
• A •
accessibility. See assistive options
accounts. See user accounts
Address Book for e-mail, 324–325
Administrator account, 31–32
adware, 289, 369. See also malware 

(malicious software)
Aero themes, 69–71
All Programs list
creating desktop shortcuts, 49–50
displaying from Start menu, 40
launching programs, 40, 51, 128
Startup folder, 132–134

antivirus, anti-spyware, and anti-
adware programs, 289–290, 
369–370, 382–383

AOL Instant Messenger (AIM), 351
appearance. See display
applications. See programs
arranging icons on desktop, 45–46
assistive options
Audio Description feature, 74
for dexterity challenges, 80–90
eliminating distracting elements, 75
Filter Keys feature, 83
finding more, 85
for hearing challenges, 76–78
keyboard settings, 83–84, 87–88
Magnifier feature, 75
mouse behavior settings, 88–90

mouse cursor settings, 75, 89–93
Mouse Keys feature, 83, 89
Narrator feature, 74
overview, 73–74
screen contrast adjustment, 74, 75
On-screen Keyboard feature, 85–87
Speech Recognition feature, 80–83
Sticky Keys feature, 83
text size adjustment, 78–79
Toggle Keys feature, 83
for visual challenges, 74–76, 78–79, 

90–92
visual cues for sounds, 76–78

attachments to e-mail
cautions about downloading, 308
malware, 288–289
photos, 217–219
sending, 325–327

auction sites, 17–18
Audio Description feature, 74
audio files, default devices for, 136
audio port, 26
AutoFormats (spreadsheet), 194–195

• B •
backing up, 140, 157–158
banking online, 203–204
blogs, 356
broadband Internet connection, 22, 

23, 259, 260. See also Internet 
connection
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browsers, 256. See also Internet 
Explorer

browsing. See Internet Explorer; 
searching the Web

browsing history
deleting, 397–399
viewing, 280–281

burning CDs or DVDS
backing up files, 157–158
music, 229–230
photos, 219–221
recovery disks, 20

buying a computer
customized computers, 23–24
DVD or CD drive choices, 19–20
guidelines, 16–18
hard drive choices, 21
Internet connection concerns, 22–23
monitor choices, 18–19
price ranges, 16–18
processor choices, 21
RAM choices, 21, 22
reasons for, 8–10, 16–17
return policies, 17
shipping costs, 17
types of computers, 13–15
Windows 7 versions, 15

• C •
cable Internet connection, 22, 23, 

259. See also Internet connection
calculations (spreadsheet), 195–197
Calendar gadget, 164–166
CDs. See DVDs and CDs
central processing unit (CPU), 11, 

14, 21, 169–170

challenges, physical. See assistive 
options

charts, 199–201
chat rooms, 348–350
Chess Titans game, 249–250
clicking, 28–29
clicking and dragging, 29
Clip Art, 182. See also pictures
clock
Daylight Saving Time, 31
gadget, 162–163
setting date and time, 29–31

closing. See also deleting or removing
documents, 57
gadgets, 161
nonresponsive programs, 386–387
programs, 44, 55–57
shutting down your computer, 

35–36
collaborative networking. See social 

networking
colors
for desktop background, 62–64
desktop themes, 60–61, 63–66, 

69–71
for e-mail messages, 335
for Help and Support Center, 122
for mouse cursor, 90, 92
printer preferences for, 99
restful, 69
for screen elements, 68–69
for text in word processor, 178
for Windows’ appearance, 60–61

compatibility problems, 402
compressed files or folders, 153–155
Computer window
finding files and folders in, 144–145
opening files from, 145
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connecting to people online
chat rooms, 348–350
dating services, 361–364
discussion boards, 346–348
instant messages, 307–308, 

350–353
social networking, 355–361
Web cams for, 354–355

Contact List for e-mail, 337–339
Content Advisor (IE), 299–301
contrast adjustment for screen, 74, 75
converting currency, 167–168
copying
between programs, 130–132
text in word processor, 175–176

CPU (central processing unit), 11, 
14, 21, 169–170

CPU Meter gadget, 169–170
credit reports online, 202, 305–306
CRT (cathode ray tube), 18
Currency Conversion gadget, 

