
Symbols and
Numerics

\\ (double backslash), 88
10Base-T, 192

A
A: drive, 56
AC adapter, 174–175
accented character

symbols, 140
access time, 189
accessing

desktop, 32–33
network computer, 99
shared folder, 99

action buttons, 14
Ad-Aware, 178
Address toolbar, 50
adware, dealing with,

177–178
AES (Advanced Encryption

Standard), 123
airport security, getting

through, 119
algorithm, 68
All Programs menu

overview of, 33–34, 189
shortcut, creating, 35
Startup submenu, 34–35

Alt key, 189
analog signal, 29, 189
angle of screen, 

adjusting, 4
Anonymous Surfing

(Anonymizer), 129
antivirus program,

176–177, 183
appearance of folder,

customizing, 72–74
application

associating file with, 83
description of, BP-8, 189
in open window, keyboard

shortcuts for working
with, 141–142

ASCII code, 189
assigning

AutoPlay action, 61
template to folder, 73–74

associating file with
program, 83

attachment
adding, BP-15–BP-16
description of, BP-14

attributes of file
description of, 79
reading, 80–82

audio
speakers for, 13
troubleshooting, 179–180,

187–188
audio and video ports,

24–28
Auto-hide taskbar, 52
automatically starting

program, 35
AutoPlay dialog box

assigning action, 61
overview of, 60–61
turning off suggestions, 62

B
backing up data, 16
backslash, double (\\), 88
bandwidth, 189
Basic Input/Output System

(BIOS), BP-8, 190
battery

description of, BP-4
hibernation and standby

modes, 10–12
performance of, 10
recharging, 12
troubleshooting, 174

battery compartment, 
BP-14

battery indicator, 9
binary system, 54, 78, 189
BIOS (Basic Input/Output

System), BP-8, 190
bit, 54–55, 190

bits per second (bps), 190
block, 83
Bluetooth technology, 24
.BMP file, 80
booting, BP-8, 190
Bridge Media slot

(Toshiba), BP-6
brightness, adjusting, 4
broadband, 190
broadband Internet

connection, sharing,
105–106

broadband modem,
attaching, BP-15

Browse For Folder screen,
100

built-in components
battery, BP-4, 10–12
buttons and lights, BP-3,

8–9
external monitor, 4–6, 25
keyboard, BP-3, 6–8
mouse or trackball, 13–15
screen, BP-3, 2–4
sounds, 13
storage, 15–18

burn, 190
business symbols, 140
buttons, BP-3, 8–9
buying hard drive, 16
byte, 54–55, 190

C
C: drive, 56
cable

CAT-5, 28, 97
Ethernet, 28
FireWire, 22
parallel, 29
security, 120–121
USB, 21

cable connection
(Internet), 116

cable modem, 190
camera, attaching, BP-16
CAT-5 cable, 28, 97
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Category view (Windows
XP), 36–37

CD
backing up data to, 16
ejecting or inserting, 59–60
troubleshooting, 187–188

CD drive, 17, 56, 58–59
CD-R, 190
CD-ROM, 191
CD-RW, 191
Celeron M system (Intel),

BP-13
cells, inserting, deleting,

and copying, 146
central processing unit

(CPU), BP-12–BP-13, 191
Centrino system (Intel),

BP-13
changing password, 127
checking driver, 186
chip, BP-13
chipset, BP-13
Choose Details window,

