
• A •
access, blog, 339–340
access keys, 83
account information,

273–274
accounts, user. See user

accounts
Activate a Window by

Hovering Over It with
The Mouse check box, 87

Add a Favorite dialog box,
282

Add a Printer option,
126–127

Add button
Spelling and Grammar

dialog box, 182–183
Windows Mail, 310

Add Current Service to Menu
option, 239

Add Gadgets dialog box, 58
Add or Change Home Page

dialog box, 272
Add or Remove User

Accounts link, 35
Add Printer Wizard, 127,

129
Add Signatures to All

Outgoing Messages
check box, 317

Add Tags option, 215
Add This Webpage to Your

Home Page Tabs radio
button, 272

Add to Quick Launch
option, 53

Additional Assistive
Technologies Online
link, 84

Address Book feature, 301,
308, 320–322

Adjust Color tool, 222
Adjust Exposure tool, 222
Adjust System Volume link,

230
administrator privileges, 27
Adobe Shockwave Player,

254
adware, 347, 349–351
Align Left button, 319
Align Right button, 319
All option, 133
Always option, 296
antiadware, 349–351
antispyware, 274, 349–351
antivirus software, 13, 274,

349–350, 356
Apple, 13, 277
applications, 12. See also

software
Applications slider, 230
Approved Sites tab, 296
Ask Someone section, 155
asynchronous interaction,

337
attachments, 274, 311–312
auctions, online, 17–18
Auto Adjust option, 222
Auto Arrange feature, 55
AutoFormat dialog box,

192–193

Automatically Adjust Clock
for Daylight Saving Time
check box, 40

Automatically Move Pointer
to the Default Button 
in a Dialog Box check
box, 31

Automatically Scan My
Computer check box,
360

AutoSum button, 195
avatars, 341
AVG Free program, 349

• B •
Back to Gallery button, 223
backing up files/folders

to CDs, 122–124
to DVDs, 121–124
to USB flash drives,

121–122
Balance dialog box, 229
banking, online, 11, 201–202
Before or After Current

Column option, 178
Better Business Bureau, 17
blogs

access options, 339–340
creating, 339
defined, 331
designing appearance of,

340
interacting with blogging

community, 340
Bold button, 319
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brevity, in e-mail messages,
308

broadband Internet
connections, 22–23, 264

Browse Help button, 154
Browse option, 79
browsers

defined, 277
overview, 260
tabs, 269–270
viewing history, 285–287

buddy lists, 332
Burn a Disc dialog box, 123
Burn a Disc window, 225
Burn button, 224
Burn Lists pane, 237
burning to CDs/DVDs

music, 237–238
photos, 224–225

buying. See purchasing
By Date sort method, 286
By Most Visited sort method,

286
By Order Visited Today sort

method, 286
By Site sort method, 286

• C •
cable Internet connections,

263
calendars, pop-up, 217
callouts, 3
cameras, 212
cancel sharing feature, 163
card games, 243
cathode ray tube (CRT)

monitors, 18
Cc field, 314
CD R/RWs, 122–124
CDs

adding to Windows Media
Player, 231–233

backing up files/folders to,
122–124

burning music to, 237–238
burning photos to,

224–225
versus DVDs, 20
drives for, 20

cell phones, 334
cells, spreadsheet, 192–193
Center alignment button,

319
Center option, 78
central processing units

(CPUs), 11, 228
Change All button

Spelling and Grammar
dialog box, 182–183

Windows Mail, 310
Change button

Spelling and Grammar
dialog box, 182–183

Windows Mail, 310
Change Date and Time

button, 39
Change Desktop Icons

link, 63
Change How Your Keyboard

Works link, 82
Change How Your Mouse

Works link, 87
Change option, 182
Change Password button, 34
Change Picture button, 39
Change Time Zone 

button, 40
Change Your Account Name

link, 35
Change Your Picture link, 39
Change Your Windows

Password link, 33, 35
Character Repeat settings, 43
Chart Title text box, 197
Chart toolbar, 199
Chart Type button, 199
Chart Type image, 197
charts, 197–199

chat, 200, 260, 337–339
Chat feature, 163
check boxes, 30
Check for Updated

Definitions before
Scanning check box, 360

Check for Updates But Let
Me Choose Whether to
Download and Install
Them setting, 352

Check Grammar check box,
182

checking spelling, 182–183,
310

Chess Titans game, 252–254
classic car Web sites, 342
Classic Start Menu, 51
Clear List option, 235
clicking, 30
Clip Art, 180
Clipboard, 173–174
Clock or Calendar gadget, 40
clock rate, 21
Close button, 209
closing programs, 69–71
Collate check box, 290
collating, 133, 185
Color drop-down list, 176
Color Quality setting, 42
color schemes, 75
color-code plugs, 25
Color/Grayscale option, 130
commands, 11
Common Functions list box,

194
communication, online. See

also e-mail
blogs

access options, 339–340
creating, 339
designing appearance of,

340
interacting with blogging

community, 340
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chat, 200, 260, 337–339
discussion boards, 337–339
finding people with

common interests,
342–343

instant messaging (IM),
332–334

overview, 8–9, 331–332
virtual worlds, 341
VoIP phone calls, 336–337
webcams

features, 335
purchasing, 334
resolution, 334–335
using, 335

Communities, Windows,
155–158

compact discs. See CDs
compressed files/folders,

118–119
computers

customized, 23–24
functions, 8–11
hardware, 11–12
Internet connections, 21–23
monitors, 18–19
optical drives, 20
overview, 7–24
price ranges, 16–18
processors, 20–21
quality, 16
refurbished, 17
setting up

keyboards, 26, 43–44
logging on to Windows,

28–29
mice, 26, 29–32
monitors, 26, 41–43
overview, 25–26
passwords, 27–28, 33–35
setting date and time,

