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• A •
access keys, 45
access point, 120–121
accessibility features

keyboard, 44–45
mouse, 47
on-screen keyboard, 46
screen visibility, 48–49
speech recognition, 50–51
visual cues, 52
Windows recommended settings, 53

Add a Favorite dialog box, 170
Add Gadgets dialog box, 110
Add or Remove Effects dialog box, 126
Add Printer Wizard, 144–145
address bar, 163
Address Book, 193
Adjust Color (Photo Gallery), 130
Adjust Exposure (Photo Gallery), 129
Administrative Tool window, 29
Administrator account, 59
Advanced Appearance dialog box, 85
Advanced Monitor Settings dialog box, 32
adware, 212

All Programs, 18
Amazon.com, 168
antiadware, 213
antispyware, 213
antistatic wristband, 34
antivirus, 213
Appearance Settings dialog box, 85
Attach File to Message button, 189
audio

balance slider, 136
muting, 136
replacing with visual cues, 52
volume slider, 136

Auto Adjust (Photo Gallery), 129
AVG Free (antivirus), 217

• B •
background, 82–83
Backup and Restore Center window, 209–210
backups, 101
Balance dialog box, 135
Balance slider, 136
blind carbon copy (BCC) field (e-mail), 190
Blogger.com, 201
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blogs, 202
Bluetooth, 11
Browse Help icon, 74
browser

address bar, 163
browsing history, 169
customizing, 174
home page, 166
pop-up blocker, 164
privacy settings, 172
search engine, 167
tabs, 165

burning to CD or DVD, 131

• C •
Calendar gadget, 61
calibrating game controller, 41
camera, uploading photos from, 127
Cat 5 cable, 116
Cc field (e-mail), 190
CD/DVD drive

desktop shortcut, 28
opening, 23
overview, 13

CDs
backing up to, 101
burning photos to, 131
inserting/ejecting, 23
overview, 13
writable, 102

chain mail, 190
Change Time Zone button, 61

Change Your Picture window, 60
chassis, opening, 26
chat, 201
chat rooms, 201
Choose a Connection Option window, 120
Clock gadget, 61
color scheme, 85
Colors setting, 80
communications, online. See online

communications
compressed files/folders, 99
computer. See also accessibility features; computer

maintenance; computer security
connectors, 16
data storage, 13
desktop, 10
display, 31–36
hard drive, 8
input devices, 37–41
laptop, 10
memory, 25–27
microprocessors, 14
monitor, 12
operating system, 9
tablet PC, 10
turning off, 20
turning on, 17

computer maintenance
defragmenting hard drive, 206
disk space, freeing up, 207
firewall, 216
overview, 205
restoring Windows System, 209
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System Restore Point, creating, 209
troubleshooter tools, 208

Computer Management window, 29, 30
Computer Name Changes dialog box, 119
Computer Name tab, 117
computer security

adware, 212
antiadware, 213
antispyware, 213
antivirus, 213
firewall, 216
overview, 211–212
screen saver settings, 219
shared folders, enabling, 220
spyware, 212
virus, 212
Windows Defender, 217–218
Windows Update, 214–215

Connect to a Network window, 117, 161
Connect to the Internet dialog box, 160
connectors, 16
Contacts Properties dialog box, 113
Content Advisor, 175–176
Control Panel, 86
cookies, 221
copying files or folders, 97
Core2 Duo processor, 14
Create a Restore Point dialog box, 209
Create New Account window, 59
Create Your Password dialog box, 58
cropping picture, 130
Custom DPI dialog box, 36
Customize Start Menu dialog box, 73

• D •
data storage, 13
date, setting, 57, 61
Date and Time dialog box, 61
Date and Time Settings dialog box, 61
default printer, 149
defragmenting, 206
deleting files/folders, 100
desktop

background, 82–83
color scheme, 85
Control Panel, 86
creating shortcuts, 68
customizing, 79
Help and Support window, 74
icons, 67
overview, 19, 65
Quick Launch bar, 66
Recycle Bin, 69
Remote Assistance, 76–77
resizing window, 72
screen saver, 84
Search Help, 75
shortcuts, 28
Sidebar, 70–71
Start menu, 73
theme, 81

desktop computer, 10
digital camera, uploading photos from, 127
DIMM (Dual Inline Memory Modules), 26
Disc pane, 131
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discussion boards, 200
Disk Cleanup, 207
Disk Defragmenter window, 206
Disk Management window, 29
display

customizing, 31
DPI setting, 36
enabling monitor, 32
installing new graphics card, 34
maximum visibility, 48–49
refresh rate, 35
screen resolution, 80
updating monitor driver, 33

