


desktop

background, 192-193

description, 7

icon, 7

introduction, 6

themes, custom, 198-199
Desktop Background window, 192-193
dialog boxes

Add a Favorite, 152

Add to Library, 80

Appearance Settings, 196-197

AutoPlay, 18

Back Up Files, 219

Change Home Page, 150

check boxes, 26

combo boxes, 26, 29

command buttons, 27

Copy Items, 106

Customize Start Menu, 201

Delete File, 114

Disk Cleanup Options, 212-213

drop-down list boxes, 26, 29

Find, 56

Font, 55

Go to Date, 183

Import Pictures and Videos, 68-69

list boxes, 27

Move Items, 107

New Scan, 69

option buttons, 26

Print, 61

Print Pictures, 75

Replace, 58-59

Save As, 46

Screen Saver Settings, 194-195

Select Recipients, 164-165

spin buttons, 27, 28, 29

tabs, 26

Taskbar and Start Menu Properties, 200, 204-207

text boxes, 27, 28

Theme Settings, 198-199
digital cameras, import images from, 70-71
digital images. See images
Disk Cleanup Options dialog box, 212-213
Disk Defragmenter window, 214-215
documents

create, 45

drawings, 44

e-mail messages, 44

open, 48-49

print, 60-61

save, 46-47

text documents, 44

word processing, 44
Documents folder, 47
double clicking mouse, 10
downloads

install programs from, 18

prevent, 135
Drafts (Windows Mail), 159
drawings, 44
drop-down list boxes, dialog boxes, 26, 29
DVDs

copy files to, 108-111

install programs from, 18

navigate scenes, 96

play, 94-95

root menu, 97

stop/start, 96

Edit Copy command, 52
Edit Copy To Folder command, 106

Edit Cut command, 52
Edit Find command, 56
Edit Move To Folder command, 106
Edit Paste command, 52
Edit Replace command, 58
edit text
copy text, 52
deleting characters, 50
move text, 53
select text, 51
e-mail. See also Mail
attachments, 166-167
forward messages, 174-175
messages, 44
open attachments, 176
read, 171
receive messages, 170
reply to, 172-173
save attachments, 177
send, 160-161
signatures, 168-169
errors, check hard drive for, 216-217
Extraction Wizard, 118

F

favorite Web pages
display, 153
save, 152

Favorites Center button, Web pages, 153
features, turn on/off, 24
File Attachment option, Mail, 166
File New command, 45
File Open command, 48
File Print command, 60
File Save command, 46
files
backed up, restoring, 222-225
backup, 218-221
copy, 106
copy to CD or DVD, 108-111
create, 113
Ctrl click, 102
delete, 114
delete, restore, 115
delete unnecessary, 212-213
deselect, 103
extract from compressed folder, 118-119
move, 107
preview, 105
rename, 112
select, 102-103
view, 100-101
view, change view, 104
Views option, 104
Find command, 56
Find dialog box, 56
find text
Find dialog box, 56
replacing, 58-59
Fit to screen, 193
floppy disks, install programs from, 19
folders
compressed, extract files, 118-119
Documents, 47
Pictures, 64
searches and, 117
font, change, 54-55
Font command, 54
Font dialog box, 55
forgotten passwords, 127
Format Font command, 54
Forward button, Web pages, 149
Forward option, Mail, 174
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G

Go to Date command, 183
Go to Date dialog box, 183
group of files, select, 103

hard drive
check for errors, 216-217
defragment on schedule, 214-215
free space, check, 210-211
Help system
Help and Support option, 12
Table of Contents, 13
Home button, Web pages, 150
home page
add page, 151
change, 150

icons
desktop, 7
System menu, 23
images
background, desktop, 192-193
color, 73
crop, 73
exposure, 73
import from digital camera, 70-71
preview, 65
print, 74-75
red eye, 73
repair, 72-73
scan, 68-69
thumbnails, 67
view, 66-67
Import from Camera or Scanner option, Windows Photo Gallery, 68
import images from digital camera, 70-71
Import Pictures and Videos dialog box, 68-69, 71
Inbox (Windows Mail), 159
install programs
from CD or DVD, 18
change installation, 20
from floppy disk, 19
from Internet download, 18
repair installation, 20
uninstall, 40-41
Instant Search box, Web pages, 154
Internet
install programs from, 18
introduction, 9
Internet Explorer
address bar, 142
current link, 142
links, 142
start, 141
status bar, 142
Web page title, 142
window, 141, 142

