue box (Fig. 9.10) which
allows the user to press a modifier key, such as the Shift
key 5 times, to activate the Sticky Keys option. This
allows a user to press the keys Ctrl, Alt, and Shift, one
at a time. This is useful to people who have difficulty
pressing two or more keys at a time.
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Set up Mouse Keys
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Turm on Sticky Keys
Press keyboard shortcuts (much as CTRLe ALT« DEL) one key at s time.

Set ur: Stcky Keys

Tum on Toggle Key:
Hear 8 tone when you press CAPS LOCK, NUtA LOCK, or SCROLL LOCK.
P Tum on Toggle Keyt by hakding dewn the NUM LOCK key for $ seconds
Tum on Fiter Xeys |
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Set up Fier Keys *
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| Underiine keyboard shomcuts sud access keys

See sho
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| Gamesl

Fig. 9.8 Tuming on Sticky Keys.

o Comtrel Panel o Esse of Access Jantar o Setup Sticky Keys

Set up Stidcy Keys
Turn on Stcky Keys
Prest keyboard shortruts (such #x CTRL+ ALT« DEL} one koey 3t 8 bme.
Keyboard shortrut
) Turn on Sticky Keys when SHIFT is preved five tmer
When uung keyboard short:uts to tum Ease of Access settings o
§: Orsplay 2 warning mesvae when tumng o settng on
B Make 5 sound whven turring 3 setbng on or off
Options
T Lack maddies keys when presved awice in & row

# Turn oft Stxcky Keys when twe keys sre pressed ot once

Noticatons
W Piay 5 s0und when keys are presiad

P Dnplay the Sicky Keys ican an the tank ber

CSew | camcd | s g

Fig. 9.10 Setting Up Sticky Keys.
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Activating the Turn on Filter Keys option (Fig. 9.9),
instructs the keyboard to ignore brief or repeated
keystrokes. The keyboard repeat rate can also be
adjusted.

Activating the Turn on Toggle Keys option (Fig. 9.9),
instructs your PC to play a high-pitched sound when the
Caps Lock, Scroll Lock, or Num Lock keys are on and
low-pitched sound when they are off.

The Settings buttons against each of the above
options allow for fine tuning of these preferences.

Alternatives for Sounds

Clicking the Text or Visual Alternatives for Sounds link
in Fig. 9.2 displays the screen in Fig. 9.11 below, in
which you can instruct your PC to flash part of its screen
every time the system’s built-in speaker plays a sound. In
addition, you can choose which part of the screen you
want to flash.

ai-).'e- Ui Lot o vivual alternatress fou sounds e [ 9 1 Searen e )

Fraplie sl e R N M e we S s 3 uecos e N S—

i Use text or visual siternatives for sounds <l
Whan you selact these sattings. ey will sutomatscally shet asch tme you log on. |
Use wsnel cues matand of sounds

7 Tum en visust notafications for sounds (Sound Sentry)
{
Choowe visusl meming |
None |
| @ Flash active caption ber b |
| Flach actrve window
| Fosh desitop
7 Tum on text coptions for spokan disiog (whan svailable)
|

See sho
Audic Dences and Sound Themes

|
|

oo e ] e ]
! < SRR et o S e

Fig. 9.11 Altematives for Sounds Screen.
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The Display Options

Activating the Set up High Contrast option, see Fig. 9.2,
displays the screen shown in Fig. 9.12 below. On this
screen you can instruct programs to change their colour-
specific schemes to High Contrast scheme specified by
you. Fonts are also changed whenever possible to
improve legibility.

You can also change the rate at which the insertion
point blinks and its width by dragging the two sliders
appropriately.

= Ease of Access Conter » Make the comput-r e to e » | +y |l Sramch B

Make the computer easier to see |
When you select these settings, they will susom stically start each tme you log on.
Hagh Contrast
Choose » Hagh Contrast color scheme
1) Turn on er oM Hagh Centrast when iaft ALT « left SHEFT « PRINT SCREEN is pressed
When uning keyboard shortcuts ta tum Ease of Access settmgs on:
7] Displey » werning message when tuming o satting on
W Maice & 10und when turning ¢ satting on or off

Haeor taxt and descnpheons read sloud
7 Yurn on Nasvator
Marvator saads alowd srry tast on the scruen. You wil need speskers.
3 Tum on Audeo Description
Heer dascnptions of what's happaneng in vadeos (whan avadsble).
Make things on the screan losgar =
@ Change the sae of tor and icons
3 Turn on Magnéfier
Mogndier 300ems i srywhare on the scseen. and makes evarything in thet sres lerger. You can move
Magnioss sround, lock £ in one place, of resive &
Meke things on the screen essier to 1ee
Adyust the color and trarsparency of the window bocders
Fune tune display effects
7] Make the tocus rectanghe thict

Sot the thicknes of the binking cursor. [ 3] Prevew [T &

3 Tum off o unnecessary snimatsons (wien possble)

PR AT AT, SaeT T ColCama) wn]
Fig. 9.12 The Display Options Screen.

o -
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The Mouse Options

Activating the Make the mouse easier to use link in
Fig. 9.2, displays the screen in Fig. 9.13 below.

w Ease of Access Conter » Mabe the mouse eusier te use w | oy W Sezen P

Make the mouse easier 10 use
When you select these settinge, they will automatically start ssch bme you log on

Mouse pomters

Change the color and sae of mouse pownters.

o BRI GfemeRatk s
RN | Eatlall 31 O s
omt-w %I e:;w kI o:-_-nmv

Control the mouse with the keyboard
i Tum on Mouse Keys
Use the numenc keypad to move the mouse around the screen.
Set up Mouse heys h
Make # essser to swatch between wandows.
) Activate » window by hovermg over t with the moute
See abso
Mouse setbngs.

