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applying
layouts to PowerPoint

slides, 317–318
styles and themes,

273–275
Argonne National

Laboratory web site,
488

assigning
line spacing, 268–270
permission levels, 509

Assist (Toshiba), 548
* (asterisk) wildcard

search character,
282–283

AT&T (CallVantage), VoIP,
631

ATA (analog telephone
adapter), 36, 627

attachments, external, 16
audio

adding capture software,
380–381

all-purpose ports, 378
battery power and, 411
bottom box, 34–35
capabilities, 377
external speakers/

headphones, 381–382
files in Windows Media

Player, 363–366
icon, 28, 34–35
input, 34
insufficiencies, 378–380
line input, 378–379
output, 35
RCA jacks, 379
sound cards, 379
streaming, 382–385
USB sound device, 380

automobile power
sources, 406

AutoPlay dialog box, 543
=AVERAGE function, 303

B
backup

automated Windows XP
program, 246–251

choosing files for, 244
choosing frequencies for,

244–245
defined, 243
differential, 248
double, 245
incremental, 245, 248
manually, 245–246
overview, 243–244
running Windows

Backup, 248–251
Windows Vista, 250–251

backup battery, 415
Balanced power plan/

scheme, 425
Bar tab, 277–278
bare drive, 454
base score

components, 73
defined, 72

10BASE-T, 477
100BASE-TX, 477
1000BASE-T (Gigabit

Ethernet), 477
Basic Input-Output System

(BIOS)
configuring, 456
defined, 78
updating, 78–79

battery power
audio and, 411
capacity, 422
charging, 412–413,

423–424
cost, 419
external battery, 423
icon, 30
internal batteries,

414–415
maintenance, 413–414
measuring, 418

optimizing, 410–412
overview, 406, 409–410
power-management

options, 427
rechargeable, 32
replacing batteries,

419–422
second internal battery,

422–423
types, 412
wattage, 417–418
weight, 418

BBS (bulletin board
services), 588

Bcc: (Blind Carbon Copy),
597

Behavioral Malware
Detection (SONAR),
676

binary math, 43, 434–435
BIOS (Basic Input-Output

System)
configuring, 456
defined, 78
updating, 78–79

bit
defined, 43
overview, 85

bitmap (BMP) file format,
120, 198

Blind Carbon Copy (Bcc:),
597

blocking
issues, 79
unwanted email

messages, 608–609
blogs (web logs), 557
Bluetooth

external attachment, 16
network, 471
overview, 552–553

BluRay, 15
BMP (bitmap) file format,

120, 198
bottom box

audio, 34–35
connectors, 33
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eSATA port, 36
ExpressCard slot, 36
guide rails, 33
iLink (i.Link, FireWire,

IEEE 1394 port), 36
indicator lights, 29–30
keyboard, 21–25
media card reader, 37
model number, 32
multimedia controls,

27–29
PC Card slot, 36
pointers, 25–26
ports of access, 31–32
power connector, 38
power switches, 26–27
RGB monitor output, 39
RJ-11 modem port, 39
RJ-45 Ethernet LAN port,

39
rubber feet, 32
surfaces, 20
S-video output, 39
touchpad, 26
underside icon, 31
USB ports, 35, 39
user-input device, 20
volume control dial, 33
WiFi power switch, 33–34

Brigadoon’s PC
PhoneHome, 643

Brix Networks,
TestMyVoip, 633

broadband
defined, 388, 559
overview, 479

broadcasting, 383
browsers, 559–561
bulletin board services

(BBS), 588
burn

defined, 362
tab, 372

burn-in, 111
bus, 42
bus topology, 478
business cards, 132–133

business symbols, 295
buying memory, 435–438

C
CA Personal Firewall web

site, 669
cable modem. See

modem, cable
calculating data, 308–309
calendars

contacts, 350–351
evolution of, 348
selecting, 345
Windows Contacts

utility, 351–354
CallVantage (AT&T), VoIP,

631
camera assistant software

(CAS), 388–392
capacity, battery, 422
capture software, 380–381
car travel, 424
carbon copy (Cc:), 597
carriage return, 23
Cartesian coordinates,

120
CAS (camera assistant

software), 388–392
cathode-ray tube (CRT),

19, 106
Cc: (carbon copy), 597
CD player controls, 28
CDMA (Code Division

Multiple Access), 552
CDs

controlling with
Windows Media
Player, 367–368

defined, 362
hardware, 366–367
laptop repair, 50

cell phone
modems, 551–552
providers, 552
systems overview, 524

cells
copying, 309
defined, 301
deleting, 309
entering data in, 305,

308–309
inserting, 309
selecting, 310

Center tab, 277
central processing unit

(CPU)
AMD brand processors,

44
base score, 73
binary math, 43
bus, 42
cores, 43
defined, 41
Intel brand processors,