Display Logon Screen feature, 219
Display Properties dialog box, 80
Display Settings dialog box, 35
documents, creating and formatting, 111
dots per inch (DPI), 36
downloading, 136, 172
DPI Setting dialog box, 36
driver, monitor, 33
Dual Inline Memory Modules (DIMM), 26
DVD drive

desktop shortcut, 28
opening, 23
overview, 13

DVDs
backing up to, 101
burning photos to, 131
inserting/ejecting, 23
overview, 13
writable, 102

• E •
Ease of Access Center, 46
Ease of Access window, 44
e-mail

attachments, 187, 189
bold text, 185
contacts, adding to Address Book, 193
creating, 183–184
folders, 191–192
fonts, 185
formatting message, 185
forwarding, 190
groups, sending to, 196
italic text, 185
managing accounts, 182
overview, 179
paragraph indentation, 185
paragraph style, 185
reading, 187
recipients, 196
replying to message, 188
rules, 195
sending, 184
signature, 194
stationery, adding, 186
text alignment, 185
underlined text, 185
Windows Mail, setting up account on, 180–181

Ethernet connector, 115–116
Explorer bar, 174
external hard drive, 13
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• F •
Favorites list

adding file or folder to, 96
adding web sites to, 170
organizing, 171

fax machines
image quality, 155
overview, 143
paper orientation, 155
paper size, 155
sending fax, 156
setting up, 155

Fax Printing Preferences dialog box, 155
File Download dialog box, 172
File Sharing settings, 220
files

adding to Favorites list, 96
backing up, 101
compressing, 99
copying, 97
deleting, 100
finding and opening, 90
moving, 98
overview, 89
printing, 147
recently used, 92
renaming, 94
searching for, 95
sharing, 220
viewing, 23, 91

firewall, 213, 216
Fix Red Eye tool (Photo Gallery), 130
flash drives

desktop shortcut, 28
inserting and removing, 24
overview, 13

folders
adding to Favorites list, 96
compressing, 99
copying, 97
creating, 93
deleting, 100
e-mail, 191–192
finding and opening, 90
moving, 98
naming, 93
overview, 89
renaming, 94
sharing, 220
viewing options, 91

fonts, 111, 185
forwarding e-mail, 190
Found New Hardware Wizard, 152
Free-Form Select tool (Paint), 112

• G •
gadgets, 71, 110
game controller, 37, 41
Google toolbar, 174
graphics card, installing, 34
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• H •
hard drives

capacities, 8, 25
data storage, 8
defragmenting, 206
external, 13
freeing up disk space, 207
initializing, 29
overview, 8
partitioning, 29
read/write heads, 8
sectors, 8

Help and Support window, 74
History pane, 169, 174
home page (browser), setting up, 166
hotspots, 11
Hover typing mode, 46
hub, 115–116

• I •
icons

arranging, 67
files, 91
folders, 91
shortcut, 68

IMAP, 181
Import Media Items dialog box, 125
Initialize Disk dialog box, 29
input devices, 37–41. See also keyboard; mouse
installing

graphics card, 34
printer, 144–145

program, 104
scanner, 152–153

instant messaging, 198
Intel, 14
Internet. See also browser; networks; online

communications
disconnecting from, 161
downloading files, 172
navigating, 163–164
repairing connection, 162
search engines, 167
setting up connection, 160
trusted Web sites, 221

Internet Accounts dialog box, 180
Internet Connection wizard, 180
Internet E-mail Address window, 181
Internet Explorer

address bar, 163
browser, 163–164
browsing history, 169
Content Advisor, 175–176
customizing, 174
Explorer bar, 174
finding content on Web page, 168
History pane, 169, 174
home page, 166
pop-up blocker, 164
privacy settings, 173
restricted Web sites, 221
search engine, 167
tabs, 165
text size, 174
toolbars, 174

Internet Mail Logon window, 181
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Internet Options dialog box, 221
Internet radio, 141
Internet Service Provider (ISP), 160