39–41
turning off, 45–46
turning on, 28–29

user accounts, 27–28,
35–39

software, 12–13
speed, 17
types of, 13–14
Windows versions, 15–16

confirmation dialog box,
225

connecting
digital cameras to

computers, 212
keyboards, 26
mice, 26
monitors, 26

connection ports, 25–26
connections, Internet

broadband, 22–23,
262–263

cable, 22–23, 263
dial-up, 22, 262
digital subscriber line

(DSL), 22–23, 262–263
overview, 21–22
setting up, 264–266
wireless, 22, 263–264

Contact a Support
Professional by Chat,
E-mail, or Phone link,
165

contact list
instant messaging, 332
VoIP service, 336

contacts, adding to address
books, 320–322

Contacts button, 320
Content Advisor, 278,

295–298
Control Panel, 35, 76, 88
cookies

controlling use of, 278
deleting, 363, 368–370
privacy settings and, 293
pros and cons of, 368–369

Copy button, 173

copying
files/folders, 114–116
text, 173–174

copyright issues, 231, 237
costs

computer
frequency of use, 16
needed features, 17
online auctions, 17–18
shopping wisely, 17
used/refurbished, 17

monitor, 19
VoIP service, 336

CPUs (central processing
units), 11, 228

crafts Web sites, 342
Create a New Account 

link, 35
Create a New Tag item, 215
Create a Password for Your

Account link, 33
Create Account button, 36
Create Folder dialog box,

325
Create Playlist link, 235
credit reports, 200
Crop Picture tool, 222
CRT (cathode ray tube)

monitors, 18
Current Page option, 133
Cursor Blink Rate section, 43
Custom Scan option, 357
Customize Start Menu dialog

box, 113
Customize Toolbar dialog

box, 287
customizing

Internet Explorer toolbar,
287–288

slide shows, 220
Windows

desktop, 76–80
keyboard settings, 82–87
mouse settings, 87–89
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customizing (continued)
Windows (continued)

overview, 73–76
replacing sounds with

visual cues, 91–93
screen savers, 81–82
screen visibility, 89–91
Speech Recognition,

93–96
uninstalling applications,

96–98
Windows Mail layout,

323–324
Cut button, 173
cutting text, 173–174

• D •
date, setting, 39–41
Date and Time dialog 

box, 39
Date and Time Settings

dialog box, 39
Date Taken field, 217
Date Taken list, 216
Date/Time display, 39
Decrease Indentation

button, 319
default online stores, 238
default printers, 136–137
default programs, 74
default settings, 74
default sound devices, 230
Defender, Windows

running, 357–359
setting up to run

automatically, 359–361
Windows XP, 16

defragmenting hard drives,
363–365

Delete button, 214
Delete This Printer button,

138

Deleted Items folder, 328
deleting

cookies using Internet
Explorer, 368–370

files/folders, 120–121
desktop

arranging icons on, 54–56
backgrounds, 73, 76–79
configuration and user

accounts, 27
overview, 47–50
programs

closing, 69–71
starting, 64–66
switching between, 66–67

Quick Launch bar, 52–54
Recycle Bin, 56–57
resizing windows, 68–69
shortcuts, 48, 62–64
Sidebar, 58–60
Start Menu, 50–52
themes, 79–80
Windows Explorer, 60–62

Desktop Background link, 76
desktop computers, 14, 18
Details menu option, 104
Details tab, 217
Device volume slider, 230
device-to-PC connector

ports, 26
dexterity games, 243
dial-up Internet connections,

22, 262, 264
digital cameras, 212
digital drawings, 10
digital IDs, 321
digital photos. See photos
digital subscriber line (DSL)

Internet connections, 22,
262–263

digital video cameras, 10
discussion boards, 260,

337–339

Disk Cleanup: Drive
Selection dialog box, 366

Disk Defragmenter window,
364

Display a Message window,
373

Display Pointer Trails check
box, 32

Display Properties dialog
box, 42

Display Settings dialog 
box, 42

Display Settings link, 42
Display Size icon, 214
documents. See also

Microsoft Works
opening

existing, 172–173
new, 170–171

printing
choosing pages, 186
choosing printers, 186
collating copies, 185–186
number of copies, 185

saving, 171–172
Documents folder, 100
Don’t Add Signatures to

Replies and Forwards
check box, 317

double-arrow button, 288
Download Updates But Let

Me Choose Whether to
Install Them setting, 351

downloading files, 278,
289–290

dragging, 30
drawings, 10
drivers

printer, 125–126
scanner, 139

drives
DVD, 20
DVD/CD combo, 20
hard, 21, 363–365
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USB flash
backing up files/folders on,

121–122
overview, 100

viewing contents of, 121
DSL (digital subscriber line)

Internet connections, 22,
262–263

DVD R/RWs, 122–124
DVD/CD combo drives, 20
DVD-Rs, 20
DVDs

adding to Windows Media
Player, 231–233

backing up files/folders to,
121–124

burning photos to,
224–225

burning to, 237–238
versus CDs, 20
drives for, 20
formats, 20, 122
understanding, 121
viewing, 122
viewing contents of, 122

DVD-Ws, 20, 224

• E •
Ease of Access Center 

link, 85
Ease of Access tools, 89
Ease of Access window, 

85, 87
Easy Calc button, 194
e-commerce, 260
Edit Default Profile dialog

box, 141
Edit in List Pane, 235
editing text, 170–171
Effects check boxes, 176
Eject Disc After Burning

option, 238

e-mail
creating, 307–311
Internet-based accounts

finding out about features,
301

provided by ISPs, 300
searching for providers,

301
signing up for, 301–302

junk, 274–275
overview, 8, 299–300
Windows Mail

address book, 320–322
customizing layout,

323–324
formatting, 318–320
forwarding, 315–316
managing accounts,

306–307
message folders, 325–328
opening, 305–306
overview, 304–305
reading, 312–314
replying to, 314–315
rules, 328–330
sending, 307–311
sending attachments,