43–44
Multi-core, 82
registers, 84

changing
screen savers, 112–113
USB ports, 460–461

character codes,
formatting, 282

character formatting,
keyboard commands,
290–291

characters, accented, 295
charging battery power,

412–413, 423–424
charts, setting up, 311
checking memory,

437–438
CheckIt diagnostics

(Smith Micro
Software, Inc.), 697

CHKDSK utility, 223–224
Choose a SmartArt

Graphic dialog box,
323

choosing
browsers, 559–561
calendars, 345
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choosing (continued)
data/cells/rows/columns

in Excel, 310
files for backup, 244
frequencies for backup,

244–245
multiple icons, 164
paragraph indents,

277–278
point sizes, 267–268
tab stops, 277–278
testing levels, 224–225
text, 271–272

circuit-level firewalls, 662
circumference, 450
clamshell computer, 18
ClearType, 108–110
Client for Microsoft

Networks, 493–494
clip art, PowerPoint,

321–322
clock function, 356–357
closing Sidebar, 180
cloud computing, 260
co-owner (permission

level), 507
Code Division Multiple

Access (CDMA), 552
Color Palette (Paint),

204–205
columns

defined, 301
selecting, 310

.com, 562–563
Comcast, VoIP, 631
communication, digital,

527
Compatibility Mode, 286
computer history

PC history, 12
typewriter, 23

computer math, 433–435
CompuTrace LoJack, 643
conferences, video, 383
ConfigFree Connectivity

Doctor
defined, 548
profile settings, 550
utility screen, 549

configuring
operating system,

123–124
Sidebar, 179–182

connectors, 33
contacts

calendar, 350–351
overview, 146

contributor (permission
level), 507

controlling
CDs with Windows

Media Player, 367–368
DVDs with Windows

Media Player, 368–369
converting Word 2007

files, 286
cooling system

battery power and, 411
requirements for gaming,

398
copying

cells in Excel, 309
PowerPoint slides, 317

cores, 43
Corsair’s Flash Padlock,

645
CPU (central processing

unit)
AMD brand processors,

44
base score, 73
binary math, 43
bus, 42
cores, 43
defined, 41
Intel brand processors,

43–44
Multi-core, 82
registers, 84

creating
calendar entries, 349
custom font themes,

274–275
email messages, 596–598
footers in Notepad,

189–190
formatted lists, 275–276

headers in Notepad,
189–190

messages in Outlook
Express, 596–598

screen savers, 113–114
templates, 264–265
WordPad documents,

191–192
CRT (cathode-ray tube),

19, 106
Crucial web site, 436
Cryptainer, 653
current session, 564
customizing

ClearType, 108–110
colors, 106
desktop wallpaper,

115–116
folders, 150–151
gadget, 118–119
graphics control screen,

107–108
operating system,

105–122
screen resolutions,

105–106
screen saver, 111–113
sidebar, 116–118
themes, 110–111
user account picture,

114–115
cut-and-paste (Notepad),

189
cyberspace, 557

D
data

calculating, 308–309
editing, 309
entering, 305, 308–309
formatting, 308–310
selecting, 310
stored operating system,

47
transfer, 450
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Data Over Cable Service
Interface Specification
(DOCSIS), 485

DB function, 303
Decimal tab, 277
defragmentation

defined, 47
mechanics, 234
overview, 233–234
pre-cleanup, 238–239
third-party, 236–237
Windows utility, 234–235

deleting
cells in Excel, 309
desktop icons, 162
desktop shortcuts, 163
device drivers, 220
gadgets, 181
icons from Quick Launch

toolbar, 172
messages in Outlook

Express, 596, 599–600
Outlook Express

accounts, 594
RAM (Random Access

Memory), 440
screen savers, 114

deluxe warranty features,
62

density, 448
Descartes, René, 120
desktop

adding shortcuts, 163
bringing to front, 165
defined, 136, 147, 158
hiding icons, 164–165
icons, 161–165
overview, 159–160
removing shortcuts, 163
restoring view of, 160
wallpaper, 115–116

detaching gadgets, 119
device drivers

defined, 689
overview, 219–220
removing and

reinstalling, 220

rolling back, 222–223
upgrading, 220–222

Device Manager
(Windows)

capabilities, 689–690
hardware components

screen, 690
opening, 690–691
overview, 216–218
sorting display, 692–693
status report, 691–692

diagnostics programs
advanced tests, 698
CheckIt diagnostics

(Smith Micro
Software, Inc.), 697

Microsoft Office
Diagnostics, 708–709

Office 2007, 284
Toshiba diagnostics

information screen,
697

Toshiba PC Diagnostic
Tool, 697

dialog box
AutoPlay, 543
Choose a SmartArt

Graphic, 323
Document Inspector, 152
File Sharing, 507
Find and Replace, 281
Folder Options, 143
Insert Hyperlink, 326
Open With, 143
Paragraph, 269
Properties, 510, 515, 516,

518
Remote Assistance

Novice chat, 707
Save As, 265
Tabs, 278

differential backup, 248
digital cameras

advantages, 205–206
disadvantages, 206

digital communication,
527

digital information, 628
Digital Rights

Management (DRM),
375–376

Digital Subscriber Line
(DSL), 486–487

digital zoom, 389
diode, 409
disabling WiFi adapter

drivers, 532–533
disk drives

as external attachment,
16

fragmented, 233–241
keeping clean, 228–233
management overview,

225–228
Disk Operating System

(DOS)
defined, 67
history, 68

Diskeeper Professional,
236

display requirements for
gaming, 398

displaying horizontal
ruler, 276–277

disposable email
addresses, 675

distributing PowerPoint
presentations,
330–331

DOCSIS (Data Over Cable
Service Interface
Specification), 485

Document Inspector,
152–153

document management
keyboard commands,
288–289

document printing
keyboard commands,
292–293

document review
keyboard commands,
292–293
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documents
creating WordPad,