• K •
keyboard

functions, 37
making easier to use, 44–45
on-screen, 46
overview, 37
port, 16
setting up, 40
shortcuts, 45
sticky keys, 44

Keyboard Properties dialog box, 40

• L •
laptop, 10
LCD (liquid crystal display), 12
Local Disk (C:) Properties dialog box, 25
Look-Both-Ways.com, 202

• M •
Magnifier window, 49
Mail Attachment dialog box, 187
maintenance. See computer maintenance
Make the Keyboard Easier to Use window, 45
Make the Mouse Easier to Use window, 47
malware, 187, 212
Manage Accounts window, 59–60
Master Volume dialog box, 136

maximizing windows, 72
McAfee Antivirus, 217
Media Player, 124, 139
memory

adding, 26–27
checking, 25
modules, 26–27
slot, 27

mice. See mouse
microphone, 142
microprocessors, 14
Microsoft Plus!, 126
Monitor Properties dialog box, 32–33, 35
monitors. See also display

disabling, 32
displays, 12
enabling, 32
plug-and-play, 32
refresh rate, 35
sizes, 12
updating driver, 33

mouse
controlling by keyboard commands, 44
custom settings, 39
functions, 37
making easier to use, 47
overview, 37
port, 16

Mouse Properties dialog box, 39
Movie Maker, 125
movies

adding video effects to, 126
playing, 124

moving files or folder, 98
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music
downloading, 138
online radio, 141
playing, 139
playlist, 140

Mute button, 136
My Current Theme, 81

• N •
netbooks, 13
Network and Internet window, 161
Network and Sharing Center window, 116, 160, 220
Network Diagnostics window, 162
Network Setup Wizard, 116
networks

changing computer’s network name, 118
connecting to, 117
hub, 115–116
overview, 115
security-enabled, 117
switch, 115–116
unsecured, 117
wired Ethernet, 116
wireless, 120–121
workgroup, 119

New Mail Rule dialog box, 195
New Partition Wizard, 30
Norton Internet Security, 217
notebook computer, 10

• O •
objects, drawing, 112

online communications
blogs, 201
chat, 201
discussion boards, 200
instant messaging, 198
VoIP phone call, 199

online radio, 141
on-screen keyboard, 46
Open With command, 92
Opera browser, 165
operating systems, 9
Organize Favorites dialog box, 171
Output Properties dialog box, 134

• P •
Paint, 112
parallel port, 16
password, 58
PC chassis, 26–27
Personalization window, 80
Photo Gallery, 128–130
photos

actual size, 128
auto adjust, 129
burning to CD or DVD, 131
color, adjusting, 130
cropping, 130
deleting, 128
as desktop background, 82–83
display size, 128
editing, 112
exposure, adjusting, 129
fixing, 129
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red eye, fixing, 130
rotating clockwise/counterclockwise, 128
selecting areas, 112
text, adding to, 112
uploading from digital camera, 127
viewing, 128

playlist, 140
Plug and Play devices, 144, 152
POP3, 181
pop-up blocker, 164
ports, 16
Power Button icon, 18
Print dialog box, 147, 177
printer

currently installed, 148
default, 149
installing, 144–145
naming, 145
overview, 143
port, 16
removing, 150
renaming, 151
setting preferences, 146

printing
all pages in document, 147
from camera, 127
current page, 147
page range, 147
selected text or objects, 147
Web page, 177

Printing Preference dialog box, 146
Privacy tab, 172, 221
processors, 14

program
adding to Quick Launch, 66
closing, 108
installing, 104
starting, 106
switching between, 107
uninstalling, 105

• Q •
Quad Core chip, 14
Quick Launch bar, 19, 66, 106

• R •
read/write heads, 8
Recent Items list, 18, 92
recently used files, 92
Recommended Settings dialog box, 53
recording sound, 142
Recycle Bin, 69
refresh rate, 35
Remote Assistance, 76–77
renaming files or folders, 94
repeat rate, 45
Replace Sounds with Visual Cues link, 52
Replay All button, 188
Reply button, 188
resolution, screen, 80
Resolution slider, 80
Restart command, 20
Restore Down button, 72
restricted Web sites, 221
router, 120–121
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• S •
scanner

installing, 152–153
overview, 143
settings, 154

Scanners and Cameras dialog box, 154
screen

optimizing for maximum visibility, 48–49
resolution, 80

screen saver, 84, 219
Screen Saver Settings dialog box, 219
ScreenTip, 72
Search Automatically for Updated Driver Software

