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An Introduction to Windows Live Essentials

About this Book

In Windows 7 Microsoft has removed several applications
that used to come bundled with previous releases of the
Windows operating system (OS), and created the ‘Windows
Live Essentials Suite’. One of the reasons for doing this is to
allow Microsoft to update these programs outside the OS.
The suite can be downloaded for free and is intended for use
with Windows XP, Windows Vista, and Windows 7. The suite
is made up of the following main applications:

* Windows Live Family Safety — allows parental control
of children, who must have a Windows Live ID.

* Windows Live Messenger — allows you to get in touch
with your contacts by alerting them to your availability
online.

* Windows Live Photo Gallery — allows you to edit,
view, and organise your photos.

* Windows Live Mail — allows you to send and receive
e-mails and includes Contacts and Calendar.

* Windows Live Writer — allows you to maintain a blog
or a personal Web site.

* Windows Live Movie Maker — allows you to edit home
movies and videos and share them with others.

* Windows Live Toolbar — is for use with Internet
Explorer and provides easy access to several services.

« Windows Live Outlook Connector — only appears if
you have Microsoft Office installed, making it easier to
access Contacts, Calendar and several Windows Live
e-mail accounts, and use online collaboration.

An Introduction to Windows Live Essentials is produced in full
colour and explains as simply as possible how to use the
various applications within the suite, using simple examples
when appropriate, and avoiding jargon as much as possible.
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You can obtain all the Windows Live Essentials from
several Microsoft Web sites, including:

http://download.live.com/

Read the displayed information (see Fig. 1.1) and

when you are ready click the Download button.

| £ Windows Uve™

Essentials

One download, lots of great stuff |8

Now & one sutelishen. Windows Live Essentuls gives.
7Ou sutent messoging. o-suull blagoing Bhotes, and

Shay 8 buuch. Wil Massonger, you con CheR, wep  Use Phote Gallery and Mover Msker 10 ot and

photos, and 100 whers Aew with riseds. Mad orgainn you photos and mower, aad hen post

rings t0psther your Hotmed Gimgll andc other e saling o 900d Tam 1o irignds.

‘aocows, sleng wilh meliple calendes. Photo Gatlery

Mrssonger Mowe Mater bets -

- wa
ots ety

W Windows Lare Writer, blogging i & breess. Wt Tooler, you can customes your browses and  Poney lsty

@ Irterat | Brotectud bode On s -
—

Fig. 1.1 The Windows Essentials Downloading Screen

Next, select Run in the

e displayed dialogue box,
—_—— st_10wn here in Fig. 1.2.
. Tra. Appicaton, 1068 Finally, choose the
- pityr sy seii components that you
[ Bn ][ s | (o] want downloaded (see
Fig. 1.3), and click the
' m"ﬂ_ﬂ lm;mmhmﬂnﬂ lnsta" button tO
s download and install

Fig. 1.2 The File Download Box them on your PC.

-t
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© (3 Mcrosoh Office Ousiook...
9 I Microsolt Office Live Ad.

(£ Wiedows Lve )
Choose the programs you want to install
Chk #ach program name for detads
| N
% | @ Messenger Messenger
| F mad Send estant messages 10 CORMTS o Groups. pley
games. share pectures 8s you chat, and see what's |
¥l Photo Gallery Aew with peopie you know |
¥ I Move Maker 1
¥ & Toobe vstalled with thes program: {
) Microsoft Apphcation Error Reporting
" e Microsoh visusl Stuko Runtme
7 2D fomiy Satety Windows Live Communications Metform
= Windows Live Call

411G8

s e |

Fig. 1.3 Choosing Windows Essentials Programs

As you highlight each application, as shown Fig. 1.3, an
explanation of what the application is about is displayed on
the right side of the dialogue box. Clicking the Install button
starts the download and installation of the selected programs.

We're installing your programs

What's Windows Live?

Free programs for yous PC. plus onine web
sanwces for e-mad, photos. bioggang. and

o ]

Fig. 1.4 Downloading and Installing Windows Live Essentials
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Once all the selected Window Live Essentials have been
installed successfully, the following screen is displayed.

| Welcome to Windows Live!

Your new programs are in the Windows Live folder on the Start menu.

Do you have a Windows Live 1D?
C ¢ your Wandows Uve ID 10 Sign in
] jer. or Xbox LV

R only take w.

Sign up

-

Fig. 1.5 Signing Up to Windows Live ID

You will need to set up a Windows Live ID to get the most out
of the new Windows Live applications. This is very easy to
do; just follow the on-screen instructions. However, if you
already use Hotmail, Messenger or Xbox Live, then you
already have a Windows Live ID. If not, see the next section.

Note that in the display of Fig. 1.5, you are told that your
new applications are to be found in the Windows Live folder
in the Start, All Programs menu, as shown in Fig. 1.6 below.

| | Windows Live

¥y Windows Live Call

88 Windows Live Family Safety

£ Windows Live Mail

& Windows Live Messenger

B windows Live Movie Maker
¥ Windows Live Photo Gallery
' Windows Live Writer

Fig. 1.6 The Contents of the Windows Live Folder

What these programs can do, is discussed in the last section
of this chapter.

1
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H

Signing Up to a Windows Live ID

If you don't have a Windows Live ID, click the Sign up link in

Fig. 1.5 to display the following screen.

Create your Windows Live ID

R gets you into all Windows Live services—and other places you see 2
all information is required

@ Already using Hotmail Messenger, or
Xbox LIVE? Sign in now

Use your e-mail address: £,
Or get 3 Windows Live e-mail address

Create a password:

Retype password:

First name.

Last name:
Country/region: ' Unked Kingdom b
Constiuent Country: Select one -

Postal Code:

Gender: @ Male © Female

Birth year:

Characters:

Send me e-mail with promotional offers
and survey invitations from Windows Live
and MSN. (You can unsubscribe at any
time.)

|

Privacy for Residents of European
Union

Chicking | accept means that you agree to the Microsoft servicé agreement and privacy statement

doccngs |

© 2009 Microsoft | Privacy | Legal

Help Central ! Account

Fig. 1.7 Creating a Windows Live ID

All you have to do is fill in the required information and click
the \2s=s| button. Signing up is free. If you find it difficult to
make out the 8 characters displayed, click the # button to
obtain a different combination of characters.
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Components of Windows Live Essentials

Windows Live Family Safety

This is parental control by another name. However, every
child you wish to protect must have a Windows Live ID
registered with Microsoft. You can then control what
Websites a child can access.

Windows Live Messenger

This application is the central hub for Windows Live activities
online. When a user signs on to Windows Live Messenger,
that fact is broadcast throughout the network, alerting your
contacts about your availability. From here you can configure
information about your Windows Live Profile as well as view
information about your contacts.

Windows Live Call

This application integrates into Windows Live Messenger and
allows users to make PC-to-PC and PC-to-Phone voice and
video calls. Your PC must be equipped with a microphone
and speakers and you must have access to a high speed
Internet connection for the application to work. It is similar to
the popular Skype system, both utilising the Voice over
Internet Protocol (VolP) technology.

Windows Live Photo Gallery

You can view photos by folder, by date taken, by tag (meta
data), or by people, using a new People tags feature. You
can configure the size of thumbnails, rotate photos in either
direction, view them in slide shows, send them by e-mail,
print them, and publish them to a variety of services. You can
also stitch together two or more photos into a single
panoramic view. Photos can be sent to blogs, data CDs,
DVDs, and, via Windows Live Movie Maker, into video
projects. A support service is Windows Live Sync which
allows for PC-to-PC document and Photo synchronisation.
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Windows Live Mail

The application includes Contacts and Calendar and is the
successor to Outlook Express (XP) and Windows Mail
(Vista). Windows Live Mail also replaces Windows Address
Book (XP), Windows Contacts (Vista), and Windows
Calendar (Vista), and it provides additional functionality in the
form of RSS feeds and USENET news-group support.

Windows Live Writer

This application allows you to maintain a blog or a personal
Web site. It is by far the easiest blog editor so far, and it
works with all the existing blogging services. You can also
add video to your posts and it supports photo cropping, tilting,
scattering, and borders.

Windows Live Movie Maker

A video editing application that is aimed at the needs of users
who want to share their home movies via online services
such as YouTube and MSN. The software allows the creation
of short home videos from still photos taken by a digital
camera or mobile phone, and turns it quickly and easily into a
quality product.

Windows Live Toolbar

This is for use with Internet Explorer. There are seven main
buttons which give you choices such as What's New, Profile,
Mail, Photos, Calendar, MSN, and Share. The What's New
option loads a Windows Live Home page, giving you an
at-a-glance look at important information such as Mail and
Calendar.

Windows Live Outlook Connector

This application only appears if you have Microsoft Office
installed. The add-on makes it easier to work with Office Live
Workspace — the Microsoft online document collaboration
service. The add-on is for Microsoft Outlook 2003 and 2007
and allows a user to access several Windows Live
Hotmail-based e-mail accounts, Live Contacts, and Calendar.
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The Internet Search Engir;e Bi?\Q_i

The first thing you'll notice after downloading the Windows
Live Essentials suite, signing up to a Windows Live ID, and
starting Internet Explorer, is that the MSN portal will open and
your favourite Internet search engine has been replaced by
bing, as shown in Fig. 1. 8 below.

Too much toe seen? Londen. tnglan

Peanidurt top 10 supercars

Fig. 1.8 The MSN Portal Page with a bing Search Box
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This substitution of the Internet Explorer search engine, might
be welcomed by some, but not those who prefer their original
search engine. However, don’t be too hasty in dismissing
bing before you try it.

As an example we show the results of a search for ‘Swine
flu masks’, first with bing (Fig. 1.9), then with Google
(Fig. 1.10). We leave it to you to decide which one you prefer.

8 St My mushs - Bing < Windows et Enplorer | T : “1
°¥|-'p S ———" T er————T—T——y @ mioy KN ety K
‘h Bt venn ‘. orkey " had

§ 5 Wetom Lo Swea By mosky {1 Weerirem  Goctie Moi Phowcs Conde MSH Sha @ Noai+ . @
i foorte | iy @ Etous Hetw mm‘w.u.u--

) B0~ @ - g sy Towms

Haatn.
Frad o the hoalth sduce ord

9% Faronen, Etoos o Tie on_ Flud Rewetre. Seme oy Detpetch rrmation you need st H4S Chosces
Masks Fly 41 Amagon - Amazon ca i her
Everytinng far Homa & Kitchen Free Deinery on Orders oves 15 Whatls Fiy

Soarch far hesth snd salety s0uce
Swing Fiy Lasks - Home [t

Fagt Gainary of i metky FEP) rated - waine Mu protectson (better then HOSH h95) Wa
20 1 rumber one UK 20 B FFT) rated wwine flu masks Order onine, Semered 1o

you
e swineflument o uk

Jwing flu_NHS orders 3om toce masks
Thoussnds of Brtons wers orepeing to Cl o thew holidlys n Mexico whers Th G3esse
miﬁdmlw‘ﬂm.’llmnmmwhﬁ!“”lmmnn
> /o stvvoine (1521935 Surive fiu 45 orders T2dace.rrashs M .
'mul!mu«-m v QN w J
=)

Fig. 1.9 Search Results Usmg Bing
T e —r— . AR e
QL) » W propcomiom i e st e [ [ R -
B i e fpoem Jeon e - — i
B2 Wentoun liva S s sty B ©  Whatihen rotie Ml Protor Cumasn SN S 2 & - ‘-‘

B fmokn Oy @ Edoma Hotel - Adobe Acrobal (] Get Mewe Add o ©
F4f S o ks - Googhe Saarch B0 -0 @ - fose W Tone
Wab imagay Vdeos Maps e Shoong Ma more e Sgee °

Googlle  semtumews (Sa) sommtens 3
web 50w oglons Resukts 1 - 10 of sbout 2700000 0> Swing Du miashs .17 seconds)

SoeCaly Desioned Masks J
e chomattdnact co hFace Masks  Hgh Degres Of Protecton Buy How & Seve Upto 0% Onime Exgress
=D

Owi Swine Flu F sce Mashe
Be Ready For the Neat Wow of
$wine Fiu Face Mesks Swine Fhu Veus Next Doy Debwory!
e Satnofulosh coud UK Aoproved FFP) Resovators indvaduglly Wrapoed - Fres PP swwa OB eSatly <o vk SwineF hullask
Business Swine Fiy Masks Fhy Mashs -
e 3080 0wl Swinef bu  Usde by Ovaager to FFP) standwd 10 masks ke ondy £29 99 il VAT FFP7 ang FFPI Masks CE Aoproved
D Indracually Tested or bulk packs

News resulls for Swine fiu masky Dust Masks & Respuaiors

wine Fi/ Meocual F
I ' Sowrs o s FRONTLBE mececs o socum sennces stal &' barkg bued weth tice iy e MO I8
r mmunmmwnmm-nm ine flu wwe SecyryOrect co vk
—— i’
@ brewna | Frovectad Mode On fa v %0\ o

Fig. 1.10 Search Results Using Google
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Family Safety

Windows Live takes family safety very
seriously. After implementing the program
and restarting it, you'll see an icon on the
System tray, as shown here in Fig. 2.1.

If a child tries to access an adult site on

Fig. 2.1 The i
Family such a computer (we will show you how to
Safety Task bar do this shortly), then the Family Safety
fae window will display, as shown in Fig. 2.2.

0 This page is blocked

P/ ww. Sexyrussanwomenphotos.com/

3 &2

E-mail yous request Ask in person

Add a note to your e mail request

A
Done @ Internet | Protected Mode: On

L] B0 -0 @ baer sy Took- @-
- Osewsh ¢ O umteaProtecton | @) AVGInfo - | off -

-

B Roox -

Fig. 2.2 The Family Safety Window

o
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All sites with dubious sexual connotations are blocked
automatically, but a child can ask a parent for access to a
blocked site by clicking the Ask in person button to display a
further window in which permission can be given by a parent
by signing in and typing their password.

éreatingil Family Safety Account

If you have not created a Family Safety Account while
installing Windows Live Essentials, you can do so now, but
you must have a Windows Live ID. In what follows, we
assume that you have already created a Standard account
for a child (we called it Johnny), using the start, Control
Panel, Add or remove user accounts to create it.

Next, click the Start button, select All Programs, and
scroll down and click the Windows Live folder to open it and
click the Live Family Safety application to open the window
below.

.iw—"— — maﬁ
Family Safety Filter “ @

Logged on as:

Noel
f Comp: sty O Thes account 5 not mandtore perly
Password protected

@ o

Go 10 the Family Safety website to customize setting:

Fig. 2.3 The Family Safety Filter Screen

Now, click the Add or Manage family members on this
computer link in the above window. You will be asked to sign
in with your Windows Live ID, after which the screen shown
in Fig. 2.4 on the next page is displayed. In this window we
have ticked the account we would like to be monitored by the
Live Family Safety application. Clicking Next opens a further
window as shown in Figure 2.5, also shown on the next page.
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_

Select the Windows accounts you want to monitor on Study-PC L

Standard Windows accounts Monitor account

)
b| Johnny v
No password

Creste » new standard Windows account

Windows sdministrators Monitor account

Wa recomemend that chidren have itandard user sccounts. Why?

[ Noel
Password protected

(Came ) (e ]
Fig. 2.4 Signing in to Windows Live

Below we have selected from a drop-down list the Family
Safety member to be matched with the Windows account.

Match each Windows account with a Family Safety member .-
To apply the correct Family Safety settings for each person, match their Windows sceount with their name in Family

Safety.

Windows accounts Family Safety members

| — —_— e
g Johnny Iohnny Kantaiik -

What do | need to know sbout matching accounts?

(o | [sme ] [ gomew |

Fig. 2.5 Matching a Windows Account with a Family Safety Member

Clicking the Save button saves the link between Windows
account member and Family Safety member and creates a
Family Safety Filter. This allows parents to monitor the
activities of a child and get reports from the Family Safety
Web site.
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After restarting your computer a Family Safety icon is placed
on the System Tray, indicating whether the presently logged
user is being monitored or not.

Now clicking the Family Safety icon & on the System
Tray displays the screen in Fig. 2.6 in which you can tell who
is currently logged on.

itm — =T =
Family Safety Filter .1
Logged on as:
| | Noel
i Computer sdmuneteator Thas sccount @ not mondored by famidy Satety
] Patsword protected

Other monitored Windows accounts
Web fitenng Basic
g | Johnny Actrty repoting: On
" iy onact mansgement O
@ 2dd or manage famay members on this computes

Go 10 the Famity Safety website to customize settings
tamslyLafety lve com

Fig. 2.6 The Family Safety Filter

From here you can go to the Family Safety Web site to
customise settings by clicking the familysafety.live.com link.
This opens the window shown below.

87 fumidy Sabery - Wendoned Unie Se@ - @ ° Baev Wy e Toowe @
Bwdom v’ R o T e e T e
e
4 || Johnny Kantards
S5 bamay satety 5 sohnen Karears
Johnny Kantaris
Web FEsong
Actty repormng
Comtact management
Rhguern

Guast
Sy Kartars
Nowl Kantene

meone 1

Fig. 2.7 The Family Safety Window for an Individual
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From here you can choose what the person stated in the
Web filtering screen is allowed to access. The present
filtering setting is Basic but you can change this to Strict or
Custom. You can also allow or block specific Web sites by
providing their Web address.

Clicking the Contact Management entry on the left of the
screen. of the Family Safety window (see Fig. 2.7), allows a
parent to control who the child chats and shares e-mail with
on Windows Live Hotmail, Messenger, and Spaces.

Removing an Account from Family Safety

To remove an account from Family Safety, click the Web
filtering entry on the left of the screen of the Family Safety
window (Fig. 2.7). This displays additional information for the
particular user, as shown in Fig. 2.8 below in which we only
show the top part of the displayed window.