Junk E-mail (Windows Mail), 159
K

keyboard, switch between programs, 39
kids

monitor activities, 135

prevent downloads, 135

L

left handed mouse, 12
links
description, 140
Internet Explorer, 142
select, 143
list boxes in dialog boxes, 27, 29
Local Folders list (Windows Mail), 159

M
Mail
add contacts, 162-163
attachments, 166-167
contacts, select address from, 164-165
Deleted Items, 159
Drafts, 159
forward messages, 174-175
Inbox, 159
Instant Search, 159
Junk E-mail, 159
local folders list, 159
messages area, 159
Microsoft Communities, 159
open attachments, 176
Outbox, 159
preview pane, 159
read, 171
receive messages, 170
replay to, 172-173
save attachments, 177
send messages, 160-161
Sent Items, 159
signatures, 168-169
start, 158
window, 158, 159
Manage Accounts window, 123
maximize button
description, 23
working with, 31
maximize windows, 31
Media Player
audio files, play, 82-83
library, 80-81
list pane, 79
media information, 79
music CDs, burn, 92-93
music CDs, copy tracks, 88-89
music CDs, play, 84-87
open/close, 78
playback controls, 79
playlists, create, 90-91
tabs, 79
title bar, 79
video files, play, 82-83
video/visualization pane, 79
volume, 83
window, 79
menu bar, 23
menus, pull-down, 24
messages (Windows Mail)
attachments, 166-167
forward, 174-175
messages area, 159
open attachments, 176
read, 171
receive, 170
reply to, 172-173
save attachments, 177
send, 160-161
signatures, 168-169
minimize button
description, 23
working with, 30



minimize windows, 30
mouse
click, 10
click and drag, 11
Ctrl click files, 102
description, 9
double click, 10
left handed, 12
pointer, 7
right click, 10
move
files, 107
taskbar, 205
text, 53
windows, 35
Move Items dialog box, 107
Move To Folder command, 106
multiple files, select, 102
music
CDs, burn, 92-93
CDs, copy tracks, 88—89
CDs, play, 84-87
introduction, 8

names, change user names, 128-129
New Appointment option, Calendar, 184
New command, 45

New Contact option, Mail, 162

New Scan dialog box, 69

New Task option, Calendar, 186

Next Month button, Calendar, 182
Notification Area, 7

0
open
documents, 48-49
Pictures folder, 64
Web pages in tabs, 146
Windows Media Player, 78
Open command, 48
Open in New Tab option, 138
option buttons in dialog boxes, 26
Outbox (Windows Mail), 159

P

parental controls
activate, 134-135
game usage, 137
time limits, 136-137
web restrictions, 136
passwords
change, 131
create, 130-131
forgotten, 127
introduction, 6
switch between users and, 127
user accounts, 130-131
Paste command, 52
Personalization window
Appearance Settings, 196-197
custom themes, 198-199
open, 190-191
screen saver, 194-195
Photo Gallery Viewer, zoom, 67
pictures, 8
Pictures folder, open, 64

Play Slide Show button, Windows Photo Gallery, 67

playlists, Media Player, 90-91
preview

files, 105

images, 65

Preview feature, Windows Photo Gallery, 66
Preview pane, 65, 105
Previous Month button, Calendar, 182
print
documents, 60-61
images, 74-75
Print command, 60
Print dialog box, 61
Print Pictures dialog box, 75
product key, 19
program windows
close, 33
maximize, 31
minimize, 30
move, 35
restore, 32
size, 34
programs
installation, 18-19
start, 22
switch between, 38-39
uninstall, 40-41
Programs and Features window
change installation, 20
repair installation, 20
pull-down menus
commands, 24
description, 24
turn features on/off, 24