311–312
setting up accounts on,

302–304
signatures, 316–318

E-Mail tab, 320
emptying Recycle Bin, 56–57
Enable button, 296
entering text, 170–171
Esc key, 220
etiquette, e-mail, 308
Excel, 9. See also spreadsheets
.exe extension files, 274
Explorer, Windows. See also

Internet Explorer
finding files with, 60–62
finding and opening

files/folders with, 102–104

using to upload digital
photos, 212

Extra Large, Large, Medium,
or Small Icons menu
option, 104

• F •
Family tab, 321
Favorites Center button, 283
Favorites list

adding files/folders to,
112–114

adding Web sites to,
282–284

organizing, 284–285
overview, 278

Favorites Menu check box,
113

fax machines
overview, 125–126
sending faxes, 145–147
setting up, 143–145

Fax Modem link, 145
Fax Printing Preferences

dialog box, 143
Fax Setup Wizard, 145
FDIC Web site, 201
feed readers, 292
feeds, 287
File Download dialog box,

289
files

adding to Favorites list,
112–114

backing up
to CDs, 122–124
to DVDs, 121–124
to USB flash drives,

121–122
compressed, 118–119
copying, 114–116
creating shortcuts to, 62–64
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files (continued)
defined, 99
deleting, 120–121
finding with Windows

Explorer, 60–62,
102–104

launching recently used,
106–107

moving, 102, 116–118
opening with Windows

Explorer, 102–104
overview, 99
printing, 132–134
renaming, 109–110
searching for, 110–111
sharing via instant

messaging, 334
temporary, deleting, 363
Views, 104–105

fill feature, 195–197
filters, junk e-mail, 274–275
Final Result dialog box, 194
financial advice, online,

199–200, 203–204
financial management

programs, 12
financial rights, 201
Find on This Page option,

280
finding

content on Web pages,
280–282

files/folders with Windows
Explorer, 60–62,
102–104

people with common
interests online,
342–343

Finish option, 225
Firefox browser, 260
firewalls, 348, 350–351,

355–356
Fit to Screen option, 77
Fix pane, 221

Fix Red Eye tool, 223
fixing photos, 221–223
flash drives

backing up files/folders on,
121–122

overview, 100
viewing contents of, 121

focus rectangle, 90
Folder Bar, 323
Folder List, 323
folders

adding to Favorites list,
112–114

backing up
to CDs, 122–124
to DVDs, 121–124
to USB flash drives,

121–122
compressed, 118–119
copying, 114–116
creating, 100–101, 108–109
creating shortcuts to, 62–64
deleting, 120–121
finding with Windows

Explorer, 102–104
message

creating, 325–326
organizing messages in,

326–328
moving, 102, 116–118
opening with Windows

Explorer, 102–104
overview, 99
placing within other

folders, 101–102
predefined, 100
renaming, 109–110
temporary, downloading to,

289
Views, 104–105

Font Color button, 319
Font dialog box, 175
Font drop-down list, 318

Font Size drop-down list,
318

Font Style list, 175
footprint, 18
Format Cells dialog box, 191
Format Object dialog box,

181
formatting

e-mail, 318–320
numbers, 191–192
text, 174–177

Formatting Bullets button,
319

Formatting Numbers button,
319

Formatting toolbar, 176–177
forwarding e-mail, 315–316
Found New Hardware

message, 139
Found New Hardware

Wizard, 139
FreeCell game, 246–248
freeing up disk space,

366–368
Full Scan option, 357

• G •
gadgets, 49, 200
Gadgets symbol, 58
Game menu, 250
games

Chess Titans, 252–254
FreeCell, 246–248
hardware requirements 

for, 14
Hearts, 250–252
interactive, 10
Minesweeper, 248–250
online, 254–256
overview, 10, 243–244
Solitaire, 244–246

Games window, 251
GBs (gigabytes), 21
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genealogy Web sites, 9–10,
342

Get An Account button, 301
Get More Gadgets Online

link, 58
gigabytes (GBs), 21
gigahertz (GHz), 20
graphics, 24, 179–180
graphics cards, 14
graphs, 9
greeting cards, 8–9

• H •
handles, 180
hard copies, 125
hard drives, 21, 363–365
hardware

central processing units
(CPUs), 11, 228

Internet connections and,
264

keyboards
connecting, 26
modifying settings,

74–75, 82–84
on-screen, 85–87
overview, 11–12
setting up, 43–44

mice
clicking, 30
connecting, 26
dragging, 30
overview, 12, 29
right-clicking, 30
scrolling, 30
settings, 31–32, 87–89

monitors, 11
attaching speakers to, 228
connecting, 26
cost of, 19
image quality, 18
optimizing for maximum

visibility, 89–91

overview, 11
resolution, 18, 41–43
size of, 18

overview, 7
peripherals, 12

Hardware and Sound
window, 31, 228

Hearts game, 250–252
Hearts Network dialog box,

250
help

Help system database
searching, 153–155
Table of Contents,

150–153
overview, 149–150
Remote Assistance,

160–164
Windows Communities,

155–158
Windows Help and How To

page, 158–160
Windows Vista Solution

Center, 164–166
Help and How To page,

158–160
Help and Support Center,

149, 153
history, browsing, 278,

285–287
History button

Internet Explorer, 286
Windows Defender, 358

hobbies, 9–10
Home Basic, Windows 

Vista, 15
home cells, 246
home inventories, 8–9
home pages, 270–272
Home Premium, Windows