81–82
Citrix Password Manager

(Citrix Systems), 128
clamshell, BP-2
Classic view (Windows

XP), 36, 44–45
clearing History 

window, 67
clipboard, 191
clock, displaying on

system tray, 48–49
collapsing folder 

display, 68
color quality, adjusting,

3–4
.COM file, 80
commands

Save, 88–89
Save As, 82, 89
Windows, keyboard

shortcuts for, 142
communication ports

Bluetooth, 24
iLink/FireWire/IEEE 1394,

BP-6, 22
infrared, 22–23

USB, BP-5, BP-15–BP-16,
20–21

WiFi, BP-6, 23–24
components. See also

built-in components;
internal components

Ethernet network, 97
network, 96

compressed folder
adding file to, 69
extracting file from, 70
overview of, 68–69
password protection for, 70

computer math, 54–55
Computer Name tab

(System Properties
dialog box), 102

computer, naming,
102–103

ConfigFree WiFi Utility
(Toshiba), 23

configuring external
monitor, 5

connecting to Internet
cleaning up trail made by,

129–132
download speeds, 115–116
overview of, 110
via broadband, 110–111
via dial-up modem,

111–115
connector, 191
contents, searching for file

by, 85–86
Control Panel

Device Manager, 184
Internet Options, 125
Mouse Properties page, 14
opening, 36
overview of, 35–37, 191
Power Options, 10–11
Security Center, 125

cookies, deleting, 130,
178

cooling vents, BP-5
copying

file, 90–91
folder, 75

CPU (central processing
unit), BP-12–BP-13, 191

creation date, searching
for file by, 86

Ctrl key, 191
cursor, 14, 191
Customize Notifications

window, 48
Customize Start Menu

window, 45–46
Customize tab (Properties

screen), 72–73
customizing

details window, 81–82
folder, 72–74
Start menu, 45–46
taskbar, 50
Windows Explorer, 66–67

cyberspace, BP-18

D
data

backing up, 16
about laptop, recording,

180–181
managing, in Excel,

145–147
data, protecting

firewall and, 123–126
hardware encryption,

122–123
overview of, 121–122

date, searching for 
file by, 86

decompressing file, 70
default, 191
deleting. See also

undeleting
cookies, 130, 178
file, Recycle Bin and, 41,

92–93
folder, 74
icon, 41, 44
mapping of network drive,

101
Start menu item, 45–46

designing folder, 70–72
desktop

accessing, 32–33
extending across both

monitors, 6
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removing My Network
Places icon from, 41

shortcut, creating, 35
Desktop tab (Display

Properties dialog 
box), 32

device driver. See driver
Device Manager (Control

Panel), 184
devices

network, attaching, BP-15
sharing, 104–105

diagnostic program, 184
dialog boxes, working

with, 167–169
dial-up modem connection

dialing rules, creating,
113–115

initiating session, 112–113
overview of, 111–112
speed of, 116

digital phone system, 113
digital still or video

camera, attaching, BP-16
digital subscriber line

(DSL) connection, 116,
192

disc or disk, 192
disk drive

naming, 55–56
Properties screen and, 38
troubleshooting, 185

disk scrubber or 
shredder, 64

Display Properties dialog
box

Desktop tab, 32
opening, 3
Settings tab, 33

displaying
All Programs menu, 33–34
Control Panel, 3, 36
Display Properties dialog

box, 3
folder, 70
My Computer window, 37
My Documents folder, 39
My Network Places window,

40–41

Recycle Bin, 42
Start menu, 43
Windows Explorer, 66
Windows Search utility,

84–85
.DOC file, 80
docking station, 

BP-7–BP-8
document (Word),

keyboard shortcuts for
working with, 157–158

document-based file, 83
double backslash (\\), 88
double-clicking, 192
download speeds,

115–116
downward compatible

specification, BP-7
dragging, 192
drive letter, 56, 88
driver

checking, reinstalling, or
rolling back, 186–187

description of, BP-16, 191
DSL (digital subscriber

line) connection, 116,
192

duplicating file, 91
DVD

description of, 192
ejecting or inserting, 59–60
troubleshooting, 187–188

DVD drive, 17, 56–59
DVD Region tab

(Properties screen),
57–58

E
edit date, searching for 

file by, 86
editing

Excel data, 146
PowerPoint presentation,

163
ejecting CD or DVD, 59–60
electrical anomaly, 183
electronic mail (e-mail),

BP-18–BP-19

e-mail, messaging via,
keyboard shortcuts for,
169–170

enabling printer for
sharing, 105

encryption, 122–123
EncryptionPlus

(GuardianEdge
Technologies), 123

enhancement bay or slot,
BP-4

entering data in Excel, 145
error messages, 185–186
Ethernet, 28
Ethernet network

accessing other network
computer, 99

accessing shared folder, 99
mapping folder, 100–101
overview of, 97–98, 192
sharing folder, 98–99
unmapping folder, 101

