
Numerics
802.11a standard, 639
802.11b standard. See also

wireless standards
broadcasting spectrum,

638
defined, 637
maximum distance, 638

802.11g standard, 639
802.11n standard, 640
3D gaming cards, 565–566

A
AAC format, 508
AC networking, 642–643
Accelerated Graphics Port

(AGP)
connector, 10
video cards, 600

Access
Datasheet view, 448
defined, 360
editing window, 447
features, 360
Form Wizard, 450–452
Getting Started Wizard

screen, 448
Navigation pane, 

447, 449, 450
Office Button, 446, 447
Print dialog box, 455
Print Preview feature, 455
Quick Access bar, 446, 447
Record box, 453
Ribbon, 446, 447
running, 446
status bar, 447
Table button, 449
table creation, 448–450
window, 446–447

Account Settings dialog box
(Outlook), 461

AceFTP Pro, 213
acronyms, 516
active window, 86, 87
Add Gadgets dialog box

(Vista), 128
Add Items to DVD dialog

box (Windows DVD
Maker), 533

Add New E-mail Account
wizard (Outlook),
460–462

Address bar (Internet
Explorer), 240, 241

Administrator account
(Vista), 133

AGP. See Accelerated
Graphics Port

AIFF (Audio Interchange
File Format), 509–510

alignment (Word), 385
All Programs button

(Vista), 99
Alt (alternate) key

defined, 76
in key sequences, 102
in switching programs,

114
AMD processors, 574
antivirus applications

automatic and frequent
updates, 237

data files, 160
entry points covered, 159
free, 237
real-time scanning, 237
types of, 159, 237
using, 237

AntiVirus Home Edition,
159

AOL Instant Messenger
(AIM), 276

applications
antivirus, 159–160, 237
exiting, 101–102
gadget, 641
locked, terminating,

118–120
network management, 612
network-ready, 612
recently used, 98
running from

CD-ROM/DVD-ROM, 100
running from hard drive,

99–100
running from network

drive, 101
running from Start menu,

98–99
shared, 610
switching, 114
uninstalling, 188–189

appointments (Outlook)
category, 475
comments/notes, 475
creating, 473–475
displaying, 475
location, 473
reminders, 474
start/end times, 474
status, 474

appointments (Works
Calendar)

adding, 333–334
category, 333
deleting, 335, 336
editing, 334
exporting, 337–338
filtering, 336
notes, 334
recurring, 334
reminders, 334
searching for, 335–336
sharing, 333
title, 333

Index
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ArcSoft Web site, 516
arrow keys, 75, 84
asymmetrical composition,

549–550
ATI video cards, 601
attachments. See also

e-mail; Outlook;
Windows Mail

antivirus protection 
and, 269

digital photos as, 545
download time, 270
maximum size, 468
opening without antivirus

program, 232
receiving, 270
sending, 270, 469
using (Outlook), 468–470

AU (Audio Unix) format,
509

audio
connectors, 45–46
Dolby Surround sound, 

18, 565, 597, 598
movie, 524–525
ports, 45–46
RCA jacks, 45

Audio Interchange File
Format (AIFF), 509–510

Audio Unix (AU) format,
509

AutoComplete
Internet Explorer, 230, 255
Vista, 185

AutoCorrect dialog box
(Word), 387

AutoFormat feature (Works
Spreadsheet), 321–322

AutoFormatting (Word)
advantages/disadvantages,

387
defined, 386–387
disabling, 387–388

AutoPlay (Control Panel),
175

avast! antivirus, 237

B
background, desktop

changing, 124–125,
172–173

image stretching, 125
image types, 124
solid color, 125, 173

Backup and Restore Center
defined, 154
destination media, 154
restoring with, 156
schedule, 154
screens, 155–156

backup drives, 36–37
backups

commercial applications,
153

floppy disks and, 153
frequency, 153
media, 153–154
methods, 36–37
online, 36
process, 154–156
restoring from, 156
scheduling, 154
unattended, 156
in Vista reinstallation, 202

Basic edition (Vista), 63
binary language, 541
bit rates, MP3 files, 501
blind carbon copy (Bcc),

265, 464
blogs

creation program, 211
defined, 211
illustrated, 212

Bluetooth. See also wireless
standards

defined, 640
power use, 640
spectrum, 641
speed, 640

Blu-Ray drives, 563
borders

Excel, 408–409
Works Spreadsheet, 321

browsing networks,
624–626

Building a PC For Dummies,
576

Building a Web Site For
Dummies, 211

bulleted lists
Word, 379–380
Works, 305–306

Burn a Disc dialog box
(Vista), 141–142

burning
CDs from MP3 files,

510–511
digital photos, 556
DVDs, 538

business card scanners, 485
Business Edition (Vista).

See also Windows Vista
space requirements, 65
Windows DVD Maker with,

531

C
cable modem connections.

See also modems
cons, 219
direct-connect port, 648
physical, 222–223
pros, 218
recommendation, 219
speed variance, 219
switches with, 631
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cables
checking for damage, 50
coaxial, 617
combining/routing, 49
connectors, tightening, 50
Ethernet, 617–618
exposed, avoiding, 620
faulty, 632
labeling, 50
purchasing, 620
testing, 620
ties, 49
troubleshooting, 195
twisted pair, 617

Calendar (Works)
Add New Calendar link,

332
Category Filter dialog box,

336
day view, 331
defined, 290
Edit Appointment dialog

box, 334
editing window, 330
Export dialog boxes,

337–338
features, 290
Find button, 335
Find dialog box, 335–336
illustrated, 291
menu, 330
Month view, 331, 332
New Appointment button,

333
New Appointment dialog

box, 333–334
New Search button, 336
Print button, 339
Project screen, 291–292
running, 329–330
Today button, 331
toolbar, 330
vCalendar files, 290
views, selecting, 331–332

Week view, 331
window, 330

calendars (Outlook)
appointments, creating,

473–475
appointments, displaying,

475
coloring, 361
periods, 472–473

calendars (Works)
appointments, adding,

333–334
appointments, deleting,

335
appointments, editing, 334
appointments, filtering,

336
appointments, printing,

338–339
appointments, searching

for, 335–336
creating, 332
exporting, 337–338
formats, 338
renaming, 332

calibration
automatic, 55
color, 55
defined, 55
printer, 55–57
process, 56–57

cameras. See digital
cameras; film cameras

capture cards, 566
Category Filter dialog box

(Works Calendar), 336
CD and DVD Recording For

Dummies, 36, 140
CD/DVD discs, 138
CD/DVD recorders

adding, 563
overview, 36
prices, 562

for system backup, 36
types, 35–36

CD-ROM/DVD-ROM drives,
100

CDs
burning from MP3 files,

510–511
MP3 files versus, 500
recording, 140–142

cells
alignment (Excel),

407–408
alignment (Works), 320
editing (Excel), 401
editing (Works), 318
entering data (Excel),

398–399
formatting (Works),

318–322
inserting (Excel), 405
inserting, from Clipboard

(Excel), 405–406
linking (Excel), 416–417
number formats (Works),

319
selecting (Excel), 400–401
selecting (Works),

317–318
central processing unit

(CPU). See also
motherboards

Athlon, 576–578
defined, 19
dependencies, 574
expense, 573
fan, 578
installation, 574, 576–578
Intel versus AMD, 574
Pentium, 576–578
upgrading, 560, 573–575

certificates, 185
Change the DVD Menu Text

dialog box (Windows
DVD Maker), 536
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Chart Wizard (Excel),
414–416

charts (Excel)
adding, 413–416
as chart sheet, 413, 415
display choices, 413
element shapes, 416
as embedded object, 413,

414
labels, 416
legend, 416

charts (Works Spreadsheet)
cell selection, 325
deleting, 326
display, 326
editing, 326
preview, 325
settings, 325

cleaning
with compressed air, 51
keyboards, 51
laser printers, 52–54
monitors, 50–51
mouse, 51
PC, 48–49
printers, 52–59
scanners, 50–51
workplace, 49

clip art
Excel, 413
PowerPoint, 433
Word, 388
Works, 306–308

Clipboard (Office), 362–363
clock, taskbar, 116
Close button, 82, 102
coaxial (coax) cables, 617
colors

24-bit, 174
32-bit, 174
calibration, 55
desktop background, 125
PC, 15
Web links, 182

columns
deleting (Works), 322
inserting (Excel), 406
inserting (Works), 322
resizing (Excel), 404
selecting (Excel), 400

comments (Word)
adding, 390
defined, 390
deleting, 391
illustrated, 390
reviewing, 391

CompactFlash, 542
composition, photo. 

See also digital
photographs

defined, 547
FRP (first-rate photo),

547–548
light, 551
rule of asymmetry,

549–550
rule of thirds, 548–549

compressed air, 51
Computer icon, 93
computers. See also

desktop PCs; laptops
colors, 15
defined, 13
form factor, 14–15
tech names, 13

Connect to a Workplace
wizard (Vista)

accessing, 661
Allow Other People to Use

This Connection check
box, 662

Destination Name box,
661, 662

Password text box, 
662, 663

Use My Internet
Connection (VPN)
button, 661

User Name text box, 
662, 663

VPN server address box,
661, 662

contact list (Windows Live
Messenger)

adding contacts to, 280
defined, 279
removing contacts from,

281
sharing, 281

contacts (Outlook)
displaying, 470
editing, 472
entering, 471–472
information, 470

contacts (Windows Mail),
266, 267

creating contacts, 272
editing contacts, 272
exporting, 274
groups, 273
illustrated, 272
importing, 273
vCard information,

273–274
working with, 272–274

Content Advisor (Vista),
184–185

contextual menus, 69
Control Panel (Vista)

AutoPlay option, 175
Backup and Restore

Center option, 154
Date and Time option,

170–171
dialog buttons, 169
icons, dragging to taskbar,

117
Internet Options option,

180–187
Keyboard option, 178–179
Mouse option, 179–180
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Network and Internet
option, 224, 622, 
623, 661