Vista, 15
home project Web sites, 342
Home tab, 321
hotspots, 22, 263

Hover typing mode, 87
hyperlinks, 260–261

• I •
I Don’t Want to Join

Microsoft Spynet At This
Time radio button, 359

icons, arranging, 54–56
IDs tab, 321
IE. See Internet Explorer
Ignore All button

Spelling and Grammar
dialog box, 182–183

Windows Mail, 310
Ignore button, 310
Ignore Once button,

182–183
IM (instant messaging), 8,

256, 332–334
images. See also photos

editing software, 10
online sharing, 335
quality of, 18

IMAP server, 302
Inbox folder, 299, 304–306,

312
Include Message in Reply

check box, 315
Include Windows Online

Help and Support When
You Search for Help
check box, 160

Incoming E-mail Server Type
drop-down list, 304

Increase Indentation button,
319

Insert Horizontal Line
button, 319

Insert Picture dialog box,
179

Insert Table dialog box, 177
inserting

charts, 197–199
tables, 177–179
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Install the Printer Driver
screen, 127

Install Updates
Automatically setting,
351

installing
digital camera software, 212
printers, 126–129
scanners, 139–140
software, 12

instant messaging (IM), 8,
256, 332–334

interactive games, 10
Internet. See also e-mail;

Internet Explorer;
security, Internet; World
Wide Web

auctions, 17–18
banking, 201–202
blogs

access options, 339–340
creating, 339
designing appearance of,

340
interacting with blogging

community, 340
browsers

defined, 277
overview, 260
tabs, 269–270
viewing history, 285–287

buying music online,
238–239

chat, 200, 260, 337–339
connections

broadband, 22–23,
262–263

cable, 22–23, 263
dial-up, 22, 262
digital subscriber line

(DSL), 22–23, 262–263
overview, 21–22
setting up, 264–266
wireless, 22, 263–264

discussion boards,
337–339

e-mail accounts on
finding out about features,

301
provided by ISPs, 300
searching for providers,

301
signing up for, 301–302

financial advice, 199–200,
203–204

finding people with
common interests on,
342–343

games, 254–256
instant messaging (IM),

332–334
interactive games, 10
investing

advice, 203–204
fees, 203
overview, 202
protections, 203
retaining offline access,

203
types of, 203

overview, 259–261,
331–332

radio stations, 240–241
safety

account information,
273–274

junk e-mail, 274–275
sharing information,

272–273
software, 274

setting up home pages,
270–272

virtual worlds, 341
VoIP phone calls, 336–337
webcams

features, 335
purchasing, 334

resolution, 334–335
using, 335

Internet Explorer (IE)
Content Advisor, 295–298
defined, 260
deleting cookies, 368–370
downloading files,

289–290
Favorites list

adding Web site to,
282–284

organizing, 284–285
finding content on Web

pages, 280–282
navigating with, 266
overview, 277–278
podcasts, 291–293
printing Web pages,

290–291
privacy settings, 293–295
searching Web, 279–280
toolbar, 287–288
viewing browsing history,

285–287
Internet service providers

(ISPs)
defined, 262
e-mail accounts, 300–302

investing, online
advice, 203–204
fees, 203
overview, 11, 202
protections, 203
retaining offline access, 203
types of, 203

Invite Someone You Trust to
Help You link, 161

iPods
music, 227
podcasts, 292

ISPs. See Internet service
providers

Italic button, 319
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• J •
junk e-mail, 274–275
Junk folder, 274
Justify button, 319

• K •
Keyboard dialog box, 82
Keyboard Properties dialog

box, 43
keyboards

connecting, 26
modifying settings, 74–75,

82–84
on-screen, 85–87
overview, 11–12
setting up, 43–44

keystroke combinations, 86
keyword tags, 207

• L •
landscape prints, 143
laptop computers, 13–14,

228
launching programs, 64
LCD (liquid crystal display)

monitors, 18
left mouse button, 30
letters, 8–9
Levels tab, 229
Library tab, 207
links, 152, 261
liquid crystal display (LCD)

monitors, 18
List menu option, 104
Listen to Station link, 240
Live Hotmail, 299
Live Search engine, 279
local access numbers, 262
Local Folders item, 326
logging on to Windows,

28–29
Look In field, 172

• M •
Macintosh computers, 277
Magnifier window, 89, 91
Mail, Windows

address book, 320–322
customizing layout,

323–324
formatting, 318–320
forwarding, 315–316
managing accounts,

306–307
message folders, 325–328
opening, 305–306
overview, 304–305
reading, 312–314
replying to, 314–315
rules, 328–330
sending, 307–311
sending attachments,

311–312
setting up accounts on,

302–304
signatures, 316–318

Mail Attachment dialog box,
313

mail filters, 274
maintainance

defragmenting hard drives,
364–365

deleting cookies using
Internet Explorer,
368–370

freeing up disk space,
366–368

overview, 363
setting reminders for

maintenance tasks,
370–374

Make a Movie button, 207
Make Changes to Your User

Account window, 35
Make the Computer Easier to

See dialog box, 89

Make the Mouse Easier to
Use dialog box, 87

malware
in attachments, 314
types of, 349

The Manor virtual world site,
341

manual updates, 353
Margins tab, 184–185
Match Case option, 281
Match Whole Word Only

option, 281
Maximize button, 68, 209
MBs (megabytes), 21
McAfee antivirus program,

