
Symbols and Numerics
* (asterisk) character, 118, 211
\ (backslash) character, 139
? (question mark) character, 118
802.11 standard, 211

A
A drive

copying file to, 97
description of, 92

Accelerated Graphics Port (AGP), 211
accelerator key, 190
accessing

floppy disk, 99
Internet, 19–20
menus with keyboard, 190
Public folder, 173
shared folder, 162
wireless network, 163

Accessories submenu (All Programs
menu), 65

account folder, 62–63
ad hoc network connection, 163, 211
A/D port, 27
Add Hardware icon (Windows), 34–35
Address bar (Windows Explorer)

description of, 126, 128–129
pathname, 120

Address toolbar, 83
Advanced Search panel, 110
AGP (Accelerated Graphics Port), 211
AGP expansion slot, 16, 37
air mouse, 208
air vent

back of console, 6, 7
front of console, 4, 5

All Programs menu (Windows), 47, 64–68,
211

all-in-one printer, 159
Alt key, 190, 193, 211
Alt+F4 (close program), 122, 191
Alt+spacebar, C (Close), 191
Alt+spacebar (Control menu), 191
Alt+spacebar, M (Move), 191
Alt+spacebar, N (Minimize), 191
Alt+spacebar, R (Restore), 191
Alt+spacebar, S (Size), 191
Alt+spacebar, X (Maximize), 191
animated mouse pointer, using, 207
Any key, 190–191
application. See also software

automatically starting, 66
closing, 65, 122

defined, 211
desktop shortcut to, creating, 66
pinning to Start menu, 67
putting on Quick Launch bar, 67
running, 64
starting, 65, 66

Application key, 200
Apply button, 211
arrow keys, 211
asterisk (*) character, 118, 211
audio, 24–25
Auto-hide feature, 82
automatically starting program, 66
AutoPlay, 87–88

B
B drive, 92
Back button, 129
back of console, 6–7
background, 211
backslash (\) character, 139
Backspace key, 211
ball mouse, 208
BMP file, 105
bold, 211
boot, 211
boot disk, 211
Break key, 192
broadband, 211
bug, 211
burn, 212
Burn a Disc dialog box, 186
Burn button, 130, 187
burning CD, 180–182
buttons. See also specific buttons

on console, 4–5
defined, 212
on mouse, 204
on printer, 154

buying
memory, 42–43
paper for printer, 151–152

byte, 88, 212

C
C drive, 92, 99
cable modem, 212
cables. See also connector; ports

description of, 4, 212
networking, 24, 29, 167
power, 29
printer, 142

camera, digital
connecting, 25
description of, 18

Cancel button, 212
canceling print job, 158–159
Caps Lock key, 194
card reader, inserting media into, 100
case. See console
Cat-5 cable, 24, 167
Category view (Control Panel), 69, 70
CD

description of, 183
destroying, 182
ejecting, 95
erasing, 185
formats, 182–183
inserting, 100
installing software from, 45
musical, creating, 180–182
playing, 91
writing to, 185–188

CD icon, 92
CD-R, 90–91, 184, 212
CD-ROM recordable drive, 180
CD-ROM/DVD drive

description of, 4, 15, 180, 212
location of, 5, 14
storage, 89–90, 101

CD-RW, 91, 184, 212
Celeron, 212
central processing unit (CPU), 12, 212
Change Drive Letter or Path dialog box, 94
Change settings for the plan: Balanced

window, 57
changing

double-click rate, 203
drive letter, 93–94
folder icon, 136
look of Start menu, 78
Power button function, 50–51
speed of mouse pointer, 206
text, 198

character, 212
child folder, 212
chipset, 14, 15, 212
Classic view (Control Panel), 34, 69–70
clear, 212
clicking with mouse, 202
Clipboard, 212
Close command, 191
closing

defined, 212
document, 121–122
program, 65, 122

COM port
connecting to, 31
description of, 8, 10
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commands
Close, 191
Control Panel, 69, 71
Copy to Folder, 113
Cut, 113
to edit, change, or modify text, 198
Lock, 54
Maximize, 191
Minimize, 191
Move, 191
Paste, 113
Paste Shortcut, 114
Print, 155–156
Print Preview, 154–155
Restore, 191
Save As, 109
Select All, 122
Shut Down, 51, 54
Size, 191
Sleep, 56
Undo, 118
Uninstall, 47
Unpin from Start Menu, 79