Personalization option,
171–172

Phone and Modem
Options option,
190–192

as pop-up menu on Start
menu, 168–169

Power Options, 176–178
Printers option, 110
Programs and Features

option, 188–189
Start menu illustration,

169
User Accounts option,

189–190
Windows Update option,

163
conventions, this book, 2–3
cookies, 181
copying files/folders

(Vista), 104
copyrights

fallacies, 496
lines, adding, 497–498
MP3 files, 501
scanning and, 496–497

cordless mouse, 17
CPU. See central processing

unit
Create Database dialog box

(Works Database),
344–346

Creating Web Pages All-in-
One Desk Reference 
For Dummies, 211

cropping
defined, 491
scanned images, 491–493

CRT monitors. See also
monitors

defined, 15–16
DVI-I port connection, 44

flat-screen, 16
in UPS decision, 38

Ctrl (control) keys
defined, 76
in key sequences, 102
in multiple selections, 94

cursors
right-clicking and, 69
unknown shape/

animation, 70
Vista, 69

Customize Start Menu
dialog box (Vista),
113–114, 168

Customize the Disc Menu
Style dialog box
(Windows DVD Maker),
536–537

D
DAT (digital audiotape)

drives, 563
Database (Works)

Blank Database option,
342

Create Database dialog
box, 344–346

defined, 292
editing window, 343, 344
features, 292
Find dialog box, 348
Form view, 346
Form View button, 346
illustrated, 293
List view, 343, 344, 346
List View button, 346
menu, 343, 344
Open an Existing

Database option, 342
Print button, 351
Print Preview feature, 351
Record box, 347
ReportCreator, 349–351
running, 342

Sort Records dialog box,
348

status bar, 343, 344
Template option, 342
toolbar, 343, 344
window, 343–344
Zoom control, 343, 344

databases (Access)
blank, creating, 448
data, printing, 455
encryption, 360
fields, 448
fields, entering/editing, 454
forms, 360, 450–454
opening, 449
queries, 360
records, 448
records, moving between,

453–454
reports, 360
tables, 448–450
templates, 449, 454–455

databases (Works)
creating, 344–346
defined, 341
editing, 347–348
entering data in, 346–347
fields, deleting, 348
fields, inserting, 348
fields, report, 349
format, 345
moving within, 347
naming, 345
printing, 351
records, entering, 346
records, searching for, 348
records, selecting, 347
records, sorting, 348
reports, 349–351

Date and Time (Control
Panel). See also Control
Panel (Vista)

Change Time Zone button,
170

configuring, 170
Internet Time tab, 171
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date formatting (Excel),
402–403

DDR (double data rate)
memory, 568

DDR2 memory, 568
defragmenting drives. See

also Disk Defragmenter
need for, 150–151
process, 152–153

desktop (Vista)
background, changing,

124–125
gadgets, 127–128
personalizing, 124–128
Sidebar, 127–128
system sounds, 126
themes, 125

desktop background
(Vista), 124–125,
172–173

desktop PCs. See also
laptops

colors, 15
components, 13–18
computer, 13–15
form factor, 14–15
keyboard, 16–17
laptop PCs versus, 18–19
monitor, 15–16
mouse, 17
moving, 47–48
speakers, 18, 45

Details view (Vista), 129
Device Manager

accessing, 146
defined, 145
functions, 146
hardware settings, 147
illustrated, 146
troubleshooting with,

199–200
use steps, 146–147

DHCP. See Dynamic Host
Configuration Protocol

dialup connections
account name, 226
account setup, 221–222
adding, 221–226
creating in Windows Vista,

223–225
dead, troubleshooting,

226
ISPs, 222
local access numbers, 

222, 224, 226
passwords, 224–225, 226
physical, 222–223
physical cables, 226
pros/cons, 217
testing, 225–226

digital audiotape (DAT)
drives, 563

digital cameras
advantages, 33
audio, 543
battery power, 544
cable connection, 552–553
download software, 552
external card readers,

545–546
extras, 545–547
film cameras versus, 544
floppy drives, 542
functioning of, 540–542
hard drives, 542
illustrated, 34
image capture illustration,

541
image capturing, 540
image file storage, 541
LCD screen, 543
lenses, 546–547
macro lenses, 546–547
misconception, 540
movie mode feature, 543
photosensors, 541
RAM cards, 542
rechargeable batteries,

546

recordable CD and DVD
drives, 542

software, 552–553
telephoto lenses, 546
tripods, 547
as video camcorders, 543
wide-angle lenses, 547

digital pen scanner, 29
digital photographs

burning, 556
collections, viewing, 555
composing, 547–551
deleting, 554
downloading, 139, 552–556
editing, 543, 555
as e-mail attachments, 545
exposure, 551
hot spots, 551
instant access, 543
managing on location, 543
organizing, 551–552
printing, 545, 556
pros and cons, 542–545
rotating, 554
shadows, 551, 552
slide show, 554
in slide shows, 545
tags, 553
thumbnails, 139
uses, 545
versatility, 542–543
viewing, 139–140

digital subscriber line
(DSL). See also DSL
connections

modems, 38, 218, 631
routers, 621

digital video camcorders,
531

Disk Cleanup utility, 107
Disk Defragmenter

accessing, 152
defined, 150
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drive illustrations,
151–152

function, 151
illustrated, 152
requirement, 153
running, 152–153

Disk Doctor, 150
display messages, this

book, 3
Display Options (Vista), 174
Document Map (Word), 371
documents

inserting (PowerPoint),
428

printing (PowerPoint),
443–444

printing (Word), 391–392
saving in XML (Word),

388–391
sharing, 132, 610, 626–627
sharing (Word), 388–391

Dolby Surround sound, 
18, 565, 597, 598

double data rate (DDR)
memory, 568

downloading
digital photos, 

139, 552–556
e-mail attachments, 270
files, 251–252
MP3 files, 501
Web site pictures, 252

dpi settings, 490
Draft view (Word), 369
drive cage kit, 583
drivers

defined, 146
network adapter card, 612
PC card, 612
scanner, 496
shared printer, 630
TWAIN, 487
updating, 146–148
video, 601

drives
Blu-Ray, 563
DAT, 563
external, 35–37, 563
hard, 35, 99–100, 562–563
HD-DVD, 563
internal, 563
properties, 106
scanning in

troubleshooting Vista,
196–197

DSL connections. See also
digital subscriber line
(DSL)

direct-connect port, 648
physical, 222–223
pros/cons, 218
recommendation, 218
switches with, 631

dust bunnies, 48–49
DV camcorders, 33, 34
DVD authoring software,

531
DVD formats, 532, 533
DVD Options dialog box

(Windows DVD Maker),
534–535

DVD videos. See also
Windows DVD Maker

aspect ratio, 534
burning, 538
clips, loading, 534
creating, 531–538
full-screen display, 143
menu style, 536
previewing, 537–538
recording, 529–530
title, 534
watching, 142–143

DVD-R format, 533
DVD-RW format, 533
DVI-I port, 44
dye-sub printers, 26
DYMO LabelWriter I, 27

Dynamic Host
Configuration Protocol
(DHCP)

client setup, 623–624
defined, 621
devices with, 621
hardware sharing device,

648
host setup, 622–623
server, 649

E
Easy Calc, 322–324
Edit Appointment dialog

box (Works Calendar),
334

EDO (Extended Data
Output) memory, 569

EIDE (Enhanced Integrated
Drive Electronics)
drives, 583, 584, 587

e-mail
addresses, 272–274
attachments, 232, 269–270
blind carbon copy (Bcc),

265
blocking, 271
communicating with,

212–213
contacts, 272–274
deleting, 267
draft messages, 267
formatting, 266
forwarding, 265
groups, 273
mailing lists, 213
precautions, 233–236
priority, 268
programs, 212
read verification, 268
reading, 265
replying to, 264–267
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e-mail (continued)
restoring, 271
sending, 267–269
spam, 230–231, 233–236,

270–271
spell-checking, 268

e-mail (Outlook)
account, configuring,

460–462
account, removing, 462
attachments, 468–470
authors, adding to

Contacts list, 464
composing, 466–467
contacts, 470–472
drafts, saving, 466
reading, 462–463
saving, 466
sending, 467–468

emoticons, 281
encryption

database (Access), 360
WEP, 644

Enhanced Integrated Drive
Electronics (EIDE)
drives, 583, 584, 587

Enter key, 75
ergonomic keyboards, 

16, 17
Esc (escape) key, 76
Ethernet. See also networks

10/100 switch, 648
cables, 617–618
defined, 616
functioning, 616
inkjet printer 

connection, 25
network basics, 616, 618
network collisions, 616
NICs, 619–620
primer, 615–617
switches, 619

Excel. See also
spreadsheets (Excel)

cell editing shortcut keys,
401

cell selection shortcut
keys, 400–401

Chart Wizard, 414–416
Clip Art button, 413
defined, 357
editing window, 397
features, 358
files, 315–316
Format Cells dialog box,

407–409
formatting in, 406–409
Formula Bar, 410–411
Header/Footer tab,

417–418
Home tab, 405, 406
illustrated, 358
Insert Chart dialog box,

414–415
Insert dialog boxes,

405–406
Insert tab, 413
movement shortcut keys,

399–400
Number tab, 402–403
Office Button, 396, 397
Page Layout tab, 417
Page Setup dialog box,

417–418
phobia, 395
Picture button, 413
Print dialog box, 419
Print Preview feature, 419
Quick Access bar, 396, 397
Ribbon, 396, 397
rows and columns,

403–406
running, 396
sheet tabs, 397
status bar, 397

templates, 411–412
window, 396–397

expansion icons, 368
expansion upgrades,

561–562
Explorer window (Vista)

Back button, 104
Forward button, 104
illustrated, 82
navigating, 99
Organize button, 105
running applications from,

99–100
toolbar, 94, 104
views, 128–130

exposure, 551
Extended Data Output

(EDO) memory, 569
Extensible Markup

Language (XML), 388
external card readers,

545–546
external drives. See also

hard drives
backup drives, 36–37
CD/DVD recorders, 35–36
connectors, 585
cost, 585
defined, 563
internal hard drives

versus, 584–585
portable, 35
in troubleshooting vista,

196
USB flash drives, 37

F
Favorite Links list, 129, 130
Favorites (Internet

Explorer)
adding to, 246
deleting, 248
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navigating to, 247
organizing, 247–248
renaming, 248
URL, modifying, 248