£ Johewry Kantans's Websites - Windows Live Fami_ 2 - - - - gr,j
——
£7 Windows Live™ a g! People Mal Photos More® ' S v wed B
| Web filtering
Family Safety » Johnny Kantaris » b five
| Jjohnny Kantaris
W sty ¥ T
|  Activity reporting
Str Blocks all websnes except tnendly sie d sne: ] wed Visd ¢
Conact management
@ Hosiz Goll adih alest s block

Requests

the categones you want to sllow

Fig. 2.8 The Web Filtering Screen for an Individual

To remove the person in question, select the Turn off web
filtering option to the far right of the Web filtering entry.

If you become the sole user of your computer, you might
like to remove Family Safety from your
PC altogether. To do so, use the Start, Ne Plogibims
Control Panel, and click the Uninstall a i 5
program link shown here.

Next, scroll down the list of installed programs and click the
Windows Live Essentials entry to select it, then click the
Uninstall/Change button at the top of your screen.

13
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This displays the Uninstall or repair your Windows Live
programs screen, in which you accept the default choice to
Uninstall. Pressing Continue, displays the screen in
Fig. 2.9.

£Y Windows Lve ' [ESm———)

Select the programs you want to uninstall

2 Family Safety
Mai Help keep your kids safer onkne. With Farmdy
. Sadety, you deade how your lods expenence the
v Internet. You can block of allow certan webstes
B Toolba and contacts. and monttor where your lods are
V- e
- |. Family Safety | * Family Saety software must be nstalied on each

computer your chidren use. I software 1s not
nstalled. the safety settings cannot be enforced.

]
i

:E —

Fig. 2.9 Uninstalling Family Safety from your Computer

Clicking the Family Safety box to check it and pressing
Continue, removes the application from your computer.

Do remember that if in the future you want to control what
individual users can access on the Internet, Family Safety
must be reloaded on all the computers used in your family!

Live Messenger and MSN Services

Another service that starts when you reboot your PC, is Live
Messenger, as shown in Fig. 2.10 on the next page, which
lets you talk online, in real time, with friends and family using
just a Web browser. You can use it on any shared PC, from
school, work, Internet cafe, etc., and can access a variety of
services, such as news, weather, money, sport, shopping,
games, videos, celebrity gossip, entertainment, etc.

In addition, you can use Live Messenger to share photos
with whoever you are having a chat with, right within the
same conversation window.
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r Favorites
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Fig. 2.10 Signing in to Messenger

Live Safety and Messenger

You have a choice how you
sign in, for example,
whether you are available
or not from the drop-down
menu when you click the
down-arrow * in Fig. 2.10.
The choice you have is
shown in Fig. 2.11 below.

Sign '“’*'! Available ~ |
® Available
@ Busy
9 Away

® Appear offine

Options...

Fig. 2.11 Available
Sign in Options

Whether you want to
broadcast to everyone to
see that you are Away is
debatable, but if you are
busy working you could
select the Busy option, or if
you wanted to see who
was online, but not let them
know that you were also
available online, you could
choose the Appear offline
option.

Finally, Live Messenger provides you with direct access to
MSN Hotmail, the free e-mail service for people who do not
have a mail account with an Internet Service Provider (ISP).
Messages are kept on a server as Web pages and can be
accessed from any computer with an Internet connection,
anywhere in the world. Of course this service is now provided
by Live Mail, which will be discussed in detail later on, but
being able to access your Hotmail messages is a bonus.

Having signed in to Live Messenger, click the Go to Today
icon &, at the bottom of the screen to display a similar screen
to the one shown in Fig. 2.12 on the next page.
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[ Tosey el

jo- : - bing

| -“ﬂﬂﬂﬁaa
n ;z {;*ev (“\ o =

Nhen good TV turns bad

Soh. sgﬁcd c‘uedo .

Play it online for free!

Fig. 2.12 The Windows MSN Screen

What you access here is current news, etc. Obviously the
screen shot of Windows MSN will most certainly be different
for you, but the services provided should be broadly the
same.

Configuring Live Messenger
To make life easier, you can add a Menu bar to Live

Messenger by
clicking the Show
Menu =3 button

and checking the
| Show the menu
| bar option, as
shown in Fig. 2.13
in which we show

Took the action to be

e taken together with

C AL i the result of that
Fig. 2.13 Activating the Menu Bar action.
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Now, with the help of the Menu bar, you can make Live
Messenger the hub of your activity. Each menu option has a

“ Windows Lve Messenger

i

Contacts  Actons  Tools
Sign out
Status

Fig. 2.14 The

= L

Tocsy
Chadd Safety
Mesenger Central
MSH Dating
My®ifers

o

OvemiUMusc Racko
Fesbest Update
XBOX

MSE Video

MSE Mobile

File Sub-menu

sub-menu associated
with it as shown here
in Fig. 2.14.

Sub-menu options
with a right arrow-
head P next to them
signify the existence
of further options, as
also shown open in
Fig. 2.14 for the Go
To sub-menu. From
here you can access
your e-mail Inbox,
eBay, and even get
the latest Facebook
Updates.

The Contacts sub-menu is shown below in Fig. 2.15. From
here you can Add, Edit, or Delete a contact, Create a group

& Windows Live Messenger

Add » contact...
Edit & contact.

Create 3 group...

Create a category...

Edt s category...

Delete 2 category...
Save instant messaging CONtacs...
hponmnmcm.

Delete s contact...

= M]

Actions Tools Help

Fig. 2 15 The Contacts Sub—menu

of contacts, Create, Edit
or Delete a Category of
contacts, etc.

You use Groups in
Messenger to enable
group chats with up to 20
selected members. On
the other hand, if you
want to organise people
within your contact list,
use the categories
instead.

To see how you can create a group of contacts, click the
Create a Group sub-menu option shown in Fig. 2.15. This
opens a screen asking you to give the group a name, say,
Family Members, School Friends, or something similar — you
can create several such groups. Having given a group a
name, it is created and the screen in Fig. 2.16 is displayed.
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rb T

Select from your contact lest

¥

)

|
| . ®
Invite people to join Family Members

Members
There are no members in this |
group. |

Fig. 2.16 Invitation to Join a Group

Do note that you are asked for two bits of information; the
e-mail address of the person you are inviting to join your
group, and a comment, such as ‘Would you join my group
please’. Do supply both of these before clicking Next.
Obviously to get an instant answer to you invitation, your
status should be ‘available’ (see Fig. 2.11).

r.s, ‘Windows Live Messenger M

i‘-cm&-h‘.ﬂnp |

(Appear offline

Share a quick message

| K

> W Favorites

2Groups

@ (- Farmily Friends

T —

*0f Go to group webste
Irwite people to group...

View »
Group settings

Block group
Lesve group_. |

| Creste a group_. |

Fig. 2.17 A Named Group
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If you made a mistake in
choosing the name of the
group, then right-click it on Live
Messenger where it appears
after you have created it, as
shown in Fig. 2.17, and select
the Go to group website
option from the drop-down
menu also shown open in
Fig. 2.17.

This opens the relevant Web
page in an Internet Explorer
screen, as shown in Fig. 2.18
on the next page, in which we
also show the Options sub-
menu opened by clicking the
adjacent down-arrow v.
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Fig. 2.18 8 The Group Optlons Sub-menu
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Selecting the Group Options sub-menu, displays yet another
screen, as shown in Fig. 2.19.

e w‘-....m.. Wodom baers s - -

. T =5
°\ e ! L"’ ._nﬂ““lﬁwﬂl-cmm o| & | x [ Googer 2 =
(fa for yum fpowm Joon e = 1
| % B wedoan ot Loe Sasch B °  Whetilen Profe  Med Photor Colards MIN  Shes | A [~ > .
G Fovortes | gy @ EvdomsMotel  4sove Acrobat @ Gel Mare Add e © H
| $Groed Optons - Windows Live &-0-c & - tons Sdey s Tgus
BAVG W o e [ T - T f

8 windows Uive” 08 Soarch peogte o wet 3 Noel .29
fhaps
Group options .
Famay fnends » Group oofions »
)
| Ganerst
E-mad
Holp itk Grovp name. Famdy Prendt
Pericnsl
Loave group. [ —
Deiete group ”
Wiod saGrets  The wed 400vest H reated Sutomatcaly Bated o The QOVD Rame, bul 70U (AN B0 RGO 10
erter your own R © 8150 uted for The Qroup ¢ 'mid sddrelil e« sonshre thiy JOWe S
L~ L N — - p—
{Done ——— @ ewne | owtactes Mode On y 1008

Fig. 2.19 The Group Options Screen

From this screen you can choose to Leave the group, Delete
the group, have Group conversations, eic. Try these options.
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Below we show the Actions Live Messenger menu options.
As you can see, you can use these to send an instant
message, send an e-mail, or even send a message to a
mobile device. Have a look at what is available.

e — —— —

Took  Help |

Send other * | Send an e-moil message-..
Send s message to0 & mobile device...
Send o wink...

Video ’

Favorites Start an activity..

2 Groups

# ) Farmly Frien

Fig. 2.20 The Actions Sub-menu

Using the Tools sub-

| menu options, you can
add Emoticons and
Winks to your
messages, and even
change your display
picture, as shown in
Fig. 2.22.

Sang hfomatise 8 Fig. 2.21 The Tools
Optipat:. | Sub-menu

From this Display Picture
dialogue box you can either
. use one of the Regular
Hi = $|1 pictures, or click the
.. | == Webcam picture button to
activate automatically your
L

finam e PC's Webcam and take a

Ay

' — . real picture of yourself.
‘ }‘ = &' Have a look at the Dynamic

t o ﬂ E _ . pictures option.

Fig. 2.22 Selecting a Display
- Picture
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Clicking the Options sub-menu item under Actions, displays

he reen
) th ‘sc gg
— — shown in Fig.
it Ciaciey Hame 2.23. From
R4 ].;mn-o-mmmuul here you can
TS = .-. " chapge several
aions | options, from
truots Show g rfoamann o Winzows Uaca Piayer b 8 pencr Personal to
L Dnply Pecarn Connection. It
: i~ —— | might be worth
Bl L | your while
o bl 1 .

ot on o et et e o o) Ect froiie | spend|ng some
fopsascion L35 .

4 Show me s “Agay” when minactvefr 5 mnutes tlme here'

¥ Show ma e “uty” and block my ety when m g 8

Ll acreen prOgrEm o Dreseriibor BeRgS bre lumed ot

Weboam
& Ao otheey 10 see 1 | Eve B weboa
Fig. 2.23 The
|| Tools, Options
= ) (o) s el gyb-menu

Consolidating your Social Network

To bring together all
your Web  social
activities under one
umbrella, click the
Add a contact or
group button on Live
Messenger and select
the Add people from
other services option
from the drop-down
menu, as shown here
in Fig. 2.24. This
opens the screen in
Fig. 2.25 on the next page.

" Fig. 2.24 Adding Contacts from other

Services
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1 from your comtact Bt

wacre dn of Conthct | Mapert Abwee | Acces

[ .n-umu-nn.un. iy e WS -

Fig. 2.25 Getting Contacts from Other Web Service

Do spend some time examining the various options and get a
friend to co-operate in a Live chat with you, so you can find
out how useful it is, before joining larger groups.

The various facilities available to you from Live Messenger,
such a Photos, Mail, and others will be discussed in detail in
following chapters of the book.
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Windows Live Photo Gallery

With the Windows Live Photo Gallery you

can view photos as shown in Fig. 3.1, you can

edit them, sort them, and display them in

different ways; by date, using star ratings, or
using descriptive tags. Once your photos have been fixed
and organised, you can save a folder of photos to a blank CD
or DVD, or click a button to make a slide show with Windows
Live Movie Maker.

Fig. 3.1 Windows Live Photo Gallery

To see Windows Live Photo Gallery in operation, click the
Start button, select All Programs, and scroll down and click
the Windows Live folder to open it. Now, click the application
] windows Live Photo Gallery which loads the program
and automatically indexes all the photos on your hard drive.
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Windows Live Photo Gallery

Finally a screen similar to the one shown in Fig. 3.2 below is
displayed. As you can see, features offered by Photo Gallery
include:

L] 29 Jan, Tuesday *  Add people Lag:

Ees Fa fnfo Pupfsh- [l  Pint-  Mam-  Sdeshow » @] Sgrm

That's me!

181 Cloude Hll
Garden $G
01/02/20
423 AM

Add an suthor

i

OCXQ B ©— ¢

Fig. 3.2 The Windows Live Photo Gallery Window

Easily finding photos and videos as they are gathered
by Photo Gallery in one place and |, 4. . wiien

are displayed by date, name, or tag
(text attached to a photo or video to
describe it). Photos and videos can | +& rPecpens

b @ Oste taken

be sorted by a variety of criteria, = 5T
such as date taken, People tags, or & Favorites

Descriptive tags, as shown in | % OheComs

Fig. 3.3 when the expanded left Fig. 3.3 Sort
panel of Fig. 3.2 is shrunk. Criteria

To do this, scroll to the very top of the left
panel and click the inclined blue |*
arrowhead pointed to in the displayed
screen to the right. We find that sorting our
photos by date is by far the best and most
logical option, but some people might have the time to
name each photo or give it a tag or star rating.

i



Windows Live Photo Gallery

* Import photos and video files from a digital camera or
video camera, a scanner, CDs and DVDs, and from the
hard disc of your PC.

» Edit and enhance photos by fixing their colour and
exposure, cropping, and removing the appearance of
red eye caused by the flash reflecting off a person’s
eyes. You can also use Photo Gallery to combine
photos into a panoramic view, and add captions.

* Share your photos and videos by publishing them on
Windows Live Spaces, create online slide shows, or
e-mail them to friends and family.

The Photo Gallery Window

When Photo Gallery first opens you will see that it lists all of
your photos by date and has retained the same file structure
as your hard drive, as shown for us in Fig. 3.2.

To understand Photo Gallery it is important to remember
that the program scans your computer for photos, and
displays them for you. It does not keep, copy, or store, your
photos, they are always maintained in their original files on
your hard disc. But it does keep and process references to
them which it stores in its own database. If you delete a
photo from a folder in Photo Gallery, the photo will be
deleted from the folder on your computer. So beware!

On the left of the Photo Gallery window (Fig. 3.2) is a
Folders List pane, with the main working area, or library, to
the right displaying thumbnails of the images in the selected
folder. To explain what thumbnails can be seen at any given
time, use the scroll bar to the immediate right of the Folders
List pane and scroll to the very top of the list. What should
now appear on your screen is something similar to what is
shown for us in Fig. 3.4 on the next page.

In Fig. 3.4 we have also left-clicked the Public Pictures
folder which opened up the folder to reveal all the sub-folders
contained in that folder, and at the same time selected all the
sub-folders as shown in the display on the next page.
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My Playlats
1 Pubbc Videos
E 2000 PA-Age) Gasden - ¥
@ Dsta taken

1153 AM
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Fig. 3.4 The Public Pictures Photos

Although the thumbnails are grouped by the folders and
sub-folders on your hard disc, you can continuously scroll
through thumbnails of the selected folder and its sub-folders,
using the scroll bar on the right of the thumbnails panel, or by
rolling your mouse wheel. So in the working area you can
access any photo on your computer without having to
physically open its folder.

To move quickly through a large number of photos, locate
the folder you want in the Folders List on the left and click it.
To scroll through all your photos on your hard disc, click the
name of the folder in which you keep them. In our case this is
the Photos folder on an external hard disc. We have such a
large collection of photos that we prefer to keep them
separately from the few held in My Pictures folder. In your
case it could be that all your photos are held in the My
Pictures folder.

In Fig. 3.5 on the next page, we show what happens when
the folder containing all our pictures is clicked. As you can
see, all the sub-folders are automatically selected which
means that we can scroll through all our pictures.
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Fig. 3.5 The Folder Co-ntaining all our Pictures

Although you can continuously scroll through your folders of
thumbnails, you always know where you are in the list as a
header is placed above each group of thumbnails as shown
above. Note that selecting the folder that contains all your
photos, lists all the sub-folders within it in ascending
chronological order, as shown in Fig. 3.5, while clicking the
Date taken option on the Folders List, displays folders and
sub-folders in ascending chronological order, as shown in
Fig. 3.2.

On the right of the thumbnail area the Information pane is
displayed. It lets you know the name of the highlighted
picture, the date and time it was taken, the size and
dimension of the photo. This pane can be closed by either
clicking the close button x or clicking the Info menu option.
To display this pane again, click the Info button once more.

To change the size of the thumbnails, use the slider below
the Info pane. Moving the Slider towards the @ sign
increases the thumbnail size and display fewer thumbnails,
while moving it towards the @ sign, reduces the thumbnail
size, allowing more thumbnails to be displayed.

3
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Organising your Photos

How you organise your photographs is obviously a personal
choice. Some people just put them all into one folder, such as
My Pictures folder and use Photo Gallery to separate them
into date order. We prefer to create a new dated folder for
every batch of photos we download from our camera, such
as those shown in Fig. 3.5, then it is easier to sort the folders
in date order.

To permanently delete a photo from your computer using
Photo Gallery, just right-click its thumbnail and select Delete
from the context menu. Clicking Yes in the Confirmation box
will send it to the Windows Recycle Bin.

Tags and Stars

Rather than physically move all your photos, you can give
them ‘tags’ or ‘stars’, and search for photos with these
attributes when you want them. You could tag all the photos
of friends and family with their names for instance. In Photo
Gallery you can add multi-word tags to your photos and they
are stored in the actual photo files themselves.

To add a tag, select your photo and click the Add people
tags button to open the People tags window shown in
Fig. 3.6 below.

Next type a name

o SSSpe in the text box

v et ' provided and
Adé new person click the Add
g new person

button pointed to
in the composite
display.