247 abovt adcibeongl piistive technologies cohne

Fig. 9.13 The Mouse Options Screen.

On this screen you can change the colour and size of the
mouse pointer, and control the mouse pointer's
movements with the keys on the numeric keypad.

Clicking the Set up Mouse Keys link, displays an
additional screen in which you can control, amongst other
things, the speed at which the mouse pointer is moving,
and the shortcut key combination you need to use to
activate and deactivate the numeric keypad.
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Power Plans and Mobility

The Windows Power Plans cater for three main power
designs that can help you save energy, maximise system
performance, or achieve a balance between the two. Not
only can you change the default power plans supplied
with Vista, but you can also build your own to suit your
specific needs.

The default power plans should meet most user's
needs, but if you need to build your own, then you can
use one of the default power plans as a starting point.

To see the default power plans, use the Start, Control

‘ Panel command, and in the displayed Classic
\; View screen (see Fig. 9.2), double-click the
et Power Plan icon shown here. This opens the
e screen shown in Fig. 9.14.

» Control Panel + Power Opbons. w oy W Gk B
L

Select a power plan
Powes plam can halp you MEsIIe YOur Compuier’s m-u(mwuﬁ ﬂnmb’
-d-mng(-:ﬁu- plan and custornee ¢ by changing ity power settings. 1= g

Plans shown on the bettary meter
# Balenced Bettary W 000
Chenge plan yettangs. Pwtormance 000
© Powar sover Battary e 0ov00e b
Change plan setngs Pudorrnens *¢
£ Hugh pasformen:e Bottary e 00
Change plan settnge Pulormance 080008

Fig. 9.14 The Power Options Screen.

The three default Power Plans provided by Windows are
as follows:

Balanced: Giving good performance when it is
needed, but saving power during periods of inactivity.

Power saver: Giving reduced performance, but
decreasing dramatically power consumption. This plan
is helpful to mobile users.
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High performance: Giving maximum performance,
but using far more power, making it rather unhelpful to
mobile users.

All of these plans can be adapted by clicking on the
appropriate Change plan settings link.

You can also change between the ———
default plans because there is easy
access to them directly from the Vista o ‘
System tray, as shown here. You will e

Hagh performance

' Fult; charged 100%)

have to click the System tray icon,
pointed to on the screen of Fig. 9.15, to
see what is displayed here. Hovering
over the icon with the mouse pointer

Fig. 9.15 The
only tells you of the current power plan Power Plan
selection. Screen.

The Mobility Center
To display the Mobility Center, either click the last link in

i* Fig. 9.15 above, or double-click the Control
wnios Pa@nel icon shown here. Either of these actions
Mobiey displays a screen similar to the one shown in
Fig. 9.16 below.

ez

Fully charged ‘ d Ho display
(103} Connected ! connected
Balanced Tum wireless off | " Connect display

External Display

partnersups P tiotpresenting
1

[ Smcommngs ][ Tumen

Syn< Center Presentation Settings

Fig. 9.16 The Mobility Center Screen of our Notebook.
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The Mobility Center is a new application designed
entirely for mobile PC users. It gives you instant access
to all the Wireless, Power, Synchronisation and
Volume settings, allowing you to change these at will
and on the fly.

What you might notice in Fig. 9.16, is that two tiles
(application elements) are missing from the Mobility
Center. One is the Display Brightness, the other the
Screen Orientation.

The Screen Orientation is relevant to Tablet PC
users only, while the Display Brightness can be of
relevance to Notebook users operating under certain
conditions. For example, they might like to decrease
display brightness so as to increase battery power.

If any of the tiles are missing from your Mobility
Center, Microsoft suggests that it might be because of
missing hardware or their drivers and suggest to contact
the manufacturer of your mobile PC. This might be easier
said than done. From our experience, all we can say
regarding the availability of Windows Vista compatible
hardware drivers is, ‘be patient’. it might happen one day!
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Looking After your PC

Windows Vista comes equipped with a full range of
utilities so that you can easily maintain your PC’s health.
You can access all these tools by using the Start, All
Programs, Accessories, and selecting System Tools.
This opens the menu options shown in Fig. 10.1 below.

& System Tools

M Backup Status and Configuration

& Character Map

B Computer

Control Panel

&%, Disk Cleanup

I Disk Defragmenter

8 Intemet Explorer (No Add-ons)
8 System Information

Q System Restore

e Task Scheduler

@@ Windows Easy Transfer

Fig. 10.1 The System Tools
Menu.

Of all the available tools,
the System Information is
the easiest to examine - it
displays a number of options
such as Operating System,
System Summary, Hardware
Resources, etc. However, as
each one of these is bound
to be different for different
PCs, we leave it to you to
examine the information for
your system.

Problem Prevention

Windows Vista provides a threefold protection against
System corruption. These are:

* System File Protection

¢ Automatic Update

» System Restore
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These will be discussed shortly, so now all you have to
look after is your data which can easily be copied to a CD
as discussed earlier in the book. After all, hard discs can
‘crash’ and your PC could be stolen, or lost in a fire, or
flood. Any of these events would cause a serious data
loss, unless you had a copy of it all, and stored it safely.

System File Protection

Windows applications sometimes can, and do, overwrite
important System files which, in the past, could render
your system unusable. Windows Vista protects such
System files by automatically restoring them to their
original version, if any changes have been attempted by
an application program.

Automatic Update

Windows Vista can

fieesinres update automatically any
© Windows Mectmg Spac R
B e i iy System files, if these
1 Windews Photo Galiery 0

g oveibebmin, become available, from
Sk Microsoft's Web site. All
st kit o you have to do is click
et Start, All Programs, and
res and Upgrades "

e select the Windows
Hewlewt-Pachard

Update menu option, as
shown here in Fig. 10.2.