Favorites Center (Internet
Explorer), 241–242, 243

Fax Setup Wizard (Vista),
136

faxing
fax sending, 136–137
requirements, 134
setup, 135–136

Feeds (Vista), 185
fields

defined, 343, 448
deleting (Works

Database), 348
entering/editing (Access),

454
form (Access), 451
inserting (Works

Database), 348
report (Works Database),

349
File Transfer Protocol (FTP)

defined, 213
servers, 112, 213, 228
software, 214–215

file transfers, network,
607–608

files
compression, 252
copying, 104
deleting, 105
downloading, 251–252
Excel, 315–316
fragmented, 150
HTML, 337
iCalendar, 337
icons, 90
managing, 103–107
MIDI, 599
moving, 104
MP3, 137–139, 500–504

renaming, 107
system, 157
tab-delimited, 338
vCalendar, 290, 337
vCard, 273–274

film cameras. See also
digital cameras

cost, 544
digital cameras versus,

544
functioning, 541
image capture, 540
motion capture, 544

filters, spam, 233
Find and Replace dialog

box (Word)
accessing, 374
Find Next button, 375
illustrated, 375
More button, 376
Replace With box, 

374, 375
Find and Replace dialog

box (Works), 301–302
Find dialog box

Works Calendar, 335–336
Works Database, 348

firewalls
defined, 234
functions, 234
hardware versus software,

235
Vista Firewall, 234, 236

FireWire 800 standard
defined, 42, 592
ports, 592
transfer speeds, 592

FireWire (IEEE 1394)
24-bit sound card port,

565
connection control, 593
defined, 41
device support, 42, 593
hub, 562, 594

Mac and PC compatibility,
593

as plug-and-play
connection, 42

ports, 42
ports, adding, 561–562,

594–596
as scanner connection,

486
SCSI versus, 564
sound card port, 599
speed, 41

firmware, 12
flash drives, 37, 120–121
flatbed scanners. See also

scanners
benefits, 484
defined, 483
illustrated, 483
optical resolution, 485

Flip 3-D, 115
floating toolbars, 94
floppy disks

backups and, 153
digital camera, 542
formatting, 120–121

folders. See also files
copying, 104
creating, 105
defined, 90
deleting, 105
Documents, 131
icons, 90–91
moving, 104
properties, 106
Public, 132
renaming, 107
share-enabling, 627
sharing, 626–627
User, 130–131

Folders list (Vista), 129–130
Font dialog box

PowerPoint, 431–432
Word, 384–385

56_223383 bindex.qxp  12/27/07  8:15 PM  Page 673



PCs All-in-One Desk Reference For Dummies, 4th Edition674

fonts
copyright line (Paint Shop

Pro), 498
formatting (Excel), 407
formatting (Word),

384–385
formatting (Works

Spreadsheet), 320
formatting (Works Word

Processor), 303–305
Package for CD

(PowerPoint), 442
Web page, 182

footers (Excel), 417–418
force feedback, 33
form factors. See also

computers; desktop
PCs

defined, 14
lunchbox, 15
mini-tower, 14
pizza box, 15
tower, 14

Form Wizard (Access),
450–452

Format Cells dialog box
(Excel)

Alignment tab, 407–408
Border tab, 408–409
Font tab, 407

Format Cells dialog box
(Works)

Alignment tab, 320
Border tab, 321
Font tab, 320
Number tab, 319
Shading tab, 321–322

Format Gallery (Works),
304–305

formatting (Excel)
borders and shading,

408–409
cell alignment, 407–408
date, 402–403

font, 407
number, 402–403
tricks, 406–409

formatting (Word)
applying, 383–388
AutoFormatting, 386–388
font, 384–385
paragraph, 385–386

formatting floppy disks,
120–121

forms (Access)
building, 450–454
defined, 450
deleting, 452
fields, 451
layout, 451
style, 451
table link, 451
using, 453

Formula Bar (Excel),
410–411

formulas (Excel)
calculation, 410
defined, 409–410
examples, 410
inserting, 410

formulas (Works)
cell selection, 324
defined, 322
equal sign (=), 322
generating, 323–324
result display, 324

forwarding messages
(Windows Mail), 265

frames, Web page
activating, 254
printing, 253, 254

freeware, 11
FTP. See File Transfer

Protocol
Full Screen Reading view

(Word), 370–371
function keys, 76
functions (Excel), 412

G
gadgets

adding, 127–128
applications, 641
defined, 127
options, 128
removing, 128
RSS feed, 250

game controllers
defined, 32
force feedback, 33
illustrated, 32
steering wheel, 33

games
LAN parties, 610
multiplayer mode, 610
network, 609–610

Google Groups, 215
GPU. See graphics

processing unit
graphics

Excel, 413
PowerPoint, 432–433
Word, 388
Works, 306–308

graphics processing unit
(GPU), 19

graphics tablets
defined, 30
detection, 31
illustrated, 31

Guest account (Vista), 
133, 134

H
hackers, 227, 228, 658
hard drives

adding, 562–563, 581–589
checking in Windows

Vista, 148–150
defragmenting, 150–153
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digital camera, 542
drive cage kit, 583
EIDE, 583, 584, 587
external, 563, 584–585
FAT16/FAT32, 150
IDE, 562
internal, 563, 584–585,

586–589
misconceptions, 148
NTFS, 150
physical errors, 149
portable, 35
prices, 562
properties, 106, 148–150
rpm, 584
running applications from,

99–100
scanning, 148–150
SCSI, 583
Serial ATA (SATA),

562–563, 583, 584, 587
size, 583
speed, 584
troubleshooting, 196–197
turning off, 177
upgrading, 581–589
virtual memory, 582–583

hardware
conflicts, 147
defined, 10
firewalls, 235
icons (Vista), 88–89
maintaining, 47–59
peripherals, 12–13
shared Internet

connections with,
648–652

HD-DVD drives, 563
headers (Excel), 417–418
Help (Internet Explorer),

244–245
Help system (Office)

displaying, 363
illustrated, 364
Office Online links, 364

Help system (Vista)
displaying, 77, 148
functions, 76–77
links, 78, 79
menu, 79
results, 78
searches, 78–79
technical articles, 79
topics, 78–79
in troubleshooting, 

194, 203
Help system (Works)

context-sensitivity, 294
displaying, 294–295
Help pane, 295
illustrated, 295

hibernation, 66–67, 179
highlighting (Word), 391
History list (Internet

Explorer), 253, 254
Home Networking For

Dummies, 617
home pages, 245
Home Premium Edition

(Vista). See also
Windows Vista

defined, 63
space requirements, 65
Windows DVD Maker with,

531
hot keys, 72
Hotmail, 212
hovering, 73, 81
HP Digital Photography

Handbook, 540
HTML. See HyperText

Markup Language
hubs

defined, 594
FireWire, 562, 594
network, 594, 619
upgrading with, 593–594
USB, 40, 549, 562

HyperText Markup
Language (HTML) 
files, 337–338

I
iCalendar files, 337
icons

arranging, 129
defined, 68
deselecting, 94
document, 90
dragging, 132
expansion, 368
file, 90
folder, 90–91
guide, 87–93
hardware, 88–89
multiple, selecting, 93–94
program, 89
properties, 88
Quick Launch, 117
right-clicking, 88, 132
selecting, 93–94
shortcut, 91–92
system, 93
this book, 4–5
thumbnail, 139
Vista, 68–69, 87–93

Icons view (Vista), 128–129
ICQ. See also instant

messaging
defined, 276
options, 276–277
user number, 277

identity theft, 228
IE. See Internet Explorer
IEEE 1394. See FireWire
iMacs For Dummies, 15
images

acquiring, 486–490
boundaries, 490
converting, 493–494
cropping, 491–493
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images (continued)
formats, 493–494, 496
movie, acquiring, 516–517
rotating, 490–491
saving, 494–495
scaling, 490

Import Settings dialog box
(Vista), 554

inactive windows, 86
indentation (Word), 386
infrastructure mode, 644
inkjet printers. See also

printers
advantages, 25
cartridges, changing,

54–55
cartridges, cleaning, 57–58
cartridges, refilling, 58–59
color, 26
cost, 25
illustrated, 26
nozzles, 58
onscreen alerts, 54
photo, 26

Insert Cells dialog box
(Excel), 405

Insert Chart dialog box
(Excel), 414–415

Insert Clip Art dialog box
(Works), 306, 307

Insert mode
Word, 372
Works Word Processor,

299
Insert Movie dialog box

(PowerPoint), 437–438
Insert Paste dialog box

(Excel), 406
Insert Picture dialog box

PowerPoint, 433
Word, 388

Insert Sound dialog box
(PowerPoint), 437–438

Insert Table dialog box
Word, 377–378
Works, 308–309

instant messaging. See also
Windows Live
Messenger

AOL Instant Messenger
(AIM), 276

clients, 275–277
communicating with, 214
contact list, 279–281
emoticons, 281
font attributes, 282
ICQ, 276–277
sending messages, 281
status, changing, 283–284
unwelcome, 284
using, 281–283

Intel processors, 574
internal hard drives. See

also hard drives
adding, 586–589
connectors, 588–589
defined, 563
drive cage, 588
external hard drives

versus, 584–585
jumper settings, 586–587
second, benefits, 586
sliding in drive bay, 588

Internet
computer access and, 231
defined, 208
e-mail, 212–213, 257–274
file downloads, 232
FTP, 213–214
functioning of, 208–209
growth, 207
instant messaging, 

214, 275–284
music, 216
newsgroups, 214–215
online purchases, 232
passwords, 229–230

phishing, 231
privacy, 227–237
risky behavior, 230–232
Search box, 241
sharing, 608–609
spam replies, 230–231
threats, 227–229
Web, 209–212, 239–256
webcams/videoconfer-

encing, 215–216
Internet Accounts dialog

box (Windows Mail),
261–263

Internet connections
cable, 218–219
dialup, 217
DSL, 218
ISDN, 217–218
minimum requirements,

220
possibilities, 209–216
properties, 623, 647
satellite, 219
sharing, 645–652
transferring, 223
understanding, 216–219

