Contents at a Glance

Part 1: The Vista User EXPerience ..........ccueieenveiiiineircineeecsssneicsssnecscssneeessnns 1
Part 2: Computer Management ................ .49
Part 3: Networking ........coceeiennienniiennieniienniensnensnensnensnnessacennns 81
Part 4: CommuniCations .........cceeevuieeiiseriiisneiinsietininnneenineeecneeesseeeessseens 95
Part 5: System Maintenance..............cooveeeveenseeiserciecsscinsesssesssesssaessssesns 139
Part 6: Security ........ccoeeeeiiiiiisnnneeiicciisnnnnnnes X ...163
Part 7: Entertainment.............ccooeevueeinenacs 173
Glossary: Tech TalK..........ccccovueeeerruneccssnnneee .205

INAEX oeeereeieerieeneniieeeeeeeeennseieeeeeereessssssceceesesnnns 209






Table of Contents

Part 1: The Uista User Experience ...........cccceeeeacnecee |

Aero Glass Interface ... 2
Ah, That’s What They Did with It!.........cccccoooiiiiiiiicee e 6
Start is a very good place to begin ..........c.cccoeveevieriecieniieneneeeen 6
Using the All Programs it€m .........cccocevevievienieniieninineneeeseseeeeeeeeenees 8
The role of Start Search ..o 8
Looking at virtual folders with Windows Explorer ..........c.cccccecevennenene 10
Notable differences in the Vista Windows Explorer ...........cccccocvevenne 10
The Navigation PAne ..........ccoceviriieriiriieieieeeee et 11
The standard buttons on the toolbar ... 12
Taking a good 100Kk at the VIEWS.........c.cceevveeieciinieiiieeceee e 14
Using the address Dar ..........ccceeveieieieieiceeeeeeee et 15
Making the most of the Details pane..........cccoccovieiiniininienineeieee 16
Displaying the Search pane and Preview pane .........cc.ccoccoooiiininienene 18
Restoring the Classic pull-down menus to Windows Explorer ............ 19
Restoring the Classic Windows Start menu ...........ccccceeeeevenerceenieecvennenne 19
Getting rid of the Vista glassiness ........cccoceveeenenenenencnncnnenceenenees 20
Adopting a Classic view of the Control Panel ............cc..ccccoiiinnnnncn. 21
Things that haven’t changed a bit..........ccccoeveeviiiieninciniceeceeeeee 21
FIp and FIP 3D ...oovioiiieiieeeceeeeeeesee ettt ens 22
Personalize.........cooouieiiiiiiie e 23
SEATCH ...ttt ettt ettt eas 25
Adding tags for S€arches ..........cccoeevieivieviiniciceeeee e 27
Doing advanced searches with the Search pane ..........cc.ccooceveverieienenne 27
Saving search results in a search folder ...........coccoceveeivinninnincncnnne. 28
Sidebar and Gadgets.........coeeiriiiirieeeete e 29
Changing where and how the Sidebar appears .........cccccoceevervvereecvennenne 30
Hiding or eliminating the Sidebar ..........ccccoceviniieninciniiieeeeeeeee 31
Adding new gadgets to your Sidebar .........cccocceveveneniinnniinienineneene 31
Customizing the contents of a gadget...........cocoiiiiiniiiiiinee 32
Changing the opacity of a gadget..........c.coevuirienieiineciececeeeeeeeeee 33
Detaching a gadget from the Sidebar and freely moving it
around the desKtOp ......ccooiviiiiiieieecee e 33
ViSta DESKEOPD....ciiiieiieeccececeee ettt s 34
Displaying additional desktop iCONS ........c.ccceevviveeriircienieiiereerecieeveeieene 34
Creating desktop ShOTtCULS .........ccceevieiieieiieiecceeeeeee e 35
Vista TASKDAT ..ottt 36
The Start MEeNU.......ccccooiiiie et 37
Customizing the taskbar ..........c.ccoevieieciiiieiceeeceeee e 38
Customizing the Start menu..........cccoccveevieierieieiceeeeeeeeene 38
Using the Quick Launch toolbar ..........cccocvevinincnciiniienneneneee 40