191–192
elements, 261
folder, 147
formatting, 266–294
opening WordPad, 192
starting, 263–265
templates, 264–265
types, 191–192

Dogpile search engine, 570
domain, 499, 562
DOS (Disk Operating

System)
defined, 67
history, 68

dots, 105
double backup, 245
downloads folder, 147
downwardly compatible,

526, 530
drivers

disabling WiFi adapter,
532–533

laptop, 54
manually updating,

694–695
overview, 46, 693
repairing, 693–694
restoring to previous

version, 695–696
update screen, 696

drives. See also disk
drives

bare, 454
configuring BIOS, 456
efficiency of laptop, 450
external, 457
installing plug-in,

453–454
jumpers, 455–456
logical, 136
optical, 458
overview, 447–448
partitioning, 456
size of laptop, 449–450
sturdiness of laptop,

450–451

DRM (Digital Rights
Management),
375–376

DSL (Digital Subscriber
Line), 486–487

dual booting, 81
DVDs

controlling with
Windows Media
Player, 368–369

defined, 362
hardware, 366–367
laptop repair, 50

Dynamic Host
Configuration
Protocol, 536

dynamic IP address, 536

E
Easy Transfer (Windows

Vista)
cable, 126
direct transfer, 126
removable media, 127
transfer options, 128
using, 125–128

EasyNetwork, McAfee, Inc.
Total Protection, 678

eBuddy, 623
EDGE (Enhanced Data

rates for GSM
Evolution), 552

editing
data, 309
text, 289

effects, camera assistant
software, 389

EFS (Encrypting File
System), 651–652

802.11a WiFi specification,
529

802.11b WiFi specification,
529

802.11g WiFi specification,
529

802.11n WiFi specification,
529

electrical cord, 406–407
electrolytes, 419
email. See also Address

Book
adding a signature,

615–618
address defined, 590
blocking unwanted

messages, 608–609
creating messages,

596–598
deleting messages, 596,

599–600
disposable addresses,

675
etiquette, 618
history of, 589
inbox, 595
junk email (spam), 595,

601–605
keyboard shortcuts,

618–619
photo, 611–614
reading messages,

594–596
replying to, 596
requesting receipt,

598–599
requirements to use,

589–591
sending messages,

596–598
suspicious emails, 606
versions of, 589, 590

embedding objects in
WordPad, 194–195

emoticon, 621–622
EmPower system, 423
emulation, 468
encrypting

Encrypting File System
(EFS), 651–652

encryption key, 564
hardware-based

programs, 654–655
software-based

programs, 653–654
sources of, 651
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Encrypting File System
(EFS), 651–652

encryption key, 654
End-User License

Agreement (EULA),
82, 101

Enhanced Data rates for
GSM Evolution
(EDGE), 552

entering data in Excel,
305, 308–309

environment, battery
power and, 411

eSATA (External Serial
ATA)

defined, 463
as external attachment,

16
port, 36

Escape key, audio icon, 28
Ethernet

100BASE-TX, 477
1000BASE-T (Gigabit

Ethernet), 477
bus topology, 478
how it works, 477–479
hub-and-spoke, 478
peer machine, 478
ring topology, 479
spokes, 478
star topology, 478
system defined, 470–471
terminator, 478

Eudora, 589
EULA (End-User License

Agreement), 82, 101
EV-DO (Evolution-Data

Optimized), 552
Event viewer screen, 710
Evolution-Data Optimized

(EV-DO), 552
Excel 2007

file formats, 306
printing spreadsheets,

305–306
shortcuts, 307–312

exiting Sidebar, 180

exporting
address book, 132–133
address information

from Windows
Contacts, 354

business cards, 132–133
contacts in Outlook

Express, 130–132
contacts from Windows

XP Address Book, 356
mail folders in Outlook

Express, 134
Windows Contacts, 351

ExpressCard
defined, 36–37
icon, 37
installing WiFi adapter,

531
extended warranty, 58
extending selections, 311
Extensible Markup

Language (XML), 580
external attachments, 16
external battery, 423
external components

audio, 34–35
eSATA port, 36
ExpressCard slot, 36–37
external mouse, 26
iLink (i.Link, FireWire,

IEEE 1394 port), 36
indicator lights, 29–30
keyboards, 21
media card reader, 37–38
multimedia controls,

27–29
PC Card slot, 36
pointers, 25–26
ports of access, 31–32
power connector, 38
problems with, 689
RGB monitor output, 39
RJ-11 modem port, 39
RJ-45 Ethernet LAN port,