Ethernet port, BP-5
Excel (Microsoft)

data, managing, 145–147
navigating, 144
printing, 148
selections, manipulating,

147–148
worksheets, managing, 145

.EXE file, 80
expanding folder 

display, 68
expansion bay or slot, 

BP-4
expansion port, BP-7–BP-8
extending desktop across

both monitors, 6
extending selection,

keyboard shortcuts for,
148

external hard drive,
attaching, BP-16

external optical drive,
attaching, BP-16

extracting file from
compressed folder, 70
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F
female connector, 191
file

associating with program,
83–84

attributes, 79
attributes, reading, 80–82
copying, 90–91
decompressing, 70
deleting, 41, 92–93
document-based, 83
duplicating, 90–91
information about, 79
moving, 92
naming, BP-19–BP-20,

78–79
overview of, BP-19–BP-20,

78, 192
path to, finding, 86–88
properties, reading, 82–83
recovering from Recycle

Bin, 42, 93
renaming, 91–92
Save As command, 89
Save command, 88–89
searching for, 84–86
size of, 79, 83
undeleting, 93

file management, BP-17
file transfer protocol (FTP)

site, 40
file type, 89
filename, 78, 88
filename extension, 

BP-20, 79–80, 83
firewall, using, 123–126,

192
FireWire port, BP-6, 22,

192
flash memory, 15
flash memory drive, 63
flash memory key

backing up data to, 16
capacity of, 63
description of, 17
formatting, 64

floppy disk drive, 18, 62
floppy disk, formatting, 63
Fn shift control keys, 7
folder

compressing, 68–70
copying, 75
creating, 74
deleting, 74
designing, 70–72
icon, changing, 73
mapping, 100–101
moving, 75
overview of, BP-20
picture, adding to, 72–73
renaming, 75
root, 67, 88, 99
sharing, 98–99
shortcut to, creating, 75–76
structure of, 67–68
template, assigning to,

73–74
unmapping, 101
Zip, password-protecting,

122
Folder Options window,

70–72
font

description of, 192
resizing or changing, 165

formatting
characters and paragraphs,

155–156
data in Excel, 145, 147
flash memory key, 64
floppy disk, 63
text in PowerPoint,

165–166
FTP (file transfer protocol)

site, 40
function keys

description of, 136–137,
193

PowerPoint, 160–161
Word, 153

Function Shift key, 7

G
General tab

Folder Options window, 71
Local Area Connection

Status window, 103
Properties screen, 57

.GIF file, 80
gigabyte, 55, 193
graphical user interface

(GUI), BP-17
GuardianEdge

Technologies,
EncryptionPlus, 123

H
hard disk

description of, 15–17
external, attaching, BP-16

hard disk drive indicator, 9
hard drive compartment,

BP-14
hardware

basic, BP-2–BP-5
managing, BP-16
scrubbing, 64
troubleshooting, 175–176,

183
hardware, adding

attachment, BP-15–BP-16
overview of, BP-13–BP-14
plug-ins, BP-14–BP-15

hardware encryption,
122–123

headphone jack, BP-6, 27
headphones, BP-4, 13
help, accessing in

PowerPoint, 170–171
Help desk, 184–185
hibernation mode, 10–11
hiding taskbar, 51–52
high density, 62
History window, 67
hot keys, 136–137
hot pluggable, 21
hot swappable, 18
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.HTM file, 80
HTML, 193
hub, BP-5, 97, 193