Adding other toolbars to the taskbar ............ccccociiiiiininiiniee, 41



X Windows Vista For Dummies Quick Reference

Creating New tOOIDArS ........cccoviiiiriiieeeeeeeeee e 41

The Notification area

Customizing the Notification area ............ccoceeeevieeieciinieeniieeneeieeeene 42

Switching between open WindoOWws............ccecverievienierienieenieneenie e 43

Arranging windows on the desktop........cccoceveeiieniiiininienceeeee, 43

Using the Task Manager .........ccccooceiiiiriininnenieeneeteeete e 44
WEICOME CENEEY ..ottt ettt sttt ettt et 45
Windows Help and SUPPOTt.......cccoeiiriiiienieieeeieeteieeeee e 46

Part 2: Computer Management .................cccccceceeee. 89

Disk MAna@emMENt .......ccccevirueirieirieirieirieienteiesteesteie ettt se bt eaenaenens 50
Opening folders on drives in the Computer window .........c.cccccoeeeene 51
Formatting @ diSK ........c.coveieiiieiiiicieeceeeeeeeee e 51
Mapping a network folder as a local drive ..........cccceceeveerrieveeniecienennenne 52

File and Folder Management ...........cccccvueeveeeneeerieenieenteenieenereseseeseeneneenens 53
Assigning fileNAMES ...........ccccoviririninieeeeeeeee et 54
Creating new files and folders ............ccccoveevieiieciecieciiceeceeeee e 55
Customizing a window’s Folder Options ..........ccccceevveevveriieieenieeceeneenenne 56
Changing how you select and open items ........cccoceceveeinereneneenenenne. 57
Changing how items are displayed in a folder ............ccoccoevinininnnnnnne 57
Creating compressed (zipped) folders .........ccccecvverininenineneneseeene, 58
Extracting files from a compressed folder ............ccccceevvevvinvieninciinennnnnne 59
Selecting files and folders ........cccooeeirerenieriniiniennneeeeeeeeee 60
Copying (and moving) files and folders ..........cccoeveeveniniiniininiieeene 61
Deleting files and fOldErs ..........ccoevveviieieiieieieeeeececeeee e 65
Renaming files and folders ............cccovivvienieiinieciecieieeeeeeee e 66
Sharing filles .......cocoeviiirieier e 67

Program Management ...........ccccooooiiriiiinieneeieeeeee ettt 72
Removing or repairing a program ........c.ccccecceevveeceeevieeniienseeseeeseessieennns 72
Changing the program defaults ............cccoceeeveriivienieciieeieee e 72

Restart, Sleep/Hibernate, Lock, Log Off, and Shut Down.............ccceeueenene 74

WiINAOWS EXPIOTEY .......ocviiieiiiiiciecteeteeeete ettt 75
Changing the display of an Explorer window...........ccccceeveevveviieveneenene 76
Sorting and filtering items in an Explorer window ..........c.ccccccevveeennne. 7

Part 3: NetwWorking .............cccueeeecceeeeeseeeecaneeeecaceneS 1

Connect t0 @ NEtWOTK.....c..ccueiiviriririnerieieceeeteceee et 82

Manage Network COnnections ......c..ccceeeeevenienieiennenenenenenenereseeeeeenees 83

Manage Wireless NetWorks ........cccooiiiiiiiiiiiiiiceceeeceeeeeeee 84
Modifying the order in which Vista automatically

connects to wireless NEtWOTKS ........cccccoceevererieniniinieineeeeeereneene
Manually adding a new wireless network...........ccccceceeeeviniennecienennnenne
Removing an unused network from the list

NetWOrk ACCESS......ovviiiiiieieieeeeceeeeeeeee e

Turning on File Sharing or Discovery and Sharing ........c..ccccccevevueenenne 87

Opening and exploring shared computers on the network .................. 89



Table of Contents ~ xf

Network and Sharing Center ... 90
INEEWOTK MAD ..oeeiiiiciiiiciceeete ettt ettt et e e aeeaesbeessessnessessnensessnans 91
Set Up a Connection or NetWOrK..........ccccevieciinieniieienienieneeieeeveseeveeeens 92