Fig. 3.6 Creating a People Tag

In Photo Gallery you can mark special photos in your
collection with ‘stars’ 7, the range being from 1 to 5 stars, as
shown in Fig. 3.7 on the next page.
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Caption Here we have
i - given a 5 star
-l 005 jog |Inlom\abon rating to thIS
5 stars ! Image00S.jpg specia| phOtO

5 | 11042000 202 M4 04/ —
o o by clicking on

the b5th star.

When next you

e " hover the

Fig. 3.7 Marking a Selected Photo with Stars ~ 1ouS€ ~ Over

the photo, you

will see in the

pop-up that the photo has been rated correctly with five stars.

As seen above, you can add a Caption to the photo and the

name of the photographer. In fact, below that you will see

additional information about the Exposure, Aperture, and
Focal length of the photo, when available.

Searching for Photos

It is no surprise that an application as powerful as Photo
Gallery has some very good searching facilities built in.
These are found above the thumbnail display area, as shown
in Fig. 3.8.

and higher

4 April 2009 and lower
& only

Fig. 3.8 The Photo Filter and Search Options

This shows both the filter and search options. With the filter
option you can specify the number of stars you are searching
for, and can select further filtering restrictions by clicking the
small down-arrow pointed to above, to open the drop-down
sub-options shown above.

You can also search for text associated with your photos,
including filenames, tags, and captions. You just type your
search term in the | Search Box. As you type each
letter, the search results change instantly, and the more
letters you type the fewer the search results.
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Editing_; and Fixing_; Photos

When you double-click on the thumbnail of a photo, Photo
Gallery opens it in an Editing window where you can fix
common problems and create various effects in your photos.
Below we show such a photo, opened in the Editing window,
in which we have used the Fix red eye tool to correct the
right eye of the baby. We left the other eye in its original form
s0 you can see how terrible it looks before it is corrected.

MM D C X Q| t

Fig. 3.9 Fixing Red Eye

7 &nosgun Other basic fixing tools can be used to
. Auto adjust a photo, Adjust exposure

D Adiust exposure and colour, Straighten and Crop, Adjust

© Adjust golor detail, and use Black and white effects to

5 Soaighten photo enhance your photos.

2% Crop phet If you make a mistake, click the

button.
V Adpustdetsi]
B Fix rod epe

B Backmduphectiecs | [0 3 10 Basic Fixing Tools
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Importing from a Camera

or Scanner

To import photos and videos from a camera or video recorder
or photos from a scanner do the following:

Start Windows Live Photo Gallery, plug in your camera,
video recorder or scanner to a USB port of your PC, switch

| @) Fler | Fix o Publshe  Emal |

| <l 2009 Include a folder in the galiery.
i L Jan Import from & camers or scanner...
= Fet v
1 Ma Setup gallery sync...
o Ap
D m:’ 7 Delete Del
2 (i) Jan| Rename... CtrisM
& 2 Resize...
52
(e
£ 3n Copy CrrdeC
£ 4 Paste Ctrls ¥
e CureA
©s
@ 7 Screen saver settings |
& s |
9  Properties AlteEnter
& Options |
E2 [
Bt

Fig. 3.11 The File Sub-menu Options

on the appropriate
device, then click
the File menu
option to open the
sub-menu shown in
Fig. 3.11 and click
the Import from a
camera or scanner
option.

We demonstrate
the procedure using
a camera with
which we took a
few photographs of
a garden. What
happens next is
shown in Fig. 3.12.

'mmuvm

=)

amed on and then chosss
Scanness and Cameras

C4300

Other Devices

->
(]
==

1f you do not see your device in the lst, make sure it 8 comeciad 1o the computer and

(= =

Fig. 3.12 The Scanners, Cameras and Other Devices Box
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Our camera, a Sony cyber-shot, is shown as Removable
Disk (D:) under Other Devices, yours could be different. As
we also have an HP Photosmart All-in-One Printer/Scanner
connected to the PC, Photo Gallery has found it and
displayed it under Scanners and Cameras.

Now clicking the Import button displays the contents of
Fig. 3.13.

13 new photos and videos were found
© Beview, orgenize, and group items %0 import
@ Impont gl new tems now

¥ Add tags

More cptions mpont

Fig. 3.13 The Import Photos and Videos Dialogue Box

The default option is to Import all new items now, and by
default the photos are imported into the Pictures folder.
However, you can choose the Review, organize, and group
items to import option, and select in which folder to import,
by clicking the appropriate radio button, as shown here.

Salact the groups you want t0 import
13 o selucnd 2 growpe
v s
|
| Bianaa
D boawr s nome
22002000, 603 a2 604 P
4 Vasunp
v
o e 8 e
|' 22002000 1151 MM w1201
O Ass g
Coltagen o
A sgtions = ot

Fig. 3.14 The Import Grouping Dialogue Box
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Because we've taken these photos at slightly different times
(separated by more than half an hour), they are grouped
separately. You could change this grouping time interval with
the help of the slider at the bottom-right corner in Fig. 3.14.

Using your Photos

The first thing you'll need to do, after importing photos from a
camera or scanner, is to rotate any photos that are not
displayed upright, as shown in Fig. 3.15.

rf,,,\‘ bes  Fg o Emsl  Pontc  Meke~  Sideshow @ sgrim

[ A photos and videos
| B My Pictures People tags
8 My Videos *  Add people tags
Public Prctures T aoe mant
[ Public adeos
AAA Pictures from Camers Caption
Amelie
Chrstopher's 80th
Garden - WTH
Georgre
Lily - Flower
Melissa's 20th

Information
2009-04-22
Gargen - WTH
Panoramic
St Ives Aps 2000
Photos

0 G
Date taken 2/04/2009
11:53 aMm

& Date token
= om

D hnuery

(£ 11an. Thursday Add an author

3 1an, Seturday
(D) 7 tan, Wednesday
(L) 16 Jan, Fridey ’
(L} 19 Jan, Manday o - g

9 e, 1 selected D e X Q| om——a

! - - >t ()

Fig. 3.15 Rotating Photos

To display this photo upright, select it, then click the 9
Rotate counterclockwise button at the bottom of the
screen. Photos that you don't want to keep can be deleted by
selecting each in turn and pressing the * Delete button.

To see individual details on all the photos in a group next
to their thumbnails, click the & View details button which
then changes to the # View thumbnails button. Clicking it
displays the photo thumbnails without the extra information.
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Playing a Slide Show

If you want to see all the photos in a group enlarged, the best
way is to initiate a slide show by clicking the & Slide Show
button. Whenever the mouse pointer is placed at the bottom
of a photo while the Slide Show is playing, the following
toolbar displays for a while.

End Shde Show

oose 3 Them
Choose a Theme

Previous Photo Next Photo

Play/Pause Slide Show Settings

Fig. 3.16 The Slide Show Toolbar

Clicking the |23l toolbar button displays a menu of options
for various types of display, including Pan

Classic

o e and zoom, Album, and Collage. It is
Pan and zo0m worth  spending some time here
Block and white experimenting with the various options to

find out what they do.

Clicking the [l toolbar [ sow
button displays options on | ® Medum
how Fast or Slow the ::'“
interval between photos iS, | e (e
whether their order is Mute

Fig. 3.17 g‘ang?g, etc., as shown in |
Themes 'g. =.18. Fig. 3.18

Iiiﬂ’?f?f

You can stop the Slide show at any time by clicking the E§
Stop button, which then changes to the Play button.
Having stopped the Slide show, you can then use the £
left-arrow button to view the previous photo in the group, or
the @ right-arrow button to view the next photo. To restart
the Slide show, click the @ Play button. To stop and exit the
Slide show, either click the [ toolbar button or press the
Esc keyboard button.
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Creating a Panoramic View

Photo Gallery allows you to create a panoramic view out of a
set of photos taken for the purpose. To do this, select the
photos to be used, click the Create panoramic photo sub-
menu option of the Make menu option, as shown in Fig. 3.19.

& Windows Live Photo Gall
[ > T - e goes -
Crea-e panoramic photo.—. [
B Al photos anc [ {
DB Al phot wdeos Make 8 movie... ke
G My Pictures . Aake 8 blog post. -]
B My Videos I

Burn o D!
Burm a data CD.

_A Public Prctures
(4 Pubhc Videos
AAA Pictures from Camers
Amelre
Chustophar's 80th
Garden - WTH
eorgre
Uy - Flower
Melissa's 70th
Panoramuc
St lves Apr 2009
Photos

@ Date taken

snuary
1 Jan. Thursday

3 Jan, Saturday
7 Jan, Wednesday
16 Jan, Fndey
19 Jan, Monday ™
9 ¢ X @ i —_— .
—

Fig. 3.19 Photos to Create a Panoramic View

A few moments later, Photo Gallery asks you to save the
result of its stitching and displays it as shown in Fig. 3.20.

Fig. 3.20 An Automatically Created Panoramic View
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If you look closely at the original photos you'll see that the
fourth photo does not appear to have been used by the
program when creating the panoramic view. We have
repeated the process several times with the same result!

Sharing your Photos

Fig. 3.21 shows the three Photo Gallery menu options that
can be used to share your photos with others.

Publish ~ E-mail Make ~
Online album... &2, Create panoramic photo...
Group album... B Make a movie...
Event album... } Make a blog post...
B BumaDVD..
More Services ) ® BumadataCD..

Fig. 3.21 The Publish, E-mail and Make Menu Options

Having organised and edited your photos, you can store
them and display them online using one of the Publish
sub-menu options Online album, Group album, or Event
album. With all three options you'll have to first select the
photos by holding the Ctrl key down while clicking the
required photos, before selecting one of the sub-menu
options. Windows Live will then ask you to sign in, before you
can upload your photos to the Web space allocated to you.

Another method of sharing your photos is to e-mail them
as attachments. First select your photos, as described above,
then click the E-mail menu option which displays a screen
asking you to decide on the size of the photos. The larger the
photos the longer it will take to send them and receive them
at the other end. Once this decision is taken, your e-mail
program opens with the photos attached.

The third and final method of sharing photos is to use the
Make menu option and select one of the sub-menu options;
Make a blog post (requires you to use the Windows Live
Writer to compose your blog before publishing it to popular
blogging services), Burn a DVD, or Burn a data CD. The
choice is yours!
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To be able to communicate electronically with

TI ' the rest of the world, your PC must be

{ connected to the Internet through some type of

— —F modem (usually broadband) to an active phone

line. Once this is set up correctly you can send

and receive e-mail messages, wherever you are in the World.

In this chapter we look at Windows Live Mail, the e-mail
program that comes with Windows Live Essentials.

Using Live Mail

Windows Live Mail is Microsoft’s excellent all-in-one package
for e-mail, contacts management, newsgroups, and feeds.
With it you can access several different e-mail accounts from
the one window, including Web based accounts from
Windows Live Hotmail, MSN Hotmail, AOL, Gmail, and
premium Yahoo! Accounts. Its PhotoMail feature lets you
easily send large photographs in your messages.

To start Windows Live Mail, click the Start button @), open
the All Programs menu, scroll down and click on the
Windows Live folder to open it, then click the £ windows Live Mai
entry. Windows Live Mail then loads entries (if any) from the
Windows Calendars, and then asks you if you want to make it
your default e-mail program.

As you will probably be using your e-mail program every
time you open your PC, perhaps now would be a good time
to add it to the Taskbar by right-clicking the Windows Live
Mail entry in the All Programs menu and selecting the Pin
to Taskbar option in the context menu, as shown in Fig. 4.1
on the next page.
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Open An icon is then placed on the right of
@' Reonyudinkisior your Taskbar buttons which can be
pomanestcomphit dragged to where you want it to appear
to Taskbar
b on the bar, as shown below.

Pin to Start Menu

Restore previous versions

Fig. 4.1
Right-click Menu Fig. 4.2 Live Mail Icon on Taskbar

Connecting to your Server

When you run Live Mail for the first time, you are prompted to
add an e-mail account. You will need the following
information from the supplier of your e-mail service: Your
e-mail address and password, the type of e-mail server to be
used, and the address of the incoming and outgoing e-mail
servers you should use.

if the connection process does not start automatically, use
the Tools, Accounts menu command (you might have to first
click the Menus icon pointed to at the top-right corner of the
composite of Fig. 4.3 to display the Menu toolbar), click the
Add button, select E-mail Account and click Next to start it
manually.

TETE™ Go [EERMN actor bee — = =
R Sy » - il . @ Sgnn
Sync il el s counts Fs W Layow.
» Quick views Sync everything CareF3 Optlore
Unread e-mad Messoge ribes » Satet "me
Unread from contacty
aslhaion tAanage newsgroups. Qn-w I Custormnae tooibar.

| Show menu
AN sent tems bee

Accounts... [ N -

A deates Mansge teeds. '

el —
nbor ]| S8R UD OO @M BCCOUTE OF NGO IbecTOoNe by Chckng Add
Drafs To make chanoms. exoon. or Mmove BV BCCOUTE o DCTOtion, Select § frat |
| Sert #ems Mail =
Junk ¢-meil B mad bk net Ovfod - |
ot o =]l
- " News -
3d e-mai K count ]
WMcrosh Commrtes Osfes Ll
Accourt}
@ mai
Ce Duect v
| & c . ontacts Duectory
@) Contacts
Feeds 5
@ MNewsgioups
(men
Rt !

Fig. 4.3 Windows Live Mail Accounts Box
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Follow the instructions from screen to screen. It should only
take a minute. You can add all your different e-mail accounts
like this and view them all from the same window.

Once your connection is established, opening the Inbox
will display any messages waiting in your mailbox, as shown
in Fig. 4.4 below.

fle Edu Yww Go ook Actions Heip
New *  Reply  Rephod  Forward  Addiocelender  Delete Ak Sync * /- 2 @ N-d'u
r—— : < — =
Urvead from contacts |
AR mbor 1 4 ™ Fom Subpect Dete =
ARt L) tsstety @ivecom vhcorme 16 Windows Live Farndly S 0570572008 829 PM
Bsehems Windows Live Teem s % o
(C) Wendowt Live Hotmad.. G A
mailialitsicnet
Inbos |
Oratts |
Sent dems
Junk o-mad
Owteted aemy
Liveco (noelkan}
nbos ]
Dratrs @ Unknowntender  Delete and block | Allow sender -
i gl ’ fsafety@live.com [fufe Add contact
posamat ! roelon®ine.co uk
Detated aems
Ben Welcome to Windows Live Family Safety
g~ L] Dear Noel Kantaris, F
& Mo " 3
Welcome to Windows Live(TM) Family Safety. You can use Family Safety to:
@ Cotenasr
U} Contacts  Categorize and block unwanted web content for yourself and your family.
B Fees o Create your own list of allowed or blocked sites.
¥ Newsgroups « Montor Family Safety users” Internet activity.
3 message(si. 0 unead Viortng onkne @)

Fig. 4.4 Windows Live Mail Default View

This shows the default layout of the Windows Live Mail
window, which consists of the Folder Pane on the left, Menu
and Tool bars, a Message List at the top right pane below
the Find a message search box, and a Reading Pane below
the Message List.

The Folder Pane contains the active mail folders. Clicking
on one of these, displays its contents in the Message List.
Clicking on a message in the list opens a preview of it in the
Reading Pane, while double-clicking on a message opens
the message in its own window.
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To check your mail at any time, click the Sync toolbar button

%=« which with a Broadband connection will automatically
download your messages. If you are using a Dial-up
connection, it will display the Dial-up Connection window, for
you to connect to the Internet. Any new messages will then
be downloaded from your mailbox.

Testing your E-mail Settings

Before explaining in more detail the main features of
Windows Live 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 start, click the New button on the toolbar ¥« to open
the New Message window, shown in Fig. 4.5.

Test Message
fle [t Yew Jwet format Jook Help
Stnd[}s-n Mtach Hoh  Low 3 @
W T noelkan@lve.co.uk From: | noelkan@live.co.uk -
| Subject  Test Message

ApFowmat &g Add photos
- Sttionery: Ansl- 10- B / U A- 09 7VIiE-®- /-0 Q

A message 1o test my e-mad settings
Noel Kantans

Fig. 4.5 Sending a Test Message

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 the message is
about. Next, type your message in the main body of the
window and click the . =< button.

By default, your message is placed in the Outbox folder
and sent immediately if you are on Broadband, otherwise you
will have to press the Sync button to send it.
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The Main E-mail Window

Windows Live Mail uses three major windows, which we will
refer to as: the Main window which opens first; the Read
Message window for reading your mail; and the New
Message window, to compose your outgoing mail messages.

The Main window consists of a menu, a toolbar, and three
panes described next, with the default display shown in our
example in Fig. 4.4. You can choose different pane layouts,
and customise the toolbar, by clicking the Menus button & -
and choosing the Layout, or Customize Toolbar options,
but we will let you try these for yourself.

The Folders List — At the bottom of Fig. 4.6 you see a list of
your mail folders with shortcuts to Mail @  Calendar 7,
Contacts 1, Feeds & and Newsgroups . Each
account has at least five mail folders, as shown below. If you
don't have much space on your screen, you can collapse the
‘shortcuts to other features’ by clicking the down-arrow
(pointed to in Fig. 4.6).

e Quick views

l Unvead e-mait — —— Unread e-mail
Unvead rom contacty,
All nbos
Al drafts
All sent germ
« mailtalktalk.net
Inbos — Inbox
Deshts \
ekemi >  Choose folders to display

bk @-med r
Deleted tems /
» Liveco (noelkan)

Outbox

Storage folders
|
Add e-mail BcOUM e Add e-mail account
N
R Colape shoncues | b
B Cotenday
W coopes ) Shortcuts to other features
B Feeas

|DN~W=~91 . ,(‘

Fig. 4.6 The Default Folders List in Normal View
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The Quick views option at the top lets you view all the
unread mail you have received. This is really useful when you
have multiple mail accounts open.

You can add your own folders (usually in the Storage
folders section) with the File, Folder, Create new folder
command from the Main window. You can then drag
messages from the Message List and drop them into a folder
for storage.