Internet Explorer (IE)
Add to Favorites button,

243, 246, 251
Address bar, 240, 241
AutoComplete feature,

230, 255
Back button, 242
Content window, 242
controls, 240–245
defined, 239
Favorites, 246–248
Favorites Center, 

241–242, 243
file downloads, 251–252
Forward button, 242–243
Help button, 244–245
History list, 253, 254
Home button, 243
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keyboard shortcuts, 
242, 246

Live Search box, 
243, 248–249

options, 253
Page button, 244, 255
Print button, 243
printing Web pages,

253–255
Quick Tabs button, 251
Refresh button, 243
RSS Feeds button, 243
running, 240
saving Web pages,

255–256
Status bar, 241, 242
Stop button, 243
tabs, 243, 249–251
toolbar, 241, 242
Tools button, 244
window, 241

Internet Options (Control
Panel)

accessibility option, 182
Advanced tab, 187
AutoComplete option, 185
Browsing history options,

181–182
Certificates option, 185
Colors option, 182
configuring, 180–187
Connections tab, 186
Content Advisor option,

184–185
Content tab, 184–185
Feeds option, 185
Fonts option, 182
General tab, 181–182
Languages option, 182
Parental Controls options,

184–185
Privacy tab, 183–184
Programs tab, 186–187
Search option, 182

Security tab, 182–183
Tabs option, 182

Internet Options dialog box
(Internet Explorer), 253

Internet Protocol (IP)
addresses, 209

Internet radio, 507
Internet routers, 650
Internet service providers

(ISPs)
defined, 208
in dialup account setup,

222
Internet connections, 220
properties, 192
technical support, 186

Internet Time (Vista), 171
IP (Internet Protocol)

addresses, 209
iPods, 506–507
IrDA ports, 43
ISDN connections, 217–218
ISPs. See Internet service

providers
iTunes, 505, 506

J
joysticks. See game

controllers
JPEG format, 493, 494

K
key sequences, 102
Keyboard (Control Panel),

178–179
keyboards

Alt (alternate) key, 76, 102
arrow keys, 75, 84
cleaning, 51
Ctrl (control) keys, 76, 102
Enter key, 75

ergonomic, 16, 17
Esc (escape) key, 76
function, 76
keys, 74
Num Lock, 76
one-touch buttons, 16
Page Up/Page Down 

keys, 84
PC-specific keys, 75–76
as peripherals, 12
port, 46
properties, 178–179
repeat options, 179
Shift key, 102
USB, 46
Windows keys, 74–75
wireless, 30

L
label printers. See also

printers
convenience, 28
defined, 27
example uses, 27
illustrated, 27

labeling, cables, 50
LabelWriter 400, 27, 28
LAN parties, 610
languages, Web text

display, 182
laptops. See also desktop

PCs
desktop PCs versus, 18–19
infrared port, 43
PC cards, 43, 611

laser printers. See also
printers

advantages, 24
cleaning, 52–54
cleaning sheets, 54
corona wires, 53
cost, 24
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laser printers (continued)
fan vent, 53
illustrated, 25
paper feed rollers, 53
toner cartridge

installation, 52
toner guard, 53
toner spills, 52

Last Known Good Configu-
ration option (Vista),
161

LCD monitors, 16
LCD screens, digital

cameras, 543
LEAP (Lightweight

Extensible
Authentication
Protocol), 657

lenses. See also digital
cameras

macro, 546–547
telephoto, 546
wide angle, 547

lighting, photos, 551
Lightweight Extensible

Authentication
Protocol (LEAP), 657

List view (Vista), 129
Lithium-ion (LIon)

batteries, 546
Live Search (Internet

Explorer), 243, 248–249
locations, dialing, 191
locking system, 67
logging in, 133–134
logging off, 67, 134
Logitech io, 29
lunchbox form factor, 15

M
McAfee Virus Scan Plus,

159, 237
macro lenses, 546–547

mailboxes. See also
Windows Mail

creating, 261–263
editing, 263
e-mail name, 262
ISP instructions, 261
naming, 261
password, 262
setting up, 260–263

mailing lists, 213
maintenance

cables, 49–50
dust bunnies, 48–49
keyboard, 51
monitor, 50–51
mouse, 51
PC, cleaning, 48–49
printer, 52–59
scanner, 50–51
in Vista, 145–166
workplace, 49

Mark’s Maxims, this book, 5
Maximize button, 85, 86
maximizing windows, 85
Maxtor One-Touch II, 36–37
Media library (ShowBiz

DVD 2), 514, 525
memory. See random

access memory (RAM)
Memory Diagnostic tool

(Vista), 201
Memory Stick, 542
menus. See also Start menu

(Vista)
commands, this book, 3
contextual, 69
hot keys, 72
illustrated, 73
Outlook, 458, 459
using, 72
Vista Help system, 79
Works Calendar, 330
Works Database, 343, 344

Works Spreadsheet, 
314, 315

Works Word Processor,
299

Message pane (Outlook),
459, 462, 463

Microsoft Access. See
Access

Microsoft Customer
Support link, 79

Microsoft Excel. See Excel
Microsoft Live Search, 182
Microsoft Office Access 2007

For Dummies, 445
Microsoft Office Excel 2007

For Dummies, 412
Microsoft Office Outlook

2007 For Dummies, 457
Microsoft Office PowerPoint

2007 For Dummies, 421
Microsoft PowerPoint. See

PowerPoint
Microsoft technical

support, 203
Microsoft Web site, 203
Microsoft Word. See Word
Microsoft Works. See Works
MIDI. See Musical

Instrument Digital
Interface

Minimize button, 84, 86
minimizing windows, 84–85
mini-tower form factor, 14
mini-tripods, 547
MLC Radio, 507
modems

cable, 218–219, 222–223,
648

DSL, 38, 218
as Internet connection

requirement, 220
options, 191
serial, 42
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monitors
cleaning, 50–51
CRT, 15–16, 38, 44
LCD, 16
multiple, video card

support, 602
opening, never, 51
as peripherals, 12
turning off, 176–177

monopods, 547
motherboards. See also

central processing 
unit (CPU)

alignment, 579
cables, plugging, 580
cables, unplugging, 578
controllers, 575
CPU installation on, 576
CPU socket, 576–577
dependencies, 574–575
expense, 573
FSB, 575
installation, 574, 578–580
populated, 568
removing, 578
screw holes, 579
selecting, 575–576
spacers, 580
upgrading, 560, 573–575

mouse
acceleration, 180
buttons, 17
cleaning, 51
cordless, 17
middle button function,

180
optical, 17
as peripheral, 12
pointers, 180
port, 46
properties, 179–180
scroll settings, 180
trails, 180
USB, 46

Mouse (Control Panel),
179–180

Mouse Pointers link (Vista),
174

movies. See also ShowBiz
DVD, 2

building, 517–519
clips and images, 515–517
formats, 528
inserting (PowerPoint),

437–438
items, deleting, 518, 519
items, import methods,

516–517
previewing, 526–527
recording DVD, 529–530
rendering, 527
saving, 528–529
soundtrack, 524–525
special effects, 521–524
titles, 525–526
transitions, 520–521
video clip properties, 

518, 519
moving

in databases (Works), 347
desktop PCs, 47–48
files/folders (Vista), 104
right-clicking in, 104
slide elements

(PowerPoint), 432
special effects, 523
windows (Vista), 85–86
in worksheets (Excel),

399–400
MP3

cards, 565
defined, 500
primer, 500–501
process, 500
as revolutionary

technology, 499
sound card encoding

support, 598

MP3 files
association, changing, 506
audio quality, 500, 501
bit rates, 501
burning CDs from,

510–511
CDs versus, 500
characteristics, 137
copyrights, 501
decoding, 500
defined, 500
double-clicking, 504
downloading, 501
playing, 137–139, 504–506
recording, 500
ripping, 501–504
saving, 501
sending, 501
song information, 500

MP3 players
downloading, 506–507
iTunes, 505, 506
Musicmatch Jukebox, 507
Windows Media Player,

507
Yahoo! Music Jukebox,

501–506
MPEG

cards, 566
video card hardware

support, 602
multifunction devices, 483
multimedia

CD recording, 140–142
digital photographs,

139–140
DVD movies, 142–143
MP3 files, 137–139

multiuser operation
Control Panel preferences,

132
options, 67
user account levels, 133
Welcome screen, 134
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music, listening over the
Internet, 216

Musical Instrument Digital
Interface (MIDI)

files, 599
format, 510
ports, 599

Musicmatch Jukebox, 507

N
NAT (Network Address

Translation), 235,
659–660

Navigation pane
Access, 447, 449, 450
Outlook, 458–459, 475

negative scanners, 485
network adapter cards

defined, 611
drivers, 612

Network Address
Translation (NAT), 
235, 659–660

Network and Sharing Center
(Vista), 112–113,
224–225

network connections
adding, 112
adding wireless devices

to, 113
monitoring, 655–656
properties, 112, 623
setting up, 113
viewing, 113

network drives, 101
network interface cards

(NICs)
connectors, 618
defined, 619
faulty, 633
rating, 619

shopping for, 620
Windows Vista doesn’t

recognize, 632
network printers

box, 628
defined, 611
enabling, 629
printing methods, 628
setting up, 628
troubleshooting, 633–634

network security
NAT, 659–660
shared folders, 658–659
wired networks, 653–656
wireless networks,

656–658
Network window (Vista),

625
networks

advantages, 607–610
browsing, 624–626
cables, 617–618
cabling, 612
collisions, 616
connections, 610–611
Ethernet, 615–634
file transfer, 607–608
folders/devices display,