H

HP Pavihon Webcam

Iosc Software

LightScribe Duect Drc Labelng

Lo i After connecting to the
M Internet, your browser will
Macroseft Obfic

» Newaang be connected to

Microsoft's Web site, as
shown in Fig. 10.3 on the
next page.

Fig. 10.2 The Windows

Update Menu Option.
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No new importent updates sre svasisble for yous compubes.

Q There are Windows Uit Extras available for download
Entre Avallsble: 3 View avedebie Edre
Hoid Em Pokas Game, BaLocker and EFS enhancaments, Windows...

Most recer check for updates  Today ot 0843
Updates were watalled: Yesterday ot 17:23. \rew update ustory

You have Windows et to: Astomatcally mvstall new updates every dey ot 1340
(recommended)
You recewve upsistes For Windows snd other products from Mecrosalt Update

Fig. 10.3 Checking for Updates.

Next, click the Check for updates link on the left panel
to get a list of updates for your system. The Update
program returns information of all the available updates
which you can see by clicking the View available
updates link at the top right corner of the screen. There
is no point downloading updates that have no relevance
to you. For example, almost all of the Optional updates
returned here are to co with foreign languages.

Finally, click the Change settings link (second on the
list of links on the left panel) and change the setting to
Download updates but let me choose whether to
install them link. You really need to know what is being
installed on your hard disc!

“ ® = + Control Panel + Window: Updste » Change settings

Choose how Windows can isstall updates

When yous computes & onbne, Windows tan sutomaetically check for important updstes and stall them y
using these settings. When new updates are svaseble, you ¢an akko install them before shutbing down the l
ompater

Underandmng Windows auvtcmat updeang L

a € Install updutes autamati ally (rexommended)
Istall new updastes:
Eoen day a 30 -

memnnn:m-mu-mm

TOm [ coet ]
Fig. 10.4 Changing Settings to Microsoft's Update Program.
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System Restore

If things go really wrong, System Restore can be used to
return your PC to the last date it was working perfectly.
Every time you start to install a new program, Windows
Vista takes a snapshot of your system prior to starting the
new installation. Alternatively, you can force Windows to
take a snapshot at any time you choose.

To examine the utility, use the Start, All Programs,
Accessories, System Tools and click
L syemRestore. entry, shown here, which displays

the screen in Fig. 10.5.

Restore system files and settings

System Restore can help fix problems that mght be making your
computer run slowdy or stop responding.

System Restore does not affect any of your documents, pichises, or
other personal data, and the process is reversible. How does Svstens

Restore work?

To create a restore pont, open System Protection

{cooor [ Met> ] [ conce |

Loe MR

Fig. 10.5 The Welcome to System Restore Screen.

As you can see, from this screen you can select to
Restore your computer to an earlier time by clicking
Next, or create a Restore point by clicking the open
System Protection link.

To demonstrate further what happens, we chose to
restore our computer to an earlier time by clicking the
Next button. This displays a further screen, as shown in
Fig. 10.6 on the next page.
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Choose a restore point b
System Restore wil not change or delete any of your documents and the process s reversiile.

Cick the restore pont that you want © use and then dick Next. How o | choose a restore pont?

Cusrent time zone: GMT Standard Time

Date and Time Description &
Uindo: Restore Operaton n
10/03/2007 17:22:51 Instalk Windows Update 'l
10/03/2007 17:06:53 Undo: Restore Operation |
10/03/2007 13:09:52 Instalk Device Drives Package Install: Hewlett-Packard -

stk S | (oo Goge

o =

Fig. 10.6 Available System Restore Points.

Selecting a System Restore point and clicking Next,
starts the Restore process. Once started you must not
stop your computer for any reason whatsoever, otherwise
you are running the risk of not being able to start
Windows. Just follow the instruction on screen.

If you select to
create a Manual
Restore point, click

Computer Name | Herdware | Advanced  Svtem Prosecion | flemate |
‘ You can use msior ponts % undo ureanted system changes o

oach dik space % ared) the open System
You can siso use resions ports 1o o previous versons of fies . .
called shedow copes. How do | se preous emont? Protection link

(see Fig. 10.5 on

|
|
i
! Sywtem Restore helps you resiore yous computers
i
|
1

syshom fias to an easder poirt I e Gi—'_i .

O previous page), to
s rescrs port ascmamcalyon 1 slected ks _ display the screen
S e shown in Fig. 10.7
(@ & Local Dk (€ ) (Sysem) 100372007 18 22 4% .
D L.0ATAD) e and click the

Create button.

You can creste a metors portl aght now for the: TSR |
Aaks selectod above | C'-;__Q,I

I == Fig. 10.7 A Manual
Restore Point.
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The Windows Security Center

Y To examine the options available in the Windows
O. Security Center, click Start, Control Panel,
%= then double-click the icon, shown here, to display

Securtty essentials
To heip protect your computer, make sure the four sacunty essentials below are marked I
On or OK.

Useng Wendows Secuty Center |

—

i'h-;m e g

Automatic updating One w

Malware protection One «

Other security settings e -
N

Fig. 10.8 The Windows Security Center.

It is a good idea to switch ‘On’ the listed items on this
screen. The Firewall is a software security system that
sits between a network and the outside world and is used
to set restrictions on what information is communicated
from your home or small office network to and from the
Internet. It protects you from uninvited outside access.

Switching on the Automatic updating option is vital,
but make sure you change the setting to Download
updates but let me choose whether to install them
(see page 181).