The Message List — When you select a folder, by clicking it
in the Folders List, the Message List shows the contents of
that folder with brief details given for each message, as
shown here in Fig. 4.7.

Al inbion -
Ble B8 Yoo o Look Aiow fep

Meow = Baply  Raphyal  Forweed  Add e calender Mok By o I EB- 9 u.u‘w
# Quick views

Urend e-med @)

Dhssad Sau entngs ' 0™ fam Saiyect [
pr— e e couk '.-n—.-. .
pryere oy S wa o i v b

20 ot tams = =

Y

Fig. 4.7 The Message List

The first column shows the message status icons indicating,
for example, if a message has an attachment ', or has been
‘flagged’ ™. The next column shows whether a message has
been read C4, is unread 7, has been replied to (¢ or has
been forwarded .#.. Next is the name of the sender, followed
by the ‘Subject’ or title of each message followed, under the
Date column, the date and time the message was sent.

To sort a list of messages, right-click the Date link and
choose how you want it sorted from the drop-down menu.
You can further control how the message pane displays by
clicking the Menus button and choosing the Layout,
Message List menu options.

To search for a message term in the list, type the term in
the Find a message box at the top and click the /- button.
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The Reading Pane — When you select a message in the
Message List, by clicking it once, it is displayed in the
Reading Pane, as shown in Fig. 4.4. This lets you read the
beginning of the message without actually opening it. If it is
worth reading, double-clicking the header in the Message
List, will open the message in the Read Message window.

The Read Message Window
The Read Message window is shown open in Fig. 4.8 below.

fde fda  Yew Toos Actions Help

Reply  Replyall  Forwerd  Addtocalendsr  Delete  Junk Pt | Next 2 8
" noelkan@live.co.uk [ 11:58 AM
b To. noelan@inve.co vk
Test Message

A message 1o test my & mail settngs.

Noel Kantans

Fig. 4.8 Our Test Message in the Read Message Window

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

Windows Live Mail has an automated junk filter which
scans incoming messages and automatically moves them to
the junk folder if it identifies them as spam or a phishing
attack. If a message gets through that you don't like, just
clicking the Junk button . will do the same thing. You
should make a habit of checking the Junk e-mail folder(s)
every now and then, as some messages may be put there by
mistake. If that happens just clicking the Not junk button

otk Will move the message to your Inbox.
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The New Message Window

Clicking the New button 2%« on the Main Window toolbar
opens the New Message window. This is where you create
your e-mail messages in Live Mail and it is important to
understand its features, so that you can get the most out of it.

The toolbar icons in this window are all self explanatory,
but if necessary, hovering the pointer over one will tell you
what it does. Also have a look at the message itself in
Fig. 4.9 for additional explanations.

Message Formatting

Windows Live Mail provides quite sophisticated formatting
options from both the Format menu and the Format toolbar.
These only work if you prepare the message in HTML format,
as used in Web documents. You can set this to be your
default mail sending format using the Send tab in the Tools,
Options box of the Main Window.

The Format toolbar, shown open in Fig. 4.9, is added to
the New Message window when you are in HTML mode and
all the Format menu options are then made active.

R

Ble fdt Yew Joet Fgmat Jooks Help

Send  Seve  Alach Recknames oty  High  Lew % @
Wl Te  posun@ive couk From: | noelkan@live.co.uk v
Subject  Formatting s Message Show C¢ & Bec

Alpformat  SgAddphotos B
W Subonery : Anel- 10- B U A- 09 7iE-#&- /-0 Q

A short ge to show the f of Live Mail

Note Each formatted word above. was first selected by placing the nsertion pointer i the begnnng of the word to be
formatted. pressing the Shit keyboard button down, and while holing & down using the nght-arow key to heghight
the word before applyng the required formatting by pressing the sppropnste toolbar icon The ket below. was crested by
chclong the Format as list icon and selecting the Bulleted list option

o The word ‘short” has been emboidened and takcized
« The word Tormatting' has been underkned
o The words Lve Mad™ have been formatted in using the Font Color con

Noel Kantans

noslkanlive co uk

Fig. 4.9 The New Message Window
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Photo E-mail

You can add photos to e-mail messages in two ways, as
attachments (described on the next page), or in a photo
e-mail. With a photo e-mail, as long as you are signed in to
Windows Live Mail with a Windows Live ID, you can upload
the full versions of your photos and save them on Windows'
servers. Only thumbnails of them will be placed in your
message, so your e-mail will be smaller and quicker to send,
but the recipient will be able to view or download the full
photos.

To create a photo e-mail, click the New button to
open the New Message window, shown in Fig. 4.10, and
prepare your message as normal. Click where you want to
insert photos in the message and then click the Add photos
button SMsasdste=  Select the photos you want to send
followed by the Add button, and click Done to finish.

[ Mew Message e gdsl
| Ble Edt Yoew juet Fgmat Jook Help |

| Send Save Antach Check names. High Low S5 @

J From: |noslkan@inecout | =
Culioct Show Cc & Bec

aAbFormet Eifhotos liaema

Fig. 4.10 Thumbnails in a Photo E-mail

To format your message, you click === to format the text,
=== to add photo frames or more photos, and @ to set
the message layout, as shown in Fig. 4.10 above. Finally
click the Send button to send your Photo e-mail. This really is
well worth doing.
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E-mail Attachments

To add an attachment to an e-mail message, such as a photo
or another type of file, you simply click the Attach button

max  in the New Message window, select the file(s), you
want to send with your message, and click Open.

In Windows Live Mail the attached files are placed below
the Subject box. In Fig. 4.11 we show two attachments with
their icons telling the recipient what each file is; a graphics
(.jpg) file, and a text (.txt) file in this case. Finally clicking the
Send button, sends the e-mail to the recipient(s).

e I
[ e 5s You Just Fomat Jo iy
[| send Seve Amach  Checknemes  Cnosy Hgh  Low 3 @

() To  ptwl Otover: noellan@invecouk Frome | neelkanirve.couk -
Subyact  The fies you wented h
& & Ly ma potypg 041 KB) L) A Morsi Question.txt 198 KB}

Brema rsopon 2
L Stationery Anal 0 s ! 7 i O A Y

Fig. 4.11 A New E-mail with two Attachments

Receiving Attachments

Fig. 4.12, on the next page, shows the received e-mail with
the two attachments in a Read Message window. The
received message shows the graphics (.jpg) file open at the
bottom of the window, and both attachments in the Header
bar with icons indicating what type of files they are.

Right-clicking an attachment opens a drop-down menu
also shown in Fig. 4.12. From this you can choose to open,
print or save the attached files. The Save all option is the one
most often used.

Double-clicking an attached file icon opens a Mail
Attachment window showing you the type of document and
asking whether you want to open it. A graphics file (.jpg) then
opens in Windows Live Photo Gallery, and a Word
document file opens in Microsoft Word.
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Fig. 4.12 Received Attachments in a Read Message Window

As long as you have the necessary programs, each attached
file can be opened in situ or saved to disc from within the
application that opened it.

_Replying to a Message

When you receive an e-mail message that you want to reply
to, simply click the Reply button to open the New
Message window. The reply address and the subject field are
both filled in automatically for you, and the text of the
message you are replying to will, by default, be placed under
the insertion point.

You can edit this text, so that it is obvious what you are
referring to. Just a few lines may well be enough. Then type
your reply, format whatever you want and click the Send
button

4
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Deleting Messages

Some e-mail messages you receive will be worth keeping,

but most will need deleting. To do this, just click the Delete

button .2« on the Read Message window. From the Main

window you can select the messages you don’'t want to keep

in the Messages List and either, click the Delete button
i |, Or press the Delete keyboard key.

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 will not need again.

To get this done automatically, you use the Tools,
Options menu command to open the Options dialogue box,
click the Advanced tab and click the Maintenance button at
the bottom of the screen and check the Empty messages
from the ‘Deleted Items’ folder on exit box in the displayed
Maintenance screen. Your deletions will then be
automatically removed whenever you close Live Mail.

Spell Checking 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, as Windows Live Mail has
a good spelling checker built in.

e To try it out, prepare a message
Hope you got ey mesage l in the New Message window, but
m with obvious spelling mistakes.
messaged [} H Errors will be underlined in red, as
messages | shown in Fig. 4.13.
me sage | q _—_ . ,
gnore A | Right-clicking a flagged ‘error

Add to detionary | opens a drop-down menu. You can
accept a suggestion, Ignore All
occurrences, or add your original
word to the dictionary for future
use. This works very well.

Fig. 4.13 Correcting
Spelling Mistakes
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Organising your Messages

As we saw earlier in this chapter, you can open folders or
create your own folders, and also you can drag messages to

move them from one folder
into another. The copy
procedure is the same,

except you must also have
the Ctrl key depressed
through the  dragging
procedure.

You can tell that copying
is taking place by the ‘+

# Storage folders = on the mOuse
: - pointer as shown
Fig. 4.14 Moving a Message here to the right and
in Fig. 4.14.

The System Folders

Windows Live Mail has six folders which it always keeps
intact and will not let you delete. These are:

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 ‘file’ copies of these
messages, or delete them. Messages in the Sent
Items folder can be moved or copied into any of the
other folders except the Outbox folder.
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* 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. A Message in the Drafts
folder cannot be moved or copied into any other
folder. Simply double-click it to open it in its own
window, edit it, and click the Send button.

Getting Help in Live Mail

As you would expect, Live Mail has a Help system which you
can activate whenever you want. It is opened by either
clicking the Help button #-., or clicking the Help Menu bar
option. Either one of these opens the drop-down menu
shown in Fig. 4.15.

[ Hep | T =¥ Selecting View Help from
View help £ the drop-down menu, or
Chack for updates pressing the F1 button when
Sonrch the Mell diecussion Srowp in any of the Windows Live
Read the Mail blog screens, opens an Explorer
S P 7] screen and displays a vast
Help improve Windows Live... amount of information.

Service agreement

R iU We suggest you spgnd
some time getting familiar

ity v with this Help system, which

Fig. 4.15 The Help Menu. should answer most of your
future queries. Good luck!

In the next chapter we will cover additional Features of Live
Mail, such as Calendar, RSS feeds, and Newsgroups.
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Other Live Mail Features

Windows Live Mail includes additional features which are
extremely useful, so we will be covering these in this chapter.

The Contacts List

Windows Live Mail lets you create and keep a
contact list to store details such as the names,
addresses, phone numbers, and e-mail
addresses of your contacts.

If you have never signed in to Live Mail with a Windows Live
ID, your contact list will contain only the contacts you have
added or imported into the program. If you are signed in, Live
Mail uses the contact list associated with your Windows Live
ID and any changes that you make to your contacts in Live
Mail will be saved and also used in Windows Live
Messenger, Windows Live Hotmail, and other Live services.

In Live Mail you click the Contacts button at the bottom
of the Folder Pane to access the Contacts window.
Fie fde  Yeew Actions Help
New = fdt  Delete  Email  Punt  Contectdwectones  View * ESE X

l Contacts
All contacts (102)
Favorttes ) Nome Personsl e-mail Compeny

Phit FhaQ -
Piers. comish@ ,.h
Poppy catbopi @
Prscifla prscilal
Rachaet wchael@
Raymonde Trymonde@
Robin robn @
Create » new category Rob o0
Share your contact info et Soaiirly
View your profile

Fig. 5.1 The Live Mail Contacts Window
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In Fig. 5.1 on the previous page, we show a small part our
Contacts list in default view. However, to preserve anonymity
we have obscured the surname and part of each person's
e-mail address. Different views of the Contacts window can
be displayed by clicking the View button =, and selecting
an option.

You can add a person's details in the Add a Contact box
opened by clicking the New button e - as shown in
Fig. 5.2 below.

Contact John Smith
Personal

Work Personal e-maik Home phone
™M johnsmith 01234 456 789
Notes

Ds Company:

[ Add contact | | cancel

Fig. 5.2 The Add a Contact Window

Use the Quick or Contact option screen to enter the name,
phone, and e-mail details for your new contact. The Personal
option screen is used to enter their personal address, phone
and fax numbers, and Web site. You can also enter similar
information for Work. The rest of the information can be
entered if you have the time, or be entered later by editing the
Contact'’s entry.

Unfortunately, there does not seem to be any facility for
adding photos of your contacts, as in earlier versions.
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To send a new message from your Contacts list, highlight
their name and click the E-mail button . &= . to open a pre-
addressed New Message window in Live Mail.

Alternatively, use the New Message window, start typing a
name in thellld 7= box and select from the options presented,
or click on the [t 7= button, or use the Actions, Send e-mail
command, to open the box Shown in Fig. 5.3 below.

[ e contact | | Look in Contact directories |
L = —
3 Phil Olrver prmo@philoliver.com -
@ Phit phil®
@ Piers cornish@
a Poppy calhopi.@
@ Priscilla prscilla@
O Rachael rachael®
O Raymonde raymonded
@ Robin robin @ 4
@ Rob rob.o
Q Sersh sarsh@ =
|.de=> % Phl Qfrver
[ L&+ [Seiect e-manl addresses where you }
—— 1 wantto send this message
(Lt
LGl
e —

Fig. 5.3 Selecting a Contact

tn this box, you can select a person’s name and click either
the To: button, pointed to above, to place it in the To field of
your message, the Cc: button to place it in the Copy field, or
the Bcc: button to place it in the Blind Copy field.

The Bcc field is used if you do not want the address
entered there to be visible to the main recipient of the
message.
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The Windows Calendar

- Windows Live Mail also provides you with a
e calendar which is opened by clicking the
.::.’2 Calendar button at the bottom of the Folder

Pane.
7 Catamr - -
Be I8 Jem o Josk dcion twe
[ Day  Werh | Mosth  Bee Vi % @ = w
My, 2009 w
] 2 3
3 s
’
» » = M e B
W Noals Calondnr
W Dethtny caturier
it =
i calevwdar
@ v T e
Coturder
L} Comtee
B Fon
# Moo
e

Fig. 5.4 The Live Mail Calendar

This provides you with all the scheduling tools you should
ever need. Windows Live Calendar provides day, week and
month views, and supports multiple, colour-coded calendars,
making it easy to keep schedules for work, family, school,
etc. Also note that certain information was transferred from
our previous calendar and is shown above.

Changing the month you are viewing could not be simpler;
just click the scroll buttons on either side of the currently
displaying month — clicking the ' left button displays earlier
months, while clicking the right button displays later
months (see also Fig. 5.5 on the next page).

To see the Calendar in daily or weekly view, simply click
the appropriate button on the Calendar toolbar, shown below

Day Week | Month

or use the View command, then select Day or Week from the
drop-down menu.
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Viewing Appointments

All the details of appointments, events or meetings can be
viewed in Calendar whether you are in the Daily, Weekly, or
Monthly view; you can see the date, and the description. In
Weekly and Daily view you can also see the time of an
appointment and the & symbol to indicate that the
appointment is recurring. In Fig. 5.5 below, the Calendar is
displayed in Weekly View.

Bla £ Yew Go Jook Acvons tieln I j
Now ¢ S . Dey Wemm_ Month  Prew J° B @ wm
72000 19 Moy M 20Way 2009 21 Moy 2000 22y 2009 | 23 May 2009 24 May 2009
P May, 2009 .
8 - 4
1y N\
LR | s ® / Recurrence Symbol Calendat View
u o2y ou ] ) Amends
4 9 » 2 u>n \
» I 3 s W u \
Gote todey g
Month scroll buttons
Liveco (noetkan)
§l Now's Calendar
) Betnday calendar Day selection
@ X Hobdeys Twme scroll bar I
L9 cotendar I
@ Ma
B Comnter
& © Live Mail options
B feen -
B Newigouwps
Working onbae @)

Fig. 5.5 The Calendar Display in Weekly View

The Calendar List

To the left of the Calendar screen you'll see a list of
calendars; three in our case.

* The ‘Primary Calendar’ + Live.co (noeikan)
appears at the top of the list e
and contains all the information 5 Pty -
appearing within the rest of the sor] _ nn
calendars on the list. Seans Sl
e The ‘Birthday Calendar’ i e = D

contains all the birthdays of ) —
your Contacts, provided you  Fig- 5.6 Calendar List
have entered that information in the Contacts list.
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Next, let us now assume that you also have a special lunch
appointment with your mother on the 17th of June each year,
as it is her birthday. To enter this event, click on 17 June on
the calendar to the left of the Daily entry area, and create a
yearly event ‘Lunch with mother’ for 1:00 p.m., for 1% hours.
We have added 'Birthday Lunch' in Location to distinguish it
from other types of lunches, as shown in Fig. 5.12 below.

ot v

| Bde fot Yww Go lools Actions Help
New = Sendin e-mait  Delete Day Week Month  Pant /- - @ Noel * w
r 2009 -
June, 2009
(R A BN S T AM
B9 10 11 12 13 M
1% 16 17 1B 1 X 2 M 2 Managers’ meeting (My Office)
2 B u % ® D »n
® AM
Go to today

Live.co (noelkan)
¥ Noel's Calendar
¥ Buthdey catender
W UX Hokdays

M {2 Lunch with mother (Birthday Lunch)

Add calendar

Working online @)

Fig. 5.12 Entering a Yearly Appointment.

Note that the meeting with the Managers is also shown on
the same day, as it is four weeks since

the last meeting. This information also |
appears on the Weekly and the Monthly  anagers’ meeting (My
view, except that on the Monthly view you Weunch wiith mothey (Biet. | |
get a somewhat restricted display of your
appointments, as shown here in
Fig. 5.13, even though the Monthly
display was maximised on the screen.
Try it!

|
Fig. 5.13 Monthly
View
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Planning a Meeting

Suppose we decide to invite other people into the meeting
with the Managers on 17 June. First, locate the date of the
meeting on the Calendar display and double-click the entry in
question.