625
games, 609–610
guided, 636
hardware, 611–612,

617–620
Internet connection,

608–609
Macintosh and Linux

computers, 611
management software, 612
NICs, 619–620
passwords, 626
PCs, 610
PDAs, 611

router/switches, 612
shared documents/

applications, 
610, 626–627

shared folders, 626–627
shared hardware, 611
software, 612
switches, 619, 631
troubleshooting, 631–634
unguided, 636
use decision, 613
Windows Vista

configuration 
for, 621–627

wired versus wireless, 636
wireless, 635–644

New Appointment dialog
box (Works Calendar),
333–334

New Chart dialog box
(Works), 325–326

New Technology File
System (NTFS), 150

newsgroups
caution, 214
personal information and,

230
reading, 214–215
subscribing to, 214
in troubleshooting Vista,

204
newsreaders, 215
nickel-cadmium (NiCad)

batteries, 546
nickel-metal-hydride

(NiMH) batteries, 546
NICs. See network interface

cards
Normal view (PowerPoint),

424
Norton Utilities, 150
notes (PowerPoint), 436
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Notes Page view (Power-
Point), 424–425, 
426, 432

notification area (Vista).
See also taskbar 
(Vista)

clock, hiding, 116
defined, 115
illustrated, 115
resizing, 117
settings, 116

Nullsoft Winamp, 11
Num Lock, 76
number formatting (Excel),

402–403
numbered lists

Word, 378–379
Works, 305–306

NVIDIA video cards, 601

O
OCR (optical character

recognition), 481
Office 2007

Access, 360, 445–455
Clipboard, 362–363
components, 356–361
defined, 355
Excel, 357–358, 395–419
Help system, 363–364
Microsoft Office button,

363
Outlook, 361, 457–477
PowerPoint, 359–360,

421–444
shared workspaces, 363
Word, 356–357, 365–393

online purchases, 232
Open dialog box (Vista),

497
operating systems

defined, 20
examples, 21

Windows Vista, 20–21
Windows XP, 21

optical character
recognition (OCR), 481

optical mouse, 17
organization, this book, 3–4
Organize Favorites dialog

box (Internet Explorer),
248

Outline pane (PowerPoint),
423, 428, 429

Outline view (Word),
369–370

Outlook. See also e-mail
(Outlook)

Account Settings dialog
box, 461

Add New E-mail Account
wizard, 460–462

Appointment window,
473–475

Bcc box, 464
Calendar window, 472–475
Cc button, 464
Contact Picture button,

472
Contacts list, 464, 465, 467
Contacts window, 470–472
defined, 361
features, 361
mail account

configuration, 460–462
mail account removal, 462
menu, 458, 459
Message Pane, 

459, 462, 463
Navigation pane, 458–459,

475
New button, 466
Print dialog box, 476–477
Print Preview feature, 476
Reading pane, 459–460,

463
Reply All button, 464

Reply button, 464
Reply window, 464
running, 458
Send button, 467
Startup Wizard, 460
status bar, 459, 460
toolbars, 458, 459
window, 458–460

Outlook Express, 212
Overwrite mode

Word, 372
Works Word Processor,

299

P
Package for CD. See also

PowerPoint
creating, 442
defined, 441
fonts, 442
presentation updates and,

443
Page Setup dialog box

Excel, 417–418
Word, 381

Page Up/Page Down keys,
84

Paint Shop Pro
accessing, 486
defined, 486
Free Rotate dialog box,

491
geometric selection tool,

491, 492
Save As Type drop-down

list, 494
Save Options dialog box,

495
scanning with, 486–495
Select Source dialog box,

487
Send the Scan Now

button, 489
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Paint Shop Pro (continued)
settings, 489–490
Start a New Scan button,

488
Text Entry dialog box,

497–498
window, 487

Paragraph dialog box
(Word), 385–386

paragraphs
formatting (Word),

385–386
formatting (Works),

303–305
parallel ports

defined, 42–43
illustrated, 43
uses, 43

parental controls, 184
Parental Controls options

(Control Panel),
184–185

passwords
dialup connection,

224–225, 226
e-mail account, 262
guidelines, 229–230
Internet, 229–230
network, 626
random, 229
security, 655
Vista user account, 189
VPN, 663
wireless hardware, 644

patches, software, 11
pattern matching, 376
PC cards

defined, 611
drivers, 612
with laptops, 43, 611

PCI Express video cards,
600

PCs
desktop, 13–18, 47–48
hibernation, 66–67
laptop, 18–19, 43, 611
moving, 47–48
as personal tool, 123
restarting, 66
shutting down, 65
sleep mode, 66

pen scanners, 485
peripherals. See also

specific peripherals
defined, 12
examples, 12
serious, 23

personal information, 
230, 231

Personalization dialog box
(Vista). See also
Control Panel

accessing, 171
desktop background,

172–173
display settings, 174
illustrated, 172
mouse pointers, 174
screen saver, 173
sounds, 173
Theme, 174
window color and

appearance, 172
phishing, 231
Phone and Modem Options

window (Vista)
Advanced tab, 192
Dialing Rules tab, 191
illustrated, 190
Modems tab, 191

phoneline networking,
642–643

Photo Album 6, 552
photo printers, 26

photographs. See digital
photographs

pipelines, 208
pizza box form factor, 15
plug-and-play connections

FireWire, 42
USB, 40

PNG format, 493, 494
POP3 server, 261
populated motherboards,

568
port cards

aligning, 595
connector, 596
FireWire, 593
installing, 594–596
USB 2.0, 591–592

portable hard drives, 35
ports

audio, 45–46
DVI-I, 44
FireWire, 41–42
IrDA, 43
keyboard, 46
mouse, 46
parallel, 42–43
PS/2, 46
serial, 42
USB, 39–41
video, 44

Power Options (Control
Panel)

advanced, 177
illustrated, 178
settings, 176–177

power plan, 176–177
powering down, 48
PowerPoint. See also

presentations
(PowerPoint)

Animation tab, 441
Clip Art pane, 433
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defined, 359
Design tab, 434–435
editing window, 422, 423
features, 359–360
Font dialog box, 431–432
Home tab, 426, 427, 428,

431
illustrated, 359
Insert Movie dialog box,

437–438
Insert Picture dialog box,

433
Insert Sound dialog box,

437–438
Insert tab, 430, 432
Normal view, 424
Notes Page view, 424–425,

426, 432
Notes pane, 436
Office Button, 422, 423
Outline pane, 423, 428, 429
Package for CD feature,

441–443
Print dialog box, 443–444
Quick Access bar, 422, 423
Ribbon, 422, 423
ruler, 422, 423
running, 422
Set Up Show dialog box,

439–440
Slide pane, 423, 426, 427
slide show control keys,

440
Slide Show tab, 439
Slide Show view, 425
Slide Sorter view, 424, 425
status bar, 423
text field and object

selection keys, 430–431
text field movement keys,

430
text field selection keys,

431

View tab, 438
views, 424–426

presentations (PowerPoint).
See also PowerPoint

documents, inserting, 428
documents, printing,

443–444
graphics, 432–433
movies, inserting, 437–438
notes, 436
objects, selecting, 430–431
packaging, 441–443
slide elements, moving,

432
slide shows, building,

438–440
slide shows, running, 440
slides, creating, 426–428
slides, duplicating, 427
slides, importing, 428
slides, inserting, 427–428
slides, thumbnails, 427
sound, inserting, 437–438
text, adding, 429
text, editing, 429, 431–432
text, moving, 430
text, selecting, 430–431
themes, 434–435
updating, 443

Print dialog box
Access, 455
Excel, 419
Outlook, 476–477
PowerPoint, 443–444
Word, 392

Print Layout view (Word),
370

Print Preview window
(Internet Explorer), 243

printers
accessing, 110–112
advanced settings, 112
calibrating, 55–57

cleaning, 52–59
color, 26
default, 112
defined, 24
dye-sub, 26
Ethernet network

support, 628
inkjet, 25–26
label, 27–28
laser, 24–25
maintenance, 52–59
network, 611, 628, 629
photo, 26
preferences, 111
Properties dialog box, 

57, 112
shared drivers, 630

Printers window (Vista)
accessing, 110
illustrated, 111
See What’s Printing

button, 112
printing

Access data, 455
calendars (Works

Calendar), 338–339
databases (Works

Database), 351
digital photographs, 

545, 556
jobs, displaying, 112
jobs, pausing, 112
network, 628–631
spreadsheets (Works),

326–327
thermal wax, 26
Web pages, 253–255
worksheets (Excel), 419

Printing Preferences dialog
box (Vista), 111

Prints and Faxes box
(Windows), 56

privacy, Internet, 183–184
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program icons (Vista), 89
programs. See applications
Programs and Features

window (Vista),
188–189

Projects screen (Works),
291–292

Properties dialog box
displaying, 106
hard drive, 106, 148–150
Internet connection, 

623, 647
keyboard, 178–179
mouse, 179–180
network connection, 623
printers, 57, 112
Recycle Bin, 107–108
Start button, 168
Taskbar and Start Menu,

109
PS/4 port, 46
Public folder (Vista), 132

Q
Quick Access bar

Access, 446, 447
Excel, 396, 397
PowerPoint, 422, 423
Word, 367–368

Quick Launch toolbar. See
also taskbar

icons, adding, 117
icons, clicking, 89
location, swapping, 117
resizing, 117
Word in, 366

R
RAM. See random access

memory
Rambus (RDRAM) memory,

468

random access memory
(RAM)

adding, 561, 567–572
amount, determining,

570–571
DDR, 568
DDR2, 568
defined, 19
determining, 569
digital camera cards, 542
DIMM slots, 572
EDO, 569
installing, 571–572
minimum, 570
modules, checking, 569
motherboard capacity,

575
physical, 582
RDRAM, 568
SDRAM, 568–569
specification, 569
types, 567–570
video card, 601

RCA jacks, 45
RDRAM (Rambus) memory,

568
Reading pane (Outlook),

459–460, 463
ReadyBoost, 571
Recent Applications list

(Vista)
customizing, 114
disabling, 109
security and, 109
using, 98–99

Recent Documents list, 110
rechargeable batteries, 546
recordable CD and DVD

drives, 542
recording CDs, 140–142
records

defined, 343, 448
moving between (Access),

453–454

moving between (Works
Database), 347

searching (Works
Database), 348

selecting (Works
Database), 347

sorting (Works Database),
348

Recycle Bin
deleted items, 105
emptying, 107–108
icon, 93
properties, 107–108
recovering properties

from, 108
reinstalling Windows Vista.