Malware (malicious software) protection checks your
computer to see if you are using up-to-date antispyware
and antivirus software. If your antivirus or antispyware
software is turned off or out of date, Security Center will
display a notification and put a Security Center @ icon in
the notification area.
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Disk Cleanup

You can run Disk Cleanup to help you free up space on
your hard drive. To start the program, use the Start, All
Programs, Accessories, System
Tools command and click the Disk
Cleanup entry.

The first thing that Disk Cleanup does after activation, is
to ask you to select which files to clean up, as shown in
Fig. 10.9, then asks you which drive you want to clean

——— sws UP. It then scans the
1 33, Choose which fies s cean 1 specified drive, and then
| lists temporary files,
Internet cache files, and
| other program files that
: ‘ ‘&“ you can safely delete, as
Fig. 10.9 Selecting a Drive. shown in Fig. 10.10 below.
BUT stop at this ponnt

2, Disk Cleanup

+ My fles oty 8

W Files from all users on this computer

w You can use Dk Ceanup 1o froe up to 2 13 GB of disk
space on [C)

¢ %5 Ofice Sehp Fles Obytes

v uRez.yd-an 725M8 . | |
Total amount of deic space you gain 213G8
Descriphon

Dowrioaded Program Fles are AdtiveX cortrols and Jdava appiets
mwmmummmmm
pages They are rly stored i the Downloaded Program

Flas folder on your hard dwk

How doeg Dk Jesrup work?

Fig. 10.10 Files Found by Cleanup.
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As you can see, we could free quite a bit of disc space by
deleting all Temporary Internet Files, and even more by
deleting the Hibernation File Cleaner. Do not proceed
with the latter delete until you read the small print in
Fig. 10.11, which is displayed after highlighting the
Hibernation File Cleaner entry.

You can use Drsk Cleanup to free up to 2.05 GB of disx
spaceon (C)

Fies 10 delete

@) (@ Downloaded Program Fies Obytes »
@nhuwwhmaa 980 KB .

.r L,_,omoes.msm Dbytes

v ﬂReo/de&'l Obytes .

Total amourt of disk space you gain 205GB
Descrption

The hibemnation file cortains information about the state of your
computer as & enters hibemation. I you do not use the hibemation
power setting, you can remove this file to free up disk space.
Remowing this file will disable hibemation. ¥ you use hibemation
on this computer, do not remove this file. To adjust power settings
orto enabie hibemabon, click Power Options

Fig. 10.11 Effect of Deleting the Hibernation File
Cleaner.

We strongly suggest you remove the check mark from
the Hibernation File Cleaner before continuing, because
you will lose your ability to Hibernate your PC and
getting it back is a bit complicated.

Finally, repeat this procedure for both file selection
options listed in Fig. 10.9 but DO NOT delete the
Hibernation File Cleaner, unless you want to.
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Defragmenting your Hard Discs

The Disk Defragmenter optimises a hard disc by
rearranging the data on it to eliminate unused spaces,
which speeds up access to the disc by Windows
operations. You don't need to exit a running application
before starting Disk Defragmenter.

To start the program use the Start, All Programs,
Accessories, System Tools and
select the Disk Defragmenter entry.
Next, choose which drive you want to defragment and
click the Defragment Now button to display a screen
similar to that in Fig. 10.12.

i Disk Defragmentes

fragmented (les on your computer's hard desk to improve system
. How does Disk Def-pgmenter helg?

[#1 Run on 2 schedule (recommended)
Run a1 18:00 on day 12 of every month, starting 12/03/2007 Moddy schatde..
Last run: 12/03/2007 1029 === N
Next scheduted run: 12/03/2007 18:00

€) Defragmenting hard disks_ A T TR A
This may take from 2 few munutes to a few hours LM

Fig. 10.12 Defragmentation in Progress.

You can defragment a drive in the background while
working by minimising the utility onto the Taskbar. In
Windows Vista you cannot waste your time by watching a
graphical representation of the operation on screen,
unless you like watching a small circle going around and
around for a few hours! In fact, you get no messages at
all from the defragmenter, not even when it finishes the
process, except for the focus on the default button
changing from Cancel defragmentation to @.
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Backing up your Data

Hard discs can ‘crash’ (though not as often these days as
they used to) or your PC could be stolen, or lost in a fire
or flood. Any of these events would cause a serious data
loss, unless you had backed up all your data on a regular
basis, and stored it somewhere safely, preferably away
from the vicinity of your PC.

Although Microsoft includes with Windows Vista
Business and Ultimate editions a Backup program, we
will not discuss it here but will suggest an alternative
procedure. After all, users of Windows Vista Home
Edition (both Basic and Premium) have just as important
data that needs to be backed up!

Making a Back-up

The destination for the back-up could be an external hard
disc, a zip drive, or a CD/DVD recorder. In the latter
case, you will need a rewritable compact disc (CD-RW)
or a rewritable DVD (DVD-RW). Since these days most
users have a computer with a CD rewriter, we will use
this as the back-up destination in our example, although
you can apply the procedure to any of the other media
mentioned above.

To start the back-up process, insert a blank rewritable
CD or DVD in the CD/DVD recorder (or whatever other
media you have chosen for your back-up into an
appropriate drive or USB port), then do the following:

* Use the Start, Computer menu option to locate
and select the files or folders you want to back up.
These are most likely to be found in the
Documents, Pictures, Music, and Games folders
of a user.
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Whether you select to back-up the entire folders
mentioned here, will depend on the capacity of
your backing up media.

If the contents of your major folders are larger in
size than your backing-up media, then decide
which sub-folders or files you wanrt to back up.

While selecting such sub-folders or files, keep the
Ctrl key depressed, if they are not contiguous on
the displayed list. In our example in Fig. 10.13
below, we chose to back up the five highlighted
folders on our D: drive.