39
S-video output, 39
touchpads, 26

USB ports, 35–36, 39
volume control dial, 33
WiFi power switch, 33

external devices, battery
power and, 411

external drives, 457
external projectors/

screens (PowerPoint),
329

External Serial ATA
(eSATA), 451, 457

as external attachment,
16

port, 36
external speakers/

headphones, 381–382

F
factory warranty services,

56–58
FAT (file allocation table),

138
favorites

defined, 576
folder, 147
opening web page from,

576
organizing, 577
shortcuts, 581

FDE (Full Disk Encryption)
(Seagate), 654

feed
common types, 580
defined, 580
shortcut, 581

Fiber to the Premises
(Fiber-optic system)

advantages, 487
defined, 487
Optical Network

Terminal (ONT), 488
Fiber-optic system

advantages, 487
defined, 481
Optical Network

Terminal (ONT), 488
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file allocation table (FAT),
138

File and Settings Transfer
Wizard (Windows XP),
129–130

file formats. See also
filename extensions

Excel 2007, 306
ICO, 199
JPG (Joint Photographic

Group), 198
opening XML, 285
Paint, 198–199
PNG, 199
PowerPoint, 327
TIFF, 199
Windows Media Player

(WMP), 369–370
Word, 263
XML, 285
XPS, 263

file transfer protocol
(FTP), 598

filename extensions. See
also file formats

common extensions, 139
defined, 138
hidden, 140–141

files
accessed, 152
choosing for backup, 244
converting Word 2007,

286
decoding filenames,

138–140
defined, 136
file allocation table

(FAT), 138
formatting in Office 2007,

285–286
moving, 152
naming, 137–138
password changing,

650–651
password protecting/

encrypting, 647–650

playing on Windows
Media Player, 363–366

ripping, 373–375
temporary, 228–229
transferring, 128

filtering email, 604–605
filters, packet, 662, 664
Find and Replace dialog

box, 281
finding

and changing specific
character formatting,
279–280

and highlighting text, 279
IP addresses in Windows

Vista, 505
IP addresses in Windows

XP, 506
finding and replacing

formatting codes,
280–282

text, 278–279
words in WordPad,

193–194
Firefox

basic commands,
583–586

overview, 559–560
Thunderbird, 589

firewall
access to shared folders,

514
circuit-level, 662
defined, 662
Exceptions list, 665
hardware, 663
how it works, 664
personal, 663
software, 663–664
stateful inspection,

662–664
third-party enabling,

667–669
types of, 662–663
Windows, 665–667

FireWire (iLink, i.Link,
IEEE 1394 port), 36,
462–463

First Line Indent tab, 277
flash memory, 458
Flash Padlock (Corsair),

645
flashing, 79
fly-out, 179
folders

customizing, 150–151
documents, 147
downloads, 147
favorites, 147
links, 147
mapping, 512–514
moving, 152
music, 147
My Computer, 145–146
My Documents, 146
My Network Places,

146–148
organizing, 144–145
pictures, 147–148
renaming, 151–152
root, 506
saved games, 148
searches, 148
sharing (Windows Vista),

507–509
sharing (Windows XP),

509–510
showing contents of,

149–150
thumbnails, 150
video, 148

font
defined, 267
style and size (Notepad),

188
footers

creating Notepad,
189–190

defined, 189
form factor, 13
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formatted lists, creating,
275–276

formatting. See also
formatting documents

character codes,
280–282

data, 308–310
files in Office 2007,

285–286
text in PowerPoint,

319–320
text in WordPad, 195–197

formatting documents.
See also formatting

applying styles, 273–275
applying themes,

273–275
assigning line spacing,

268–270
choosing point sizes,

267–268
creating formatted lists,

275–276
finding and replacing

text, 278–282
inserting special

characters, 271
inserting symbols, 270
moving graphics,

272–273
moving text, 272–273
selecting text, 271–272
setting margins, 266
tabs, 276–278
type sizes, 267
undoing mistakes, 273
wildcard searches,

282–284
formulas, spreadsheets,

302
fragmented files

defined, 233
defragmentation

mechanics, 234
defragmentation utility,

234–235

overview, 233–234
pre-cleanup, 238–239
third-party

defragmentation
utilities, 236–237

freeware, 301
frequency

choosing for backup,
244–245

defined, 528–529
hopping, 529
WiFi, 528–529

FTP (file transfer
protocol), 598

Full Disk Encryption (FDE)
(Seagate), 654

full recovery of an existing
installation, 89

function keys
defined, 23
figure, 24
PowerPoint, 333–334

functions
clock, 356–357
DB, 303
Office 2007, 284
spreadsheets, 302–305
uninstall, 700–701

G
gadgets

adding, 118–119, 181
additional, 182–183
customizing, 118–119
detaching, 119
moving, 182
options, 182
overview, 177–179
removing, 181
Sidebar, 179–182
Windows Vista base, 179

gaming
controller requirements,

397

extreme laptop
recommendation,
399–401

laptop requirements,
396–398

overview, 395–396
gateway (router)

advantages, 516–517
defined, 476, 533
disadvantages, 517
icon, 530
overview, 480
purposes, 528
setting up, 534–537

generic hard drives,
454–455

GIF (Graphic Interchange
File) file format, 198

Gigabit Ethernet
(1000Base-T), 477

Global System for Mobile
Communications
(GSM), 552

Google Docs, 85
Google search engine, 570
Graphic Interchange File

(GIF) file format, 198
graphic processor, 84–85
Graphical User Interface

(GUI)
appearance, 47–48
defined, 25, 67, 136
Windows as, 187
Xerox’s Palo Alto

Research Center, 69
graphics

card requirements for
gaming, 396–397

customizing control
screen, 107–108

moving, 272–273
> (greater than) wildcard

search character, 283
GSM (Global System for

Mobile Communi-
cations), 552
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GUI (Graphical User
Interface)

appearance, 47–48
defined, 25, 67, 136
Windows as, 187
Xerox’s Palo Alto

Research Center, 69
guide rails, 33

H
handouts, PowerPoint,

330
handshake, 553
hanging indent, 276
Hanging Indent tab, 277
hard drives

battery power and, 411
generic, 454–455
indicator icon, 29
laptop versus desktop,