See also
troubleshooting Vista

personal file backup, 202
as repair installation, 201
System Restore disc

versus, 202
tricks, 202
with Windows Vista

installation disc,
202–203

renaming items (Vista), 107
rendering, 527
repair installation, 201
replying to messages

(Windows Mail),
264–267

ReportCreator. See also
Database (Works)

accessing, 349
Fields tab, 349–350
Filter tab, 351
Grouping tab, 350
illustrated, 349
Sorting tab, 350
Summary tab, 351
Title tab, 349

56_223383 bindex.qxp  12/27/07  8:15 PM  Page 684



Index 685

reports (Works Database)
building, 349–351
editing, 351
fields, 349
filters, 351
format, 349
naming, 349
sort fields, 350
summaries, 351

requirements, this book, 1
resolution

scanners, 485
video card, 601–602

restarting PCs, 66
restore points. See also

System Restore
creating, 157–158
defined, 157
using, 158

restoring
from backups, 156
deleted items, 208
windows, 85

revision marks (Word),
389–390

Ribbon (Access), 446, 447
Ribbon (Excel)

defined, 396
Home tab, 405, 406
illustrated, 397
Insert tab, 413
Page Layout tab, 417

Ribbon (PowerPoint)
defined, 422
Design tab, 434–435
Home tab, 426, 427, 428,

431
illustrated, 422
Insert tab, 430
View tab, 438

Ribbon (Word)
command buttons, 368
defined, 367
Home tab, 391

illustrated, 367
Layout tab, 381, 382
minimizing, 368

right-clicking
for contextual menus, 69
in copying/moving items,

104
defined, 69
icons, 88, 132

ripping MP3 files, 501–504
rotating

defined, 491
digital photos, 554
scanned images, 490–491

routers
DSL, 621
Internet, wired, 650
Internet, wireless, 651

rows
deleting (Works), 322
inserting (Excel), 406
inserting (Works), 322
resizing (Excel), 404
selecting (Excel), 400

Roxio Easy Media Creator,
140, 141

rpm, hard drives, 584
R/RW and +R/RW formats,

533
RSS feeds

gadget, 250
Internet Explorer support,

243, 250
pages, 250

rule of asymmetry. See also
composition, photo

defined, 549
experimentation, 550
illustrated, 550

rule of thirds, 548–549
rulers

PowerPoint, 422, 423
Word, 367, 369, 380
Works, 299

rules, spam, 233
Run dialog box (Vista), 110
running applications

from CD-ROM/DVD-ROM,
100–101

from Explorer window,
99–100

from network drive, 101
from Start menu, 98–99

RW (rewriteable), 36

S
Safe mode

availability, 198
with command prompt,

161
defined, 160, 198
with networking, 161
in troubleshooting Vista,

198
using, 160

satellite connections, 
219, 223

saving
documents in XML

(Word), 388
e-mail (Outlook), 466
movies, 428–429
scanned images, 255–256
Web pages (Internet

Explorer), 255–256
Scanner and Camera

Wizard (Vista)
accessing, 553
downloading with,

553–556
Import button, 554
Options link, 553
Tag These Pictures text

box, 553
scanners

42-bit color, 485
business card, 485
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scanners (continued)
cleaning, 50–51
cost, 481
covers, 51
defined, 28
digital pen, 29
drivers, 496
features, 485–486
flatbed, 483
functioning of, 482–483
functions, 28, 482
glass, cleaning, 495
illustrated, 28
negative, 485
one-button operation, 485
pen, 485
resolution, 485
sensor, 482
sheet-fed, 483–484
single-pass operation, 485
specialized, 29
transparency adapter, 486
TWAIN driver, 487
USB or FireWire

connection, 486
Scanners For Dummies, 481
scanning

copyright line, 497–498
copyrights and, 496–497
do’s and don’ts, 495–496
dpi, 490
image acquisition,

486–490
image boundaries, 490
image conversion,

493–494
image cropping, 491–493
image formats, 493–494
image rotating, 490–491
image saving, 494–495
image scale, 490
memory and, 496

output type, 489
with Paint Shop Pro,

486–495
Screen Saver (Vista), 173
screen savers

caution, 173
selecting, 173
in troubleshooting Vista,

198
scroll bars

defined, 83
dragging, 84
illustrated, 83

SCSI (Small Computer
System Interface)

adapter cards, 194, 195
avoiding, 41
defined, 41
external hardware, 564
hard drive, 194, 583
ports, 564

SDRAM (SyncDRAM)
memory, 568–569

Search box (Internet
Explorer), 241

search providers, 182
searching

appointments (Works
Calendar), 335–336

Help (Vista), 78–79
records (Works Database),

348
for Web sites, 248–249
in Word, 374–376

Secure Sockets Layer (SSL),
240

security
connection monitoring,

655–656
Internet, 182–183
LEAP, 657
passwords, 655, 657

shared folder, 658–659
SSID, 657
VPN, 657, 660–664
WAP, 657
WEP, 656
wired networks, 653–656
wireless networks,

656–658
Security window (Vista),

116
Serial ATA (SATA) drives,

562–563, 583, 584, 587
serial ports, 42
servers

DHCP, 649
FTP, 213, 228
POP3, 261
SMTP, 261
VPN, 660

Service Pack 1 (Vista)
defined, 163
installation procedure,

164–166
installing immediately, 163
restart, 164
verification, 166
wizard, 164–165

service set identifier (SSID),
644, 657

Set Up a Connection Wizard
(Vista), 224–225

Set Up Show dialog box
(PowerPoint), 439–440

shading
Excel, 408–409
Works Spreadsheet,

321–322
shadows, in photographs,

551, 552
shared documents/

applications, 610
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shared folders
configuring for, 626–627
descriptive names, 659
marking, 627
permission levels, 658
security, 658–659

shared Internet
connections. See also
Internet connections

with hardware, 648–652
reasons for, 645–652
with Windows Vista

software, 646–647
wired shared devices,

648–650
wireless sharing devices,

651–652
shared printers

drivers, 630
offline, 634
troubleshooting, 633–634

shared workspaces
(Office), 363

shareware, 11
sharing devices

wired, 648–650
wireless, 651–652

sheet-fed scanners. See also
scanners

benefits, 483
caution, 484
defined, 483
illustrated, 484

ShieldsUP!!, 236
Shift key, in key sequences,

102
shortcuts

adding during 
installation, 91

benefits, 91
creating, 132
defined, 91

illustrated, 92
as program link, 92
properties, 106

ShowBiz DVD 2. See also
movies

album sorting, 516
Audio 1 and Audio 2, 

521, 524
cost, 513
Create button, 530
defined, 513
Export button, 528
Export settings, 528
Format dialog box,

528–529
Hide Info/Show Info

button, 517
import methods, 516–517
Media library, 514, 525
Media tab, 515, 517, 524
Open dialog box, 515
Player window, 514, 527
Sample Audio album, 524
scrubber bar, 527
special effects, 522
Storyboard strip, 

514–515, 518
Text Editor dialog box,

525–526
Text tab, 525
Timeline strip, 514, 515,

521–522, 523
Transitions tab, 520–521
video clip properties, 

518, 519
window, 514–515
Write Disc dialog box, 530

shutting down PCs, 65, 195
Sidebar (Vista), 127–128
SideShow, 641
sleep mode, 66, 177

Slide pane (PowerPoint),
423, 425, 426, 427

slide shows (PowerPoint)
building, 438–440
control keys, 440
digital photos in, 545
loop, 440
running, 440
slide selection, 439
timings, 440
transitions, 440–441

Slide Sorter view
(PowerPoint), 424, 425

slides (PowerPoint)
creating, 426–428
duplicating, 427
importing, 428
inserting, 427–428
moving between, 439
printing, 443–444
thumbnails, 427

SmartMedia, 542
SMTP server, 261
software

defined, 10–11
firmware, 12
freeware, 11
shareware, 11
upgrades, patches,

updates, 11
versions, 11
Windows Vista, 20–21
Windows Vista

compatibility, 103
Sonic CinePlayer, 142
Sort Records dialog box

(Works Database), 348
sound cards

3D spatial imaging, 598
aligning, 603
features, 597–599
FireWire port, 599
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sound cards (continued)
game port, 599
installation disc, 604
installing, 602–604
MIDI port, 599
MP3 encoding support,

598
Surround sound support,

598
upgrading, 565, 597–604

Sound dialog box (Vista),
126

sound formats. See also
MP3; MP3 files

AAC, 508
AIFF, 509–510
AU, 509
MIDI, 510
types, 507–510
WAV, 508
WMA, 508

sounds. See also audio
inserting (PowerPoint),

437–438
system (Vista), 126

Sounds (Control Panel), 173
spacing (Word), 386
spam. See also e-mail

blocked list, 271
blocking, 271
filters, 233
handling, 270–271
replying and, 230–231
unsubscribing and, 271

SpamKiller
defined, 233
features, 233–234
obtaining, 234

speakers
audio connectors, 45
flat-panel, 18
USB port connection, 18

special effects. See also
movies

adding, 521–524
experimenting with,

523–524
movie alignment, 522
movie on a blimp, 522
moving, 523
neon sign, 522
previewing, 527
virtual raindrops or

flames, 522
spell checking (Works),

309–310
SPIDF connector, 45–46
Spreadsheet (Works). See

also spreadsheets
(Works)

AutoFormat feature,
321–322

cell selection shortcut
keys, 318

defined, 288, 313
Easy Calc, 322–324
editing shortcut keys, 318
editing window, 314, 315
Excel support, 315–316
features, 290
Format Cells dialog box,

319–322
formula indicator, 322
illustrated, 289
menu, 314, 315
movement shortcut keys,

316–317
navigating, 316–317
New Chart dialog box,

325–326
Print button, 326
Print Preview window,

326–327
row-and-column header

buttons, 314, 315

running, 313–314
status bar, 314, 315
toolbar, 314, 315
window, 314–315
Zoom control, 314, 315

spreadsheets (Excel)
borders, 408–409
cells, aligning, 407–408
cells, editing, 401
cells, entering data in,

398–399
cells, inserting, 405–406
cells, linking, 416–417
cells, selecting, 400–401
charts, 413–416
columns, inserting, 406
columns, resizing, 404
columns, working with,