4. My Denars 4 My PSPR Files

My Wb Ste | Outlook Dets 4
PDFs b Photos
Quacias Duta X Tax Accounts.
Scan Documents b Scrpts

) Tax Accouts L Tax Retums >
Videor 4 Weard Docs

i1 Genalraegno T3 Outlook pet

| 73 Outiook beckup.pat

Fig. 10.13 Selecting Folder to Bacx Up.

Next, and while these sub-folders or files are
selected and the Ctrl key is still depressed, right-
click near your selection, and on the displayed
menu choose the Properties option. We do this in
order to find out the size of the selected items, as
shown in Fig. 10.14 on the next page.
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G My Drivers, — Properties .
| General | Customze |
j 404 Flles, 76 Folders
Type: Al of type File Folder
Location: AnD:\
Size: 143 MB (150,077,311 bytes)

Size on disk: 143 MB (150,843,392 bytes)

Atrbutes  $ERead-only
Ftsdden

Ao, |

) (o ) oo )|

Fig. 10.14 The Size of Selected Items.

As you can see, the selected folders require 143 MB of
disc space and, naturally, will fit on either a 650 MB CD
or a 4.7 GB DVD. Therefore, it might be a good idea if
you increase your selection.

You could also compress each folder in turn by right-
clicking it, and choosing the Send To, Compressed
(zipped) Folder option from the drop-down menu. in that
case, you might find that you can fit an even larger
number of zipped folders on one CD. Whether you
choose to compress these folders or not, before making
the back-up, is a matter of personal choice.

For this example, we will first proceed with our
selection, then we are going to back up the five folders
onto one CD-RW, but if you do have a DVD rewriter, then
you can select a much larger number of folders to back
up.
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To continue with the back-up process, do the following:

¢ Select the folders that will fit on one CD or DVD (or
your chosen back-up media).

* Wihile still holding the Ctrl key depressed, right-
click near your selection and choose the Send To
option, then click the back-up destination drive -
drive E: in our case, as shown in Fig. 10.15.

reos . [ —

Fig. 10.15 Sending Selected Items to Back-up Media.

If this is the first time you are using a CD or DVD disc, it
will be formatted before the copying process begins. The
selected folders are then copied to memory, before they
are written to disc. For our selection of folders it took
about twenty minutes to complete the back-up process.

In reality we tend to use an external portable (pocket
size) USB disc drive for backing up complete data
folders. In fact we prefer to hold all our data on a
partitioned D: drive, so backing up is extremely easy and
quick to carry out - we simply copy everything on the D:
drive to the external hard drive - §.1 GB in seven
minutes!
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Retrieving Back-up Files

Once the writing process is finished, examine the
contents of your back-up media. You should find a
complete duplicate of all the selected files and folders as
shown in Fig. 10.16 below.

-'_—1,

. \

Favorite Links Nome Sae Type , Dute modified
FuaCmuﬂyon&eDuﬁ)  —

F Documents

o e ) e

File Folder Fue Folder

B Music
~
§ Recently Changed | N Tax Accounts AccessDbs
[ Searches | l | File Foldes File Foides
Public I "
s &
Fiie Foider

Fig. 10.16 The Back-up List of items.

To restore data from the back-up media, copy it back to
the place it first came from. In our example this is the D:
drive.

Adding Files and Folders to a Back-up

To add files and folders to a back-up, select the required
files or folder and send it to the back-up drive. This will
only succeed provided the addition of these files or folder
to the existing back-up does not cause it to exceed the
capacity of the media.

In Fig. 10.17, we show the contents of our CD disc,
after adding to it three more folders, namely,
ExcelWorkBooks, My Web Site, and PDFs from our D:
drive, a total of 28.6 MB which took less than four
minutes to copy.

192




Looking After your PC

10

- T
Bl J t* <« OORWOe @) Mar 320070 - (b fsearan P

Frie Folder
2
Tax Accounss AccessDbs
[L Fite Foider lJ Fre Fcider
J Public ™ A
5 File Folder l-‘ Fue Folder

b b ExcelWorkBooks iu My Web Site
i

File Folder

Fig. 10.17 The New Back-up List of items.

We hope we have convinced you how easy it is and how
necessary to make regular back-ups of your important
data. Believe us, there is nothing more devastating than
losing all your letters, pictures, videos, and all the other
items you treasure so much for the sake of spending half
an hour or so every week. Good luck!
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Access control

Active

ActiveX

Address

Administrator

Application

A  security mechanism that
determines which operations a user
is authorised to perform on a PC, a
file, a printer, etc.

Describes the folder, window or icon
that you are currently using or that
is currently selected.

A set of technolcgies that enables
software components to interact
with one another in a networked
environment, regardless of the
language in which the components
were created.

A unique number or name that
identifies a specific computer or
user on a network.

The person responsible for setting
up and managing local computers,
their user and group accounts, and
assigning passwords and
permissions.

Software (program) designed to
carry out a certain activity, such as
word processing, or data
management.
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Association

Attachment

AVI

Background

Backup

Bandwidth

Baud rate
Bit

Bookmark

Boot up

An identification of a filename
extension to a program. This lets
Windows open the program when
its files are selected.

A file that is added to an e-mail
message for transmission.

Audio  Video Interleaved. A
Windows multimedia file format for
sound and moving pictures.

The screen background image used
on a graphical user interface such
as Windows.

To make a back-up copy of a file or
a disc for safekeeping.

The range of transmission
frequencies a network can use. The
greater the bandwidth the more
information that can be transferred
over a network.

The speed at which a modem
communicates.

The smallest unit of information
handled by a computer.

A marker inserted at a specific point
in a document. Used as a target for
a hypertext link, or to enable a user
to return for later reference.