448–449
replacing laptop, 50,

451–456
requirements for gaming,

397
hardware

CDs, 366–367
DVDs, 366–367
firewall, 663
locking, 642–643
operating system, 46
video, 388

Hardware Update Wizard,
221–222

headers
creating in Notepad,

189–190
defined, 189

headphones, external,
381–382

Help and Support Center
opening, 705
screen, 706

Hibernate, Standby/
Suspend versus, 412

hiding desktop icons,
164–165

High Performance power
plan/scheme, 425

history
computer, 12
recent web page,

563–564
shortcut, 581
typewriter, 23

home page
defined, 561
problems, 566–568
shortcut, 581

Hot Keys (Toshiba), 24
hotspots, 523
HTML, 591
hub

defined, 461
modifying, 460–461
overview, 480
powered/unpowered,

461
hub-and-spoke, 478
hypertext, 564

I
IBM Lotus Sametime, 623
iCalendar format, 347
ICO file format, 199
icons

adding desktop, 162
audio output, 28, 34–35
battery, 30
bottom box, 31
defined, 161
desktop, 161–165
Escape key, 28
grid, 163
hiding desktop, 164–165
media card reader, 38

microphone input, 34
motherboard, 44
moving, 163, 165
power status indicator,

30
power switches, 27
removing desktop, 162
repeater, 541
router, 530
selecting multiple, 164
underside of laptop, 31
USB port, 35
WiFi, 34, 526

ICQ, 623
IEEE (Institute of

Electrical and
Electronic Engineers),
526

IEEE 1394 (iLink, i.Link,
FireWire port), 36,
462–463

iLink (i.Link, FireWire,
IEEE 1394 port), 36,
462–463

IM (instant messaging)
AOL, 623
defined, 587
example, 624
Internet capability, 556
overview, 621–622
programs, 623

images
inline, 611
managing in Paint,

199–202
manipulators, 197–208

IMAP (IMAP4) (Internet
Message Access
Protocol)

deleting messages, 600
features of, 600–601
as mail server, 590–591
overview, 131–132
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importing
contacts into Windows

XP Address Book,
355–356

to Outlook Express, 133
into Windows Contacts,

352–353
Inbox, 595
incremental backup, 245,

248
indent, hanging, 276–277
indicator lights

battery, 30
hard disk drive, 29
power status indicators,

29–30
information, digital, 628
infrared (IR) filter cut, 392
Infrared systems, 553–554
inline image, 611
input

audio, 34, 378–379
options, 460

Insert Hyperlink dialog
box, 326

inserting
cells in Excel, 309
clip art in PowerPoint,

321–322
desktop icons, 162
gadgets, 118–119, 181
programs to Quick

Launch area, 172
shortcuts to desktop,

163
SmartArt graphics in

PowerPoint, 323–324
special characters, 271
symbols, 270
text in PowerPoint,

319–320
insertion point

keyboard commands,
289–290

keyboard shortcuts, 296
Inspice Trace, 643

installing
parallel installation,

81–82
plug-in drives, 453–454
RAM (Random Access

Memory), 439–442
Windows Vista, 87–89
Windows XP, 80–82

instant messaging (IM)
AOL, 623
defined, 587
example, 624
Internet capability, 556
overview, 621–622
programs, 623

Instant Search Box
exploring with, 572–573
shortcuts, 582

Institute of Electrical and
Electronic Engineers
(IEEE), 526

insurance, accident and
theft, 63–64

integrated security suite,
inclusions, 675

integration, 11, 15
Intel

Celeron, 44
Centrino/Centrino Duos,

44
Core 2 Extreme Mobile

Processor, 43
CPU design, 42–44
Extreme Edition

processors, 398–399
Pentium, 4, 44

Intellectual Property (IP),
376

internal battery, 414–415,
422–423

internal components
containers, 18
logical drives, 136

Internet
capabilities of, 556–557
components needed,

558–559

defined, 555
pop-ups, 573–575
searching, 568–573

Internet connection
broadband, 388
cell phone modem,

551–552
sharing using router,

516–517
sharing using software,

517–519
Internet Explorer

basic commands,
583–586

changing home page,
564–566

Instant Search Box,
572–573

overview, 559
pop-up blocker, 573–575
shortcuts

address bar, 582
advanced, 583
favorites center, 581
general, 580–581
Instant Search Box, 582
navigation, 581
tab, 581–582

turning off tabs, 579–580
Internet Message Access

Protocol (IMAP or
IMAP4)

deleting messages, 600
features, 600–601
as mail server, 590–591
overview, 131–132