167–168
customer support, 122–124. See also 

Help and Support Center
customized computers, 23–24
customizing
desktop background, 62–64
Internet Explorer toolbars, 281–283
screen elements, 68–69
screen resolution, 60, 61–62
screen saver, 61, 66–68
Start menu, 42–43
themes, 60–61, 63–66, 69–71
Windows’ appearance (overview), 

60–61
Windows Live Mail Reading Pane, 

339–340
cut- or copy-and-paste, 132, 175–176

• D •
date and time
Calendar gadget, 164–166
Clock gadget, 162–163
Daylight Saving Time, 31
scheduling tasks, 399–401
setting on computer, 29–31

dating services online, 361–364
Daylight Saving Time, 31
default printer, setting, 97–99
defragmenting a hard drive, 394–395
deleting or removing. See also closing
browsing history, 397–399
desktop shortcuts not used, 50
e-mail messages, 342
emptying the Recycle Bin, 46–47
Favorites folder items (IE), 278
files and folders, 152–153
freeing up disk space, 395–397
gadgets, 161
home page, 270
photos from Photo Viewer, 215
playlists, 229
printers, 103–104
programs (uninstalling), 12, 136–138
programs from Startup folder, 133
tags from photos, 216
temporary Internet files, 397–399

desktop. See also specific elements
adding gadgets to, 160–161
arranging icons on, 45–46
background picture or color, 62–64
described, 37–38
elements on, 38–40
removing gadgets from, 161
themes, 60–61, 63–66, 69–71
viewing, 40

g
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desktop computers, 14, 260. See also 
buying a computer

Desktop Gadget Gallery, 159. See also 
gadgets

desktop shortcuts
arranging, 45–46
changing size of, 46
deleting unused shortcuts, 50
described, 39, 49
to files or folders, creating, 151–152
launching programs from, 39, 50, 

52, 128, 129
to programs, creating, 49–50
resetting to default setup, 50

dexterity challenges
keyboard settings, 83–84, 87–88
mouse behavior settings, 88–90
mouse for left-handed people, 89
On-screen Keyboard feature, 85–87
Speech Recognition feature, 80–83

dial-up Internet connection, 22, 258, 
260. See also Internet connection

digital camera photos, uploading, 213
discussion boards, 346–348
Disk Cleanup, 395–397
Disk Defragmenter, 394–395
display. See also monitors
aids for visual challenges, 74–76, 

78–79, 90–92
Audio Description feature, 74
contrast adjustment, 74, 75
desktop background, 62–64
eliminating distracting elements, 75
Help and Support Center options, 

121–122
Magnifier feature, 75

methods of customizing, 60–61
modifying elements, 68–69
mouse cursor settings, 75, 89–93
Narrator feature, 74
orientation of, 61
resolution of, 19, 60, 61–62
screen saver, 61, 66–68
text size adjustment, 78–79
themes, 60–61, 63–66, 69–71
transparency effects, 69–71

documents. See files and folders
downloading safely, 292–293, 308
drivers, 93, 95–96, 105
DSL Internet connection, 22, 23, 259. 

See also Internet connection
DVD drives, choosing, 19–20
DVDs and CDs. See also burning CDs 

or DVDS
compared, 10
ripping music from, 233–235

• E •
ease of access. See assistive options
e-mail. See also Windows Live Mail
compressing files for, 153–155
etiquette, 322–323
free providers, 313
to groups, 308
links in, 307–308
safe usernames for accounts, 314
scams and frauds, 306–308
sending photos, 217–219
setting up an account, 312–314
vacation notification messages, 306

erasing. See deleting or removing
Excel, 190
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• F •
Favorites folder (IE)
adding Web site to, 277–278
deleting or renaming items, 278
organizing, 278–280

Favorites list (Start menu), 155–157
FDIC Web site, 204
Feed Headlines gadget, 168–169
Fidelity Web site, 205
files and folders. See also opening 

files
adding to Favorites list, 155–157
backing up, 157–158
choosing programs to open, 

134–136
closed when program closes, 57
closing without closing program, 57
compressed, creating, 153–155
creating folders, 141
deleting, 152–153
desktop shortcuts to, 151–152
displaying from Start menu, 40, 48
downloading files safely, 292–293
Favorites folder (IE), 277–280
finding, 47, 144–147
folders predefined by Windows, 140
folders within folders, 141–142
moving, 142, 147–149
recently used, displaying, 142–143
renaming, 149–150
saving files before closing programs, 