To start your computer by switching
it on, which initiates a self test of its
Random Access Memory (RAM),
then loads the necessary system
files.
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Broadband

Browse

Browser

Button

Byte

Cable modem

Cache

CD-R
CD-ROM

CD-RW

Click

A communications systems in which
the medium of transmission (such
as a wire or fibre-optic cable) carries
multiple messages at a time.

A button in some Windows dialogue
boxes that lets you view a list of files
and folders before you make a
selection.

A program, like the Internet
Explorer, that lets you view Web
pages.

A graphic element or icon in a
dialogue box or toolbar that
performs a specified function.

A unit of data that holds a singie
character, such as a letter, or a
digit.

A device that enables a broadbanrd

connection to the Internet by using
cable television infrastructure.

An area of memory, or disc space,
reserved for data, which speeds up
downloading.

Recordable compact disc.

Read Only Memory compact disc.
Data can be read but not written.

Rewritable compact disc. Data can
be copied to the CD on more than
one occasion and can be erased.

To press and release a mouse
button once without moving the
mouse.
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Client

Clipboard

Command

Compressed file

Configuration

Context menu

Cookies

CPU

Default

Defragmentation

A PC that has access to services
over a computer network. The
computer providing the services is a
server.

A temporary storage area of
memory, where text and graphics
are stored with the Windows cut and
copy actions.

An instruction given to a computer
to carry out a particular action.

One that is compacted to save
server space and reduce transfer
times. In Windows the file extension
is .zip.

A general term referring to the way
you have your computer set up.

A menu that opens when you
right-click the mouse button on a
feature.

Files stored on your hard drive by
your Web browser that hold
information for it to use.

The Central Processing Unit; the
main chip that executes all
instructions entered into a
computer.

The command, device or option
automatically chosen.

The process of rewriting parts of a
file to contiguous sectors on a hard
disc to increase the speed of
access.
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Desktop

Device driver

Device name

Dial-up connection

Dialogue box

Digital signature

Disc

Disconnect

Document

The Windows screen working
background, on which you place
icons, folders, etc.

A special file that must be loaded
into memory for Windows to be able
to address a specific procedure or
hardware device.

A logical name used to identify a
device, such as LPT1 or COM1 for
the parallel or serial printer.

The connection to a network via a
device that uses the telephone
network. This includes modems with
a standard phone line, ISDN cards
with high-speed ISDN lines.

A window displayed on the screen
to allow the wuser to enter
information.

A means for originators of a
message, file, or other digitally
encoded information to bind their
identity to the information.

A device on which you can store
programs and data.

To detach a drive, port or computer
from a shared device, or to break an
Internet connection.

A file produced by an application
program. When used in reference
to the Web, a document is any file
containing text, media or hyperlinks
that can be transferred from an
HTTP server to a browser.
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Domain

Domain Name

Double-click

Download

Drag

Drive name

Drop-down list

DSL

DVD

E-mail

A group of devices, servers and
computers on a network.

The name of an Internet site, for
example www.microsoft.com, which
allows you to reference Internet
sites without knowing their true
numerical address.

To quickly press and release a
mouse button twice.

The process of transferring files
between PCs or the Internet and a
PC.

To move an object on the screen by
pressing and holding down the left
mouse button while moving the
mouse.

The letter followed by a colon which
identifies a floppy or hard disc drive.

A menu item that can be clicked to

open extra items that can be

selected.

Digital Subscriber Line - a
broadband connection to the
Internet through existing copper
telephone wires.

Digital Video Disc; a type of optical
disc technology. It looks like a CD
but can store greater amounts of
data.

Electronic Mail - A system that
allows computer users to send and
receive messages electronically.
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Embedded object

Information in a document that is
‘copied’ from its source application.
Selecting the object opens the
creating application from within the
document.

Encrypted password A password that is scrambled.

Engine
Ethernet

Extract a file

File extension

Filename

Filter

Firewall

Folder

Font

Software used by search services.

A very common method of
networking computers in a LAN.

Create an uncompressed copy of
the file in a folder you specify.

The suffix following the period in a
filename. Windows uses this to
identify the source application
program. For example .jpg indicates
a graphic file.

The name given to a file. In
Windows this can be up to 256
characters long.

A set of criteria that is applied to
data to show a subset of the data.

Security measures designed to
protect a networked system, or a
PC, from unauthorised access.

An area used to store a group of
files, usually with a common link.

A graphic design representing a set
of characters, numbers and
symbols.
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Format

Fragmentation

FTP

Function key

Gigabyte

Graphic

Group

Gul

Hard copy
Hard disc

Hardware

The structure of a file that defines
the way it is stored and laid out on
the screen or in print.

The scattering of parts of the same
file over different areas of the disc.

File  Transfer Protocol. The
procedure for connecting to a
remote computer and transferring
files.

One of the series of 10 or 12 keys
marked with the letter F and a
numeral, used for specific
operations.

(GB); 1,024 megabytes. Usually
thought of as one billion bytes.

A picture or illustration, also called
an image. Formats include GIF,
JPEG, BMP, PCX, and TIFF.

A collection of users, computers,
contacts, and other groups.

A Graphic User Interface, such as
Windows Vista, the software front-
end meant to provide an attractive
and easy to use interface.

Output on paper.

A device built into the computer for
holding programs and data.

The equipment that makes up a
computer system, excluding the
programs or software.
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Hibernation

Home page

Host

HTML

HTTP

Hub

Hyperlink

Hypermedia

Hypertext

Image

A state in which your computer
shuts down after saving everything
in memory on your hard disc.

The document displayed when you
first open your Web browser, or the
first document you come to at a
Web site.

Computer connected directly to the
Internet that provides services to
other local and/or remote
computers.