In the displayed ‘Edit Recurring Event' screen, click the
Edit this occurrence radio button to display the Managers’
meeting dialogue box, then click the Send in e-mail button

sendinemal - to obtain the screen in Fig. 5.14, in which you
include the e-mail addresses of the colleague(s) you would
like to be present at the meeting. Next, type in the main body
of the e-mail something similar to our one line ‘You are
invited ..." (you can, of course, type more lines if you want).

The rest of the information (subject line, and details of the
meeting below our one-line message), were automatically
inserted by Calendar. This really saves time and effort — it
could not be easier!

File Edr Yww jnset Fgrmat  Jooks  Help

| Send save  Amach  Checkames High  Low A- 8-
@ Te  Pril Otver From: | noekan@ive.co.uk 2
Sutyect | Managers’ meeting Show Ce & Bec

AlpFormat. g Add photos

@ - Sationery - Adel- 10- B 1 U A D9 7 E-® /-2

You are imite:] to come to the meeting detailed below. Please let me know # you can make it

Location: My Office

Start: 2040572009 10:00 AM

End 200572009 1200 PM

Recurience: Custom .. -

Fig. 5.14 Scheduling Colleagues to Attend a Meeting

From here, you can organise meetings and send requests to
participants and then track the status of their response
provided, of course, you are either connected to a local
network or know their e-mail address.
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UsingiSS Feeds

~ s With Windows Live Mail, you can now read and

q‘ manage your blogs and RSS feeds from within

& the application, at the same time as handling
your e-mail and calendar.

RSS stands for ‘Really Simple Syndication’. They are also
called ‘Feeds’ and are just Web pages, designed to be read
by computers rather than people. RSS is a way for publishers
of online news agencies and magazines to make news,
blogs, and other content freely available to subscribers. You
find what you want, subscribe to it, and then every time the
author updates the content or writes something new, it is
delivered straight to Live Mail on your desk. Feeds offer an
easy way to keep up to date with what you are interested in.

The usual way to find a new RSS feed is to look on your
favourite Web sites and if they offer this feature, you will see
the icon. Clicking such an icon will open a Feed page. If
you like it, look for the link that lets you ‘subscribe’ and click
it, as shown in Fig. 5.15.

BBC News | Worid | UK Edition

You are viewing a feed that contains frequently updated content. \When you subscnbe to 3 feed
it 15 added to the Common Feed List. Updated information from the feed 5 uom.mun- dowﬂlomﬂ
to your computer and can be wewed in Internet Explorer and other programs. L mare abor

teed

& Subscnbe 1o this feed
K<)

Fig. 5.15 Subscribing to a Feed Using Explorer

This opens the Subscribe to this Feed dialogue box, as
: : . shown in Fig. 5.16.
Clicking the Subscribe

Wher you aubecsbe .8 feed, € & scomstely acded button completes the

g i e procedure. Next time you
B open Windows Live Mail
oeeor (Bime L) | Mpuite and click on the Feed

Piremet, button your newly
Yhatis a Foad? (hnnter Cancel

created feed will be there,

Fig. 5.16 The Subscribe to a Feed @S Shown in Fig. 5.17 on
Box the next page.
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Fm

f6t Yew Go Jook Actom el

New - Forwerd  Demte  Sync v Mensgrieeds P Movely 7 - @ ittt © |
Quick views BBC News | World | UK Edition .
Unseod foecs OB} 6
AN feech (8} - - -
) BOC News | w . =1 UN aid chief sees hope in Darfur
Your feeds -

BBC News | Workd | UK Edsoon @ 88C News | wortd o

Wandows 7 (38

A somor UN official says there i8 no hard ewdence the expuision of

Oeteted germ I'““‘"" Wond 3gencies has caused deaths in Sudan's troubled Darr regron
Add feed g*m-qm 1239 P00
UN oad ¢ ‘-dntr ope;
- C News | W
fsweao 2 o

3 messagels) 0 wwesd A

Fig. 5.17 Reading a Feed

When you select a Feed, its downloaded contents are
displayed, as shown above. Live Mail checks the RSS
publisher’s server for new and updated items on a regular
basis.

You can open a selected Feed by clicking on the View on
line link, pointed to above, which launches Internet Explorer
and displays the full
article in it, as

e “* 1 shown in Fig. 5.18.
AR B0 MIWS | Eramsememat [ U st et 00 MO @t o oo
00E —— [ To delete a Feed,
] or a specific Feed
NEWS = message, select the
B e et ot s 2 Feed or the Feed
i UN aid chief sees hope in Darfur message, and click

1, the Delete button
. odee | You need to
keep an eye on

Ve months after hary

optminti about the

-::_;-"—- Feed messages

— because they can

e WETLLRT = o build up rather
n-—- -in——-w-m-w-o- Qo .- quickly!

Fig. 5.18 A Feed Message Opened You can update

in Internet Explorer Feed messages

instantly by pressing
the Sync button =+, manage feeds or move them by
pressing the corresponding toolbar buttons. It is worth getting
to know the RSS Feeds facility. Try it!
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Using Newsgroups

Newsgroups. Newsgroups are similar to the public

message boards of old, and are used to focus on a

particular topic of interest to its readers. There are
currently well over 100,000 Usenet newsgroups, but only a
quarter or so of those are active.

Ii You can use Windows Live Mail to get in touch with

Newsgroups vary in popularity, with some only getting a
few posts a month while others get several hundred or more
messages a day. Newsgroups normally have administrators
who decide how long articles are kept on their server before
being deleted; some may keep articles for as little as one or
two weeks, others may hold them for many months
particularly if the articles deal with technical matters.

To start the application click the Newsgroups icon [# at the
bottom of the Live Mail screen to open the screen shown in
Fig. 5.19 with the Microsoft Communities option to the left,
selected.

| Microsoft Communite : s Live SN Ey——
Ele Edt View Go Jools Actions Help
Now. = urBmE, = Newogmups g B~ @ noelkan@irve.co.uk - B
+ Quick views S You are not subscribed to any newsgroups in this account. Would

o you like to view a list of available newsgroups now?

Unread watched news .-
View Newsgroups

All news ! L.._.._._.—]

i

|

|

{

|

=
Microsoft Communities

Outbox

b Storage folders
Add newsgroup sccount

9
Working oniine @)

Fig. 5.19 Microsoft Communities

-

Clicking the View Newsgroups button displays a screen
similar to the one shown in Fig. 5.20 on the next page, with
several hundred entries of interest.



Other Live Mail Features

mecroech pubEC SCORES 381 RACCEI DAgES
mecrosch public access deveiopens tookdode
mecrosch public access devtookts

mecroech pubic acCess extemaciaty
mcroeoh public access forms

mecrosoht gublc acoess formacoding

mecrosoh pubhe ac cess pettngatanted
ik o ks nsaann. bt

. il

L oow | (o« ][ Comow ]

—. |

Fig. 5.20 Microsoft Newsgroups Sites

You can search for topics contained in these Newsgroups by
typing something similar to what we show below. We are
naturally interested in the subject of Windows Live, so that is
what we typed. This narrows down the available sites to one

in our case, as shown below.

Commurttes

« [ .

[ @ew | [0k ][ comew |

Fig. 5.21 The Microsoft Windows Live Subgroups

Note that the list above includes abbreviations such as de
(for German), fr (for French), it (for Italian) sites. We selected
one without such abbreviations in its name and clicked the
Go to button. The screen that opened for us is shown. in
Fig. 5.22 on the next page.
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B b Yoo G0 loch detom Hep

e Mpygee gy Jowend s v Nemgman et Pee £ B+ O -‘-vl-u"-w
Quack views
Urrasd watchad aeey
b (¥ o O tew - f e 0
# ragiLoght e Gyt 22000 30 A0 [ ]
. .. L ]
s i #h v o e o e e inaprand o 1.0 4
7 2 R Hetp! Con sopeoe wpleen B @ligse_ smartege 20131 P04
i A ¥ Unaat Ird panty droom commsstn 0.9 M_ 10 1182/ 129 AN
Outbon PPt e 1t 1 ey marh 13422000 Sy A
) ! poorgl Add comect
Add remrenp sccount J ———

Re: Help! Can anyone explain the difference between windows and windows live

In Windows 7 thes won't be an isus because the programs that you get in Vista

and can upgrade 10 Essentisls. are not shipped with Windows 7

The biggest differsnces in the base programs and the Live versions are:

Vista Madl - no ability 10 access Hotmail or other hetp based emasd

Windows Live Madl - can access hitp mall

Photo Gallery - local image viewng and kmasd Rrary/edit capsbilites

Windows Live Photo Gallery - masry sdditional features 10 allow upload 10 onbine

servioes

There are marvy other differences that you can discover 35 you use them or read
ue up on the sae - hitp,//dowrioad rve com

Fig. 5.22 An Answer to a Query Posted on a Windows Live
Newsgroup

Note that if a query has been answered, a horizontal
arrowhead : appears against the original message. Clicking
this symbol opens all the answers relating to the query and
the symbol now changes to an inclined arrowhead 4, as it is
also shown in Fig. 5.22 above.

You can rate an answer, if you so wish, or answer the
person who posted the question directly by clicking the Reply
menu button and sending your answer via e-mail, or posting it
for everyone in the Newsgroup to see by clicking the Reply
group menu button which displays the group answer box
ready for you to type your message.

) Newsgrowpe  macrosoft public windows. inve helpcommunty_platform.feedback Show Ce
Subgect: Re Help! Can anyone explan the deference between windows snd windows ive
0 2 7

Fig. 5.23 Posting a Reply to a Group
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Windows Live Writer

Windows Live Writer is used to create and
Y & format short online newsletters (blogs — short
for Weblogs) that are frequently updated and
are available for the general public to read.
Blogs are generally text posts, but a lot of them these days
include rich content, such as images, maps, tables,
hyperlinks (that provide links to other blogs, Web pages and
other media with the same topic), and tags (keywords that
can be assigned to a blog post to indicate the category of the
blog). The ability for readers to leave comments in an
interactive format is an important part of any blog. Windows
Live Writer makes these facilities very easy to use.

If you want to see an explanation of what a blog is in plain
English, then have a look at the YouTube link below:

www.commoncraft.com/blogs

and start the video to display what is shown here in Fig. 6.1
after a few seconds.
Blogs in Plain English

Fié. 6.1 A Good Explanation of Blogging
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Before we look at Windows Live Writer in some detail, it
might be a good idea to have a look at existing blogs on the
Internet. By now there are around 70 million blog sites on
various subjects and to find the one you are interested in
might be a rather daunting experience. Various search
engines make this easier for you, the most popular being
Google. Start your Web browser and type in the address box:

www.blogsearch.google.com

to open the screen shown in Fig. 6.2 below.

[ cocge 2109 Search » Wendoms Farrer faplorer

G -8 oo com o[ 43| x |09 Gocgu P~
B %4 yuwm bpone Jew cew x @
0 Sevortes gy | Adobe Acrebet | Gt Moo e =
W Googhe Biag Searcn B0 0 @« tes o Toour
Web Images Videos Maos tires Shopong Wl moe v R
GO()8|Q blog search cesems Sowch Bogs | [ Semth the Wb | it toes
Top Stoties Stones 1- 10 of abcud 1,800
|
-—' ki i Misaile Shi
Top Stoies I !!!AHNO:.:??'_BMH issile Shields ot queien
The UAEA snounced, Bimos! Smultenecusly sh the US undatecsl '
wthawal o €3 plarned pastern ELropesn st maside sheid that obo pey A0 ARG
Yiodd I-‘w-wmumuaymwnnnm-ub-ww oo Bnd L ey
Buaoens Entuong  Obama.and Euooesn Masie Detwgse  Sec e e
Iachnclogy Amancs  ANAIO-Susua bhusie Sheeid? W =y o
Yt Coers Good chege by Obama o rssie delenss - Tho
Cimlrmuo- v Riwh -

F|g 6.2 The Google Blog Search Screen

Next, type in the Search box what you are looking for, say
‘Gardening’, to open a screen similar to that in Fig. 6.3.

ey o— @nqw«--;mmi;-n - ¥

.\g‘_ﬂﬂ'—l‘}
[« IS8T [—" “SORLCT '

Fie foe Yww fpoae Jook Hew x @«
W Fovortes |y | Adobe Acrobet () Grd Mawe Add-ems
| 2 Gardemang - Googhe Siog Search B0 @ - Peger Swye Yoo
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Yab (mages Yideos hagm ‘4ews Ghoppng Mai mory v

Go« -3[@ blog Search ceseeg Smhimn || Sowchthe Wep | Suacindiies taxe

I Biog reeums Resuts 1. 10 of aboust 12.930.99 for Gardening. .28 seconds)]
Beowne Top Stories Soned by relevance  Sod by date
Reluted fiogs  Bugpee Seedh and Plants tor home oardens Vegelaties Sowsrs ..
Publshed D (aenn Dus e COMY
L8t bowr (canadin Gaedening - You Souwce k Gardening iotrmatgo
Lot 12 howrs 1P Hwew canaduanga demng Comv
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Fig. 6.3 Some of the Available Blog Sites on Ga_rdehing
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As you can see, there are nearly 13 million blog sites on this
subject alone! Have a look at some to see what people write

about and how they structure their blogs.

Using Live Writer to Create a Blog

Live Writer can be used in two ways to create your blog. The
first method is to create a blog post from an existing Website,
while the second is to create a blog from scratch. We shall

examine each of these separately.

Creating a Blog from an Existing Web Site

Start Windows Internet Explorer and navigate to the Web site
page that contains the information you want to include in your
blog. We chose here to use one of our Websites that

contains a list of our books, as shown below.

'ﬁwsmm-mwwaWcmu;utwmmm;”- [ 1
GO~ = e Kt com s  e[Rle xR B
e Ed View Foortes Took ein x @

&Y Werdows Lve  Leve Sesrch B- WhetsNew  Profde  Mad  Photoy Laslende  MSN. % @A Nnd-i
5 Fovortes | gy @ Evdoms Hotsl | Adobe Acrobat ()] Gt Mere Add-emm ~

1 Berrard Babor pubhsheng - Noel Kartarns ond Phi, BB -0 @ - Piges Sthayw Toohe

N KANTARIS & PRM OLIVEE
Computer Books

Bermard Babaul {(publishing) Ltd

Betwoes us we have produced vell aver 85 competer-
based books for Bermard Babaai psblishing. on sech
smbyects as tae luternet, variows Operating Systems,
programmiag lasgmages and other software packages.

Click os "Book List’ below 10 see those cusrently i peimt.

Book Lat | Home

This & subsogeent pages are maintained by No
Please subst:tute kantarss® for ‘nospam’ in the e mail address
Thus prevenss robots which scour websites from obtaining the true oddrass & hence eliminates junk mail

Last wodified 19th Mav, 2009

@ itermet | Protecuad Mode On - ®iwk -

Fig. 6.4 Web Page Containing Information for our Blog

Next, click the Tools menu option and select Blog This in

Windows Live Writer from the drop-down menu.
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This opens Windows Live Writer with the link to the Web
page already inserted into it. Below, we have typed a few
lines in the text area to indicate what the blog is about.

T b s, (S e —" - == )
e 1 M e fyms Tam Don e e o - n 1
T a— P e M-l
a M & tnrma |
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L An itreirtion s Winders T [
A treduction 59 Wndees Live Creentisl .
The first ek 1 the Bt dheve s publuied I Pobruary 2009, whide the ether twe ors 30 b snbishod shorthn, B et =
¥ 700 rould Whe to 0w 3 Wut of o our basls chich the Bk beow to ook Ly, - -
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Figj. 6.5 Web Pa.ge Cointz;ning Inforrﬁation for_our BIE

At this stage it might be a good idea to save your work by
clicking the Save Draft button saedait - followed by clicking
the Edit your space link to be found on the right of the
screen. This opens the screen below in an Internet Explorer
window.

Welkcome 10 your space

40d 10 Yo 10ace © st Chck On G of The ke 10 QI tarted Want 10 iarn more? View Bhe SOMes T

EdR probe Share photos Add bhog seary Iete froends a3 8wt
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Profile Blog
Bt prote etads 404 Surenary
Noel Kantarrs. 2 Moy

Bernard Babani publishing - Noel Kantarts and Phil Oliver computer books
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1 - A I 00uction 40 Wncows Lve Essentisn.
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@ intern | Provected Mode On - AN v
e = —=

Fig. 6.6 The Edit My Space Screen
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From here you can control who has access to your blog by
clicking the People | select link and choosing either
Everyone (public), people in your Network, or specify
individuals from your Contacts List. When you finish, press
the Save button to save your settings. Once this is done, you
have access to the View your space link. In the displayed
screen you can also edit your profile, including what you want
to be displayed about yourself.

Returning to the Windows Live Writer screen you can now
select the date to publish. Clicking the Publish button
uploads your blog to the Web and opens automatically an
Internet Explorer window in which your blog is displayed.

Creating a Blog from Scratch

To create a blog from scratch, start Windows Live Writer, or if
it is already open click the New button, to open the screen
below.

r 1
[ 1 umatind - Wrtoms Live Wenes e |

Sove ol = P W —
B I U AA == EDEE AUD em-
\ E
Dewha
| Menu bar
1

! Tookan Formatting bar Rocontly peted
| -
| -
Task pane -

+ B

| /Shorwutstoomefhawres
. P .

Fig. 6.7 The New Blog Screen

Note the Formatting toolbar at the top and the list of items in
the Task pane on the right that you can use to Insert photos,
videos, hyperlinks, etc., in your blog.
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The Menu Bar Options
Each menu option has associated with it a pull-down

B & vier  bowi Fom sub-menu. Left-clicking a Menu
elitven pon CoteN bar option, reveals the pull-down
';:_ by sub-menu associated with it.
i — Fig. 6.8 shows the sub-menu
Post draft o blog commands of the File option which

Poxidesf nd 60kt onlke are largely self-explanatory.