403–406
constants, 409
dates, 402–403
font formatting, 407
footers, 417–418
formatting, 406–409
formulas, 358, 409–412
functions, 358, 412
graphics, 413
headers, 417–418
number formatting,

402–403
rows, inserting, 406
rows, resizing, 404
rows, working with,

403–406
shading, 408–409
smart tags, 358
templates, 411–412
workbooks, 398
worksheets, 398
worksheets, creating, 411
worksheets, moving in,

399–400
worksheets, printing, 419
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spreadsheets (Works)
borders, formatting, 321
cells, editing, 318
cells, formatting, 318–322
cells, selecting, 317–318
charts, 325–326
columns, deleting, 322
columns, inserting, 322
formulas, 322–324
number formatting, 319
printing, 326–327
rows, deleting, 322
rows, inserting, 322
shading, 321–322
support, 315–316
text formatting, 320

spyware, 160
SSID (service set identifier),

644, 657
SSL (Secure Sockets Layer),

240
Start menu (Vista)

accessing, 70, 98, 99
All Programs list, 99, 114
Computer option, 100
configuring, 113–114
elements, 71
Help and Support 

option, 77
illustrated, 70
items, selecting, 114
logging off from, 134
Network option, 101, 112
Recent Applications list,

98–99, 109
Recent Documents list,

110
Run option, 110
running applications from,

98–99
Shut Down button, 65
Start Search box, 110
starting with Windows

key, 75

startup, selective (Vista),
199

Startup Repair (Vista), 201
static electricity,

dissipating, 603
status bar

Access, 447
Excel, 397
Internet Explorer, 242
Outlook, 459, 460
PowerPoint, 423
Windows Mail, 258, 260
Word, 367, 369
Works Database, 343, 344
Works Spreadsheet, 

314, 315
Works Word Processor,

298, 299
storage

external drives, 34–37
upgrades, 562–563

Storyboard strip (ShowBiz
DVD 2), 514–515, 518

surge protectors, 37–38
Surround sound card, 

565, 598
switches, network

with cable modems, 631
defined, 619
with DSL modems, 631
Ethernet 10/100, 648
faulty, 633
as powered devices, 621
troubleshooting, 632–633

Symantec Norton AntiVirus,
237

Symantec Norton Utilities,
150

SyncDRAM (SDRAM)
memory, 568–569

System Configuration utility
(Vista), 199

system files, 157

system icons, 93
System Properties

dialog box, 157–158
displaying, 19
illustrated, 20

System Recovery Options
(Vista)

activation, 200
contents, 201
preinstallation, 201

System Restore
defined, 157
illustrated, 158
recovering with, 158
restore points, 157–158
safeguarding with,

156–158
System Restore disc

(Vista), 202
system sounds, 126

T
tab-delimited files, 338
tables (Access). See also

databases (Access)
creating, 448–450
deleting, 449
types of, 449

tables (Word)
AutoFit behavior, 377
Bullet option, 379–380
colors, 378
decorating, 378
functions, 376
illustrated, 378
inserting, 376–378
Numbering option, 378
typing in, 377

tables (Works)
adding, 308–309
predesigned formats, 308
typing in, 309
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tabs (Internet Explorer)
defined, 243
group, building, 251
opening, 250
switching between, 251
using, 249–251

tabs (Word)
defined, 368
illustrated, 367
leader, 383
setting from menu,

382–383
Tabs dialog box (Word), 383
tape drives, adding, 563
Task Launcher (Works)

defined, 293
functions, 293–294
Help system display, 295
illustrated, 294
running, 297

Task Manager
Applications tab, 119
logging off from, 120
Networking tab, 120
opening, 119
Performance tab, 120
Users tab, 120

taskbar (Vista)
clock, hiding, 116
configuring, 117–118
Control Panel icons on,

117
default locations,

swapping, 117
defined, 71, 114
expanding, 117
functions, 72
handling, 114–118
illustrated, 71
locking/unlocking, 117
notification area, 115–116
Quick Launch icons, 89,

117

resizing areas, 117
Switch Between Windows

button, 115
in switching programs,

114
toolbars, adding, 118

Taskbar and Start Menu
Properties dialog box
(Vista), 109

technical articles, 79
telephoto lenses, 546
templates

database (Access, 
449, 454–455

spreadsheet (Excel),
411–412

text
adding (PowerPoint), 429
adding (ShowBiz DVD 2),

525–526
editing (PowerPoint), 

429, 431–432
editing (Word), 373–374
editing (Works), 301
formatting (Works

Spreadsheet), 320
formatting attributes

(Works Word
Processor), 303

moving (PowerPoint), 430
selecting (PowerPoint),

430–431
selecting (Word), 373
selecting (Works), 300–301
typing (Word), 372
typing (Works), 299–300

Text Editor dialog box
(ShowBiz DVD 2),
525–526

Theme Settings dialog box
(Vista), 125, 174

themes (PowerPoint)
applying, 434–435
functions, 434

illustrated, 435
types, selecting, 435

themes (Vista), 125
thermal wax printing, 26
3D gaming cards, 565–566
thumbnails

graphics (Works), 308
slides (PowerPoint), 427

TIFF format, 493, 494
Tiles view (Vista), 128
Timeline strip (ShowBiz

DVD 2)
Audio 1 and Audio 2, 

521, 524
defined, 515
illustrated, 522
ministrips, 521
with special effects,

523–524
toggling, 524

title bars, window, 86
titles, movie

adding, 525–526
methods, 525
style, 526

toolbars
adding to taskbar, 118
defined, 73
floating, 94
illustrated, 73, 95
Internet Explorer, 241
name, identifying, 73
Outlook, 458, 459
Quick Launch, 89, 117
tooltips, 73
using, 94–95
Windows Mail, 258–259
Works Calendar, 330
Works Database, 343, 344
Works Spreadsheet, 

314, 315
Works Word Processor,

298, 299
tooltips, 73, 81
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TOSLINK connector, 45
Total Commander, 103
touchpads, 17
tower form factor, 14
trackballs. See also mouse

benefits, 31
connection, 32
defined, 17
illustrated, 32

transitions
adding, 520–521
deleting, 520
experimentation, 521
illustrated, 521
slide show (PowerPoint),

440–441
Transmission Control

Protocol/Internet
Protocol (TCP/IP)
addresses, 209

tripods, 547
troubleshooting networks

browse difficulty, 633
challenge, 631–632
NIC not recognized, 632
no lights on switch,

632–633
shared printer, 633–634

troubleshooting Vista
brainstorming, 196
cable check, 195
with Device Manager,

199–200
drive scans, 196–197
external devices and, 196
guidelines, 193–195
Help system and, 194, 203
with Microsoft tech

support, 203
with Microsoft Web site,

203
with newsgroups, 204
packet verification, 197

program uninstallation,
196

reinstalling Vista, 201–203
resources, 203–204
safe mode in, 198
screen savers, 198
setting verification, 196
shutting down, 195
with System Configuration

utility, 199
with System Recovery

Options, 200–201
user access, 198

TV tuners, 602
TWAIN

defined, 516
drivers, 487

twisted pair cables, 617

U
Ultimate Edition (Vista), 63
Uniform Resource Locators

(URLs), 244
Universal Serial Bus (USB).

See USB connections;
USB ports

Update Driver Software
Wizard, 147

updates, software, 11
upgrades

CPU/motherboard, 
560, 573–575

determining, 559–566
expansion, 561–562
external SCSI, 564
FireWire, 561–562, 593
hard drive, 562–563,

581–589
hub, 593–594
memory, 561
performance, 560–561
recorder, 563

requirements, 559
software, 11
sound card, 565, 597–599,

602–604
storage, 562–563
tape drive, 563
USB 2.0, 561–562, 591–592
video card, 565–566,

600–604
UPS units

advantages, 38
lightening and, 37
uses, 38

URLs (Uniform Resource
Locators), 244

USB connections
benefits, 40–41
digital pen, 29
inkjet printer, 25
keyboards/mice, 46
label printer, 28
as plug-and-play, 42
scanners, 28, 486
speakers, 18
speed, 41
trackball, 32
USB 2.0 standard, 41, 562
USB.1.1 standard, 41
wireless, 638

USB flash drives
defined, 37
illustrated, 37
as plug-and-play, 120
transfer rates, 121
use recommendation, 121

USB ports
adding, 561–562
audio connection, 46
comparing, 591–592
defined, 39
device support, 40
hub, 40, 562, 594
illustrated, 40
installing, 594–596
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USB ports (continued)
SCSI versus, 564
transfer speeds, 592
USB 2.0, 592
USB. 1.x, 591

user accounts (Vista)
Administrator, 133
data/documents, 67
Guest, 133, 134
levels, 133
logging in, 133–134
names, changing, 189
passwords, changing, 189
running two at once, 67
settings, 189
Standard, 133
wizard, 189–190

User Accounts window
(Vista), 189–190

User folder (Vista)
Documents folder, 131
name, 130
subfolders, 130

users
multiple, 132–134
switching, 134

V
vCalendar files

exporting as, 337
Works Calendar support,

290
vCard files, 273–274
VERA (Virtual Entity of

Relevant Acronyms),
516

versions, software, 11
video cameras

advantages, 33
illustrated, 34

video cards
AGP, 600
aligning, 603

ATI, 601
capture, 566
chipsets, 600–601
driver and standards

support, 601
gamer’s, 565–566
illustrated, 10
installation disc, 604
installing, 602–604
monitor support, 602
MPEG, 566
MPEG hardware support,

602
NVIDIA, 601
PCI Express, 600
RAM, 601
resolution, 601–602
shopping for, 600–602
TV tuner, 602
upgrading, 565–566,

597–604
video capture and TV

output, 602
Video Graphics Array

(VGA) specification, 44
video port, 44
views (Vista)