HyperText Markup Language; used
to format documents on the Web.

HyperText Transport Protocol, the
system used to link and transfer
hypertext documents on the Web.

A common connection point for
devices in a network.

A segment of text, or an image, that
refers to another document on the
Web, an intranet or your PC.

Hypertext extended to include linked
multimedia.

A system that aliows documents to
be cross-linked so that the reader
can explore related links, or
documents, by clicking on a
highlighted symbol.

A small graphic image that
represents a function or object.

See graphic.
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Insertion point

Interface
Internet

Intranet

P

|P Address

ISDN

ISP

JPEG /JPG

Kilobyte

LAN

A flashing bar that shows where
typed text will be entered into a
document.

A device that allows you to connect
a computer to its peripherals.

The global system of computer
networks.

A private network inside an
organisation using the same kind of
software as the Internet.

Internet Protocol - The rules that
provide basic Internet functions.

Internet Protocol Address - every
computer on the Internet has a
unique identifying number.

Integrated Services Digital Network,
a telecom standard using digital
transmission technology to support
voice, video and data
communications applications over
regular telephone lines.

Internet Service Provider - A
company that offers access to the
Internet.

Joint Photographic Experts Group, a
popular cross-platform format for
image files. JPEG is best suited for
true colour original images.

(KB); 1024 bytes of information or
storage space.

Local Area Network - High-speed,
network in an office or a building.
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Laptop

LCD
Linked object

Links
Local
Location
Log on
Megabyte
Megahertz

Memory

Menu
Menu bar

MIDI

A portable computer small enough
to sit on your lap.

Liquid Crystal Display.

An object that is inserted into a
document but still exists in the
source file. Changing the original
opbject automatically updates it
within the linked document.

The hypertext connections between
Web pages.

A resource that is located on your
computer, not linked to it over a
network.

An Intermet address.

To gain access to a network, or the
Internet.

(MB); 1024 kilobytes of information
or storage space.

(MHz); Speed of processor in
millions of cycles per second.

Part of computer consisting of
storage elements organised into
addressable locations that can hold
data and instructions.

A list of available options in an
application.

The horizontal bar that lists the
names of menus.

Musical Instrument Digital Interface.
Allows devices to transmit and
receive sound and music.
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MIME

Modem

Monitor

Mouse

Multimedia

Multitasking
Network
Network server
Node

NTFS file system

Online

Multipurpose Internet Mail
Extensions, a messaging standard
that allows Internet users to
exchange e-mail messages

enhanced with graphics, video and
voice.

Short for Modulator-demodulator.
An electronic device that lets
computers communicate
electronically.

The display device connected to
your PC, also called a screen.

A device used to manipulate a
pointer around your display and
activate processes by pressing
buttons.

The use of photographs, music and
sound and movie images in a
presentation.

Performing more than one operation
at the same time.

Two or more computers connected
together to share resources.

Central computer which stores files
for several linked computers.

Any single computer connected to a
network.

An advanced file system that
provides performance, security, and
reliability.

Having access to the Internet.
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Operating system

Page

Parallel port

Partition

Password

PATH

Peripheral
Pixel

Plug-and-play

POP

Port

PostScript

Software that runs a computer.
An HTML document, or Web site.

The input/output connector for a
parallel interface device. Printers
are normally plugged into a parallel
port.

A portion of a physical disc that
functions as though it were a
physically separate disc.

A unique character string used to
gain access to a network, program,
or mailbox.

The location of a file in the directory
{tree.

Any device attached to a PC.

The smallest picture element on
screen that can be independently
assigned colour and intensity.

Hardware which can be plugged
into a PC and be used immediately
without configuration.

Post Office Protocol - a method of
storing and returning e-mail.

The place where information goes
into or out of a computer, such as a
modem.

A page-description language (PDL),
developed by Adobe Systems for
printing on laser printers.
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Print queue
Program

Protocol

Queue

Refresh

Registered file type

Registry

Remote computer

Resource

Right-click

A list of print jobs waiting to be sent
to a printer.

A set of instructions which cause a
computer to perform tasks.

A set of rules or standards that
define how computers communicate
with each other.

A list of e-mail messages waiting to
be sent over the Internet, or files to
a printer.

Random Access Memory; the PC'’s
volatile memory. Data held in it is
lost when power is switched off.

To update displayed information
with current data.

File types that are tracked by the
system registry and are recognised
by the programs you have installed
on your computer.

A database where information about
a PC’s configuration is deposited.
The registry contains information
that Windows continually references
during its operation.

A PC that you can access only via a
communications device, such as a
modem, or a communications line.

A directory, or printer, that can be
shared over a network.

To click the right mouse button
once.
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Robot

ROM

Screen saver

Script

Scroll bar

Search
Search engine

Server

Shared resource

Shareware

A Web agent that visits sites, by
requesting documents from them,
for the purposes of indexing for
search engines. Also known as
Wanderers, Crawlers, or Spiders.

Read Only Memory; a PC’s non-
volatile memory. Data is written into
this memory at manufacture and is
nct affected by power loss.

A moving picture or pattern that
appears on your screen when you
have not used the mouse or
keyboard for a specified period of
time.

A type of program consisting of a
set of instructions to an application
or tool program.

A bar that appears at the right side
or bottom edge of a window.

Submit a query to a search engine.

A program that helps users find
information across the Internet.

A computer system that manages
and delivers information for client
computers.

Any device, program or file that is
available to network users.

Software that is available on public
networks and bulletin boards. Users
are expected to pay a nominal
amount to the software developer.
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Shortcut

Signature file

Site

Sleep

SMTP

Software

Spamming

Spider
Spooler

Subscribe
Surfing

A link to any item accessible on
your PC or on a network, such as a
program, file, folder, or a disc drive.