Internet Protocol (IP)
address, 502
defined, 494
dynamic, 536
static, 536

Internet service provider
(ISP)

AOL, 483
defined, 590

Internet telephone
adapter, 627
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IP (Intellectual Property),
376

IP (Internet Protocol)
address, 502
defined, 494
dynamic, 536
static, 536

IR (infrared) filter cut, 392
ISP (Internet service

provider)
AOL, 483
defined, 590

issues, blocking, 79

J
Jabber, 623
jacks, RCA, 379
JPG (Joint Photographic

Group) file format, 198
jumpers, 455–456
junk email

lowering exposure to,
602–603

overview, 601
setting filters, 604–605

K
Kensington

MicroSaver Alarmed
Computer Lock, 643

MicroSaver Portable
Notebook
Combination Lock,
643

PCKey, 655
key combinations, 293
key functions, 20–25
keyboard commands. See

also keyboards
character formatting,

290–291
document management,

288–289
document printing,

292–293

document review,
292–293

insertion point, 289–290
Notepad, 189
paragraph formatting,

291
Slide Show (PowerPoint),

334–335
text, 291–292
text editing, 289
view, 292
Web Pages, 288–289
Word, 287–293

keyboard shortcuts
general, 295–297
insertion point, 296
Outlook Express,

618–619
program, 296–297
text, 296

keyboards. See also
keyboard commands

components, 21
external, 469–470
figure, 22
key functions, 20–25
symbolism, 294
travel distance, 21

L
LAN (local area network)

My Network Places, 146
in printing, 466

language, English
character set, 195

laptop design
bottom box, 20–39
upper box, 18–19
weight, 13

laptop repair
CDs/DVDs, 50
consulting experts,

54–64
drivers, 54
explaining repairs, 59–60
external devices, 689

factory warranty
services, 56–58

giving a physical, 686
hard drives, 50, 451–456
LCD screen, 688
memory modules,

686–687
power problems,

687–688
laptop security

antivirus heuristic
analysis, 673

computer diseases,
670–672

Corsair’s Flash Padlock,
645

dictionary-based
antivirus, 672–673

encrypting disks,
651–656

error codes, 709–710
integrated security suite,

675
laptop tracking, 643
locking the hardware,

642–643
locking software,

645–651
McAfee, Inc., 678
password protecting/

encrypting files, 644,
647–651

physical protection,
640–642

recycling bin, 658
Remote Assistance,

705–707
Sandler’s Top Three

Rules of Laptop Data
Security, 645

spam, 674–675
spyware, 674
steps after laptop is

lost/stolen, 657–658
Symantec (Norton)

products, 676–677
Sys Key utility, 655–656
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system maintenance
suites, 679–681

System Restore, 701–705
threats, 660–661
tracking tags, 641
Windows Defender, 673
Windows Live OneCare,

678–679
Laptop Tracker (XTool),

643
laptops

Internet telephony,
626–627

memory modules,
686–687

network identity,
502–503

open box, 63
running diagnostics

program, 696–698
speed, 42–44
travel, 19
WiFi capabilities,

531–532
latency, 630
layouts, applying to

PowerPoint slides,
317–318

LCD (liquid crystal diode)
battery power and, 411,

427
ClearType, 108–110
colors, 106
comparison to

monochrome, 12
customizing, 105–106
problems, 688

Left tab, 277
< (less than) wildcard

search character, 283
light, battery power and,

411
line

editors, 187
input, 378
spacing, 268–270

linking objects in
WordPad, 194–195

links
determining, 563
folder, 147

Linksys Wireless-G Pan/
Tilt/Zoom Video
Camera, 392

Linksys Wireless-G Range
Extender icon, 541

liquid crystal diode (LCD)
battery power and, 411,

427
ClearType, 108–110
colors, 106
comparison to

monochrome, 12
customizing, 105–106
problems, 688

lithium ion (LiOn)
technology, 413

Live Gallery, 182–183
live links (PowerPoint),

325–326
Live Search search engine,

570
local area network (LAN)

My Network Places, 146
in printing, 466

local network, accessing
another computer,
510–511

logical drives, 136
lossless compression,

lossy compression
versus, 391

Lycos search engine, 570

M
MAC (Media Access

Control), 502, 538
MAD Turion 64 X2, 399
Magic Jack, VoIP, 631
main slide pane

(PowerPoint), 314

maintenance
battery, 413–414
CHKDSK, 223–224
device drivers, 219–223
Device Manager, 216–218
issues overview, 211–212
managing disk drives,

225–241
System Information,

214–215
testing level, 224–225
Third-Party programs,

241–242
Windows and

Applications, 212–213
malware, 670
managing

documents with
keyboard commands,
288–289

images in Paint, 199–202
taskbar display, 166
worksheets, 307

manual backup, 245–246
mapping folders, 512–514
margins, setting, 266
markers, 364
math

computer, 433–435
symbols, 295

McAfee, Inc.
integrated security suite,

675
Personal Firewall Plus,

web site, 669
QuickClean screen, 680
Security Center, 680
Security Center screen,

679
Total Protection, 678

measuring
battery power, 418
power, 417

media, 127, 362
Media Access Control

(MAC), 502, 538
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media card reader, 37–38
memory. See also RAM