I
icon

deleting, 41, 44
description of, 193
file, 79
for folder, changing, 73
on system tray, adjusting,

47–48
IEEE 1394 port, BP-6, 22,

193
iLink port, BP-6, 22
IM (instant messaging),

BP-19
impedance, 27
indicator lights, BP-3, 9
infrared port, BP-6, 22–23
inserting

CD or DVD, 59–60
symbols in text, 137–140

insertion point, moving,
keyboard shortcuts for,
141, 154–155

instant messaging (IM),
BP-19

Intel Celeron M system,
BP-13

Intel Centrino system, 
BP-13

internal components
central processing unit

(CPU), BP-12–BP-13,
191

chipset, BP-13
input/output ports and

connectors, BP-13
memory, BP-13
motherboard, BP-12

Internet
broadband connection to,

110–111
cable connection to, 116
cleaning up trail made by

connection to, 129–132

connecting to, 110
connection, sharing,

105–106
dial-up connection to,

111–115
download speeds, 115–116
operational essentials, 

BP-17–BP-19
wireless connection to,

security issues with,
128–129

Internet Options (Control
Panel), 125

Internet Options dialog
box, 130

Internet Properties page,
125–126

Internet Protocol (IP), 
BP-18

Internet Protocol (IP)
address, 101, 103–104,
193

Internet service provider
(ISP), BP-18, 28–29, 182

ISDN connection, 116

J
jacks, BP-6, 26–28
.JPG file, 80

K
K (kilo), 193
Kb (kilobit), 193
KB (kilobyte), 55, 193
Kbps (kilobits per second),

193
KBps (kilobytes per

second), 193
Kensington

MicroSaver Alarmed
Computer Lock, 120–121

MicroSaver Portable
Notebook Combination
Lock, 120

PCKey, 122–123
Personal Firewall for

Notebooks, 124–125

keyboard
description of, BP-3, 6–8
inserting symbols in text

using, 138–139
port for, 30

keyboard port, BP-7
keyboard shortcuts

Excel data management,
145–147

Excel navigation, 144
Excel worksheet

management, 145
Excel worksheet navigation,

144
function keys, 136–137
Microsoft Internet Explorer,

142
moving insertion point, 141
navigating tree, 68
PowerPoint dialog box,

window, and text box,
166–169

PowerPoint general,
160–161

PowerPoint help,
accessing, 170–171

PowerPoint messaging via
e-mail, 169–170

PowerPoint slide show
control, 161–163

PowerPoint text, 163–166
PowerPoint Web

presentation, 169
selecting, copying, and

moving text, 141
Windows commands, 142
Windows Explorer, 66
Word document, 157–158
Word general, 152–153
Word text and graphics,

154–157
working with program in

open window, 141–142
kilo (K), 193
kilobit (Kb), 193
kilobits per second (Kbps),

193
kilobyte (KB), 193
kilobytes per second

(KBps), 193
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L
LAN (local area network),

40, 98
launching (opening)

All Programs menu, 33–34
Control Panel, 3, 36
Display Properties dialog

box, 3
folder, 70
My Computer window, 37
My Documents folder, 39
My Network Places window,

40–41
Recycle Bin, 42
Start menu, 43
Windows Explorer, 66
Windows Search utility,