& Prnt.. CerdeP

Print preview.. Some of the sub-menu
X Delete drah commands can be accessed with
W Potmin sy chtostinap ‘quick key’ combinations from the
i et keyboard. These are shown on the
Fig. 6.8 The File drop-down menus. For example,
Sub-menu Ctri+S is the quick key for the

Save local draft option in the File

sub-menu. If a sub-menu option is not available at any time,
like New page above, it will display in a grey colour.

Shortcut Menus
A context-sensitive shortcut menu is also available for the

Enter 2 post title
'y
. I
4 Paste
Paste special... |
|
!
1

it

I
.J

Fig. 6.9
A Shortcut Menu

text entry area of Live Writer. If you click
the right mouse button on any part of this
area of the screen, a shortcut menu is
displayed with the most frequently used
commands, as shown here in Fig. 6.9,
relating to text entry.

Note that the Cut and Copy commands
only become effective if you have some
text selected. Left-clicking one of the
options in the shortcut menu selects that
option, while clicking on an area outside
the shortcut menu (or pressing the Esc
key), closes down the shortcut menu.

Note that some options in a shortcut menu can also be found
in the Edit sub-menu, while others can be found in the
sub-menu of the Insert option on the Formatting toolbar or
the Task pane. Use whichever is more convenient for you.
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Entering Text

To illustrate some of Live Writer's capabilities, you need to
have a short text at hand. You might like to type the text
below, but to see what is shown here, maximise Live Writer's
window (click the g button on its window), and start a new
paragraph (by pressing Enter) after a colon (:) or semicolon
(;) as shown in Fig. 6.10 below. Don't worry if the length of
the lines in our example differs from those on your display

It might not be generally known that Google is more than a Web Search engine. In
| fact, you can use:

Google Product Search and Google Checkout to make 'your online shopping quick
and easy;

Google News to keep up-to-date with news;

Google Finance to get an instant up-to-date and historical data on stocks and
shares, mutual funds and companies;

Gmail to send and receive emails;

Google Docs to create organise and share your documents, spreadsheets and
presentations,

Picasa to organise and share your photos,

YouTube to search for view and upload your videos on to the Internet,

Google Maps to view maps and find local business information, how to get driving
directions and traffic information, view satellite imagery and walk through street

views of many places of the World;

Google Earth to ‘fly’ anywhere on Earth and view satellite imagery, maps terrain,
street views and 3D buildings.

Fig. 6.1-0 The Beginnings df a Blog

As you type in text, any time you want to force a new line, or
paragraph, just press the Enter key — Live Writer does not
support word wrap. If you make a mistake while typing, press
the backspace (BkSp) key enough times to erase it and start
again. Finally, you can move the cursor around a document
with the normal direction keys listed below.

To move Press

Left one character
Right one character
Up one line

Down one line

=4t
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Editing and Formatting Text

For small deletions, such as letters or words, the easiest
method is to use the Delete (Del) or Backspace (BkSp)
keys. To remove a character with the Del key, position the
cursor to the left of the first character you want to remove and
press Del; the character is deleted and the following text
moves one space to the left. With the BkSp key, position the
cursor to the right of the character you want to delete and
press BkSp; the cursor moves one space to the left pulling
the rest of the line with it, overwriting the character to be
deleted.

% When larger scale editing is needed you have several

alternatives. You could first ‘select’ the text to be
) altered (see below), then use the Cut, Copy and Paste
9 buttons, shown here, and available in the Edit sub-

menu. Alternatively, you could use the quick key
combinations, Ctrl+X to cut, Ctrl+C to copy, and Ctrl+V to
paste. These operations are carried out via the system
Clipboard.

To select text with the keyboard, position the insertion
pointer on the first character to be selected and hold down
the Shift key while using the arrow keys to highlight the
required text, then release the Shift key.

To select text with the mouse, press down the left mouse
button at the beginning of the block and while holding it
pressed, drag the cursor across the block so that the desired
text is highlighted, then release the mouse button.

Once text has been selected it can be copied to another
location in your present document, to another Live Writer
document, or indeed to another Windows application.

To change our blog to what is View
shown on the next page, do the IJ_M 1

Insert Format Table

a Preview F12
following: | sowce shn-F11
Edt usingtheme  CtrteF11

« Click the View menu command Befieth theme
v Teskpane L]

and make sure that the option | .
Edit using theme is not ticked. _Fig. 6.11 The View
If it is click on it to remove it.

Menu Ootions
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in Praise of Google

It might not be generally known that Google is more than a Web Search engine. In fact, you can use:
Google Product Search and Google Checkout 1o mske your online shopping quick and easy:

Google News 10 keep up 10 date with news;

Google Finance 10 get an instant up-to-date and historical data on stocks ard shares, mutual funds and companies;

Gmail to send and receive ematls;

Google Docs 10 create organtse and share your and pr

Picasa to organise and share your photos;
YouTube to search for view and upload your videos on to the Intemet;

Google Maps 1o view maps and find local tusiness information, how to get driving directions and raffic Information. view satellite imagery
and walk through street views of many places of the world;

Google Earth to 4ly* anywhere on Earth and view saleilite imegery, maps terrain, street views and 30 butidings.

Fig. 6.12 The Edited Blog Text

To make the rest of the changes shown above in Fig. 6.12,
do the following:

* Click the Enter post Title area and type the words In
Praise of Google.

* In the main text area, select the first line, then click the
Font icon on the Formatting bar 4, to display the
Font box shown in Fig. 6.13 below.

[in Praise of Google

it might not be generally known that Google is more than a Web Search engine. In fact, you can use:

=) bpping quick and easy;
o Sge s
Tabuche NS T ] T
[liieinuchet s QTS [ ] Boks and shares, mutual funds and
ok ®
T C.\H;Cmud h ‘i
bl | 1
HEcon T Condensed ;._ bets and presentations;
~ %
Sarple
3
AaBbYyZz
Be 2 A y o get driving directions and traft
f
. W maps terrain, street views and 31
Yaveor

Fig. 6.137T}19 Foni Bialogue Box

* Click the down-arrow under Color to open the drop-
down list of colours and select Blue. Next, click the
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Bold Italic option. In this dialogue box you can change
the Font type and its size. Click OK to action the

changes made so far.

Place the insertion pointer anywhere in the newly
changed first line of the main text and click the
down-arrow against the Change Text Style button and
select Heading 1 from the drop-down list. The changes
take effect immediately, increasing the font size of the

text.

Select, in turn, each
title of Google’s
applications listed in
the main text area
and click the Bold
icon on the
Formatting bar, as
shown in Fig. 6.14
for the first two titles.

B O(remph o] B 7 U A AEE -
L
In Praise of Google

it might not be generally known that|
Google Product Search and Google Checkout to
to keep up-to-date with news;

Fig. 6.14 Emboldening Titles

Every so often while editing your blog, click the 1 icon at
the top of the Live Writer window to save your work. To

preview it, click the Preview

Previes button at the

bottom of Live Writer window, while to continue with your

editing, click the Edit button.

When you are satisfied with your changes to your blog,
click the button on the toolbar to publish your work,
which will be displayed in your browser as follows.

In Praise of Google

it might not be generally known that Google is more than a Web Search

engine. In fact, you can use:

Google Product Search and Google Checkout to make your online

shopping quick and easy;

Google News to keep up-to-date with news;

Google Finance to get an instant up-to-date and historical data on
stocks and shares, mutual funds and companies;

Gmail to send and receive emails;

Fig. 6.15 Part of our Published Blog
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Inserting Pictures in a Blog

To insert a picture in your blog, click the Picture 2,

link under the Insert entry in the Task pane, s B
shown here in Fig. 6.16. Next, navigate to where |+

the picture you want to insert is to be found, and =

click it. For us, the result is as shown in Fig. 6.17. I;ig 6?6

1 I Prase of Googie - Windows Live Wrker (N ) .
[(Fe e g bwer g T Jeen  Bop b v e |
| Peben  deem Open e P I NN
PRl [ — Ewa R3UTJ- e .
in Pratse of Google gt sty ||
|

It might not be generally known that Google is more than a Web Picturs | Advences | e | |
Search engine. in fact, you can use: »y |
Google Product Seerch and Google Checkout to meke your agtine shoppigg quick andpesy; '“_ s |
Google News 1 heep up-to-dete with news; -

Google Finance to get an instant up-to-dete and historical deta [y ve— |
on stacks end shares, mutusl funds and compenies; Top e |
Gmall 1 send and recetve emals; e | o

Google Docs to creste arganise and share your documents, |

tpresdsheets and presentations; -

Picasa to csganise and share your photos; S Mene

YouTube to search for view and upioed your videos on to the o L] ]

ternet; .

Google Maps to view meps and find local busincss Informetion, how to get driving directions et

and raffic information, view satelite imegery and walk through street views of many places Optesa.
of the World;

Google Earth to *fiy’ anywhere on Earth and view ssteliite imagery, maps temain, steet

views and 30 bulldings. "3 3¢

(TR —— e

I_=ig. 6.17 Inserting a Picture in a Blog

The contents of the Task pane are now replaced by a 3-tab
options screen, provided the picture is selected. Above we
show the contents of the Picture tab in which you can select
the Layout of the picture from a drop-down list — you can
choose between Inline, Left, Right, and Center. Unfortunately
there is no option to wrap text around a picture.

The distance of the picture from the right edge of the
screen is controlled by the Right margin option, while the size
of the picture can be made smaller by placing the mouse
pointer on one of the corner handles and when it changes to
an inclined two headed arrow %,, move it towards the centre
of the picture. To increase the size of the picture, drag the
inclined two headed arrow pointer away from the picture.
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To move the picture vertically
within the text area, place the

mouse pointer on the picture .. .. Y 7T ,?\'
and when it is changed into a S [l
four-headed arrow <, drag = care

the picture up or down. . G

The tilting of the picture is
controlled from the Advanced
tab, shown here in Fig. 6.18, Fig. 6.18 The Advanced and
together with those of the  Effects Tab Screen Options
Effects tab.

Live Writer allows you to select a group of pictures and
place them within your blog. To do so, click the Photo Album
link under the Insert entry in the Task pane (see Fig. 6.16).
This opens the dialogue box shown on the right of Fig. 6.19
into which you drag a selection of photos, as shown.

L+ Iy e ]

Fig. 6.19 Dragging Pictures into the Insert Album Box

Use Windows Explorer to navigate to where the photos you
want to include in your blog are to be found. Arrange the two
windows side-by-side, as shown above, then if you want to
select all the photos in a folder, use the Ctrl+A key
combination to highlight them all and drag them with the left
mouse button depressed into the Insert Album Box.
Alternatively, you can drag each photo in turn.

Finally, give the album a name, and click the Insert button
to place the album in your blog.
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In Fig. 6.20 below, we chose the selected photos in a Scatter
Album style.

B+ Our Garcden ot - Wirntcows Live Wortes i
[

Anom e
g Some

[N
Tt sneppng

B conw - B

e Morgin

Fig. 6.20 Inserting an Album in a Blog in a Scatter Style
=T _ | Tosee all the Album style options available
b cisimind L to you, click the down-arrow pointed to in
g P || Fig. 6.21 to the left.
il Gnd e
HaZ Gnd figne
. Scatter

Fig. 6.21 Available Album

Inserting a Table in a Blog

nsert Table g B You can insert a table in your
Sae blog by clicking the Table link
powr Conmre 2 under the Insert entry in the
Wotn 00 poels Task pane (see Fig. 6.16).

This opens the dialogue box
shown in Fig. 6.22, in which

Appearance

Show table Qorder pruels 5
you can specify the number of
g oy rows and columns you require.
Space between cells: ‘D_' puels
(e ] [ Comcw

Fig. 6.22 The Insert Table Box

77




6

78

Windows Live Writer

Inserting a Video in a Blog

rmvwes 0w Live Writer makes it
B ] D temn [N P s extremely easy to add a
et video to your blog. Click
ool the Video link under the
R Insert entry in the Task
el . pane (see Fig. 6.16), to
— | open the window shown

- . inFig. 6.23.
e e | Here, we clicked the
18 7o g veuTute e o « | From File tab which
el Rl bomp fn 55 caused Live Writer to
e s search for all the files on
our PC containing
— o G videos. We _chpse the
one called ‘wildlife. wmv'.

Fig. 6.23 The Insert Video Box

Live Writer provides you with the YouTube site to store your
video. The site requires you to sign up and agree to their
terms and conditions, before you can proceed. It is as simple
as that!

Editing or Deleting Individual Postings

Sometimes you might want to edit or delete individual
postings which are already in your Blog Space. How to do
this is not immediately obvious, so we will take you through
the necessary steps.

In a New Live Writer window, click the Edit your space
link to be found at the top of the Task pane, as shown here in
Fig. 6.24.

Noefs space When the Edit space screen opens, left-

ey click the title of the posting you want to edit
e’ or delete, as shown in Fig. 6.25 on the

o next page.

Recently posted

Fig. 6.24 Available Album
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22 May
Bernard Babani publishing - Noel Kantaris and Phil Oliver computer books
The last three books we have written restricted to 128 pages, but are printed in Full Colour. These are:

Fig. 6.25 Left-clicking a Postings Title you want to Edit or Delete

This opens another screen with the Edit and Delete buttons
in it, as shown in Fig. 6.26 below.

Blog /i X Dot

Bernacd Babarn publishing - Noet Kantars and Phil Olver computer books

ey o8 The frst book b e It above as publshed B Frbrus o,

k0 100 3 A ot o 0 -d

Fig. 6.26 The Screen from which you can Edit or Delete a Posting

To delete the posting from your Blog Space, click the Delete
button. To edit the posting, click the Edit button to display the
screen in Fig. 6.27.

 neten oy K Ovew sy (@D Prevre oty B Concw

e tome

e (requeredy Sivines Saven DU « Mool Eatwes trt P Oy eusly

Camgory. Tomoden shd Wemst * ad =

L sQ@frntmelmimetugurn B | IBEB B EERFEREBY A 2 /ma
ok i home Y are erted 19 108 PaDR ot e pre bt Thete &

@ irewon | Promcian W On - 4w -

Fig. 6.27 The Edit a Posting Screen

As you can see, the editing facilities here have additional
formatting functionality, such as being able to increase or
decrease text indent, insert a search link, insert a line, use
text highlight colouring, and add emoticons (short for emotion
icons). Having edited your posting, don't forget to Publish it
again.
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Deleting a Blog Space

To delete your entire Blog Space with all its postings (so you

can start afresh), click the Edit your space link
B at the top of the Task pane, and on the next
remsos O | gcreen click Options and select General, as
i shown here in Fig. 6.28.

Fig. 6.28 Available Album

This opens yet another screen at the very bottom of which
you will see the Delete your space button with a warning
above it, as shown in Fig. 6.29.

b

Fig. 6.29 The Screen from which you can Delete your Space

Getting Help with Live Writer

To open the Live Writer's Help screen, click the Help icon &
on the Toolbar.
o L

raQ Jlekf.:..; :f. '..'lfno:.w; l« wme" Help

he kot %y asked questions. If you dont hat you're lookong for, chok
Table of contents to see 3 complete kat of topscs. You Can sieo sesrch for answers by umng the Search for

08 fo o

o Limat the number of words you type » the search box.
o Make sure that your search terme are spefed correctly

Learn more abost Windows Live Writer

Can’'t Hind the help you nead?
You can submat 8 request for mons suppOrt by chelong one of the top

more help w the iower-ngit corner of the tops.
Feedbach

To tell us what you thnk sbOUt & Melp (0P, Chck ONne of the emoticons @ @ @ next to Was tus
Table of contents mformation heipful? at the bottom of the topsc. Type your feadback, nd then chck Submit.

Fig. 6.30 The Edit a Posting Screen

It is worth spending some time here as there is a lot more to
Live Writer than we were able to cover in the available space.
We hope we have given you sufficient basic information, to
have the confidence to try the rest for yourself. Have fun!



7

Windows Live Movie Maker

With Windows Live Movie Maker you can
edit and rearrange your home-made video
cam movies, make a shorter version of
them, add still pictures and voice-over, and
either post them to the Web for all to see, or
send them to your friends as an attachment to an e-mail.

The Live Movie Maker can be found in the All Programs
listing. Clicking its icon Bl starts the program and displays a
screen similar to that shown in Fig. 7.1.

Ba u | My Mowee - Windones Liva blovie bMekar o
[ ] Vas et hew -
E @

Fig. 7.1 The Windows Movie Maker Screen

The displayed screen is divided into three areas, with the top
area showing the Ribbon which includes all of the available
tasks you can apply to a project. Below the Ribbon there are
two areas with the one to the right being where you drag your
videos and photos, and the one to the left being the area
where your project is played.

81



84

Windows Live Movie Maker

Old Project Files into Video Files

By now you may have discovered that attempting to open in
Live Movie Maker files with the extension .mswmm made
with the previous version of Windows Movie Maker, results in
the display of a warning box similar to the one shown in
Fig. 7.5 below.

Windows Live Movie Maker e e

e Movie Makes doesn't support the salected file type.

dow can | add suppont for more types of files?
=
Fig. 7.5 The Warning Box

If you look at the properties of such a file, you might be able
to assign a different program to open it, as shown in Fig. 7.6,
but none of the applications offered will open it.

'rOpln-m ¥ iﬁ*

Cheose the rogram you ment 10 use o open tis fle:
Pe:  Bosr Movie MSWMM
Recommended Programs

Qmuc-— -' P wrdows Photo Vews:

Cancel

Fig. 7.6 Applications you Could Assign to Open the File

The reason for this is that the .mswmm files are actually
Project files created with a previous version of Movie Maker;
they only hold information on which clips to play at what time
interval and for how long. In Fig. 7.5. Windows Live Movie
Maker can not open such a file. The same thing will happen if
you select a different application for opening such a file. To
be able to use such a file in Live Movie Maker, you must first
convert it to a .wmv (video) file.
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To do this, open it in the Windows Vista version of Movie
Maker that was used to create it, as shown in Fig. 7.7.