(random access
memory)

buying, 435–438
checking, 437–438
defined, 432
effect, 412
flash, 458
modules, 686–687
ReadyBoost, 443–445
requirements, 431–432

menus
PowerPoint keyboard

commands, 341
Windows Media Player

(WMP), 371
merging spell checker, 284
messages

creating in Outlook
Express, 596–598

deleting in Outlook
Express, 596, 599–600

reading in Outlook
Express, 594–596

sending in Outlook
Express, 596–598

Messenger, Yahoo!, 623
metadata, 152
microprocessors

AMD brand processor, 44
AMD Turion 64 X2, 399
base score, 73
battery power and, 411
binary math, 43
bus, 42
cores, 43
defined, 41
Intel brand processors,

43–44
Intel Extreme Edition,

398–399
Multi-core, 82
overview, 398
registers, 84
requirements for gaming,

396

MicroSaver Alarmed
Computer Lock
(Kensington), 643

MicroSaver Portable
Notebook
Combination Lock
(Kensington), 643

Microsoft
Digital Rights

Management (DRM),
375–376

Document Inspector,
152–153

Download the Upgrade
Advisor web site, 79

Encrypting File System
(EFS), 651–652

encryption utilities,
651–652

Events and Errors
Message Center web
site, 710

support offerings, 103
update, 100–102
web site, 76
Windows XP Hardware

Compatibility List
(HCL), 76

Microsoft Excel 2007. See
Excel 2007

Microsoft IPX/SPX, 494
Microsoft LifeCam Web

Camera, 392
Microsoft Mail, 133–134
Microsoft NetBeUI

(NetBIOS), 494
Microsoft Office 2007. See

Office 2007
Microsoft Office

Diagnostics, 708–709
Microsoft Office Outlook

2007 Calendar, 350
Microsoft PowerPoint. See

PowerPoint
Microsoft Word. See Word

MIMO (multiple-input
multiple-output),
529–530

mistakes, undoing, 273
model number, 32
modem

cable
acquiring, 486
advantages, 483
defined, 483
disadvantages, 484–485
WiFi wireless router,

484
defined, 481
dial-up telephone

icon, 483
overview, 482–483

DOCSIS, 485
DSL (Digital Subscriber

Line)
advantages, 486
defined, 486
disadvantages, 486–487

Fiber-optic systems
(Fiber to the
Premises)

defined, 487
ports, 39
types of, 481

modifying
screen savers, 112–113
USB ports, 460–461

modulater, 481
monetary symbols, 294
monitor output, RGB, 39
monochrome, 12
motherboard

damage, 52
defined, 12, 41–42
icon, 44

mouse
advanced, 122
configuring pointer,

120–121
external, 26, 469–470
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Mouse Properties page,
470

overview, 119–120
moving

files, 52
folders, 152
gadgets, 182
graphics, 272–273
icons, 163, 165
text, 272–273

Mozilla Firefox
basic commands,

583–586
overview, 559–560
Thunderbird, 589

Mozilla Thunderbird, 589
Multi-core CPUs, 82
multimedia controls,

27–29
multiple-input multiple-

output (MIMO),
529–530

music. See also audio
folder, 147

My Computer, 145–146
My Documents, 144, 146
My Network Places,

146–148

N
naming files, 137–138
narrowcasting, 383
NAT (Network Address

Translation), 664
native resolution, 106
navigating

in Excel, 307
shortcuts, 581
worksheets, 308

netiquette, 618
Netscape Navigator, 561
network

Bluetooth, 471
diagnostics, 519
discovery states, 500

Ethernet system,
470–471

identity, 502
interface card (NIC),

491–492, 675
local, accessing another

computer, 510–511
location type, 499
requirements for gaming,

397
Network Address

Translation (NAT), 664
Network Awareness

(Windows Vista), 498
Network Center (Windows

Vista), 497
Network Explorer

(Windows Vista), 497
Network Map (Windows

Vista), 497
networking

components, 476–480
ethernet, 476–479
router, 476
software protocol/

network management
system, 476

connection properties,
493

protocols
Client for Microsoft

Networks, 493–494
defined, 492
Internet Control (IP),

494
Internet Protocol, 494
Microsoft IPX/SPX, 494
Microsoft NetBEUI

(NetBIOS), 494
Microsoft TCP/IP, 494
QoS Packet Scheduler,

494
Transmission Protocol

Control (TCP), 494
WiFi adapter, 492

New Technology File
System (NTFS), 47

newsgroup
adding an account,

603–604
defined, 587
keyboard shortcuts, 620

NIC (network interface
card), 491–492, 675

non-volatile storage, 433
Normal template

(PowerPoint), 317
Norton 360 (Symantec),

236
features, 676–677
PC Security Screen, 676
system maintenance

suite, 680
Transaction Security

screen, 677
Norton, Peter, 675
Norton SystemWorks

(Symantec), system
maintenance suite,
680

Norton Utilities, 675
Notepad

creating headers/footers,
189–190

cut-and-paste, 189
font style and size, 188
jumping to specific lines,

187–188
keyboard commands,

189
opening, 186–187
overview, 185–186
special functions,

189–190
text editors, 185–190

Notes pane (PowerPoint),
314

notes (PowerPoint), 330
notification area, taskbar,

176
NTFS (New Technology

File System), 47
null modem, 130
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O
objects, embedding/

linking in WordPad,
194–195

Office 2007
converting Word 2007

files, 286
diagnostics, 284
formatting files, 285–286
functions, 284
merging spelling checker,