84–85
LCD, 193
legacy ports

description of, BP-6–BP-8
keyboard/mouse, 30
parallel/serial, 29

lights, BP-3, 9
line-in jack, BP-6, 27
line-out jack, 27–28
lithium ion (LiOn)

technology, 10
Local Area Connection

Status window
General tab, 103
Support tab, 104

local area network (LAN),
40, 98

Local Network pane 
(My Network Places
window), 99

locking taskbar, 51

M
MAC (media access

control) address, 104
male connector, 191
malware, 193
managing

Excel data, 145–147
files, 88–93
folders, 74–76

manufacturer, contacting,
182

Map Network Drive dialog
box, 100

mapping folder, 100–101
math, computer, 54–55
math symbols, 140
Mb (megabit), 193
MB (megabyte), 55, 193
Mbps (megabits per

second), 193
MBps (megabytes per

second), 193
media access control

(MAC) address, 104
memory

description of, BP-13, 194
nonvolatile, 17
troubleshooting, 186

memory card reader,
attaching, BP-16

memory compartment, 
BP-14

memory effect, 10
memory slot, BP-6
menu, 194
messaging via e-mail,

keyboard shortcuts for,
169–170

microphone jack, BP-6,
26–27

microphones, BP-4
microprocessor, 194
MicroSaver (Kensington)

Alarmed Computer Lock,
120–121

Portable Notebook
Combination Lock, 120

Microsoft Excel
data, managing, 145–147
navigating, 144
printing, 148
selections, manipulating,

147–148
worksheets, managing, 145

Microsoft Internet Explorer,
keyboard shortcuts, 142

Microsoft Knowledge
Base, 185

Microsoft PowerPoint
dialog box, window, and

text box shortcuts,
166–169

general shortcuts, 160–161
help, accessing, 170–171
messaging via e-mail,

169–170
slide show control

shortcuts, 161–163
text shortcuts, 163–166
Web presentation shortcuts,

169
Microsoft Word

document shortcuts,
157–158

general shortcuts, 152–153
text and graphics shortcuts,

154–157
.MID file, 80
modem. See also dial-up

modem connection
broadband, attaching, 

BP-15
cable, 190
description of, 194
soft, 29
telephone, 28–29

modem port, BP-5
monaural plug, 26–27
monetary symbols, 139
monitor, external

configuring, 5
description of, 4
extending desktop across

both monitors, 6
primary monitor, 

choosing, 6
RBG connector and, 25
screen positions, setting,

5–6
uses of, 5

motherboard, BP-12
mouse

external, 15
inserting symbols in text

using, 138
port for, 30
stick or pointer, 14
touchpad, 13–14
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mouse port, BP-7, 15
Mouse Properties (Control

Panel), 14
moving

file, 92
folder, 75
taskbar, 50

.MPG file, 80
multimedia controls, 

BP-3, 9
My Computer, 37–38
My Computer toolbar, 50
My Documents folder, 

BP-20, 38–39
My Network Places

window, 40–41, 99

N
name, searching for file

by, 85
naming. See also

renaming
computer, 102–103
file, BP-19–BP-20, 78–79

native settings, 3
navigating

Excel and worksheets, 144
text, 164

network
advantages of, 95
components of, 96
Ethernet, 97–101
identifiers, 101
IP address, 101, 103–104
naming computer, 102–103
peer-to-peer, 22, 96
resources, sharing,

105–106
troubleshooting, 175–176
wireless, 106–108,

110–111
workgroup, 96–97

network device, attaching,
BP-15

network interface card
(NIC)

description of, 28, 96, 97,
106

troubleshooting, 175–176

network key, 108
network ports

Ethernet, 38
telephone modem, 28–29

Network Setup Wizard,
97–98

New Connection Wizard,
112

NIC (network interface
card)

description of, 28, 96, 97,
106

troubleshooting, 175–176
nonvolatile memory, 17
Norton Internet Security

(Symantec), 134
Norton Password Manager

(Symantec), 128
Norton SystemWorks

(Symantec)
cleanup utility, 132
description of, 133–134

Norton Utilities
(Symantec), Unerase
Wizard, 42

Num Lock key, 8, 139
numeric keypad, 7, 139

O
objects, deleting and

copying, keyboard
shortcuts for, 164

OCR (optical character
recognition) software,
BP-15

Office Assistant, 171
on/off button, 8
onscreen defects,

troubleshooting, 178–179
open window, keyboard

shortcuts for working
with program in,
141–142

opening
All Programs menu, 33–34
Control Panel, 3, 36
Display Properties dialog

box, 3
folder, 70

My Computer window, 37
My Documents folder, 39
My Network Places window,

40–41
Recycle Bin, 42
Start menu, 43
Windows Explorer, 66
Windows Search utility,