CompactFlash memory reader, 25
compressed folder, 131–133, 212
Computer icon (Windows), 68. 212
Computer window (Windows), 68–69
configuring

network, 167
Windows Vista for network discovery, 162

connecting to network, 166–167
connector

audio, 24–25
on console, 4, 5
defined, 212
digital camera, 25
digital media player, 26
IEEE 1394 port, 26–27
I/O symbols for, 10–11
joystick port, 27
keyboard, 27
mini-DIN, 24–25
mini-IEEE, 26
modem, external, 28
monitor, 28
mouse, 28, 203–204
optical audio, 29
power, 6, 7, 11, 29
printer, 30
scanner, 31
speaker, 31
S-Video, 30
USB port, 31–32
wireless device, 32

console
back of, 6–7
description of, 2, 3, 212
front of, 4–6
inside of, 14–17
I/O panel, 7–9
opening, 17, 35

Contacts folder, 63, 136

Control menu, 191
control panel for printer, 154
Control Panel (Windows)

Add Hardware icon, 34–35
AutoPlay options, 87–88
Classic view, 34, 69–70
defined, 213
Folder Options, 133–136
Game Controllers, 36
Keyboard icon, 199–200
Mouse, 203
Network and Sharing Center, 166, 167–168,

171, 177
overview of, 69–71
Personalization, 71
Phone and Modem Options, 36
Power Options, 56
Printers icon, 176
Programs and Features, 47
System icon, 172
User Accounts, 77

controlling window with keyboard, 191
Copy to Folder command, 113
copying file

to Drive A, 97
to Live File System disc, 187
overview of, 112–113

copying folder, 138
CPU (central processing unit), 12, 212
CRT monitor, 213
crucial.com Web site, 42
Ctrl key

description of, 194, 213
selecting, 122
waking computer with, 57

Ctrl+A (Select All), 122
Ctrl+C (Copy), 113
Ctrl+click, 122, 123, 202
Ctrl+Esc (Start menu), 77
Ctrl+P (Print), 155
Ctrl+S (Save), 121
Ctrl+V (Paste), 113
Ctrl+W (Close), 122
Ctrl+X (Cut), 113
cursor, 213
cursor keys, 213
cursor-control key, 193
Customize Notification Icons dialog box,

74, 75
Customize Start Menu dialog box, 78, 79
customizing

Details view (Windows Explorer), 107
mouse pointer, 206–208
notification area, 73–75
Start menu, 78–79

Cut command, 113

D
D drive, 93
daisy-chaining, 26
data, 104, 213

dead keys, 192
decompressing file, 133
default, 213
default printer, choosing, 146–147
Define power buttons and turn on

password protection window, 50
delay rate, 213
deleting. See also removing

defined, 213
file, 75–76, 114–115
file from recordable disc, 187
folder, 138
shortcut icon, 101
software manually, 47

deselecting icon from group, 123
desktop, 213
desktop computer, 13
Desktop folder, 63, 136
desktop interface, 19, 71–72
desktop shortcut, creating

to drive, 100–101
to file, 114
to program, 66

destroying disc, 182
Details pane (Windows Explorer),

106, 128
Details view (Windows Explorer), 107
digital camera

connecting, 25
description of, 18

digital media player
connecting, 26
description of, 18

digital video port, 10
DIMM (Dual In-line Memory Module)

description of, 15, 213
installing memory, 40, 41

directory. See folder
disabling AutoPlay, 87
disc. See CD; DVD
disk drive

letters for, 92–94
mapping folder to, 164–165

disk drive cage, 14, 15
disk storage, 86–87
display, 213
displaying. See also hiding

filename extension, 117
folder in Windows Explorer, 127
notification area icon, 75
Quick Launch bar, 83–84
thumbnail preview window, 80

DLL file, 105
document, closing, 121–122
Documents folder, 63, 137, 213
door, secret, on console, 4, 5
dot-matrix printer, 159
double-click rate, changing, 203
double-clicking with mouse, 202, 213
downloading and installing software,