55, 57
Startup folder, 132–134
Windows Live Mail folders, 

340–343
Filter Keys feature, 83

financial information online, 
201–202

firewall, 290, 368, 371, 377–379
flat bed scanners. See scanners
flat panels, 18. See also monitors
folders. See files and folders
fonts. See formatting
footers for documents, 187
formatting
AutoFormats (spreadsheet), 

194–195
charts, 201
defined, 176
e-mail messages, 333–335
numbers in spreadsheet, 193–194
tables in word processor, 180
text in word processor, 176–179

forwarding e-mail, 330–331
fraudulent e-mail, 306–308
FreeCell game, 241–243
freeing up disk space, 395–397
Frequently Used Programs area
described, 38
displaying, 144
using, 43–44, 52, 129

frozen computer, shutting down, 35

• G •
Gadget Gallery, 159
gadgets
adding to desktop, 160–161
Calendar, 164–166
Clock, 162–163
CPU Meter, 169–170
Currency Conversion, 167–168
described, 40
Feed Headlines, 168–169

9. 

s 
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gadgets (continued)
finding more, 161
Picture Puzzle, 166–167
removing from desktop, 161
Slide Show, 163–164
Stocks, 202

games
Chess Titans, 249–250
computers suitable for, 14–15
FreeCell, 241–243
Hearts, 247–248
Minesweeper, 245–247
online, 250–252
Parental Controls for, 248
Picture Puzzle gadget, 166–167
Solitaire, 238–240
Spider Solitaire, 243–245

gigahertz (GHz), 21
Google
instant messaging feature, 351
searching the Web with, 272–274

graphics. See pictures

• H •
handicaps. See assistive options
hard drives
defragmenting, 394–395
freeing up disk space, 395–397
size needed, 21
Windows 7 space requirements, 22

hardware. See also buying a 
computer; specific kinds

CPU, 11, 14, 21
customized computers, 23–24
defined, 7, 11
hard drives, 21, 22
for Internet connection, 22, 260
keyboard, 11, 26

modems, 22, 260
monitors, 11, 18–19, 26
mouse, 11, 26, 28–29
optical drives, 19–20
overview, 11
peripherals, 11
printers, 93–104
RAM, 21, 22
scanners, 93, 104–108
Windows 7 requirements, 22

headers for documents, 187
headlines, gadget for, 168–169
hearing challenges, aids for, 76–78
Hearts game, 247–248
Help and Support Center
asking a person for help, 114–116, 

118–121
contacting Microsoft Customer 

Support, 122–124
contacting Windows Communities, 

109, 114–116
display options, 121–122
finding support options, 124
methods of getting help, 109–110
online help from, 117–118
printing help topics, 110
Remote Assistance, 109, 118–121
searching for help, 112–114
Table of Contents, 110–111

hibernate mode, 35, 41–42
home page for browsing, 267–270
hyperlinks, 256–257, 263–264, 

307–308

• I •
icons on desktop. See desktop 

shortcuts
IE. See Internet Explorer
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impairments. See assistive options
information exposure, 287, 301–304, 

357, 361. See also privacy
InPrivate Browsing and Filtering (IE), 

294–296
installing
changing options for installed 

programs, 136–137
digital camera software, 213
printers, 94–97
programs, 138
scanners, 104–106
uninstalling programs, 12, 136–138

instant messages (IMs)
described, 345
links in, 307–308
sending and receiving, 350–353

Internet, defined, 256
Internet connection. See also security 

and safety
companies providing, 258
firewall for, 290, 368, 371, 377–379
hardware needed for, 260
risks with, 287–291, 368–369
setting up, 260–262
speeds, 259–260
types of, 22–23, 258–259

Internet Explorer (IE)
Back and Forward buttons, 264
browsing history, 280–281, 

397–399
changing default search engine, 272
Content Advisor feature, 299–301
deleting temporary Internet files, 

397–399
downloading files safely, 292–293
Favorites Center side pane, 278
Favorites folder, 277–280

finding content on a page, 275–276
History button, 280–281
home page for, 267–270
InPrivate Browsing feature, 294–296
navigating the Web with, 262–265
playing podcasts, 285–286
printing a Web page, 284–285
privacy settings, 297–299
Refresh button, 265
risks with, 287–291, 368–369
searching using Google, 272–274
SmartScreen Filter feature, 296–297
Stop button, 265
Suggested Sites feature, 291–292
toolbar customization, 281–283
troubleshooting problems, 402
using tabs in, 265–267
viewing recently visited sites, 264
viewing RSS feeds, 283–284