84–85
operating system. See

also folder; subfolder;
Windows Explorer

description of, BP-8, 194
password protection for,

122
Windows, BP-16–BP-17

optical character
recognition (OCR)
software, BP-15

optical drive
description of, BP-4, 17
external, attaching, BP-16

optical drive compartment,
BP-14–BP-15

organizing All Programs
menu, 35

outline pane, working in,
166

overlay, 8

P
packet, 101
parallel, 194
parallel port, BP-7, 29,

194
pass-through design, 21
password. See also

password protection
creating, 126–127
managing, 127–128
protecting, 119

password manager
program, 122, 128

password protection
for compressed folder, 70
for operating system, 122
for Zip folders, 122

path to file, finding, 86–88
pay-as-you-go service, 111
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PC Card, BP-4, 18, 194
PC Card slot, BP-15
.PDF file, 80
peer-to-peer network, 22,

96, 194
Pentium M system, BP-13
Personal Firewall for

Notebooks (Kensington),
124–125

picture, adding to folder,
72–73

.PIF file, 80
pixel, 2
plug-ins, BP-14–BP-15
pointer, 14, 191
pointing device, BP-4. See

also mouse; touchpad
ports

audio and video, 24–28
communication, 20–24
description of, BP-5–BP-6
input/output, BP-13
legacy, BP-6–BP-8, 29–30
network, 28–29, 38
parallel, BP-7, 29
PS/2, 15, 30
serial, BP-7, 29

power button, BP-3, 8–9
Power Management Utility

(Toshiba), 11–12
Power Options (Control

Panel), 10–11
power problem,

troubleshooting, 174–175
power supply

for attachments, BP-15
for laptop, BP-4

PowerPoint (Microsoft)
dialog box, window, and

text box shortcuts,
166–169

general shortcuts, 160–161
help, accessing, 170–171
messaging via e-mail,

169–170
slide show control

shortcuts, 161–163
text shortcuts, 163–166
Web presentation shortcuts,

169

.PPT file, 80
primary monitor, 

choosing, 6
printer

attaching, BP-15
sharing, 105

printing, keyboard
shortcuts for, 149, 158

program
associating file with, 83
description of, BP-8, 189
in open window, keyboard

shortcuts for working
with, 141–142

Programs menu
overview of, 33–34
shortcut, creating, 35
Startup submenu, 34–35

properties of file, reading,
82–83

Properties screen
Customize tab, 72–73
disk drive and, 38
DVD Region tab, 57–58
file and, 82–83
General tab, 57

protecting
data with encryption,

122–123
data with firewall, 123–126
password, 119
sensitive information,

121–122
PS/2 port, 15, 30
public access wireless

network, 110
punctuation symbols, 140

Q
Quick Launch toolbar, 50

R
RAM (random access

memory), BP-13, 186,
195

reading
file attributes, 80–82
file properties, 82–83

read/write head, 195
recharging battery, 12
recording data about

equipment, 180–181
recovering file from

Recycle Bin, 42, 93
Recycle Bin, 41–43, 74,

92–93
region setting, 57
reinstalling driver,

186–187
removing. See also

deleting
mapping of network drive,

101
My Network Places icon

from desktop, 41
renaming. See also

naming
file, 91–92
folder, 75

resizing taskbar, 51
resolution, screen,

adjusting, 3, 33
restoring file from Recycle

Bin, 42, 93
rewriting CD or DVD, 56
RGB monitor connector,

BP-5, 25
RJ-45 plug, BP-5, 28
rolling back driver, 187
root folder

description of, 67, 88
sharing and, 99

router, 97, 105, 108, 195
.RTF file, 80
running program from All

Programs menu, 34

S
satellite connection, 116
Save As command, 82, 89
Save command, 88–89
saving file, 88–89
scanner, attaching, 