45–46
Downloads folder, 63, 137
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dragging
defined, 213
file, 113–114
with mouse, 202

drive. See CD-ROM/DVD drive; disk drive;
flash drive; floppy drive; hard drive

drive icon, 91–92
drive letter

changing, 93–94
overview of, 92–93

driver, 213
DSL modem, 213
Dual In-line Memory Module (DIMM)

description of, 15, 213
installing memory, 40, 41

duplicating file, 113
DVD

description of, 183, 213
destroying, 182
ejecting, 95
erasing, 185
formats, 182–183
inserting, 100
installing software from, 45
playing, 91
writing to, 185–188

DVD combo or super drive, 180
DVD DL, 183
DVD drive. See CD-ROM/DVD drive
DVD drive icon, 92
DVD recordable, 214
DVD+R, 91, 184
DVD-R, 91, 184
DVD-RAM, 91, 184
DVD+RW, 91, 184
DVD-RW, 91, 184

E
editing text, 198
802.11 standard, 211
eject, 214
eject symbol, 100
ejecting removable disk, 94–95
e-mail, 20
Email button, 130
Enter key, 191, 200, 214
envelope, printing, 147–149
erase, 214
erasing RW disc, 185
error message, 214
Esc key, 190, 200
Ethernet, 214
Ethernet adapter, 162
Ethernet port, 9, 10
EXE file, 45, 105
expansion card

adding hardware, 17
description of, 6, 7, 214
inserting, 36–39
location of, 15–16

expansion slot
description of, 6, 7, 214
location of, 14, 15–16

Explore button, 131
external dialup modem, adding, 36
external expansion, 17–18
Extract All Files button, 131
extracting file, 133

F
F Lock key, 194
F1 key (Help), 192
F2 key (Rename), 118
F3 key (Search window), 110
F10 key (show hidden menu), 190
fan, 6, 7, 14
favorite folders, 129
Favorites folder, 63, 137
file. See also folder

adding to compressed folder, 132
attributes of, 104–105
copying, 112–113
copying to Drive A, 97
creating, 109
defined, 214
deleting, 114–115
duplicating, 113
extracting or decompressing, 133
finding lost, 109–112
hidden, 134
icons, 21, 22, 104–105
making compressed folder from, 132
managing, 112–116
moving, 113–114
naming and renaming, 117–118
opening, 87, 119
operating system, 19
organizing, 22
overview of, 20–21, 104
pathnames, 119–120
Properties dialog box, 107–108
recovering previous version of, 115–116
saving, 121–122
selecting icons, 122–123
shortcut to, creating, 114
transferring, 20
types of, 105
undeleting, 115
Windows Explorer, 106–107
working with, in Windows, 21–22
writing to disc, 185–188
Zip, 46, 131

file sharing, 168
file type, 104, 112
filename

description of, 21, 104
elements of, 117

filename extension, 104, 117
finding lost file, 109–112
FireWire, 27

fixed disk, 99, 214
flash drive

ejecting, 95
storing files on, 86, 101

floating palette window, 84
floppy disk

care and use of, 98
copying file to, 97
description of, 96, 214
ejecting, 94
formatting, 96
inserting, 99

floppy drive
description of, 4, 5, 95–96, 214
icon for, 91
letter for, 92
location of, 14, 15
storing files on, 101
uses of, 97

FN (function) key, 192, 200, 214
folder. See also file

compressed (Zip), 131–133
creating, 138
description of, 22, 126, 214
managing, 137–138
modifying with template, 134–135
pre-created, 136–137
root, 138–139, 175
shared, accessing, 162
shared, adding to disk system, 164–165
sharing, 175–176, 177
subfolder, 139
terminology for, 133–134
unsharing, 176
Windows Explorer, 126–131
Zip, 131–133

Folder Options (Control Panel), 133–136
font, 214
footprint, 13
forcing computer off, 51–52
Format dialog box, 96, 97
format of CD or DVD, 182–183
formatting floppy disk, 96
Forward button, 129
FreeCell, 203
front I/O, 14
front of console, 4–6
full pathname, 120
function (FN) key, 192, 200, 214