. ] .
Fig. 7.7 A Project File Opened in the Windows Movie Maker it was
Created in
Above, we also show the Project file dragged onto the
Storyboard. Doing so, activates the Publish Movie button
on the Movie Maker's toolbar and makes it usable. Clicking

the Publish Movie button displays the screen in Fig. 7.8.

T

Where do you want to publish your movie?

h This computer
& OV
ia — —

Recordable CO
E-medd

ﬁ Digitel video camers

h o
Fig. 7.8 The Publish Movie Dialogue Box

Next, select the option This computer, and click Next to
open the next dialogue box, as shown in Fig. 7.9 overleaf.
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Fig. 7.9 Naming the Movie to be Published

Here we named the movie Bear and we published it to the D:
drive, which is actually a memory stick attached to the
Windows Vista computer, because we want to be able to
transfer it to the PC running Windows 7 — make sure there is
enough free space on the memory stick you are using. In this
case the file was only 6.78 MB, but in your case it might be
much larger. Clicking Next, opens the screen shown in

Choose the settings for your movie

The sstting you select determanes the quality and file e of your movie:

® Best qualay for playback on my computer (recommended)

© Comprem tx
|
Movie settings Fde 2o
File type: Windows Madha Vidao (WMWV) The mowve file sce will vary besed on the content of the
82 rate: Variable bt rate Pubished mevii.
Dwpiosy sz 708 x 578 posshs
" Estwnated disk space avarlable on drve O:
Aspect rebex &3 548,00 M8
Fromes per second 25

utten gl [

Fig. 7.10 Choosing the Settings for the Movie to be Published

Here we selected the option Best quality for playback on
my computer and clicked the Publish button.
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Playing a Converted Project File

Below, we show the file of the transferred movie which is now
on the memory stick attached to our Windows 7 computer.

( e
|° ) ¥iam » Computer » CRUZER(D) » -4 o
S >
File ot ew Tools Help -
Organize = Qreay ~ Buin New folder =~ 0 ®
i Downloads ks -
Recent Places
4 -
28 Libraries g i -
{9 Documents =
& Music WosalD — 2
Pl e 'ord Docs Bear.wmv
8 videos /- xl
{
3 Homegroup e
] (§ (11
8 Computer bookmark.htm Codes.xis
& Loca! Dk (C:)
a= CRUZER (D)) - -
{
Bear wmv Tiele: Bear
Windows Media Audwo/Video file ’
! —_ _ I

Fig. 7.11 The Transferred File and its Properties

As you can see above the file has a .wmv extension, but it is
assigned to Windows Media Player. You can change this by
clicking the Change button on the Properties dialogue box
and selecting instead Windows Live Movie Maker from the
available choices. Double-clicking the file, opens it in the
selected application, as shown in Fig. 7.12 below.

TB 12 % € v | My dve Mo Lo oo i | e 10 [ B

IR e vemen o 1R “l
™1 Kca E J)_. - ‘~

J .

a— A £ -

Fenon
[ Jooa

Y

tvos  ate
o g s+ {8y oo

= . B

F o— °I

Fig. 7.12 The Transferred File Loaded in Windows Live Movie
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Video Editing

We will use the Wildlife video as an example to show the
editing abilities of Movie Maker. To begin the process, start
Movie Maker and click the Add videos and photos button
shown selected in the composite of Fig. 7.13. This opens the
Sample Video folder showing for us the two available videos.
Double-clicking the Wildlife file opens it in Movie Maker, as
shown in Fig. 7.14 on the next page.

d ¥ | My Movie - ¥
| o - [— P — o - -
E ot
- A \ .
- o .

= | Videos and Photos (" gpg " pog; *

Fig. 7.13 Selecting a Video to Insert in the Movie Maker Screen )

On the top of the Movie Maker screen there is the usual
Ribbon containing the Tabs, Groups and Commands
available to you at that time. These Tabs, Groups and
Commands change once a video file is inserted in the
Workspace area, as seen in Fig. 7.14, where we have also
selected the Edit tab on the Ribbon.
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Big"n v | My Movie - Windows Live Movie Maker wides Tools = R

“ ...... ma Visusl Effects rew €
" L recem (W -] pugs e Set start point
Wiseo g ¢ < | Nene 3 ‘ m  ud Set ena point

volume 30l

Fig. 7.14 The Storyboard in Movie Maker

It is here that you assemble or edit your movie — with the
Storyboard focusing on sequencing. Also note the two useful
tools at the bottom of the screen; the Zoom time scale, and
the Change thumbnail size.

As you drag the Zoom time scale handle to the right the
Storyboard expands, which allows you to locate desired
points in a video more accurately. Clicking the Change
thumbnail size icon, displays a menu which gives you the
option to change the size of the displayed thumbnails. Do try
these to see how they work.

Finally have a close look at the available editing tools in
the Edit tab which include the Split tool and the Trim tool,
both of which can be used in editing a video. Other tools on
the Ribbon allow you to synchronise video clips with audio
clips, or create fading transitions between clips.

You can start the Wildlife video by clicking the Play button
below the Preview pane, or by pressing the Space bar on
the keyboard. To stop a video click the Pause button, or
press the Space bar on the keyboard once more.

89



90

Windows Live Movie Maker

You can also move through a video frame by frame. To go
forward, click the Next frame button or press the L keyboard
key (see Fig. 7.15 below), while to go backwards, click the
Previous frame button or press the J keyboard key.

-

BB 5y My Mavie - Windows Live Movie Makes — 1igea T -,
AE
.." — tyons VieugtPptects oy (S
L 147 i3] w) vJ |
' L rasen  MHone o -], pups = Sat start powt |
|
Vides Pade sut None oM Inm . spens |
—-‘ oo port

Fig. 7.15 Playing a Video

If you continue watching the video you will come across
several frames in which alarmed birds take off and their
wings obscure the birds on the hill, as shown above. 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 spoils the whole precious moment!

To remove unwanted frames, stop the video at the first
offending place and use the Previous Frame and Next
Frame controls to move it a fraction of a second before the
offending instance, then click the Split button on the Edit tab.
Next, find the last offending frame and split the video again.
Finally, remove the offending frames by right-clicking them
and selecting Remove from the drop-down menu. To save
your creation, use the File, Save Project As menu
command. To recover your edited project later, use the File,
Open command.
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Creating a Slide Movie

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 to be found in the Public folder that came

with Windows 7. To do so, click the Add videos and photos

button on the Home tab and navigate to Pictures, Sample

Pictures folder, pointed to in Fig. 7.16 below.

[ 200 videos and Protes —

G ve s b s e Bt oy ey — P
Organise = New folder @a- 1@

' i " pictures Horary - |
U ——yry » iy

8 Downtosds
B Rocent Paces L KL

CAUpers\Pubic

¢ @ Liverias. |
e & & Q a8 N
& Msic Inpramionis Londacapes  Mamepiocs MyPlolun  Newwe g Tew |
T - - . GouryPloye 'T Gotwyttoye
H Wow “",' s “-’.‘ ve “"I il ' !

Filg name | Vidwos snd Phetos g ang. =
o ] [ omen
Fig. 7.16 Selecting Pictures for a Slide Show

Clicking this folder, opens it to reveal its contents. We

selected five pictures with a common theme - flowers. You
could, of course use your own selection of pictures.

e -

¥ Peman ‘*-

A 3 teern o

G w—

Fig. -7 17 The Selected Pictures for the Slide Show
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To rearrange the sequence of these pictures, drag them in
the Workspace area and place them in the sequence you
want them to appear in your slide show.

You can import an audio file that plays while the slide show
is actually displaying. To do so, go to the start of the first
slide, click the Select all command in the Editing group on
the Home tab, then use the Add music button on the Home
tab and select Add music at the current point. This opens
your Music folder from which either choose your own (short)
music, or open the Sample Music folder and select one from
the displayed list, as shown in Fig. 7.18.

™ i |
@ w/ b » Lbsenes & Music » Semple Music » . |4y
Orgontn = New boldey -3 @
Fovertes % Music library
Recenty Chenged
Pubc
image
. I Desioop Ovdy With Loughter
|| 8 Downiossn Kalizibe.mp
Racert Ploces ¢ Masd with the Flaser.
I 2 Veen
o Urenes
* Docunerts
I o -
E Punrma
Flerens Mud with the Flamen Hew mp) Ao snd Musc (" st mpl *
M[‘:v

Fig. 7.18 Selecting a Music Track for the Slide Show

Selecting a short track (the one above is less than 3 minutes
long), and clicking Open, includes your music selection with
the chosen pictures and returns you to Movie Maker.

You can also include ‘transitions’ between pictures so that
you do not have abrupt changes from one picture to the
other. To do this, select all the pictures again, then click the
Animations tab and select the Crossfade transition, pointed
to in Fig. 7.19 below.

Kl ~ ' - - °

O Ouramem 100 i "j 'T‘ -‘;
Fig. 7.19 The Visual Effects Tab Options

As you can see, there are also visual effects you could apply
to your creation, but we leave that to you to experiment with.
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Next, click the Edit tab on the Ribbon and note the default
transition time of 5.00 seconds pointed to in Fig. 7.20 below
which can be changed to suit your needs, by clicking the
down-arrow and selecting from the drop-down list.

B 05T s e v o || There is, however, another
e pey o way of setting the duration
in o 1 of the time interval,

; X 5 particularly if you have
Fig. 7.20 The Edit Tab Options chosen to include music in

— your slide show. To do
r’-: Ty - this, click the Home tab on

e e eurss the Ribbon and select the

Fig. 7.21 The Home Tab Options Fit to music option
pointed to in Fig. 7.21.

What this does is to adjust the transition time of your slide
show to fit the actual length of the selected music. This is why
we chose a rather short music track.

Test your creation by clicking the Play button. Note the
position of the Playing monitor at the bottom left of the
screen, pointed to in Fig. 7.22.
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Fig. 7.22 Playing the Newly Created Movie

The screen dump above was taken just as the second picture
was about to appear in the preview area, 33 seconds from
the start of the movie.
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Finally, select all the adjusted picture frames, then click the
More options button in the Sharing group, pointed to in
Fig. 7.23(a) to open all the available options, as shown in
Fig. 7.23(b).

7 | e e B e

)-:&.;! Pt
| % |me
@ | wmsg

(b)
Fig. 7.23 Creating your Movie

For testing purposes, we suggest you select the option
pointed to in Fig. 7.23(b) as it will take less time to create the
movie. When you are satisfied with your efforts you could
select to burn your creation on a DVD or publish it on the
Web. The created movie will be saved by default in your
user's Videos folder under the name My Movie, unless you
change it. After it is created, a dialogue box is displayed and
clicking the Play button, starts playing the movie.

Having gone through the above, now start a new project,
drag the same pictures into the working area, then click on
the AutoMovie button and follow the instructions and save
the result as a project. Do try it!

Publishing to a Social Network

To publish photos or a video, click the Home tab, then click
the More options button in the Sharing group, as discussed
above, and select the Add a plug-in option from the
drop-down menu, as shown in Fig. 7.24.

Publish movie on the web &
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Common settings

-

Other settings 10 save 3 movie ON your computer
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From here we can download the Facebook plug-in, from the
displayed Web site.
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Fig. 7. 25 The Plug -ins for Uploading Plctures and Videos

The Live Upload to Facebook plug-in, when downloaded
and installed, appears as an additional option on the Home,
Sharing group. It also appears on the Publish, More
Services sub-menu of Live Photo Gallery.

The Facebook button, pointed to in Fig. 7.26, is used to
upload only pictures to Facebook, while the YouTube button
(see Fig. 7.27) is used to upload either pictures or videos to
YouTube; these two being amongst the most popular social
networking sites.
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F|g 7 26 The Visual Effects Tab Optlons

Also, do checkout the various options available in the Format
tab shown above.

95



96

Windows Live Movie Maker

To upload your newly created video to one of the social

networks, say YouTube, click the

Publish on YouTube button shown here

: ,{\?"‘E}t -~ in Fig. 7.27. YouTube asks you to sign in

et AL into your YouTube account (if you don't

have one you must first create it), and
displays the screen shown in Fig. 7.28.

-
# LiveUpload to YouTube e

Fig. 7.27

Publish your video on YouTube

YouTube account:

| noekantarss v Remove

Title:

My Moviel - |
Description:

ﬂ Keywords (space separated):
| 2. /
| (ategory:_ :
| Select a category... M|
Pem\lssl_on;_
| ke - [

Privacy Information _Cln(d J

l L —

Fig. 7.28 Creating our Own Video Space on YouTube

After entering the required information, click the Publish
button. Live Movie Maker first converts your movie to a
format suitable for publication, then publishes it on YouTube.

It takes some time before you can see your uploaded
video, then a bit more time before the video is released to the
general public.

* K K

We leave it to you to explore additional Movie Maker
capabilities. Have fun!
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Windows Live Toolbar

The Windows Live Toolbar is inserted in Internet Explorer, as
shown in Fig. 8.1 below, so that all the Live applications are
available to you from there.

ihnm-.l-- a- Whats Mew  Profile  Mad  Photos  Calendar  MGN  Sham ) * dy B |

Fig. 8.1 The Windows Live Toolbar

Config_;uring IE for Live Toolbar

For the selection of options on the Live Toolbar to work
correctly, you need to configure Internet Explorer, as follows:

+ Start Internet Explorer, click the Tools menu option and
select Internet Options from the sub-menu to open a
dialogue box by the same name.

* In the Security tab of the displayed dialogue box, click
the Custom level button at the bottom of the box.

* In the Security Settings box that opens, scroll down to
Active X controls and plug-ins and click the Enable
radio button, then scroll even further down to Active
scripting and click the Enable radio button.

* In the Privacy tab, click the Default button and slide the
displayed slider under Settings, to a security level of
Medium High or lower.

¢ In the Advanced tab, in the Security section, select the
Warn if changing between secure and not secure
mode check box to turn off this option.

Finally, click OK and Yes on the displayed warning box, and
Apply on the Internet Options dialogue box, followed by OK.
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The Search Facility

Clicking the down-arrow to the right of the Search text box,
reveals a drop-down menu, as
shown here in Fig. 8.2, from

Live Search Bl whershes P
Wet

B New which you can direct your search

: :.:. to specific areas. For example,

B Feeis typing Moon in the Search box,
1 This site

then pointing and clicking
Images, opens the application
| bing and displays all the images
Fig. 8.2 Live Search Areas  of the moon it can find, as shown
in Fig. 8.3.
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Fig. 8.3 The Result of an Image Search

What’s New in your Network

Clicking the What's New button (or indeed any of the other
buttons on the Live Toolbar for the first time), opens the
: TEEs—————  Screen shown
in Fig. 8.4.
. Click the Sign
v - in button to
P— open the text

area where

= R -w=: Yyou type your

Fig. 8.4 Signing in to Windows Live password.

£ Windows Uve
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Clicking Sign in once more, opens a small screen, as shown
at the top of Fig. 8.5. Clicking the View more of what's new
link, loads and opens the actual screen of the selected Live
Toolbar option. In Fig. 8.5 we show both screens open at the
same time.
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Fig. 8.5 What's New on your Network Screens

There is a wealth of options here which you can explore for
yourself, including your latest e-mail messages, alerts from
your Calendar, what's new that people in your network have
done lately and posted their doings so you can look at them,
and some inevitable advertisements! It seems that you can’t
get anything free these days without advertisements.

Your Profile Option

Clicking the Profile button, displays your profile and asks you
to insert your occupation, location, and other details, if you
haven’t done so already, as shown in Fig. 8.6 on the next
page.

As you can see, the application has also included our Blog
Images, the ones we posted to our blog when discussing the
subject earlier in the book. The displayed advertisement will
most definitely be different for you.
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Fig. 8.6 Your Profle Screen

Your Mail Option

Clicking the Mail toolbar option, opens your Windows Live
Mail, as shown in Fig. 8.7. Again, we show both the first box

that opens with your mail messages and the result of clicking
the link.
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Fig. 8.7 Your Live Mail Screens
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From here you can manage newsletters, read blogs, connect
to your Hotmail account, see who's on line, and add some
people to your network so you can, and they can, see what
you are all up to.

The Photos Option

Clicking the Photos toolbar button, displays the screen
shown in Fig. 8.8 below.
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Fig. 8.8 The Photos Option

Here you can see your recent photo albums, and the
available space on your SkyDrive to which you could upload
your photos, videos, blogs, etc., so you could share them with
friends and family, so just store them.

The Calendar Option

Clicking the Calendar button on the Live Toolbar, might ask
you to enter your time zone before loading your Calendar.

Again, when you first click the Calendar option on the Live
Toolbar, a small calendar is displayed, but clicking the link,
causes it to load and display the full version of the
application, as shown with both displays open in Fig. 8.9 on
the next page.
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I_:ig. 8.9 The Calendario‘p—tion Screens

We have covered Calendar fully in Chapter 5, so we will not
pursue it here any further.

The MSN Option

Clicking the MSN option on the Live Toolbar displays the
window shown at the top-right of Fig. 8.10, and following the
link displays the full screen shown below.
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Fig. 8.10 The MSN Option Screens
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The Share Option

You can share Web pages with friends and family — the
group of people you communicate with and share information
with, including those you have added to your Profile and
Messenger.

When you add Favorites in the Shared Favorites folder
on Windows Live SkyDrive, people in your network can see
them in your What ’s new list which appears in your Profile
and Mail.