289, 349
Media Player

adding CDs/DVDs to,
231–233

burning to CDs/DVDs,
237–238

overview, 205–206
playing movies with,

209–211
playing music with,

233–234
playlists, 235–236

media software
overview, 206–208
Windows Media Player

adding CDs/DVDs to,
231–233

burning to CDs/DVDs,
237–238

overview, 205–206
playing movies with,

209–211
playing music with,

233–234
playlists, 235–236

Windows Movie Maker,
205, 208–209

Windows Photo Gallery,
206–208, 212–214
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megabytes (MBs), 21
megahertz (MHz), 21
memory, processor, 21
memory cards, 212
message folders

creating, 325–326
organizing messages in,

326–328
Message Rules dialog box,

329
messages. See also e-mail

brevity and, 308
sorting, 306

MHz (megahertz), 21
mice

clicking, 30
connecting, 26
dragging, 30
functions of, 30
overview, 12, 29
right-clicking, 30
scrolling, 30
settings, 31–32, 75, 87–89

microphones, 93–95, 335
Microsoft Customer Support

link, 164
Microsoft Excel, 188
Microsoft Hearts Network

dialog box, 250
Microsoft Live Hotmail, 299
Microsoft Office, 299
Microsoft Office button, 132
Microsoft Outlook, 299
Microsoft Passport, 157
Microsoft SpyNet, 358–359
Microsoft Windows Vista

desktop, 11
Microsoft Word, 11. See also

word processor program
Microsoft Works

spreadsheet program
AutoFormats, 192–193
calculations, 193–195
fill feature, 195–197

formatting numbers,
191–192

inserting charts, 197–199
online resources, 199–204
overview, 187
spreadsheets, 188–191

word processor program
checking spelling,

182–183
documents, 170–173,

185–186
graphics, 179–180
overview, 169–170
page setup, 183–185
resizing objects, 180–181
tables, 177–179
text, 170–171, 173–177

Minesweeper game, 248–250
Modify Schedule button,

365
monitors

attaching speakers to, 228
connecting, 26
cost of, 19
image quality, 18
optimizing for maximum

visibility, 89–91
overview, 11
resolution, 18, 41–43
size of, 18

motion detectors, 335
mouse

clicking, 30
connecting, 26
dragging, 30
functions of, 30
overview, 12, 29
right-clicking, 30
scrolling, 30
settings, 31–32, 75, 87–89

Mouse link, 31
Mouse Properties dialog box,

31–32, 88
Move Down button, 287

Move Up button, 287
Movie Maker, 205, 208–209
movies

overview, 10, 14, 205–206
Windows Media Player,

206, 209–211
Windows Movie Maker,

205, 208–209
Windows Photo Gallery,

206–208
moving files/folders, 102,

116–118
Mozilla Firefox, 260
MP3 format, 233
multimedia computers, 14
music

buying online, 238–239
controlling system volume,

230–231
music-sharing services, 238
online radio stations,

240–241
overview, 227
setting up speakers,

228–230
Windows Media Player

adding CDs/DVDs to,
231–233

burning to CDs/DVDs,
237–238

playing in, 233–234
playlists, 235–236

muting, 230
My Current Theme 

option, 79
My Pictures folders, 205
My Videos folders, 205

• N •
Name of the Rule text box,

329
Name tab, 320
navigation bars, 266
Navigation pane, 207, 215
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Network and Sharing Center
window, 264

Never Check for Updates
setting, 352

Never option, 296
New Chart dialog box, 197
New Folder button, 282–283
New Game Against

Computer option, 253
New Game Against Human

option, 253
New Game dialog box, 250
New Mail Rule dialog box,

328
New Tab button, 270
Next icon, 214
Next tool, 211
Norton Antivirus program,

289, 349
notebook computers, 13–14,

228
Notes tab, 321
Number of Copies field, 133
Number of Copies text box,

290

• O •
Office, Microsoft, 299
Offline Help button, 160
online auctions, 17–18
online broker fees, 203
online businesses, 272
online chat rooms, 200
online gaming, 244,

254–256, 342
Online Help button, 160
online investing. See

investing, online
Online Stores button,

238–239
on-screen keyboard, 85–87
Open dialog box, 172
Open Ratings System File

dialog box, 297

Open With command, 107
opening

documents
existing, 172–173
new, 170–171

files/folders, 102–104
Windows Mail, 305–306

Opera browser, 260
operating systems, 12–13, 15
optical drives, 20. See also

CDs; DVDs
Optimize Visual Display

link, 89
Options dialog box, 254
Organize button, 322
organizing photos, 216–219
Other Options tab, 185
Outbox folder, 304
Outlook, Microsoft, 299

• P •
Page Range section, 132
page setup, 133, 183–185
Pages option, 133
pan feature, 335
paper clip symbol, 312
Paper Size dropdown list,

143
Paper Size option, 130
Paper Source option, 130
Paragraph Style button, 318
Passport, Microsoft, 157
passwords

overview, 27–28
setting up, 33–35

Paste button, 173
pasting text, 173–174
Pause button, 211
pause sharing feature, 163
PC Tools Spyware Doctor,

350
PCs (personal computers).

See computers

Per Site Privacy Actions
dialog box, 293–294

peripherals, 12, 24
personal computers (PCs).

See computers
personal identifiers, 301–302
Personalization window, 42,

63, 76, 79
phishing, 273
Photo Gallery

Date Taken list, 216–217
media editing, 205
overview, 206–208
viewing photos in, 212–214

photos
adding tags to, 215–216
burning to CDs or DVDs,

224–225
editing software, 10
fixing, 221–223
graphics cards, 14
inserting in e-mails, 311
online sharing, 335
organizing by date,

216–219
overview, 10, 205–206
playing slide shows,

219–221
rating, 218–219
sharing, 273
uploading from digital

cameras, 212
Windows Media Player, 206
Windows Photo Gallery

overview, 206–208
viewing in, 212–214

Photoshop, 15
picture icons, 28
Picture Location drop-down

list, 76
Pictures folder, 100
Pin the Favorites Center

button, 283
pixels, 18, 40
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Play Slide Show button, 213,
219

Player window, 233
playlists, 235–236
Plug and Play device, 126,

139
podcasts, 278, 291–293
Pointer Options tab, 31
POP3 servers, 302
Pop-Up Blocker feature,