G
Game Controllers (Control Panel), 36
Games submenu (All Programs menu), 65
General tab (Folder Options dialog box),

134
gigabyte (GB, G), 88, 214
glitch, 214
Gookin, Dan (Troubleshooting Your PC For

Dummies), 55, 57
graphics, 214
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H
handle of toolbar, 84
hard copy, 214
hard disk, 98, 214
hard drive

description of, 98–99, 214
icon for, 92
letters for, 92–93
location of, 14, 15
setting timeout for, 57
storing files on, 21, 101

Hard drive light, 5
hardware

adding, 17–18, 35–36
defined, 214
networking, 162
operating system, 19
overview of, 2–4, 12

headphone jack, 9, 11
Help key, 192
Help system, 214
Hibernation option, 52
hidden file, 134
hiding. See also displaying

filename extension, 117
notification area icon, 75

history of PC, 11–12
HTM or HTML file, 105

I
IBM, 11–12
icon

Add Hardware, 34–35
adding picture to folder, 135
Back button, 129
CD, 92
changing folder, 136
Computer, 68
defined, 214
deselecting from group, 123
drive, 91–92
DVD drive, 92
file, 21, 22, 104–105
floppy drive, 91
folder, 126
Forward button, 129
hard drive, 92
lassoing group of, 123
Mouse, 203
Network, 72
Network and Sharing Center, 171
network drive, 92
networking, 166
notification area, 73, 74–75
padlock, 54
pin-on area of Start menu, 79
Printers, 176
Quick Launch bar, 84

range of, selecting, 123
Refresh button, 129
removable drive, 92
Safely Remove Hardware, 44
selecting, 122–123
sharing buddies, 92, 176
shortcut, appearance of, 114
shortcut, deleting, 101
System, 172

IEEE 1394 port
connecting to, 26–27
description of, 9, 10

impact printer, 159
Industry Standard Architecture (ISA)

expansion slot, 16, 37, 38, 215
infrared mouse, 209
infrared port, 6, 10
initializing recordable or rewritable disc,

185–186
ink cartridge, 215
ink for printer, 150, 151
inkjet printer, 160, 215
input, 3
input and output (I/O), 215
inserting

expansion card, 36–39
removable disk, 99–100

insertion pointer, 215
installing

memory, 40–43
software, 44–46

internal expansion, 17
internal modem, 28
Internet, 19–20
Internet Protocol (IP), 215
Internet service provider (ISP), 20
I/O (input and output), 215
I/O panel, 7–9
I/O symbol table, 10–11
IP address, 170–171, 215
IP (Internet Protocol), 215
iPod, 26
ISA (Industry Standard Architecture)

expansion slot, 16, 37, 38, 215
ISP (Internet service provider), 20
italic, 215

J
jack, 215
joining workgroup, 177–178
joystick, non-USB, adding, 36
joystick port

connecting to, 27
description of, 9, 10

K
KB, K (Kilobyte), 88, 215
key, 215

key word, searching on, 112
keyboard. See also keys

accessing menus with, 190
commands to edit, change, or modify text,

198
connecting, 27
controlling window with, 191
description of, 3, 215
layout of, 192
lock keys, 194
names for symbols on, 199
numeric keypad, 193
shift keys, 193–194
special keys, 200
types of, 197–198

keyboard connector, 8, 10
Keyboard icon (Control Panel), 199–200
keyboard shortcut, 190, 195–197, 215
keys

accelerator, 190
Alt, 190, 193
Any, 190–191
Application, 200
arrow, 211
Backspace, 211
Break, 192
Caps Lock, 194
Ctrl, 57, 122, 194
cursor-control, 193
dead, 192
definition of, 215
Enter, 191, 200
Esc, 190, 200
F Lock, 194
F1 (Help), 192
F2 (Rename), 118
F3 (Search window), 110
F10 (show hidden menu), 190
FN, 192, 200
Help, 192
lock, 194
modifier, 194
Num Lock, 194
Pause, 192
Print Screen, 200
Scroll Lock, 194
Shift key, 194, 218
Shift keys, three sets of, 193–194
SysRq, 192
Tab, 200
typewriter, 192
Win, 77, 194, 200