An ASCII text file, maintained within
e-mail programs, that contains text
for your signature.

A place on the Internet. Every Web
page has a location where it resides
which is called its site.

A state in which your computer
consumes less power when it is
idle, but remains available for
immediate use.

Simple Mail Transfer Protocol - a
protocol dictating how e-mail
messages are exchanged over the
Internet.

The programs and instructions that
control your PC.

Sending the same message to a
large number of mailing lists or
newsgroups. Also to overload a
Web page with excessive keywords
in an attempt to get a better search
ranking.

See robot.

Software which handles the transfer
of information to a store to be used
by a peripheral device.

To become a member of.

The process of looking around the
Internet.
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SVGA

Swap file

System disc

System files

Taskbar

Task Manager

Tasks Pane

Text file
Toggle
Toolbar

Uninstall

Super Video Graphics Array; it has
all the VGA modes but with 25€, or
more, colours.

An area of your hard disc used to
store temporary operating files, also
known as virtual memory.

A disc containing files to enable a
PC to start up.

Files used by Windows to load,
configure, and run the operating
system.

The bar that by default is located at
the bottom of your screen whenever
Windows is running. It contains the
Start button, buttons for all the
applications that are open, and
icons for other applications.

A \utility that provides information
about programs and processes
running on the computer.

A pane or sub-window that gives a
range of options pertaining to the
task currently being performed.

An unformatted file of text
characters.

To turn an action on and off with the
same switch.

A bar containing buttons or icons
giving quick access to commands.

To remove program files and folders
from your hard disc and related data
from the registry.
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Upload

URL

usB

User ID

Virus

Web

Web Page

The process of transferring files
between PCs or between a PC and
the Internet.

Uniform Resource Locator, the
addressing system used on the
Web.

Universal Serial Bus - an external
bus standard that enables data
transfer rates of 12 Mbps.

The unique identifier, usually used
in conjunction with a password,
which identifies you on a computer.

A malicious program, downloaded
from a web site or disc, designed to
wipe out information on your PC.

A network of hypertext-based
multimedia information servers.

An HTML document that is
accessible on the Web.
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new folder......... 44
new message. ... .. 95
slide show. ... .... 160
shortcut. .......... 55
System restore. ... 182
Currentuser........... 9

D
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Default
printer............. 77
Website.......... 128
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Contacts (Mail). . . .
files/folder......... 56
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Desktop. ........ 3,6, 71
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cleanup.......... 185
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properties. ......... 69
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E
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fontsize.......... 121
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printing........... 121
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Esckey.............. 26
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Help............. 146
toolbar........... 133
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F

Favorites............ 135
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File

compression. . ..... 60
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moving............ 51
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Firewall............. 184
Flip3D................ 4
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Printer............. 74
Properties......... 61
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Fonts............ 73,121
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Gadget................ 3

Graphics (.jpg) files. .. 110
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H

Hardware
adding............ 79

Help
Internet Explorer. .. 146
menu command. ... 25
system............ 39

Hibernation........... 14
History files (Mail). ... 137
Home Toolbar button. 140

Hotmail............. 143
|
Icon shortcuts. ....... 55
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folder views. . ... .. 154
previewing........ 153

Inbox folder (Mail). 94, 114
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Installing
fax printer.......... 78
printers............ 74
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Address Bar. ... .. 132
Connection......... 90
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Favorites......... 135
Help............. 146
History files. ... ... 137
Hotmail........... 143
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Service Provider. ... 89

J

Junk E-mail folder. ... 115

K

Keyboard
on-screen........ 168
options........... 170
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Lock computer........ 14
M

Magnifier............ 167
Mail help............ 126
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Manipulating windows. 33
Maximise

button............. 20
window............ 34
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options............ 24
SendTo........... 53
shortcuts. ......... 13
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Blocked senders. .. 118
formatting........ 105
list............. 94, 97
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printing........... 121
Rules............ 116
stationery. ........ 104
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toolbar........... 100
Minimise
button............. 20
window. ........... 34
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Mouse
Accessibility. . . ... 174
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right-clicking. . ..... 11
Movie Maker. ... ..... 156
Moving

dialogue boxes. . ... 33

files/folders. .. ... .. 51

Start menu shortcuts 13

windows. .......... 33
N
Naming a new folder. . . 45
Navigation

buttons............ 20

pane........ 4, 18, 22
New

contact........... 122

folder............. 44

Hardware Wizard. .. 80
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o
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P
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Q Save

Quick attachment....... 113
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Video files (.avi). .. ... 161
View
Explorerbar........ 25
Layout option (Mail). 97
menu command. ... 25
menu option. ...... 24
Toolbars. .......... 25
Views option.......... 64
Virtual folder. ........ 8,49
Vista starting screen. ... 2
w
Web
search........... 130
site.......... 124, 180
Welcome Center. ... .... 1
Window
arranging. ......... 36
closing............ 35
command button. . . . 28
maximising. ....... 34
minimising. ........ 34
moving............ 33
panes............. 22
resizing........... 35
Windows

applications. 7, 23, 133
automatic update.. 180

Calendar.......... 94
Clipboard. ......... 51
Contacts. ........ 122
Control Panel...... 67
desktop. ... 3, 6, 10, 28
environment. ...... 17
Firewall.......... 184
folder....... 43, 47, 50

Help system. ... ... 39
Internet Options. .. 128
Mail............... 89
Mail help. ........ 126
Mail screen. .. ..... 96
Movie Maker. . . ... 156
parts. ............. 19
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Security Center. ... 184
Sidebar............. 3
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Taskbar......... 3,28
Update........... 180
Wireless connection. .. 89
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