268–269
pop-up calendars, 217
pop-ups, 268, 294
ports, 12, 25–26, 127
Post button, 158
Power Button icon, 50
practice games, 255
predefined folders, 100
preinstalled software, 12
preset programs, 74
preset settings, 74
Preview Pane section, 324
Previous icon, 214
Previous tool, 211
price ranges. See costs
Print dialog box, 145, 185
Print icon, 153
Print Preview feature, 291
printer drivers, 125–126
Printer Port screen, 127
printers

default, 136–137
installing, 126–129
overview, 125–126
printing files, 132–134
removing, 138–139
setting preferences,

129–132
viewing installed, 134–136

printing
from camera, 212
documents, 185–186
files, 132–134

photos from digital
cameras, 212

Web pages, 290–291
Printing Preferences dialog

box, 131
Priority folders, 329
privacy settings, 293–295
Privacy tab, 295
private chat rooms, 339
processors, 20–21
product prices, 11
Profiles dialog box, 141
programs. See also software

closing, 69–71
launching, 64
overview, 12
starting, 64–66
switching between, 66–67

Properties dialog box, 217,
219

public wireless networks, 201
purchasing

computers
customized, 23–24
functions, 8–11
hardware, 11–12
Internet connections,

21–23
monitors, 18–19
optical drives, 20
overview, 7–24
price ranges, 16–18
processors, 20–21
software, 12–13
types of, 13–14
Windows versions, 15–16

webcams, 334

• Q •
Quality option, 130
Quick Launch bar, 47–48,

52–54, 64
Quick Scan option, 357
Quicken program, 12, 201

• R •
radio buttons, 30
Radio option, 240
radio stations, online,

240–241
RAM, 21
Rating Systems button, 297
Ratings category, 218–219
Ratings tab, 296
reading e-mail, 312–314
Ready to Burn Disc window,

225
real time conversations, 332
Recent Items from the Start

menu, 65
Recently Opened Files check

box, 107
recently used files, 106–107
Recycle Bin, 47–48, 56–57,

121
Redo tool, 221
Refresh button, 268
refurbished computers, 17
Remind Me to Run Disk

Cleanup option, 371
Remote Assistance, 150,

160–164
removable storage media,

100
Remove Your Password 

link, 35
removing printers, 138–139
Rename Playlist option, 236
renaming files/folders,

109–110
repair shops, 17
repeat rates, 83
Replace Sounds with Visual

Cues link, 92
Reply All button, 314
Reply button, 314
replying to e-mail, 314–315
research, online, 8
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Reset button, 287
resizing

objects, 180–181
windows, 68–69

resolution
monitor, 18
screen, 41–43
webcam, 334–335

Resolution slider, 42
Restart setting, 45
Restart This Game option,

250
Restore Default button, 63
Restore Down button, 68,

153
Restore This Item link, 57
right-clicking, 30
Rip window, 231–232
ripping CDs/DVDs, 231–233
Rotate Clockwise icon, 214
Rotate Counterclockwise

icon, 214
RSS Feeds, 287
Run On a Schedule check

box, 365
Run Speech Recognition at

Startup check box, 94

• S •
safety, Internet. See security,

Internet
Sample Videos folder, 208
Save As dialog box, 171, 290
Save As Type field, 172
Save dialog box, 71
Save In field, 171
Save Playlist As option, 236
Save Playlist button, 235
saving documents, 171–172
scams, 272–273
Scanner and Camera

Installation Wizard, 140

scanners
drivers for, 139
installing, 139–140
modifying settings,

141–142
overview, 125–126

Scanners and Camera dialog
box, 140

Screen Saver Settings dialog
box, 81

screen savers, 73–75, 81–82,
364

screens. See monitors
ScreenTips, 68
scrolling, 30
Search Bar, 323
search engines, 279
Search Help button, 153
Search History option, 287
Search Results page, 156
Search Results window, 110
Search text box, 280
Search This Site feature, 281
searching

Help system database,
153–155

online stores, 239
Web, 279–280

searching for files, 110–111
Second Life virtual world site,

341
Security and Privacy topic,

151
security, Internet

account information,
273–274

adware, 349
junk e-mail, 274–275
online games, 254
overview, 347–348
sharing information,

272–273
software, 274, 349–350

spyware, 349
viruses, 349
Windows Defender

running, 357–359
setting up to run

automatically, 359–361
Windows Firewall,

355–356
Windows Update

options, 351–352
running, 353–354

See What’s Printing button,
134

Select a Format list box, 177
Select a Pointer Speed 

slider, 31
Select Drives and Folders to

Scan dialog box, 357
Select Format Type list, 191
Select Printing Preferences

button, 143
Select Printing Preferences

link, 130
Select Scan Options dialog

box, 357
Select the Actions for Your

Rule check boxes, 328
Select the Conditions for

Your Rule check box, 328
Selection option, 133
semiconductor chips, 11
Send a file feature, 163
sending

attachments, 311–312
e-mail, 307–311
faxes, 145–147

Sent folder, 304
Separator item, 287
Server Timeout slider, 306
servers, 262
Set as Default button, 307
Set as Default Printer option,

129, 136
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Set Decimal Places field, 191
Set Up Filter Keys link, 83
Set Up Mouse Keys link, 83
Set Up Speech Recognition

dialog box, 94
setting up

computers
keyboards, 26, 43–44
logging on to Windows,

28–29
mice, 26, 29–32
monitors, 26, 41–43
overview, 25–26
passwords, 27–28, 33–35
setting date and time,

39–41
turning off, 45–46
turning on, 28–29
user accounts, 27–28,

35–39
fax machines, 143–145
home pages, 270–272
Internet connections,

264–266
Internet-based e-mail

accounts
finding out about features,

301
provided by ISPs, 300
searching for providers,

301
signing up for, 301–302

screen savers, 81–82
speakers, 228–230
Speech Recognition, 93–96
Windows Mail accounts,