Kilobyte (KB, K), 88, 215

L
labeling

CD, 182
floppy disk, 98

Landscape mode, 215
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laptop computer, 13, 215
laser printer, 160, 215
lassoing group of icons, 123
LCD monitor, 215
left-handed mouse, 205
lights

on console, 4–5
on printer, 154

Line In jack, 9, 10, 25
Line Out jack, 25
Links folder, 63, 129, 137
Live File System, 182, 187, 215
loading set of mouse pointers, 207
Lock command, 54
lock keys, 194
locking taskbar, 80
logging on and off, 52–54
logical hard drive, 99
login, 52–53
lost file, finding, 109–112
LPT1 port, 30

M
MAC address, 171, 215
magnet and floppy disk, 98
mainframe system, 11
managing. See also organizing

files, 112–116
folders, 137–138

Map Network Drive button, 131
Map Network Drive dialog box, 164
mapping

defined, 215
folder to disk drive, 164–165
mouse button to key combination, 204

Mastered disc format, 182–183, 187–188,
216

mathematical symbols, 193
Maximize button, 216
Maximize command, 191
mechanical mouse, 208
media card

ejecting, 95
inserting into card reader, 100
storing files on, 86, 101

media player, digital
connecting, 26
description of, 18

media sharing, 169
megabyte (MB, M), 88, 216
memory

buying, 42–43
defined, 216
files, 21
installing, 40–43
quantity of, 16
RAM banks, 14, 15
removing, 43
selling, 43
as temporary, 86

memory bank, 40
memory card, 25
menu, accessing with keyboard, 190, 216
Menu bar (Windows Explorer), 128
microcomputer, 11
microphone jack

connection to, 27
description of, 9
symbol for, 10

microprocessor
description of, 12, 15, 216
location of, 14
name and power of, 16

Minesweeper, 203
mini-DIN connector, 24–25
mini-IEEE connector, 26
Minimize button, 216
Minimize command, 191
minitower PC, 13, 216
models of PCs, 13–14
modem

accessing Internet, 20
connecting, 28
defined, 216
external dialup, adding, 36
types of, 213

modem jack, 9, 10
modifier key, 194
modifying text, 198
monitor

connecting, 28
description of, 3, 216

monitor connector, 10
motherboard, 12, 14, 15, 216
mount, 216
mouse

basic activities of, 202–203
buttons on, 204
connecting, 28, 203–204
description of, 3, 216
double-click rate, changing, 203
left-handed, 205
pointer features, activating, 204–205
types of, 208–209

mouse connector, 8, 10
mouse pad, 206
mouse pointer, 206–208, 216
Move command, 191
Move to Folder window, 114
moving

file, 113–114
folder, 138
taskbar, 81
toolbar, 84

MP3 file, 105
multiple copies, printing, 156
Music CD, CD-R sold as, 184
Music folder, 63, 137
musical CD, creating, 180–182

N
naming file, 117–118
Navigation pane (Windows Explorer), 128,

129
network

connecting to, 166–167
defined, 216
peer-to-peer, 177

Network and Sharing Center (Windows)
checking network connection, 166
options, 167–169
Show Me All the Shared Network Folders on

This Computer, 177
View Status link, 171

network connection
ad hoc, 163
checking, 165–166
repairing, 174

Network Connections window, 169
network discovery

configuring Windows Vista for, 162
description of, 168

network drive icon, 92
network drive letter, 93
Network icon (Windows), 72
network interface card (NIC), 162, 166, 216
network name, 172
network path, 120
network printer

adding, 145
connecting, 142–143

Network window, 166, 169–170
networking

accessing shared folder, 162
defined, 216
IP address, 170–171
MAC address, 171
overview of, 162
Public folder, 173–174
shared folder, adding to disk system,