Internet resources. See Web resources
investing online, 204–206
ISPs (Internet service providers), 

258, 312

• K •
keyboard. See also dexterity 

challenges
connecting to computer, 26
controlling mouse with, 83, 88–89
described, 11
Filter Keys feature, 83
repeat rates, 83, 87–88
On-screen Keyboard feature, 85–87
Sticky Keys feature, 83
Toggle Keys feature, 83
volume controls on, 227

keyboard shortcuts, highlighting, 84
Kiplinger’s Web site, 201
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• L •
laptop computers. See also buying a 

computer
hibernate mode, 35, 41–42
Internet connection hardware, 260
overview, 13–14

launching programs
from All Programs list, 40, 51, 128
automatically at startup, 132–134
from desktop shortcuts, 39, 50, 52, 

128, 129
from Frequently Used Programs 

area, 43, 52, 129
from taskbar, 52, 128–129

LCD (liquid crystal display), 18–19
links, 256–257, 263–264, 307–308
logging on
switching user accounts, 28, 33–34
when starting Windows 7, 26–27

• M •
Magnifier feature, 75
Mail. See Windows Live Mail
maintaining your computer. See also 

troubleshooting
creating a restore point, 389–391
defragmenting a hard drive, 

394–395
deleting temporary Internet files, 

397–399
freeing up disk space, 395–397
overview, 385–386
restoring the system, 391–393
scheduling tasks, 399–401

malware (malicious software). See 
also security and safety

IE SmartScreen Filter for, 296–297
programs combating, 289–290, 

369–370, 382–383
protecting against, 289–291
types of, 288–289, 369

margins for documents, 186, 187, 
196–197

maximizing windows, 40, 54
media. See also specific media
choosing default devices for, 136
multimedia computers for, 14
software for, 208–210

memory (RAM), 21, 22
Microsoft Excel, 190
Minesweeper game, 245–247
minimizing windows, 40, 53, 54
modems, 22, 260
monitors, 11, 18–19, 26. See also 

display
Motley Fool Web site, 205–206
mouse. See also dexterity challenges
connecting to computer, 26
controlling with keyboard, 83, 

88–89
cursor settings, 75, 89–93
described, 11
for left-handed people, 89
On-screen Keyboard feature, 85–87
using, 28–29

Mouse Keys feature, 83, 89
movies, 136, 210–212
moving items
arranging icons on desktop, 45–46
e-mail messages, 342–343
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into Favorites folders (IE), 280
files and folders, 142, 147–149
between programs, 130–132
windows, 54

multimedia computers, 14. See also 
buying a computer

music. See also sound
burning CDs or DVDS, 229–230
Copy Protect option, 234
master system volume for, 225–227
playing, 231–233
playlist creation, 227–229
ripping from CDs or DVDs, 

233–235
speaker setup for, 224–225
syncing music devices, 230–231

• N •
Narrator feature, 74
New York Times Web site, 285
nonresponsive programs, shutting 

down, 386–387
notebooks. See laptop computers
Notifications area, 38, 226–227

• O •
online resources. See Web resources
On-screen Keyboard feature, 85–87
opening files
blank Works Spreadsheet, 193
from Computer window, 145
from Windows Explorer, 47
in Works word processor, 174–175

opening programs. See launching 
programs

operating system, 12–13, 15–16, 22. 
See also Windows 7

optical drives, 19–20
orientation
of display, 61
of Works word processor 

documents, 186, 187

• P •
page setup in Works, 185–187
paper for printing, 100, 186
parallel port, 26
Parental Controls for games, 248
passwords
for banking online, 203
creating for user accounts, 27
for Internet connection, 262
logging on to Windows 7, 27
strong, creating, 308–310
for user account, 379–381

peripherals, 11. See also printers; 
scanners

personalizing. See customizing
phishing scams, 306–308
physical challenges. See assistive 

options
Picture Puzzle gadget, 166–167
pictures
adding in word processor, 181–182
burning to DVD, 219–221
Clip Art, 182
computers suitable for, 14
deleting photos, 215
for desktop background, 62–64
e-mail attachments, cautions for, 308
e-mailing, 217–219, 336
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pictures (continued)
Pictures Library for, 208, 210, 