Fig. 8.11 below shows the Share screens open on the
same screen dump.
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Fig. 8.11 The Share Option Screens

Other Toolbar Options

Additional option buttons on the Live Toolbar give you access
to Live Search Maps . To Get news from MSN, click the

= button on the Live Toolbar. Clicking the down-arrow on
this button displays a list of 30 current news items that you
could read at your leisure. These two facilities are discussed
next in a bit more detail.
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Live Maps

Live Maps allows you to find maps of even small hamlets in
the UK and a bit larger ones abroad. When you first click the
Live Search Maps * button on the Live Toolbar, the screen
in Fig. 8.12 is displayed.
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Fig_._8.1§ The Search Mapg Option Screen

Below we entered the name of a small Hamlet in West
Cornwall, called Trevarth, then clicked the Find link. Note
that you have the choice of displaying two more types of
maps; Ordnance Survey (as in Fig. 8.14), and Aerial (as in
Fig. 8.15), both shown on the next page. You are even given
the name of the nearest railway station.
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Fig. 8.13 The Road Map of the Searched Area
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Fig. 8.14 The OS Map of the Searched Area
R ———

L4 A rne Froteried Ute w . I

Fig. 8.15 The Aerial Map of the Searched Area

We find these maps quite impressive! Further, on the left of
each map display you can find varying useful information,
including the location of petrol stations and parking areas.

At the top of each map there is a window in which you can
request directions from one location to another, while at the
right of each map there are navigation buttons to move your
viewing area to an adjoining location.

Getting News from MSN

Clicking the Get news from MSN button on the Live
Toolbar, and selecting the first item on the list, displays the
screen shown in Fig. 8.16 on the next page. On the same
screen we show the list of today’s news topics that display
when you click the down arrow on the button. You can select
any of these links to read its contents in more detail, as
shown in Fig. 8.17, also shown on the next page.
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Fig. 8.16 The Get News from MSN Screens
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Finally, you can choose to translate a Web page from one
language to another &, synchronise your favourites across
multiple computers “#, or add buttons to Windows Live
Toolbar # . We leave it to you to explore these additional
facilities, so try them and see where it leads you. Enjoy!
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Microsoft Security Essentials

Microsoft Security Essentials is a free suite of

programs which is made available to all

genuine Windows XP, Vista, and Windows 7

users. It comes in both 32-bit and 64-bit

versions, except for Windows XP which only
come with the 32-bit version.

Microsoft created its Security Essentials application to
provide security against viruses and malware for PCs that are
not protected with such products, because many first-time
users don't activate time-limited programs that are supplied
with new PCs, or others, particularly those in emerging
countries, can't afford to pay for security programs, most of
which need to be renewed yearly.

To download the Microsoft Security Essentials, start
Internet Explorer and go to:

www. microsoft.com/downloads/

Next, locate Microsoft Security Essentials, and click the
Download button to start a Wizard which steps you through
the installation process. After the Welcome and License
agreement screens, the Wizard displays the Windows
Validations screen, as shown in Fig. 9.1.

Validate your copy of Microsoft Windows

Microsolt Secusity Essentials is availeble 10 customers running s genuine and properly Scensed copy
* of Windows. Using Genuine Windows can help svold the risks sssocisted with counterfert sotware,
swch as mabwere, viruses, spywore, and phishing scams.
Plasse click the Validete' buston below 10 begin Windows velidation.

Microsoft will not use the information collected during the validstion process to identify you or %o
contact you. For details sbout what infermation is collected and how & is used, click the privecy
statement link below.

Ervacy statement

T TN —r—" .
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Unless you have genuine Windows software running on your
computer, the validation process will fail and Security
Essentials will not install. If validation is successful, the
screen in Fig. 9.2 is displayed.

~

Ready to install Microsoft Security Essentials

¥ you have other antivirus or nstalled on your P they may conflict with
mms«mwwmum riing properly. Having multip of antispy
programs may also cause severe pesformance issues on your computer.
We recommend that you remove other and sntrspy proge before g with the
(v E k on Wizard.
How do | remove other antrvirgs or sntispyware programs?

I—r]i__ ST _‘

Fig. 9.2 Warning Relating to Running Antivirus Programs

Essentially you are warned that running multiple antivirus
programs might cause a conflict, and you are advised to
disable them before proceeding.

Once installation is complete, you are directed to automatic
virus and spyware definition updates, before you are asked to
scan your computer, as shown in Fig. 9.3.

@ Ragi-tune protechon: Om

© Vina & 1pywere defrbons  Up to dote

Fig. 9.3
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You have three scanning options; Quick, Full or Custom. We
suggest that if you haven’t scanned your computer before, to
select the Full option, even though it takes longer to
complete.

Scheduling a Scan Regime

To schedule a scan click the Change My Scan Schedule
link on the Home window to open the screen of Fig. 9.4.

200 AM
Scon type:
Quack scan -

Cheack for the lstest virvs & spywere defniions before nanning &
schaduled scon

1D ast the schaduled 5can enly whan my compuier i on but net in uie

Fig. 9.4 Selecting Scan Options

We suggest you work your way through all the options
offered in the left-hand pane and select what is suitable for
yourself. Perhaps after the first ‘Full’ scan of your computer
you could select a ‘Quick’ scan for all subsequent occasions.
You could also select a suitable time for when these scans
should take place.
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The History Tab Screen

To see all Detected ltems, Quarantined Items, and
Allowed ltems, click the History tab, as shown in Fig. 9.5
below.
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Allowed ems = Rerm that you've sliowed to run on your computer

Detected tem Alert bevel Date Action taken
© TrojanDownloader ASX/Wimad A Severe 6/17/2009 11:30 Pr4 Removed

Category: Trojen Downlosder

Description: This progrem is dang and d other

Recommendation: Remeove this software immediately.

Microsoft Secunty € detected 9 that may comp your privacy or damage your
without

computer. You can still access the files that these progs use

g them (not 1 -

Oodd:h-uq

Fig. 9.5 The History Tab Screen

To remove all history, click the Delete History button at the
bottom of the above screen.

As Microsoft Security Essentials doesn't include a Firewall,
do remember to enable the Windows Firewall, by using the
Start, Control Panel option and selecting the System and
Security entry from the displayed screen. Make sure that
under Security, the Windows Firewall is active. Also while
you are there, enable the Windows Update option, if not
already enabled.
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Office Outlook Connector

If you have Microsoft Office 2003 or 2007 and are using the
version of Microsoft Outlook that came with these two
versions of Office for receiving e-mail messages, and
accessing your contacts and Calendar entries, then Windows
Outlook Connector is a must for you.

If you have downloaded Windows Outlook Connector with
the other Windows Live Applications, you can skip the next
few paragraphs. If not, exit Microsoft Outlook, start Internet
Explorer and go to:

http://download.live.com/

Next, locate Microsoft Office Outlook Connector, under
Additional Programs, download it and follow the on-screen
instructions.

o S i i s Next time you start
| Fle [t View Go ook Acions OytiookComnector Help Microsoft Outlook it
Silies - Eh N X aBeoh SRehodl sfemed B ¥ will ask you to
Mot us Sibe e Dot N2 8 configure Outlook
Mail 2|22 Inbox : Connector by entering
Favoshe folders @ |flses Pels .
SRS = : your e-mail address,
Asanged By: Date  Newestoniep ~|*
a8 san mems I R your password, and
N ]
- your name as you
3 Outdeanems | want it to appear on
(2 e the recipients Inbox.
@ honk C-malt
s@usrae |4 After Outlook
23 somnroeen | opens, your Windows
g e | Live Mail (or Hotma!l)
b ; account appears in
L 2ot mad121 | the Navigation Pane,
(4 Outoex . .
Ssetmems as pointed to in

Fig. 10.1 The Live Account Folders and  Fig. 10.1.
Inbox Contents

1
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Getting Help

To find out what you can do with Office Outlook Connector,
click its menu entry, as

?:;‘f}:m:?: e — - shown in Fig. 10.2 and
i S D %‘ R select the Help topic
)Qu..u.svm f Mark A warted ABdn st count... :
I v y Lgarn about Windows
o coye: .| Live and Outlook.

e ,”":'::j Contact Us
9@ rommpmn e = [ F——— This  opens  the
st ?‘ screen shown in
S Fig. 10.3 below,
Bomnrice [§ displaying all the help
F|g 10.2 Gettlng Help with Outlook topics you might want to

know.
Connector

(8 Ure 2 Wt Lo s st i i - o - Mo O O - wmw.-m:w- * i i |
[S.S5-T 103 00n =[] x e e A

— e e s -

u. ™ 5... Favortes  Jooh  Help
% B WndownLhe  Livg Search W Whtilen Proime M Potor Comnde M Shae | s |2 @
W fovorens gy @ Evooms Hotel || dobe Acrobet (] Gt More Add e ~
‘l’gw.wmmw.u-hhw~ V-0 -0 @ - beger Sty - Toow-
AGindo o
.
1 va i ety v e
*Overien i .
swuumnem  Use a Windows Live Hotmail account in
Ser (408 Acton
s hout: QOutlook
Prov €0 oy Trah e
T Apelien i iz gach Offce udiock X7, Onilesh 3003
Vel e W 10
Ouck X7 e
WShow A
+ Otk 2003 vty = Get Offcr 2007
e i A WARCOwS LIVG MO SCCOUNS Can De uted wih Micros o Ofice OuBook 2007 or Ry Offcx 2007
ey Ofos Ovook 2003, tegarBess of ateher rou Use B Fee or P Wandows L e e
Ovme rour vermien Motman account To Bceass rour Windows Live Hotmad Sccount with OO0t ys must
Foman W31 st e Wicr030R Ofice OuBook Connecior Rar Wincows Lave Howmad —
Otk 007 Trarwrg.
© Ohutionk 2003 Trmrwrgy What do you want to do? * Check he connechon Stas and.
* Ouiogh 2007 Ouemos l:'ﬂlﬂ‘ S10r300 $pace of my Windows
» Outiok 2003 Demos.
+Oiosk 2007 wetmss Downio2c a7 msta e Oulook Connecisr g o~ * - e
- DUk 2003 Webchsts | & LN why | MUt irpe Characiers Yrom &8 IMage when Sendng ¢-mad SonTonral i
Vermgdat: messages account
Ty A30 B SOOBONS Winasws Live Holman sccount Windows Live HOWTSS 1uppor
T — Remove 8 Winduws Live Holmat account W
. i—-“ B — ey I .
{etge/ ol ro mnch com e ne®l 4__9 5 'hmpmnugaon G~ muen - |

F|g 10.3 The Microsoft Outlook Help Screen

From here you choose the links to help you find more
information. For example, clicking the Learn about the
Microsoft Office Outlook Connector link pointed to in Fig.
10.3 takes you to the help page associated with that link.
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On the left pane of the Help screen on Fig. 10.3, you can also
see help links to the various versions of Outlook, but do
remember that the only ones relevant to the Outlook
Connector are those associated with Outlook 2003 and 2007.

Adding a New Web-based Account

& Learn about Windows Live and Outiook

Add a New Account...
e

DPownload Mode »
Settings 4

Contact Us
About Outiook Connector
Microsoft Software License Terrs

Fig. 10.4 Adding a New Account

| Microsoft Otfice Outiook Connector

' Set up Dutiook Connector to mtomatically eyncivoniae your Web-besed sccourts in Ouiook

i
| Type your e-mall address and passwond

Ewal addmes noshan@omal com
| Password sccsssee
| Formot your pessword?

Type the name that you wart i 2ppewr In the receiver’s Inbex

Mo Nosl Kartane
W
(57} Ramember my pespword
& +acrosoht Pessport Network

Account Services  Privecy Poloy  Toemm of Une

i o o] [ Coment ]
|
|
i

® 19902006 Mcrosch Copomtion. Al nghts ressrved.

Fig. 10.5 Adding a New Account

Add E-mail Account

The E-mail Account you have just added will not stent until you choose
Exst from the File menu, and then restart Microsoft Office Outiook.

To add a new account to
Outlook, such as one
using Hotmail, click the
Add a New Account
sub-menu of the Outlook
Connector option. This
opens a screen in which
you are asked to type in
the address of the
Web-based account you
want Outlook to
synchronise  with  your
e existing accounts,
as shown here in
Fig. 10.5.

Here we added
a Gmail account —
it could have been
a Hotmail one -
with its password
and the name that
should appear in
the recipient’s
Inbox. Clicking the
OK button displays
a box with the
information shown
mm inFig. 10.6.

Fig. 10.6 The Add
E-mail Account
Information Box
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Restarting Outlook displays a further dialogue box asking you

E-mad address: rockan Bine co.uid

( » prrrrr Ty
| assword:

[ - :
‘ Type your e mail address and password. Help
i Forgot your password?
' [ soon ) [ conce ]
| ¥ Remember my password
o Microsoft Passport Metwork
| Accowst Services  Privacy Policy  Terms of Use

S faled. The e-mai address or password was typed
ncomectly. Please retype ths nformaton and try agan. If you
stll cannot sign in, contact Support.

" Fig. 10.7 Adding a New Account

to Sign in. In the
displayed box, change
the e-mail address from
the one offered to you
to your Live e-mail
address, and type the
appropriate password,
as shown here in
Fig. 10.7. The message
at the bottom of the
screen refers to the
attempt made by
Outlook to sign you in

using the offered e-mail
address of the account you were trying to add to Outlook (the
Gmail address in our case). Having changed the e-mail
address and typed the password, click the Sign in button.

It is imperative that you wait while Outlook

Mail «
memerases . Synchronises with the new account and
P * downloads any messages from it. Keep an
Duwar= _ * eye on the right-hand corner of Outlook’s

Status bar, and when the download finishes
you will be ready to open the newly created
folder of the new account on the Folders
list, as shown here in Fig. 10.8.

Fig. 10.8 The New Account in the Folders List

Removing an Account from the Folders List

If you were impatient and tried to open the new account
folder before synchronisation and downloading was
completed, then attempting to open the newly created
account folder results in an error. If that is the case, you must
remove this account from the Folders list and start again from
the beginning.
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To remove an account, for any reason, from the Folders list,
do the following:

o Click the Start button and select Control Panel.

e In Control Panel click User Accounts and Family Saf
a 5 Add or remove user sccounts

the User Accounts i e ol oy e

and Family Safety link

shown here.

* In the displayed screen, click the Mail icon, as shown

in Fig. 10.9.

w--'g-'c;-uv—-;m;.-_amq'm- i _.T”_ ~—TgL. ¥ )
e |
O P e - N

i St el Syl gl‘l::.” wd e @ 4 mameve uier s

| Mok and internen Parental Controls

| tiaare snd Sound @ 5ot up povantal comrels for any wees

| Pregom Windows CardSpece

| @ e Accommts s iy Moy oc

| s Clodarthl irager
Peronshasten -

e o3 |

| Med |

W ronoft Ot s Outicc Protie

Fig. 10.9 The Control Panel User Accounts

and Safety Screen

« In the Mail Setup - Outlook box, shown in Fig. 10.10,
click the E-mail Accounts button to open the screen
shown in Fig. 10.11 on the next page.

[ woisewp ook —
[ [y —;
e Sewp e-mul sccounts o drecinm. rre l
Oote Pias |
‘ % Change setings for O las Ouiook ums © Dote Ple.... ]

| Profies
| =21

Fig. 10.10 The Mail Setup - Outlook Box
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* On the displayed screen, shown below, select the
account to be removed and click the Remove button.
@ sccountsetogs ) -

E€-mail Accounts
You can add or remove an sccount. You can select an account and change 13 settings.

Emal | Onip Fiee. | RS5 Fenads | Sharepunt Uists | intemet Calendars. | Published Calendars, | Address Books

o New... B A Croge... @ SetasDefast K Remova + &

Name Type

— —

Fig. 10.11 Removing an E-mail Account

E-mail Downloading Modes

Another useful option available in Outlook Connector is the
choice of what you want to download, as shown in Fig. 10.12.

Inbox in noeiian@iive couk - Microsoft Outlook

fle [t Yew Go Iook Acions OgtookConnecior | Hies
Mhhew - .5\'3 X CpBesty '3"'10 Leaen sbout Windows Live snd Outiook A W ey
-'(MMMSPAM_—.(M.vas\NMIm‘ﬂ Add 2 New Account_ v -)_m Massages F
o - = Shenng... — —
;::L o, :4‘ = lnb:m Qewnload Mode N $ B Downioed Fuli Rems
| M Foiders =1 — Sgttings > Downioad Headers and then Full Rems
| ) AN Mad Rems - - Contact Us Downioad Headers

| - ————— e
@ B noemandomstiom & @ Last Month About Outlook Connector
¥ Deteted Rems ‘hoelang Microsoft Software License Terms
! The thes b

4 Onarty -~y

Fig. 10.12 Choosing a Download Mode

As you can see, you can choose between downloading ‘Full
ltems’, ‘Headers and then Full Items’, or just ‘Headers'. We
leave it to you to investigate the advantages of each of these
choices.

That's all the available space allocated for this book. We
hope we have given you sufficient basic knowledge to be
able to forge ahead by yourselves!
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A Babalii Computer Guidebook Suitable for All Ages

An Introduction to Windows Live Essentials

Microsoft, with Windows 7. has separated several applications that used to
come bundled with earlier versions of its operating system. and has now
created the ‘Windows Live Essentials Suite”. This can be downloaded free and
is intended for use with Windows XP and Windows Vista as well as Windows 7.

The suite is made up of the following applications:

® Windows Live Family Safety — allows parental control of chitdren who
must have a Windows ID.

® Windows Live Messenger - allows you to get in touch with your various
contacts by alerting them to your availability online.

® Windows Live Photo Gallery - allows you to edit. view and organise your
photographs.

® Windows Live Mail - al e
EENNEREET 814-AAN-493

¢ Windows Live Writg El‘n Em aintain a blog or personal
Web site.

| ¢ Windows Live Movig { u home movies and videos

as well as share the 4B """ P <

o Windows Live Toolb{it e BellExplorer. it helps to provide
easy access to seve E 1

® Windows Live Qutlogmms . ppears if you have Microsoft
Office installed, making it easmr to access Contacts, Calendar and several
Windows Live e-mail accounts. It also makes online collaboration easier.

This book explains how to use the various Live Essentials applications as
| simply as possible and avoiding the use of technical jargon. It also includes
simple examples when appropriate and is lavishly illustrated and printed
throughout in full colour.
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