BP-15–BP-16
screen

appearance of, 2–3
angle of, 4
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brightness, 4
color quality, 3–4
description of, BP-3, 2, 195
electronics for, 2
resolution, adjusting, 3, 33
settings, 3

searching for file
by contents, 85–86
by edit or creation date, 86
by name, 85
overview of, 84–85

sector, 83
security cable, 120–121
Security Center (Control

Panel), 125
security issues

best practices for traveling
with laptop, 118–119

cleaning up trail made by
machine, 129–132

data, protecting, 121–126
exposure to thieves, 118
firewall, using, 123–126
password, creating and

managing, 126–128
wireless Internet

connection, 128–129
security lock slot, BP-5
security utilities, 132–134
selection, keyboard

shortcuts for, 147–148,
165

sensitive information,
protecting, 121–126

sensor screen, 15
serial communications,

195
serial port, BP-7, 29, 195
Service Set Identifier

(SSID), 108
Settings page, 131
Settings tab (Display

Properties dialog 
box), 33

sharing
folder, 98–99
Internet connection,

105–106

printer, 105
resources, 40

shortcut, creating. See
also keyboard shortcuts

to folder, 75–76
overview of, 35

size of file, 79, 83
slide pane, working in, 166
slide show, controlling,

161–163
snap-to functionality, 15
soft modem, 29
software

basic, BP-8–BP-9
managing, BP-16–BP-17
troubleshooting, 176, 183

sound
speakers for, 13
troubleshooting, 179–180,

187–188
speakers

external, 13
internal, BP-4

speed of Internet
connection, 115–116

spyware, dealing with,
177–178

SSID (Service Set
Identifier), 108

standby mode, 10–11
Start button, 43–46
Start menu

adding or removing items,
45–46

description of, 43–44
style, changing, 44–45

Startup submenu, 34–35
stereo plug, 26
stick, 14
storage

flash memory, 17
floppy disk drive, 18
hard disk, 15–17
optical drive, 17
PC Card or Cardbus, 18

subfolder
creating, 39
description of, 67, 88

subscription service, 111
Support tab (Local Area

Connection Status
window), 104

S-video port, BP-5, 25–26
switch, 97
Symantec

Norton Internet Security,
134

Norton Password Manager,
128

Norton SystemWorks, 132,
133–134

Norton Utilities, Unerase
Wizard, 42

symbols, inserting in text,
137–140

System BIOS, BP-8, 190
system maintenance

utilities, 132–134
System Properties dialog

box, Computer Name tab,
102

System Restore, 187
system tray

clock, displaying on, 48–49
icon display, adjusting,

47–48
overview of, 46
volume control, displaying

on, 49

T
T1 connection, 116
T3 backbone connection,

116
tagging laptop for travel,

119
taskbar

adding toolbar to, 50
description of, 49
hiding, 51–52
locking, 51
moving, 50
resizing, 51

telephone modem, 28–29
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template, assigning to
folder, 73–74

Temporary Internet Files
folder, 130–131

10Base-T, 192
terabyte (TB), 55
text

deleting and copying,
keyboard shortcuts for,
164

finding, browsing, and
replacing, keyboard
shortcuts for, 156

inserting symbols in,
137–140

selecting, copying, and
moving, keyboard
shortcuts for, 141

text boxes, working with,
168

.TIF file, 80
T-Mobile HotSpot service,

111
Toshiba laptop

Bridge Media slot, BP-6
ConfigFree WiFi Utility, 23
Power Management Utility,

11–12
touchpad, 13–14, 195
traces, BP-12
trackball, 15
transceiver, wireless,

106–107
travel

security issues and,
118–119

using dial-up modem and,
113

tree folder, 67–68
troubleshooting

antivirus notice or virus-like
activity, 176–177

audio, 187–188
CD or DVD, 187–188
defects onscreen, 178–179
diagnostic program and,