feature, 33
search engines, 167
Search Help, 75
search term, 167
sectors (hard drive), 8
security. See computer security
security-enabled network, 117
Select Recipients dialog box, 196
Select Stationery dialog box, 186
Select tool (Paint), 112
Send To command, 68
Set-up E-Mail Servers window, 181
setup.exe file, 104
shared folders, 220
shortcuts, 45, 68
Shut Down command, 20
Sidebar

adding gadgets to, 110
setting up, 70–71, 109

signature, 194

Skype, 201
Sleep option, 20
software. See program
sound card, setting up, 134
Sound dialog box, 134–135, 137
sound file

downloading, 138
playing, 139
playlist, 140

Sound Recorder window, 142
sound scheme, 137
Sound Troubleshooter, 134
sounds

balance slider, 136
muting, 136
recording, 142
replacing with visual cues, 52
volume slider, 136

Speaker Properties dialog box, 135
speakers, setting up, 134
speech recognition, setting up, 50–51
Spelling dialog box, 184
spyware, 212
Spyware Doctor, 213
Standard User account, 59
Start menu, 18, 73
Start Search field, 95
static discharge, 34
sticky keys, 44
storage. See also hard drives

CDs, 13, 101–102, 131
desktop shortcut, 28
DVDs, 13, 101–102, 131
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external hard drives, 13
flash drives, 13

stylus, 38
switches, 115–116
System Properties dialog box, 25, 209
System Protection tab, 209
system recovery disc, 209
System Restore, 209–210

• T •
tabbed browsing, 165
tablet PC, 10
text captions, displaying, 52
Text tool (Paint), 112
Theme Settings dialog box, 81
thin film transfer (TFT), 12
thumbnails, 91
time, setting, 57, 61
toggle keys, 45
touch screen, 38
tower, 15
Troubleshooting Tools window, 208
Trusted Sites dialog box, 221
trusted Web sites, 221
turning off, 20
turning on, 16

• U •
Uniform Resource Locators (URLs), 163
Uninstall or Change or Program window, 105
universal serial bus (USB) ports, 13, 16, 127. See also

flash drives

unsecured network, 117
Update Driver Software dialog box, 33
Use Text or Visual Alternatives for Sounds 

window, 52
user accounts

Administrator, 59
creating, 59
overview, 57
picture, 60
Standard User, 59

User Accounts and Family Safety dialog box, 58

• V •
video connector, 16
video files, playing back, 124
video sharing sites, 200
View Available Updates link, 215
viewing files, 23
virus, 212
visual cues, 52
Voice over Internet Protocol (VoIP), 199
Volume Mixer dialog box, 136
Volume slider, 136

• W •
wallpapers, 82–83
Web logs, 202
Web page

finding content on, 168
navigating, 163–164
printing, 177
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Web sites
adding to Favorites list, 170
address, 163
downloading files from, 172
home page, 166
navigating, 163–164
restricted, 221
search feature, 168
trusted, 221
visited, 169

window, resizing, 72
Windows Classic, 81, 86
Windows Contacts, 113
Windows Defender

custom scan, 217
full scan, 217
overview, 213
quick scan, 217
running automatically, 218

Windows Explorer
displaying, 18
finding and opening files with, 90
viewing files with, 23

Windows Firewall, 74, 216
Windows Live Messenger, 198
Windows Live Search, 167
Windows Mail, 180–181
Windows Media Player, 124, 139
Windows Movie Maker, 125
Windows Photo Gallery, 128
Windows Search, 73
Windows Security Center window, 216

Windows settings
date, 57, 61
overview, 57
password, 58
time, 57, 61
user accounts, 57, 59–60

Windows Update
options, 214
overview, 57
running, 63, 215
setting up to run automatically, 62

Windows Vista. See also desktop
customizing accessibility of, 43
logging on to, 17
Sidebar, 70–71, 109–110
Start menu, 18

WindowsMedia.com, 141
wired Ethernet network, 116
wireless connections, 11
wireless networks, 120–121
wireless router, 120–121
WordPad, 111
workgroup, joining, 119
writable CD/DVD, backing up to, 101

• Y •
YouTube, 200

• Z •
zipped files/folders, 99
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