284
opening XML file

formats, 285
program recovery, 284

Office Update web site,
100

offline, 621
on demand, 383
100BASE-TX, 477
1000BASE-T (Gigabit

Ethernet), 477
ONT (Optical Network

Terminal), 488
open box laptop, 63
Open With dialog box, 143
opening

existing WordPad
documents, 192

new documents using
templates, 265

Notepad, 186–187
Paint, 198–199
WordPad, 190–191
XML file formats, 285

Opera, 560
operating system

configuring, 123–124
customizing, 105–122
defined, 41
GUI appearance, 47
hardware, 46
NTFS (New Technology

File System), 47

Sandler’s Five Rules for
Operating System
Upgrade Safety, 78

software, 46–47
stored data, 47
upgrading, 76–77
Windows, 48

optical drives, 458
Optical Network Terminal

(ONT), 488
optimizing battery power,

410–412
optional updates, 101
options

gadget, 182
output, 460

organizing
favorites, 577
folders, 144–145

Outlook Express
adding an account,

593–594
adding a newsgroup, 603
creating messages,

596–598
deleting messages, 596,

599–600
exporting address book/

business cards,
132–133

exporting contacts,
130–132

exporting mail folders,
134

importing to, 133
inbox, 595
junk mail filter, 601
keyboard shortcuts,

618–619
overview, 588
reading messages,

594–596
removing an account,

594
sending messages,

596–598

output
audio, 35
options, 460
S-video, 39

oxidation, 413

P
packet filters

defined, 662
how it works, 664

packets, 661
Paint

Color Palette, 204–205
file formats, 198–199
managing images,

199–202
opening, 198–199
overview, 198
painting with, 202–205
tools, 202–204

Paint Shop Pro Photo, 197
Palettes, Color, 204–205
Pandora radio station, 383
Panera Bread Company

wireless network, 524
Paragraph dialog box, 269
paragraph formatting

keyboard commands,
291

paragraph indents,
277–278

parallel communication,
serial communication
versus, 452

parallel installation, 81–82
parallel technology, 36
partition, 456
password protection, 507,

647–650
PC Card

defined, 36
installing WiFi adapter,

531
PC Magazine, 67, 660, 675
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PC (personal computer)
adapters, 12
cathode-ray tube (CRT),

19
history of, 12
internal components, 18
motherboard, 12
operating system, 136
random access memory

(RAM), 12
root directory, 136
special-purpose keys, 23

PC PhoneHome
(Brigadoon), 643

PCKey (Kensington), 655
PD Diagnostics Tool

(Toshiba), 697
PDAs (personal data

assistants), 345
PDF (portable document

format), 467
PDF file format, 263
peer machine, 478
peer-to-peer system, 501
Per-incident Support, 61
peripherals

external mouse/
keyboard, 469–470

faxing, 468–469
printer connection,

466–467
scanner connection, 467

permanently attached
cord, 407–408

permission levels
assigning in file/folder

share, 509
available permissions,

509
examples of, 507–508

personal computers
adapters, 12
cathode-ray tube (CRT),

19
history of, 12

internal components, 18
motherboard, 12
operating system, 136
random access memory

(RAM), 12
root directory, 136
special-purpose keys, 23

personal data assistants
(PDAs), 345

personal firewalls, 663
personal information,

guarding, 607
PGP Whole Disk

Encryption, 653
phishing

changing settings,
606–607

defined, 593, 605, 671
photo email

defined, 612
sending, 611–614

Photoshop, Adobe, 197
Picasa, 197
piconet, 553
picture elements, 105
pictures folder, 147–148
pinning

defined, 264
Start menu, 168–169

pixels, 18, 105
plain old telephone

system (POTS), 625
playing audio/video files

(Windows Media
Player), 363–366

plug-and-play solutions,
460

plug-in drives, installing,
453–454

PNG file format, 199
point sizes

choosing, 267–268
defined, 267

pointers
bottom box, 25–26
configuring, 120–121
pointing stick, 25

trackball, 25
TrackPoint, 25
TrackStick, 25

pointing stick, 25
point-to-point, 383
Point-to-Point Protocol

over Ethernet
(PPPoE), 536

POP (Post Office
Protocol)

blocking unwanted
messages, 608–609

defined, 131
deleting messages,

599–600
as mail server, 590–591

POP3. See also POP (Post
Office Protocol)

defined, 131
pop-ups

defined, 573
Internet Explorer pop-up

blocker, 573–574
portable document format

(PDF), 263, 467
Portege R500 (Toshiba),

11
ports

adding hubs and,
460–461

all-purpose, 378
External Serial ATA

(eSATA), 16, 36
modifying USB, 460–461
Universal Serial Bus

(USB), 16, 35, 39
ports of access

RAM modules, 31
rechargeable battery, 32

Post Office Protocol
(POP)

blocking unwanted
messages, 608–609

defined, 131
deleting messages,

599–600
as mail server, 590–591
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