302–304
Settings slider, 293
Shockwave Player, 254
shopping, 11
shortcuts, 62–64
shouting, 308
Show Border check box, 197
Show Desktop button, 53

Show Grid check box, 197
Show Valid Moves check

box, 253
shuffle feature, 233
Shuffle List Now option, 236
Shut Down setting, 45
Sidebar, 49, 58–60, 200
Sidebar Is Always on Top of

Other Windows check
box, 58

Sign Up button, 301
signatures, e-mail, 316–318
Skipped Items, 236
Skype, 336
Sleep option, 45
Slide Show Speed option,

219
slide shows, 219–221
sliders, 229
snail mail, 308
software. See also programs

defined, 7
digital camera, 212
functions of, 12
installing, 12, 212
for Internet safety, 274
media

Windows Media Player,
206, 209–211, 231–238

Windows Movie Maker,
205, 208–209

Windows Photo Gallery,
206–208, 212–214

preinstalled, 12
uninstalling, 12
utilities, 13

Solitaire game, 12, 244–246
Solution Center, 164–166
sort methods, 286
Sort option, 236
sound, adjusting volume of,

92, 210, 230–231
sound cards, 14, 24
sounds, replacing with visual

cues, 91–93

Source, Size & Orientation
tab, 184

speaker icon, 230
speakers, 228–230
Speakers item, 228
Speakers Properties dialog

box, 230
Speakers slider, 229
Speech Recognition, 75
Speech Recognition control

panel, 94
Speech Recognition feature,

74, 93–96
Speech Recognition Options

link, 96
speed

Internet connection, 263
processor, 20–21

spell checking feature,
182–183, 310

Spelling and Grammar
dialog box, 182

spinner arrows, 184
spooling, document, 143
sports, 9–10
spreadsheets

AutoFormats, 192–193
calculations, 193–195
entering text, 189–191
example of, 9
fill feature, 195–197
formatting numbers,

191–192
inserting charts, 197–199
opening, 189–191
overview, 187–189

SpyNet, 358–359
spyware, 13, 347, 349,

350–351
Spyware Doctor, 350
Start Burn button, 238
Start Menu, 47, 50–52, 112
Start Menu Properties dialog

box, 51, 106
Start Menu tab, 113
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Start On-Screen Keyboard
link, 85

Start Rip button, 231–232
Start Speech Recognition

link, 96
Start Tutorial button, 94
starting programs, 64–66
startup programs, 27
stationery option, 308
Status Bar, 324
Status column, 238
Stop button, 211
stop sharing feature, 163
storage capacity, 21
strategy games, 243
streaming, 240
subfolders, 101
Supervisor Can Type a

Password to Allow
Viewers to View
Restricted Content check
box, 296

support organization Web
sites, 342

swapping music, 238
Switch Primary and

Secondary Buttons
feature, 88

Switch User button, 28
switching between programs,

66–67
synchronous interaction,

337–338
System Properties dialog

box, 163
System Restore feature, 367
System Tray, 230
Systems Properties dialog

box, 161

• T •
Tab key, 67
Table of Contents, Help,

150–151

tables, inserting, 177–179
tabs, browser, 269–270
tags, 207, 215–216
Tags list, 215
Take Speech Tutorials 

link, 96
Task Bar notification area,

139
Task Scheduler, 370
Task Trigger window, 371
taskbar, 48, 67
Taskbar and Start Menu

Properties dialog box, 51
TBs (terabytes), 21
temporary files/folders

deleting, 363
downloading to, 289

terabytes (TBs), 21
Test button, 230
text

copying, 173–174
cutting, 173–174
editing, 170–171
entering, 170–171
formatting, 174–177
pasting, 173–174

text links, 261
text messaging, 256
.theme extension, 79
Theme Settings dialog box,

79, 80
themes, 74, 79–80
threads, 337–338
thumbnails, 104
Tile option, 78
Tiles menu option, 104
tilt feature, 335
time, setting, 39–41
timed out connections, 306
tip icons, 2
To field, 314
Toggle Keys feature, 83
Toolbar, 287, 324
tools, 287

towers, computer, 12
tracks

choosing, 234
skipping, 236

tricks, 251
troubleshooting features,

149
Turn on Filter Keys check

box, 83
Turn on Magnifier check

box, 89
Turn on Mouse Keys check

box, 82, 87
Turn on Sticky Keys check

box, 83
Turn on Text Captions for

Spoken Dialog (When
Available) check box, 92

Turn on Visual Notifications
for Sounds (Sound
Sentry) check box, 92

Turn Shuffle On button, 233
turning computers off,

45–46
turning computers on,

28–29
tutorials, 255
Type a Printer Name screen,

129
Typing Mode or Font a

dialog box, 86

• U •
Underline button, 319
Underline drop-down list,

176
Underline Keyboard

Shortcuts and Access
Keys check box, 83

Undo feature, 221, 223
Uninstall button, 96, 98
Uninstall/Change button, 96
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uninstalling software, 12–13,
96–98

unopened envelope icon,
312

updates
antivirus programs, 350
computer security and, 348
Windows Update

options, 351–352
running, 353–354

uploading
defined, 10
photos from digital

cameras, 212
USB flash drives

backing up files/folders on,
121–122

overview, 100
viewing contents of, 121

USB ports, 26, 212
USB sticks. See USB flash

drives
Use an Existing Port field,

127
Use Blank option, 271
Use Current option, 270
Use Default option, 271
Use E-Mail to Send an

Invitation link, 162
Use Text or Visual

Alternatives for Sounds
dialog box, 92

used computers, 17
user accounts

changing pictures, 39
overview, 27–28
setting up, 35–37
switching, 37–38

User Accounts and Family
Safety window, 35

usernames, 301
Using Windows Firewall

setting, 152
utilities, 13

• V •
videos, 10, 14. See also

movies
View Reference Sheet 

button, 94
viewing

browsing history, 285–287
contents of DVDs, 122
contents of USB flash

drives, 121
installed printers, 134–136
photos in Windows Photo

Gallery, 212–214
Views, file/folder, 104–105
Views Bar, 324
Views menu, 104
virtual conversations, 332
virtual worlds, 341
viruses, 238, 347, 349
Vista. See Windows Vista
Vista Home Basic, 15
Vista Home Premium, 15
Vista Solution Center,