184
disk drive, 185
driver, 186–187

error messages, 185–186
hardware, 183
Help desk and, 184–185
lack of power, 174–175
memory loss, 186
new laptop, 182
no sound, 179–180
no video, 177
slowdown and strange

Internet behavior,
177–178

software, 183
sudden stop, 183–184
video, 187–188
wired hardware, 175–176
wired software, 176–177
wireless hardware, 175
wireless software, 176

turning off AutoPlay, 62
.TXT file, 80
types of laptops

basic, BP-10
fully equipped road warrior,

BP-10–BP-11
lightweight champ, BP-11
overview of, BP-9–BP-10

typesetting symbols, 140

U
unamplified 

microphone, 26
undeleting. See also

deleting
file, 93
getting rid of computer 

and, 64
Unerase Wizard (Norton

Utilities), 42
unformatting, 64. See also

formatting
Universal Serial Bus (USB)

ports
attachments to, 

BP-15–BP-16
description of, BP-5,

20–21, 195
unmapping folder, 101
unpinning icon, 44

unsecured private wireless
network, 110–111

USB (Universal Serial Bus)
ports

attachments to, 
BP-15–BP-16

description of, BP-5,
20–21, 195

utility
description of, BP-9
initiating, 38
system tray and, 46

V
Verizon Wireless

BroadbandAccess, 111
video and audio ports,

24–28
video display,

troubleshooting, 178,
187–188

view, changing, 157
View tab (Folder Options

window), 71–72
viewing workgroup

members, 97
virus

dealing with, 176–177, 183
description of, 195

Voice over Internet
Protocol (VoIP), BP-19

volatility of RAM, BP-13
volume control, displaying

on system tray, 49

W
wallpaper, changing, 32
warm swapping, 18
.WAV file, 80
Web presentation,

keyboard shortcuts for,
169

Web sites
Ad-Aware, 178
Anonymous Surfing

(Anonymizer), 129
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GuardianEdge
Technologies,
EncryptionPlus, 123

Kensington, 122
Microsoft Knowledge Base,

185
Symantec, 178

WEP (Wireless Encryption
Protocol), 108

WiFi adapter, 96
WiFi circuitry,

troubleshooting, 175
WiFi connection to

Internet, 110–111
WiFi module

compartment, BP-15
WiFi on-off switch, BP-3
WiFi port, BP-6, 23–24
WiFi Protected Access

(WPA), 108
window boxes, working

with, 167
Windows

application key, 7, 8
commands, keyboard

shortcuts for, 142
New Connection Wizard,

112

operational essentials, 
BP-16–BP-17

Restore facility, 183
Security Center, 125

Windows Explorer
copying file from, 90–91
customizing, 66–67
file attributes and, 80–82
folder structure, 67–68
overview of, 66

Windows key, 7, 8
Windows Search utility

contents, searching by,
85–86

edit or creation date,
searching by, 86

name, searching by, 85
opening, 84–85

Windows XP
Category view, 36–37
Classic view, 36, 44–45

Wireless Encryption
Protocol (WEP), 108

wireless Internet
connection, security
issues with, 128–129

wireless network,
106–108, 110–111

Wireless Network Setup
Wizard, 108

word, computer, 54, 195
Word (Microsoft)

document shortcuts,
157–158

general shortcuts, 152–153
text and graphics shortcuts,

154–157
workgroup

creating, 96–97
naming, 103
viewing members, 97

World Wide Web, BP-18
WPA (WiFi Protected

Access), 108
writing CD or DVD, 56

X
.XLS file, 80

Z
.ZIP file, 80
Zip folder, password-

protecting, 122
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