Q

Quck Launch toolbar, 7
Quick Tabs button, 147

Receive All option, Mail, 170
Recent Pages, Web pages, 148
Recycle Bin, restore files, 115
red eye in images, 73
rename files, 112
repair digital images, 72-73
repair installation, 20-21
Replace command, 58
Replace dialog box, 58-59
replace text, 58-59
Reply All option, Mail, 172
Reply option, Mail, 172
resize taskbar, 205
restore
deleted files, 115
windows, 32
restoring backed up files, 222-225
right click mouse, 10
Run file option, 16

S

Save As dialog box, 46
Save Attachments option, Mail, 177
Save command, 46
scan images, 68-69
schedule hard drive defragment, 214-215
screen saver, 194-195
Screen Saver Settings dialog box, 194-195
scrollbars
scroll left/right, 37
scroll up/down, 36
Search button, Web pages, 154
searches
from folder window, 117
from Start menu, 116
Web sites, 154-155
Windows Mail, 159
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select

files, 102-103

links, 143

text, 51
Select Recipients dialog box, 164-165
Send Receive button, Mail, 170
Sent Items (Windows Mail), 159
serial number, locate, 19
Set up parental controls for any user option, 134
shortcuts to Web pages, 145
signatures in e-mail, 168-169
Signatures tab, Mail, 168
size windows, 34
spin buttons in dialog boxes, 27, 28
standard user account, 125
Start button, 7
Start menu

customize, 200-203

searches and, 116
start programs, 22
status bar, Internet Explorer, 142
switch between programs

keyboard, 39

taskbar, 38
switch between user accounts, 126-127
Switch User option, 126
System menu, icon, 23

T

tabs in dialog boxes, 26
taskbar
buttons, group, 206
customize, 204-207
description, 7
icons, inactive, 207
move, 205
Quick Launch, 206
resize, 205
Taskbar and Start Menu Properties dialog box, 200, 204-207
text
copy, 52
edit, 50-53
find, 56-57
font, change, 54-55
move, 53
replace, 58-59
select, 51
text boxes in dialog boxes, 27, 28
text documents, 44
Theme Settings dialog box, 198-199
themes, custom, 198-199
thumbnails, 67
tile background, 193
time, display, 7
time limits, set, 136-137
Time Restriction window, 137
title bar, 23
toolbars, 23, 25

U

uninstall programs, 40-41

user accounts
administrator, 125
create, 124-125
display, 122-123
folder, 100
passwords, 130-131

standard, 125

switch between, 126-127

types, 125

user names, change, 128-129
User Accounts window, new accounts, 125
user names, 128-129

v

video files, play in Media player, 82-83
view
files, 100-101
files, change view, 104
images, 66-67
View Go to Date command, 183
Views option, files, 104

w

Web addresses, 140
Web pages
addresses, enter, 144-145
description, 140
favorite, display, 153
favorite, save, 152-
go back one page, 148
go back several pages, 148
go forward one page, 149
go forward several pages, 149
home page, 150-151
navigate tabs, 147
open in tab, 146
quick tabs, 147
redisplay, 145
title, Internet Explorer, 142
web restrictions, set, 136
Web Restrictions window, 136
Web sites
description, 140
searches, 154-155
Welcome screen, 6
windows
close, 33
maximize, 31
minimize, 30
move, 35
restore, 32
size, 34
Windows Calendar. See Calendar
Windows Mail. See Mail
Windows Media Player. See Media Player
Windows Photo Gallery
Fix window, 73
Import from Camera or Scanner, 68
import images from digital camera, 70-71
Photo Gallery Viewer, 67
Preview option, 66
Profile option, 69
repair digital images, 73
Resolution option, 69
scan images and, 68-69
view images, 66-67
Windows Vista, activate, 14-15
word processing, 44
WordPad
introduction, 8
selecting text, 51