164–165
workgroup, 177–178

networking cable, 24, 29
networking icon, 166
NIC (network interface card), 162, 166, 216
notebook computer, 13
Notepad, 216
notification area

customizing, 73–75
defined, 216
Safely Remove Hardware icon, 44

Num Lock key, 194
numeric keypad, 193, 216

O
On switch for printer, 143
online, 216
Open button, 131
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Open Control Panel button, 131
opening

defined, 217
file, 87, 119
PC, 17, 35
Windows Explorer, 126

operating system, 12, 18–19, 217. See
also Windows operating system

optical audio, 29
optical mouse, 208
organizing

All Programs menu, 68
files, 22

output, 3

P
padlock icon, 54
Page Setup dialog box, 147–148
paper for printer, 151–153
parent folder, 139, 217
partial pathname, 120
password-protected sharing, 168–169
Paste command, 113
Paste Shortcut command, 114
pathname, 119–120, 128, 217
Pause key, 192
PC (personal computer), 217
PCI expansion slot, 16, 37, 38
PCI (Peripheral Component Interconnect),

217
PCI-Express expansion slot, 16, 217
PCI-X expansion slot, 16, 217
PDF file, 105
peer-to-peer network, 177, 217
Pentium, 217
peripherals, 2, 4. See also printer
Personalization (Control Panel), 71
Phone and Modem Options (Control

Panel), 36
phone jack, 9
picture, adding to folder icon, 135
Pictures folder, 63, 137
pinning program to Start menu, 67
pin-on area of Start menu, 77, 79
placement of printer, 142
playing CD or DVD, 91
playlist, 181
pointer

insertion, 215
mouse, 206–208

Pointer Trails option (mouse), 205
pointing with mouse, 202
Portrait mode, 217
ports

A/D, 27
COM, 8, 10, 31
digital video, 10
Ethernet, 9, 10
IEEE 1394, 9, 10, 26–27
infrared, 6, 10

joystick, 9, 10, 27
LPT1, 30
overview of, 8–9
printer, 9, 11
RJ-45, 9, 10, 29, 167
serial, 8, 10, 31
SPDIF in/out, 9, 11
S-Video out, 9, 11
USB, 8, 11, 18, 31–32

Power button
changing function of, 50–51
description of, 4, 5, 217

power cable, 29
Power connector, 6, 7, 11
Power light, 5
Power Options (Control Panel), 56
power strip, 58, 217
power supply, 14, 15
powered hub, 32
Preview pane (Windows Explorer), 106,

128
Previous Versions feature, 115–116
Print button, 131
Print command, 155–156
Print dialog box, 155, 156
Print Preview command, 154–155
Print Screen key, 200
printer. See also printing

adding, 142–143, 146
choosing, 156
connecting, 30
control panel for, 154
default, setting, 146–147
description of, 3, 217
forcing Windows to recognize, 144–145
ink and toner for, 150–151
network, adding, 145–146
paper for, 151–153
placement of, 142
setting up, 143–144
sharing, 168, 176
stopping, 158–159
turning on and off, 159
types of, 159–160
uninstalling, 160
unsharing, 177

printer port, 9, 11
printing. See also printer

envelopes, 147–149
multiple copies, 156
screen, 157
single page or range of pages, 156–157
test page, 157–158

program. See also software
automatically starting, 66
closing, 65, 122
desktop shortcut to, creating, 66
pinning to Start menu, 67
putting on Quick Launch bar, 67
running, 64
starting, 65, 66

Programs and Features (Control Panel), 47
Properties dialog box

files, 107–108
Previous Versions tab, 116

Public folder, 168, 173–174, 217

Q
question mark (?) character, 118
Quick Launch bar

displaying, 83–84
putting program on, 67

quitting Windows, 54–55, 58–59

R
radio frequency mouse, 209
RAM

banks, 14, 15
defined, 217
files, 21
quantity of, 16

range of icons, selecting, 123
range of pages, printing, 156–157
reactivating Windows, 36, 39
read-only, 183
Read-Only Memory (ROM), 217
rear I/O, 14
Recent Pages triangle (Windows