Details, 129
Folders, 129–130
Icons, 128–129
items, sorting, 129
List, 129
switching, 128–129
Tiles, 128

virtual memory
amount, 582–583
defined, 581
on hard drive, 582
speed, 583
use of, 582

virtual private networking
(VPN)

clients, 660
connections, 186, 657

connections, creating,
661–663

connections, properties,
662

connections, using, 663
defined, 660
password, 663
security, 657, 660–664
servers, 660
sessions, 663
user name, 663

viruses. See also security
antivirus applications,

159–160
as Internet threat, 228
Windows Defender and,

160
Vista. See Windows Vista
Vista Firewall. See also

firewalls
defined, 234
enabling, 236
test, 236
use of, 654

visualizations, 138
VPN. See virtual private

networking
VPN Client Properties

dialog box, 662

W
WAPs. See wireless access

points
war driving, 658
Wacom Intuos3, 31
WAV (Windows Audio/

Video) audio 
format, 508

Web
blogging, 211–212
browsers. See Internet

Explorer (IE)
exploring, 209–212
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home page, selecting, 245
with Internet Explorer,

239–256
navigating, 246–251
surfing, 210

Web Layout view (Word),
370

Web pages
creating in Word, 392–393
as Favorites, 246–248
frames, 253, 254
printing, 253–255
saving, 255–256

Web sites
building, 211
extension, 210
history, 252–253
navigating to, 246
personal information and,

231
pictures, downloading,

252
searching for, 248–249
visiting, 210

Web videoconferencing,
215–216

webcams
defined, 215
in videoconferencing,

215–216
Welcome screen (Vista),

134
WEP (Wired Equivalent

Privacy), 656
wide-angle lenses, 547
WiFi, 637–638
wildcards, 376
Window Color and

Appearance (Vista),
172

windows
active, 86, 87
arranging, 86
closing, 82–83

control description, 81
cycling through, 86
Flip 3-D, 115
inactive, 86
managing, 81–87
maximizing, 85
minimizing, 84–85
moving, 85–86
opening, 82
resizing, 86
restoring, 85
scrolling, 83–84
switching, 86–87
title bar, 86

Windows Audio/Video
(WAV) audio format,
508

Windows bitmap (BMP)
format, 493, 494

Windows Defender
in spyware elimination,

160
window, displaying, 116

Windows DVD Maker. See
also DVD videos

accessing, 532
Add Items to DVD dialog

box, 533
Burn button, 538
Change the DVD Menu

Text dialog box, 536
Customize Menu button,

536
Customize the Disc Menu

Style dialog box,
536–537

defined, 531
DVD Options dialog box,

534–535
Menu button, 537
Menu Text button, 536
obtaining, 531
Preview button, 537
Preview mode, 537–538

Ready to Burn Disc
screen, 535

window, 532
Windows Fax and Scan

utility, 135–137
Windows Flip 3-D, 115
Windows keys, 74–75
Windows Live ID, 277
Windows Live Messenger.

See also instant
messaging

accessing, 277
Alerts and Sounds pane,

279
Ask for Remote

Assistance feature, 282
Block button, 284
configuring, 278–279
contact list, 279–281
Conversation window, 284
defined, 275
emoticons, 281
Font button, 282
General pane, 279
Make a Phone Call button,

282
Messages pane, 279
Personal pane, 278
Privacy pane, 279
running, 277
Start a Video Call button,

282
status, selecting, 283–284
support, 282
Unblock button, 284
Windows Live ID, 277

Windows Mail. See also
e-mail

Attach File to Message
button, 270

Bcc Easter egg, 265
Contacts list, 266, 267,

272–274
defined, 257
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Windows Mail (continued)
Delete button, 267
Deleted Items folder, 267
Drafts folder, 267
Folders list, 258, 259
Junk E-Mail folder, 271
mailbox setup, 260–263
menu bar, 258
Message pane, 258, 259
New Message window, 267
Preview pane, 258,

259–260
Reply All button, 265
Reply button, 265
replying with, 264–267
sending messages with,

267–269
Send/Receive button, 

264, 267, 269
Set Priority button, 268
Spelling button, 268
status bar, 258, 260
toolbar, 258–259
vCard files, 273–274
window, 258

Windows Media Audio
(WMA) format, 508

Windows Media Player
controls, 138
DVDs, 143
MP3 files, 507
starting, 137
uses, 123
visualization, 138

Windows Photo Gallery
Delete button, 554
illustrated, 555
Play Slideshow button,

554
Rotation buttons, 554

Windows Remote
Assistance, 79

Windows Update
Automatic setting, 162, 163
configuring, 161–162

defined, 161
icon, 93
running manually, 163
settings, 162

Windows Vista
32-bit version, 103
64-bit version, 103
advantages, 64
boot and recovery

options, 160–161
booting with, 65
Camera Wizard, 553
Control Panel, 167–192
controls, 68–73
customizing, 123–143
desktop, 124–128
dialup connections,

221–226
editions, 63
Help system, 76–79
Last Known Good

Configuration 
option, 161

maintaining, 145–166
multimedia, 137–143
network configuration,

621–627
as operating system,

20–21
ReadyBoost, 571
reasons for using, 64
reinstalling, 201–203
requirements, 20
Service Pack 1, 163–166
shared Internet

connections with,
646–647

shutting down, 65, 195
SideShow, 641
space requirements, 65
window management,

81–87
wireless hardware

installation, 643–644
Windows XP, 21

WinZip, 252
Wired Equivalent Privacy

(WEP), 656
wired networks. See also

networks
benefits, 636
security, 653–656
wireless networks versus,

636
wired sharing devices. See

also sharing devices
defined, 648
Internet routers, 650
setting up, 649
types of, 648–649

wireless access points
(WAPs)

adding, 636
changing, 657
connections, 644
illustrated, 637

wireless adapter cards, 652
wireless keyboards, 30
wireless networks

AC, 642–643
connections, 644
hardware, installing,

643–644
hardware cost, 636
phoneline, 642–643
security, 656–657
speed, 636
SSID, 644, 657
as unguided networks, 636
USB connections, 638
WAPs, 636–637
wired versus, 636
working with, 635–643

wireless sharing devices,
651–652

wireless standards, 637–642
802.11a, 639
802.11b, 637–638
802.11g, 639
802.11n, 640
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Bluetooth, 640–641
compatibility, 641
maximum distance, 641
speed, 641

WMA (Windows Media
Audio) format, 508

Word. See also word
processing (Word)

AutoFormatting feature,
386–388

ClearType font-smoothing
feature, 371

command buttons, 
367, 368

Comment pane, 390–391
defined, 356
Document Map, 371
Draft view, 369
editing shortcut keys, 374
editing window, 367, 368
elements, 366–369
features, 357
Find and Replace dialog

box, 374–376
Font dialog box, 384–385
Full Screen Reading view,

370–371
group headings, 368
Highlight button, 391
illustrated, 356
Insert mode, 372
Insert Picture dialog box,

388
Insert Table dialog box,

377–378
insertion cursor, 373
movement shortcut keys,

372
Office Button, 366–367
Outline view, 369–370
Overwrite mode, 372
Page Setup dialog box,

381–382

Paragraph dialog box, 
383, 385–386

Print dialog box, 392
Print Layout button, 380,

381
Print Layout view, 370
Quick Access bar, 367–368
in Quick Launch bar, 366
Review tab, 189
Ribbon, 367
ruler, 367, 369
running, 366
selection shortcut keys,

373
status bar, 367, 369
Tab button, 382
Table option, 376
tabs, 367, 368
Tabs dialog box, 383
views, 369–371
Web Layout view, 370
as Web page creation tool,

392–393
word processing (Word)

alignment, 385
bulleted lists, 378–380
comments, 390–391
documents, saving in

XML, 388
finding and replacing,

374–376
font formatting, 384–385
formatting, 383–388
graphics, 388
highlighting, 391
indentation, 386
macros, 357
margins, from menu, 382
margins, with ruler, 380
numbered lists, 378–379
paragraph formatting,

385–386
printing, 357, 391–392

revision marks, 389–390
spacing, 386
spell-checking, 357
tables, 357, 376–378
tabs, 382–383
text, editing, 373–374
text, selecting, 373
text, typing, 372
Web page creation,

392–393
word processing (Works

Word Processor)
bullets, 305–306
document printing,

310–311
finding and replacing,

301–302
fonts, formatting, 303–305
graphics, 306–308
numbering, 305–306
paragraphs, formatting,

303–305
spell checking, 309–310
tables, 308–309
text, editing, 301
text, selecting, 300–301
text, typing, 299–300

Word Processor (Works).
See also Works

Bullets and Numbering
window, 305–306

clip art, 306–308
defined, 297
editing shortcut keys, 301
editing window, 298, 299
features, 288
Find and Replace feature,

301–302
Font settings, 303
Format Gallery, 304–305
Formatting toolbar, 306
illustrated, 289
Insert mode, 299
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Word Processor (continued)
Insert Table dialog box,

308–309
insertion cursor, 299
menu, 299
movement shortcut keys,

300
opening Word documents,

288
Overwrite mode, 299
Paragraph settings, 304
Print controls, 311
Print Preview feature,

310–311
ruler, 298, 299
running, 297–298
selection shortcut keys,

300–301
Spell Checker, 309–310
status bar, 299
toolbars, 298, 299
tools, 298–299
window, 298

workbooks (Excel)
chart sheets in, 413, 415
defined, 398

workplace, cleaning, 49

Works
Calendar, 290–291, 329–339
Database, 292–293,

341–351
Help system, 294–295
overview, 287–295
Project screen, 291–292
Spreadsheet, 288–290,

313–327
Task Launcher, 293–294
tasks, 287
Word Processor, 

288, 297–311
worksheets (Excel)

creating, 411
defined, 398
embedded objects in, 

413, 414
headers and footers,

417–418
moving in, 399–400
printing, 419

X
X-Fi XtremeMusic card, 565
XML (Extensible Markup

Language), 388
Xnews, 215

Y
Yahoo! Mail, 212
Yahoo! Music Jukebox 2.2

Burn CD button, 510
Burner pane, 510, 511
defined, 501
illustrated, 502
Playlist pane, 502
Previous/Next buttons,

505
Remove All Tracks button,

506
ripping MP3 files with,

502–504
running, 505
Save All Tracks to Playlist

button, 506
settings, 503–504
Shuffle button, 506

Z
zero-insertion force (ZIF)

socket, 577–578
Zip file utility, 252
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