Part b: CommuniCations ..............ceueueeeeaceeeenceeenaeead5

Internet EXPlOTEr 7 .....cc.oooviiiiiiiieiceecete ettt 96
Connecting to the Internet ..o 96
Launching Internet EXplorer 7 .........cccooiiiiiiiiinninineneeeeeeeeeeeene 96
Adding and changing home pages..........cccccevverieevieneeiiieeeieeeee e 97
Navigating the WED ........ccooiviiiiiieieeeeeeeeeeeee e 98
Z00MiNgG iN ON PAZE ....cuveeuiiiieiiiieie ettt ettt sttt saeeaees 99
Using the Panning Hand to scroll the Web page ..........cc.cccoceeiecneenne. 100
Address AUtOCOMPIELE ........ocvevvieeieiiiiieceeieeeeeee et r e 101
Adding Web FavVOrites ........ccccccevuiriiiiiieniesieseeieeeeieeteie e 101
Opening FAVOTItes ......ccccccovviiririnenerieeceeeeeeee e 102
Organizing Favorites ... 103
Using Internet EXplorer 7 tabs .........ccccoeieviinieiiinienieceeieeeee e 105
Saving Web graphics ........cccceviiienieieicieccecee e 106
Saving WeD PAZES......cceuririririeeiirierietcteeeeeeeeee et 107
Printing Web pages ........ccoooiiiiiiiieeeteee e 108
WOrKing Offline .........cccooveeieriieiiiieiiceceeceeeeeee e 111
Searching from the Live Search text boX .........ccccoovvvvivrircienincieneenne. 112
Autosearching from the address bar..........cccooeeiiiiiiiiiniineeeee 113
Adding a search provider to Internet Explorer 7.........cccccovevenienuenne. 113
No phishing allowed ...........ccooiiiieiieiiiceeeee e 115
POP-UPS QNYONE? ......ooiiiiiiieieieceeeeeere ettt 116
Subscribing to RSS feeds........coceivineniniiiiiniiinneneeereeceee

Speech Recognition ...
Setting up Speech Recognition
Changing Speech Recognition settings...........ccoceeeeviircieneenenceenieeeenne. 120

Windows Fax and SCan .......cccceouieiiiiiiiieieeeeee e 122
Sending and receiving faxes ..........cccoceriiiiniiiini e 122
Scanning dOCUMENLS ........ccecvverierieriieieereereeeete ettt er e seesreeaeees 123

WINAOWS Mail ....ooriiiiiiiiiiieecee ettt 123
Creating a new e-mail aCCOUNt .........cocevvevieriecieienirenee e 124
Composing and sending MesSAZES ........ccccevuereerieriienerrienenieneesieeeeees 125
Adding recipients to the Contact List .......c.ccceeveeieviieveeniecenieieceeiens 128
Reading e-mail .........ccccvviiiiiiiiiietceee s 130
Organizing e-Mail ........cccocovririninineec e 132
Deleting e-mail ........cccooiiiiiiiii e 133

Windows Meeting SPACE .......cccccvevvieieriieieiecieeeereee et sve s 134
Setting up Windows Meeting Space..........ccceceevvivienerienienieneeieneeeene 134
PeoPle NEAT ME .....c.oovieieiieiieieeeteieeeee ettt ene 135
Inviting participants to the session........c.coceiiniiiniiiiniiiee, 136
Sharing COMPULET TESOUICTES ........cceeveereerierierierieieeeeteeesessessensessenns 137
Sharing programs, files, or your Vista desktop .........ccccecvevrercverrennnnnne. 137

Presenting a document as a handout ...........ccccoeceeiiniiiiiiieniniceeee, 138



xii  Windows Vista For Dummies Quick Reference

Part 5: System Maintenance ................ccceececeeeecc 139

Backup and Restore CEnter ............occovvevierierienienienieieeeeseeeeeeeee e 140
File and Folder BaCKUD .......cccoveiiiiiiiciiececeeeeeeeeeee e 140
CompletePC BaCKUP ....cceeviiiieiicieeiieeeeeeeee ettt 141
Restoring files to yOUr COMPULET.........cceecvevuieieiieieeieieceeeeere e 142