Explorer), 129
recordable CD or DVD

deleting file from, 187
initializing, 185–186
types of, 90–91, 183

recordable drive, 180
recording sound, 25
recovering

file from Recycle Bin, 115
previous version of file, 115–116

Recycle Bin
description of, 75–76
recovering file from, 115

reformatting floppy disk, 96
Refresh button, 129
removable disk

ejecting, 94–95
inserting, 99–100

removable drive icon, 92
removable drive letter, 93
removing. See also deleting

floppy disk, 98
folder from list of favorite folders, 129
icon from pin-on area of Start menu, 79
icon from Quick Launch bar, 84
memory, 43
toolbar from taskbar, 84
USB drive, 102
USB storage device, 44

renaming
file, 117–118
folder, 138
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repairing network connection, 174
repeat delay, 199
repeat rate, 199, 217
replacing mouse pointer, 207
Reset button, 5, 55
resizing taskbar, 81–82
resolution, 71
resource, 217
restarting

after installation, 35
Windows, 55

Restore button, 217
Restore command, 191
Restore Default button, 135
restoring file to folder, 115
rewritable CD or DVD

description of, 183
erasing, 185
initializing, 185–187
writing to, 187–188

right-clicking with mouse, 202
rip, 217
RJ-45 port

connecting to, 29, 167
description of, 9, 10

ROM (Read-Only Memory), 217
root folder, 138–139, 175
running program, 64, 66

S
Safely Remove Hardware icon, 44
Save As command, 109
Saved Games folder, 63, 137
saving

collection as scheme, 208
defined, 217
file, 121–122
file to disc, 187
information, 87

scanner
connecting, 31
description of, 18

screen
defined, 218
printing, 157

screen saver, 57, 218
Scroll Lock key, 194
Search window, 110–111
Searches folder, 63, 137
searching for file

by file type, 112
by name, 111
recently created, 112
with Search window, 110–111
from Start menu, 109–110
by word, 112

Select All command, 122
select switch for printer, 143

selecting
icon, 122–123
with mouse, 203

serial port
connecting to, 31
description of, 8, 10

Service Set Identifier (SSID), 218
Share button, 131
shared folder

accessing, 162
adding to disk system, 164–165

sharing
defined, 218
folder, 175–176, 177
printer, 176
Public folder, 173–174
types of, 168–169

sharing buddies icon, 92, 176
Shift key, 194, 218
shift key, three sets of, 193–194
Shift+Delete (permanent deletion), 115
shortcut, creating

to drive, 100–101
to file, 114
to program, 66

shortcut, keyboard, 190, 195–197
Show Location option (mouse), 205
Show Me All the Shared Network Folders

on This Computer option, 177
Show More chevron, 131
showing. See displaying
Shut Down command (Start menu), 51, 54
shutting down Windows, 54–55
single page, printing, 156–157
Size command, 191
Sleep button, 5
Sleep mode, 55–57
slot design of CD/DVD drive, 100
software

description of, 12–13, 218
installing, 44–46
networking, 162
for new hardware, 35
operating system, 19
for printer, 143
uninstalling, 46–47

Solitaire, 203
SPDIF in/out port, 9, 11
speaker jack, 9, 11
speakers

connecting, 31
description of, 3

speed of mouse pointer, changing, 206
spooling, 159
SSID (Service Set Identifier), 218
Stand By mode, 55–57
Start button, 77, 218
Start menu

All Programs option, 64
changing look of, 78

Control Panel command, 69, 71
customizing, 78–79
defined, 218
Lock command, 54
overview of, 76–78
pinning program to, 67
Power button function, changing, 51
searching for file from, 109–110
Shut Down command, 51, 54
Sleep command, 56
Switch User option, 53, 57–58

starting program, 65, 66
Startup submenu (All Programs menu), 66
static electricity, 38, 41
stopping printer, 158–159
storage

bytes, 88–89
CD-ROM/DVD drive, 89–90
disk drives, 86
drive letters, 92–94
external, 18
permanent, 21

storage media
AutoPlay, 87–88
drive icons, 91–92
types of, 101–102

subdirectory, 218
subfolder, 139, 218
submenu, 218
surge suppressor, 218
S-Video connector, 30
S-Video out port, 9, 11
Switch User option (Start menu), 53,

57–58
SYS file, 105
SysRq key, 192
System Properties button, 131
System Properties dialog box, 172
System Tools submenu (All Programs

menu), 66
system tray, 73–75, 216, 218
system unit, 3

T
Tab key, 200
taskbar

description of, 79–80, 218
locking and unlocking, 80
moving, 81
options, setting, 82
resizing, 81–82
toolbars, 83–84