217–222
rotating photos, 215
slide shows, 163–164, 215, 221–222
tagging in Windows Photo Viewer, 

215–217
themes, 60–61, 63–66
uploading from digital camera, 213
for user account, changing, 34
viewing, 214–215
Windows Photo Viewer for, 208, 

209, 214–217
Pictures Library
burning photos to DVD, 219–221
described, 208, 210
e-mailing photos from, 217–219
slide show creation, 221–222

playlists, 227–229
podcasts, playing with IE, 285–286
ports, 11, 26, 94–95
PowerPoint, 222
printers
changing settings when printing, 101
currently installed, viewing, 

101–103
default, setting, 97–99
drivers for, 93, 95–96
installing, 94–97
preferences, 97–98, 99–101
removing, 103–104
viewing properties for, 102–103
wireless, 94

printing
changing printer settings for, 101
help topics, 110
page setup options, 185–187

pictures from digital camera, 213
troubleshooting, 403
Web pages, 284–285
word processor documents, 

187–188
privacy. See also security and safety
dating service issues, 361
IE settings for, 297–299
information exposure, 287, 

301–304, 357, 361
InPrivate Browsing and Filtering 

(IE), 294–296
with instant messaging, 352
keeping your information private, 

304–306
private chat rooms, 350
social networking issues, 357, 358, 

361
Web cam issues, 354–355

profiles for scanners, 106–107
programs. See also launching 

programs; specific programs
antivirus, anti-spyware, and anti-

adware, 289–290, 369–370, 
382–383

closing, 44, 55–57
digital camera software, 213
displaying list of programs, 40
for e-mail, 311
for games online, 251
installed, changing options, 

136–137
installing, 138
instant messaging, 351
media software, 208–210
moving info between, 130–132
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nonresponsive, shutting down, 
386–387

removing (uninstalling), 12, 
136–138

setting defaults for, 134–136
software, defined, 7, 11
software basics, 12–13
switching between, 54–55, 57
troubleshooting problems, 401–403
utilities, 12

protection. See privacy; security and 
safety

puzzle, gadget for, 166–167

• R •
RAM, 21, 22
reading e-mail, 327–328
rebooting your computer, 35
receiving e-mail, 319–320
recovery disks, burning, 20
Recycle Bin, 38, 46–47
refurbished computers, 17
Remote Assistance, 109, 118–121
removing. See closing; deleting or 

removing
repeat rates for keyboard, 83, 87–88
replying to e-mail, 328–330
resizing
Help and Support Center text, 121
Magnifier feature, 75
mouse cursor, 90–92
objects in Works word processor, 

182–183
photos for e-mail, 217, 218–219
text in Works word processor, 178
text on-screen, 78–79

windows, 40, 53–54
in Works word processor, 182–183

resolution, screen, 19, 60, 61–62
restoring the system, 391–393
Restricted Web sites, 375–377
return policies for computers, 17
right-clicking, 29
ripping music from CDs or DVDs, 

233–235
risks. See security and safety
rotating photos, 215
RSS feeds, 272, 283–284

• S •
Safe Mode, starting in, 387–389
Safer Dates service, 363
safety. See security and safety
satellite Internet connection, 259. See 

also Internet connection
saving
AutoSave feature, 387
before closing programs, 55, 57
custom themes, 66
importance of, 387
scanner profiles, 107
search results, 146–147
Works documents, 173–174

scams, e-mail, 306–308
scanners
drivers for, 105
installing, 104–106
settings for, 106–107
using, 107–108

scheduling maintenance tasks, 
399–401

screen. See display; monitors
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screen saver, 61, 66–68
scrolling with mouse, 29
Search Folder feature, 146–147
searching in your computer, 112–114, 

145–147
searching the Web. See also Web 

resources
advanced searches, 273–274
finding content on a page, 275–276
information exposure check, 303
for RSS feed readers, 284
Search text boxes on pages for, 276
simple searches, 272–273
in Windows Communities, 116

security and safety. See also passwords
antivirus, anti-spyware, and anti-

adware programs for, 289–290, 
369–370, 382–383

for banking online, 203
in chat rooms, 350
checking computer’s status, 

381–383
computer, overview, 368–371
for dating services online, 362–364
for downloading files, 292–293
e-mail account usernames for, 314
e-mail fraud, 306–308
firewall for, 290, 368, 371, 377–379
IE Content Advisor for, 299–301
IE InPrivate Browsing and Filtering 

for, 294–296
IE privacy settings for, 297–299
IE SmartScreen Filter for, 296–297
information exposure, 287, 