Control Panel..........coeeiiiiiieiiiiieieeceeesee ettt 143
System and Maintenance ..........c..cocceeceririenienenieneee e 146
Hardware and SOUNd ...........cceoieieiiiriniceeeeeeeee e 147
PHNEETS .ottt ettt 148
AULOPIAY ..ottt ettt ens 151
Manage Audio Devices and Sound Themes ............cccceceniiineniinncnnnnnne. 152
IMIOUSE ...ttt et sttt ettt et s be e
Scanners and Cameras
Clock, Language, and Region ...........ccccoovveievieniincienienieieeeeceeeeeeee 153
Date and TIME .......ccoceviirierieieieeeeee ettt e eas 153
Regional and Language Options..........cccceecevieeieieenieeiecieeeeeeeeeeveeee e 155
Ease Of ACCESS CENTET ......cc.ocueieiiiriiniirierieieseetetete et 156

SYStEmM RESLOTE ......ooviiiiiiieiieieceeeee et 158

WINAOWS UDAALE ....ccveiiiieiiiceeeeceeteteeeee ettt re e e e ae e 160

Part 0: SECUHILY .......cccoueeeeaaeeaeaaeeeeaaeeeeeasneeeenaeee 103

BitLocker Drive ENCryption .......ccccocoiiiiiniiiiniieeeeeeteeeeeeee e 164
Parental CONIOIS .......oocovieiiiiieiiiieiete ettt 164
SECUIILY CENLET ...c.eeeviiieieiieiieieeieeeete ettt sttt sre e e sseesaesseessasnnas 166
User Account CONtIOL........ccooouieiiriieiienieiesieiestee ettt 168
Managing your OWN aCCOUNT ........cceeiiriirrieniieiienteie ettt 168
Managing other user aCCOUNLS..........ccccvievierieieieerieceereeree e 169
Changing the User Account Control status .........cccceceevieecieneecreneennenne. 170
Windows Defender ..........ocoooviiiiiiiienieeeeeeee e 170

GAINIES ...ttt ettt ettt ettt et e st et e s at et e s ae et e eat e b e eate bt entesseenbeeneentesaean 174
MeEdia CENTET ....ouieiiieiieieeeteee ettt sttt ettt es e bt sessaneens 175
When it’'s TV HINE......cociiiririiieieeee et 177
Watching recorded Programs...........cccceecveeeecveneenueneenenseessesssessesssensenns 179
Playing your favorite tunes............cocceevererieneneniennnneeeneneneneereeeneen 179
Playing your much-loved movies........c...ccccoeiiiniiiiiniienienienceeceee 180
Viewing your preferred photos and videos ............cccoceevveriervieneecrennenns 180
WiIndows DVD MaKET ......cccooeviiriinienieieieinineeieeeseenieseeteseeee et sie e 181
Windows Media Player 11 .........cccooiiiiiiiiiieeeeecee e 183
INOW PLaYiNG ..ottt 186
Using the Media LIDTary .......c.cccooeeieciieienieiereciececeeee e 187
Ripping and burning CDS ..........ccccooiriiriirnenieieceeeeeeeevee e 188
When you get the URGE for music........c.ccevvevinenenicnninnenenenineneee 189
Using the Media GUIde ..........cocoiiiiiiiiiiiieeeeeeeee e 190

Synching up with a portable MP3 player ...........ccccceevveviecieneecrenreennenne. 191



Table of Contents

Windows Movie MaKer ..ottt 192
Importing media files and capturing video clips............ccccceveeverreennene. 193
Assembling media files in your movie ..........cccccoceevievieniecienienenieienns 193
Adding special effects to ClipS ......cccceevierieiieriiieeee e 194
Adding transitions .........ccceeerierieieieieeeeeee e 195
Adding movie titles and credits ..........ccovveveeeeciieiienicieeeeeee e 195
Publishing the final MOVIE .........cccccevviirieciiieicee e 196

Windows Photo Gallery ........ccccocceeirenininenieicieiceeeeene e seeseeeenees 197
Playing a slide ShOW ..o 200
Adding ratings, tags, and Captions ..........ccccoceevieveviieveeneecieneeene s 201
FiXing @ PROtO.....covieieiicicieceeceeeeee et 202

Glossary: Tech Talk..............caueeccceececcneccacnneeeaaea 205

JOACK «eeeeeeeeeeaeeeeeeeeeeaanneeaeeaannseeesaaanneeeeseaaneees 209

xiii



xiv  Windows Vista For Dummies Quick Reference