Taskbar and Start Menu Properties dialog
box

Customize button, 71, 75
Notification Area tab, 74
Start Menu tab, 78
Taskbar tab, 82
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template, modifying folder with, 134–135
terabyte (TB, T), 88, 218
test page, printing, 157–158
text

commands to edit, change, or modify, 198
defined, 218

TEXT file, 105
theme, 207
thumbnail preview window, 80
toner cartridge, 218
toner for printer, 150–151
toolbar

defined, 218
taskbar, 83–84
Windows Explorer, 130–131

tower PC, 14, 218
trackball, 208
transferring file, 20
tray design of CD/DVD drive, 100
tree structure of Windows Explorer, 130
Troubleshooting Your PC For Dummies

(Gookin), 55, 57
turning off

computer, 51–52, 58–59
power strip, 58
printer, 159

turning on
computer, 59
printer, 159

TXT file, 105
types

of files, 105
of keyboards, 197–198
of mice, 208–209
of modems, 213
of PCs, 13–14
of printers, 159–160
of recordable CDs or DVDs, 90–91, 183
of sharing, 168–169
of storage media, 101–102

typewriter keys, 192

U
UAC (User Account Control), 219
undelete, 218
undeleting file, 115
underline, 218
undo, 218
Undo command, restoring original name

with, 118
Uninstall command, 47
Uninstall or Change a Program button, 131
uninstalling

printer, 160
software, 46–47

uninterruptible power supply (UPS),
59–60, 219

unlocking taskbar, 80

unmapping folder, 165
unmount, 219
Unpin from Start Menu command, 79
unplugging computer, 59
unsharing

folder, 176
printer, 177
Public folder, 174

UPS (uninterruptible power supply),
59–60, 219

USB cable, 142
USB drive, removing, 102
USB port

description of, 8, 31–32
expansion, 18
symbol for, 11

USB printer, setting up, 143–144
USB storage device, removing, 44
User Account Control dialog box, 219
User Account Control (UAC), 219
User Accounts (Control Panel), 77
user ID, 77
User Profile folder, 62–63, 219
user, switching, 53, 57–58
utility, 219

V
VGA jack, 28
video connector, 6, 7, 8
video transfer, 26
videocamera, 18
Videos folder, 63, 137
View tab (Folder Options dialog box), 134
viewing file details, 106
voltage switch, 6, 7

W
waking computer, 57
wallpaper, 71, 219
warm boot, 55
webcam, 18
wheel button on mouse, 204
wildcard character, 118
Win key, 77, 194, 200
window

controlling with keyboard, 191
defined, 219

Windows Explorer
Address bar, 120, 126, 128–129
Control Panel, 69
Details pane, 128
files, 106–107
folders, 126–131
Menu bar, 128
Navigation pane, 128, 129
Preview pane, 128

Public folder, 173
toolbar, 130–131
tree structure, 130

Windows key, 77, 194, 200
Windows Media Player, 180–182
Windows operating system. See also

Control Panel (Windows); Start menu;
Windows Explorer

account folder, 62–63
Add Hardware icon, 34–35
All Programs menu, 47, 64–68
Computer icon, 68–69
described, 219
desktop interface, 19, 71–72
Folder Options, 133–136
forcing to recognize printer, 144–145
Game Controllers, 36
Keyboard, 199–200
Network and Sharing Center, 166, 167–169,

171, 177
Network icon, 72
notification area, 44, 73–75
overview of, 12, 18–19
Phone and Modem Options, 36
Power Options, 56
Previous Versions feature, 115–116
Programs and Features, 47
quitting, 54–55, 58–59
reactivating, 36, 39
Recycle Bin, 75–76, 115
restarting, 35, 55
Save As command, 109
taskbar, 79–82
toolbars, 83–84
Uninstall command, 47
working with files in, 21–22
writing to disc in, 185–188

Win+E (Windows Explorer), 126
Win+L (Lock), 54
wireless device, 32
wireless mouse, 209
wireless network

accessing, 163
defined, 219

WMV file, 105
workgroup, 177–178
working with file, in Windows, 22
World Wide Web, 20
writing to disc, 185–188

Z
Zip drive, storing files on, 101
Zip file

description of, 131, 219
installing software from, 46

Zip folder, 131–133
zoom, 219
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