301–304, 357, 361
instant messaging issues, 353
for investing online, 205

keeping information private, 
304–306

malware risks and protection, 
288–291, 369–371

Parental Controls for games, 248
phishing scams, 306–308
risks on the Internet, 287–291, 

368–369
Trusted and Restricted Web sites for, 

375–377
Web cam issues, 354–355
Windows Defender for, 12–13, 290, 

370
Windows Update for, 371–375

sending e-mail. See Windows Live 
Mail

servers, defined, 258
setting up your computer
changing user account picture, 34
connecting the monitor, keyboard, 

and mouse, 26
creating a user account, 28, 31–32
date and time settings, 29–31
logging on to Windows 7, 26–27
shutting down your computer, 

35–36
switching user accounts, 33–34

shortcut text, 352
shuffling music tracks, 233
shutting down
computer, 35–36
nonresponsive programs, 386–387

signatures for e-mail, 331–332
sleep mode, 35, 41
Slide Show gadget, 163–164
slide shows
creating, 221–222
playing, 163–164, 215
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SmartScreen Filter (IE), 296–297
social networking
overview, 355–357
signing up for social networking, 

357–361
types of, 356

software. See operating system; 
programs

Solitaire game, 238–240
sound. See also music
for Caps Lock, Num Lock, and 

Scroll Lock keys, 83
for playing games, 14
visual cues for, 76–78
volume setting for, 78, 226

speakers, 78, 224–225
Speech Recognition feature, 80–83
Spell Checker, 184–185, 323
Spider Solitaire game, 243–245
spreadsheets. See Works Spreadsheet
spyware, 289, 369. See also malware 

(malicious software)
Spyware Doctor, 370
Standard user account, 31–32
Start menu
actions possible from, 40–41
customizing, 42–43
described, 37
displaying, 40, 41

starting programs. See launching 
programs

starting Windows
launching programs upon, 132–134
logging on, 26–27
in Safe Mode, 387–389

Startup folder, 132–134
stationery for e-mail, 335–336
Sticky Keys feature, 83

stock transactions online, 204–206
Stocks gadget, 202
strong passwords, creating, 308–310
Suggested Sites feature (IE), 291–292
support. See Help and Support 

Center
switching
between programs, 54–55, 57
user accounts, 28, 33–34

syncing music devices, 230–231
System Restore
creating a restore point, 389–391
restoring the system, 391–393

• T •
tables, creating, 179–181
tabs in browsers, 265–267
tagging photos, 215–217
Task Manager, 386
taskbar
described, 38
displaying additional items, 44
launching programs, 52, 128–129
switching between programs, 55

temporary Internet files, deleting, 
397–399

themes
choosing, 64–65
described, 60–61
saving custom themes, 66
Windows Aero, 69–71
Windows Live, 335–336, 337

threads on discussion boards, 347
time. See date and time
time zone, 30, 162
Toggle Keys feature, 83
toolbars (IE), customizing, 281–283

r, 

, 
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transparency effects, 69–71
troubleshooting. See also maintaining 

your computer
Aero themes, 70
frozen computer, 35
nonresponsive programs, 386–387
software problems, 401–403
starting in Safe Mode, 387–389

Trusted Web sites, 375–377
turning off your computer, 35–36
Twitter, 356

• U •
uninstalling programs, 12, 136–138
uploading
attachments to e-mail, 325–327
defined, 9
pictures from digital camera, 213

USB port, 26
used computers, 17
user accounts
changing picture for, 34
creating, 28
passwords for, 379–381
switching, 28, 33–34

utilities, 12. See also programs

• V •
VGA port, 26
viruses, 289, 367, 369. See also 

malware (malicious software)
visual challenges
Audio Description feature, 74
contrast adjustment for screen, 74, 