164–166
visual cues, replacing sounds

with, 91–93
visual elements, 14
Voice over Internet Phone

(VoIP), 8, 336–337
volume, adjusting, 92, 210,

230–231
volume sliders, 230
Vonage, 336

• W •
Wallpapers, 76
Web. See World Wide Web
Web logs. See blogs
Web pages, 260
Web sites

adding to Favorites list,
282–284

defined, 260
FDIC, 201
navigation bars on, 266
popular, 342

webcams
features, 335
overview, 8
purchasing, 334
resolution, 334–335
using, 335

Where the Subject Line
Contains Specific Words
option, 328

Window Layout properties
dialog box, 325

windows, resizing, 68–69
Windows

customizing
desktop, 76–80
keyboard settings, 82–87
mouse settings, 87–89
overview, 73–76
replacing sounds with

visual cues, 91–93
screen savers, 81–82
screen visibility, 89–91
Speech Recognition,

93–96
uninstalling applications,

96–98
desktop

arranging icons on, 54–56
backgrounds, 73, 76–79
closing programs, 69–71
configuration and user

accounts, 27
overview, 47–50
Quick Launch bar, 52–54
Recycle Bin, 56–57
resizing windows, 68–69
shortcuts, 62–64
Sidebar, 58–60
Start Menu, 50–52
starting programs, 64–66
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switching between
programs, 66–67

themes, 79–80
Windows Explorer, 60–62

logging on to, 28–29
maintaining

defragmenting hard
drives, 364–365

deleting cookies, 368–370
freeing up disk space,

366–368
overview, 363
setting reminders for

maintenance tasks,
370–374

security
adware, 349
overview, 347–348
software, 349–350
spyware, 349
viruses, 349
Windows Defender,

357–361
Windows Firewall,

355–356
Windows tools for,

350–351
Windows Update,

351–354
setting up passwords,

33–35
Windows Classic option, 79
Windows Communities,

149, 155–158, 164
Windows Defender

running, 357–359
setting up to run

automatically, 359–361
Windows XP, 16

Windows DVD Maker dialog
box, 224

Windows Explorer
finding files/folders with,

60–62, 102–104

using to upload digital
photos, 212

Windows Explorer window,
50, 60

Windows Firewall, 151,
355–356

Windows Help and How To
page, 158–160

Windows Live Messenger,
332

Windows Live Search, 279
Windows Mail. See also

e-mail
address book, 320–322
customizing layout,

323–324
formatting, 318–320
forwarding, 315–316
managing accounts,

306–307
message folders, 325–328
opening, 305–306
overview, 299, 304–305
reading, 312–314
replying to, 314–315
rules, 328–330
sending, 307–311
sending attachments,

311–312
setting up accounts on,

302–304
signatures, 316–318

Windows Media Audio
format, 232

Windows Media Audio
Lossless format, 232

Windows Media Center, 15
Windows Media Player

adding CDs/DVDs to,
231–233

burning to CDs/DVDs,
237–238

overview, 205–206
playing movies with,

209–211

playing music in, 233–234
playlists, 235–236

Windows Movie Maker, 205,
208–209

Windows NetMeeting
program, 335

Windows Online Help and
Support, 160

Windows Online Help icon,
158

Windows Photo Gallery
Date Taken list, 216–217
media editing, 205
overview, 206–208
viewing photos in, 212–214

Windows Remote Assistance,
161, 163

Windows Sample Videos
folder, 208

Windows Sidebar Properties
dialog box, 58

Windows Update
options, 351–352
running, 353–354

Windows Vista
color scheme, 89
desktop, 55
media tools, 205
security features, 348
steps to customize, 73
versions of, 15

Windows Vista Discussion
Groups page, 155

Windows Vista Home
Basic, 15

Windows Vista Home
Premium, 15

Windows Vista option, 79
Windows Vista Solution

Center, 164–166
Windows Vista Welcome

screen, 28
Windows XP, 16
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wireless Internet
connections, 22,
263–264

Wireless Wide Area Networks
(WWANs), 22

Word, Microsoft, 11. See also
word processor program

word processor program
checking spelling, 182–183
documents

opening existing,
172–173

opening new, 170–171
printing, 185–186
saving, 171–172

graphics, 179–180
overview, 169–170
page setup, 183–185
resizing objects, 180–181
tables, 177–179
text

copying, 173–174
cutting, 173–174
editing, 170–171
entering, 170–171
formatting, 174–177
pasting, 173–174

Work tab, 321
Works, Microsoft. See

Microsoft Works
World Wide Web. See also

Internet
changing privacy settings,

293–295
customizing Internet

Explorer toolbar,
287–288

defined, 260
downloading files,

289–290
enabling Content Advisor,

295–298
Favorites list

adding sites to, 282–284
organizing, 284–285

finding content, 280–282
navigating, 266–269
playing podcasts, 291–293
printing pages, 290–291
searching, 279–280
viewing browsing history,

285–287
wraps, 170
writable CDs, 224

writable DVDs, 20, 224
WWANs (Wireless Wide Area

Networks), 22

• X •
XP, Windows, 16

• Y •
Yahoo!

e-mail accounts, 299
instant messaging, 332

Yes, Burn These Files to
Another Disc check box,
225

Your Profile link, 157
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