75
eliminating distracting screen 

elements, 75
Magnifier feature, 75

mouse cursor settings, 75, 89–93
Narrator feature, 74
text size adjustment, 78–79

visual cues for sounds, 76–78
volume
adjusting in Windows Media Player, 

211
keyboard controls for, 227
master system volume, 225–227
Notifications area button, 226–227
setting for speakers, 78

• W •
Wall Street Journal Web site, 201
Web, defined, 256
Web browsers, 256. See also Internet 

Explorer
Web browsing. See Internet Explorer; 

searching the Web
Web cams, 354–355
Web pages, defined, 256
Web resources. See also connecting to 

people online; searching the Web
assistive technologies, 85
auction sites, 17–18
banking online, 203–204
for buying a computer, 17–18
credit reports online, 202, 305–306
dating service comparisons, 363
directories online, 303
FDIC site, 204
financial information, 201–202
FreeCell site, 243
gadgets, 161
games online, 250–252
help online, 117–118
IM text shortcuts, 352
instant messaging programs, 351
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investing online, 204–206
Microsoft Customer Support, 

122–124
Remote Assistance feature, 118–121
RSS feed readers, 284
for scam checking, 307
Windows Communities, 109, 

114–116
Windows Live Mail site, 319, 321

Web sites, defined, 256
wikis, 356
windows
making easier to manage, 84
maximizing, 40, 54
minimizing, 40, 53, 54
moving, 54
transparency effects, 69–71

Windows Aero themes, 69–71
Windows Communities, 109, 

114–116
Windows Defender, 12–13, 290, 370
Windows Explorer. See also files and 

folders
compressing files or folders, 

153–155
deleting files or folders, 152–153
finding files or folders, 47
moving files or folders, 147–149
opening files from, 48
renaming files or folders, 149–150

Windows Firewall, enabling, 
377–379

Windows Help and Support Center. 
See Help and Support Center

Windows Live Mail. See also e-mail
adding people to Contact List, 

337–339
Address Book feature, 324–325

creating and sending e-mail, 
321–325

creating folders for messages, 
340–342

customizing the Reading Pane, 
339–340

deleting messages, 342
exclamation point next to messages, 

320, 324
formatting messages, 333–335
forwarding e-mail, 330–331
inserting pictures in e-mail, 336
managing e-mail accounts, 314–316
organizing messages in folders, 

342–343
overview, 316–318
reading e-mail, 327–328
receiving e-mail, 319–320
replying to e-mail, 328–330
sending attachments, 325–327
signatures for e-mail, 331–332
signing in, 319
sorting messages in the Inbox, 317
themes for, 335–336, 337

Windows Live Messenger, 351
Windows Media Center, 222
Windows Media Player
burning music CDs or DVDS, 

229–230
described, 208, 209
playing movies, 210–212
playing music, 231–233
playlist creation, 227–229
ripping music from CDs or DVDs, 

233–235
shuffling music tracks, 233
syncing music devices, 230–231
troubleshooting, 403

, 
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Windows Photo Viewer
adding tags to photos, 215–217
deleting photos, 215
described, 208, 209
playing slide shows, 215
rotating photos, 215
viewing photos in, 214–215

Windows 7
customizing appearance of, 60–71
shutting down, 35–36
starting and logging on, 26–27
starting in Safe Mode, 387–389
switching user accounts, 28, 33–34
system requirements for, 22
versions of, 15

Windows Task Manager, 386
Windows Update
described, 371
running, 373–375
settings for, 371–373

Windows Vista, 15–16
Windows XP, 15–16
wireless Internet connection, 22, 259, 

260. See also Internet connection
wireless printers, 94. See also printers
Works Spreadsheet
AutoFormats for cells, 194–195
basics, 190–191
calculations using, 195–197
cost of Works, 171

entering text, 191–192
filling out a series, 197–199
formatting numbers, 193–194
inserting a chart, 199–201
opening a new blank spreadsheet, 

193
opening the program, 191
saving documents, 173–174

Works word processor
adding graphics, 181–182
cost of Works, 171
cutting or copying and pasting text, 

175–176
editing text in, 172–173
entering text in, 172
formatting text, 176–179, 180
inserting a table, 179–181
opening an existing document, 

174–175
opening the program, 172
page setup options, 185–187
printing a document, 187–188
resizing objects, 182–183
resizing text, 178
saving documents, 173–174
Spell Checker, 184–185

World Wide Web, defined, 256

• Y •
Yahoo! Messenger, 351


