
Index
A

accounts
Windows Fax and Scan, 

creating, 183-184
Windows Live Mail, setting 

up, 234-236
accounts (computer sharing), 

156
administrator accounts, 156
changing, 160
controlling, 162-164
creating, 157
deleting, 161
editing, 157-158
logging on, 161-162
passwords, creating,  

158-159
pictures, changing, 159-160
renaming, 158
standard accounts, 157

activating Windows 7, 11
Add a Device Wizard, 90-92
address bar (Windows 

Explorer), 63
address bar (Internet 

Explorer), 220
administrator accounts, 156

changing, 160
controlling, 162-164
creating, 157
deleting, 161
editing, 157-158
logging on, 161-162
passwords, creating,  

158-159
pictures, changing, 159-160
renaming, 158

Advanced Streaming Format 
(ASF) files, 144

All Programs icon (Start 
menu), 19-21

all-day events, Calendar, 
scheduling, 179-180

Alt key, 9
applications, 15

closing, 34
components

changing, 86-87
installing, 82-85

installing, 82-87
launching, 16-28
multitasking, 31-34
programs, 84-86
uninstalling, 87-89
Windows Live Essentials, 

installing, 83-85
appointments, Calendar

adding, 177-178
recurring appointments, 

179
arranging documents, 

Windows Explorer, 78
as-you-type searching (Start 

menu), 75
ASF (Advanced Streaming 

Format) files, 144
Attachment column (e-mail), 

243
attachments, e-mail, 241-245
audio CDs, 130

playing, Media Player,  
130-131

ripping, Media Player,  
131-134

Audio Video Interleave (AVI) 
files, 144

Automatic Defragmenter, 301
Avast! Antivirus, 253
AVG Internet Security, 253
AVI (Audio Video Interleave) 

files, 144

B
Back button (Internet 

Explorer), 220
Back command (Play Slide 

Show icon), 104
backgrounds

desktop
changing, 268-269
slide shows, 269

images, setting as, 110
backing up

files, 304-306
system image backups,  

306-307
balanced power plan, 197
Battery Status control 

(Mobility Center), 195
battery usage, notebook com-

puters, managing, 195-199
bitmap (BMP) files, 98
Bitmap Image command, 65
blind carbon copies, e-mail, 

238
blocking

pop-up windows, 263-264
senders, Windows Live 

Mail, 257
BMP (bitmap) files, 98
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booting process, 4
borders, windows, 37
Briefcase command, 65
Brightness control (Mobility 

Center), 194
broadband connections 

(Internet), ISPs (Internet 
service providers), 206, 209

browsing history, deleting, 
260-261

browsing images
digital cameras, 121-122
Windows Live Photo 

Gallery, 105-106
bugs, software, 312
Burn tab (Media Player), 128
burning CDs, Media Player, 

135-136
burning files, Windows 

Explorer, 72
button banners, 26
buttons

banners, 26
command buttons, dialog 

boxes, 28
drop-down buttons, 27
option buttons, dialog 

boxes, 29
power buttons, notebook 

computers, 199
tooltips, 36
windows, 37

C
Calendar (Windows Live 

Mail), 173-174
all-day events, scheduling, 

179-180
appointments, adding,  

177-178
date, changing, 175
events, entering, 176-180
navigating, 174-175

recurring appointments, 
creating, 179

views, changing, 175
carbon copies, e-mail, 238
Cascade Windows command, 

42
cascading windows, 41-43
CDs, 130

files, burning to, 72
playing, Media Player, 126, 

130-131
ripping, Media Player,  

131-134
Center picture position (desk-

top), 269
Change Icon dialog box, 272
check boxes, dialog boxes, 29
click and dragging mouse, 9
clicking mouse, 8-9
clips (video)

movie projects, adding, 
149-150

soundtracks, adding,  
152-153

storyboarding, 150
transitions, adding, 151-152
trimming, 150-151
video effects, adding, 152

Close command (File menu), 
55

closing
documents, 55
programs, 34

color schemes, desktop, 
changing, 275-277

combo boxes, dialog boxes, 30
command buttons (dialog 

boxes), 28
Command Prompt tool 

(System Recovery Options), 
321

commands, 24-25
See also dialog boxes
Bitmap Image, 65

Briefcase, 65
Cascading Windows, 42
Compressed (zipped) 

Folder, 65
Contact, 65
Edit menu

Copy, 53
Undo, 54

File menu
Close, 55
New, 64-66
New command, 48
Print, 56-57
Save, 50, 64
Save As, 52, 103

Folder, 65
From Scanner or Camera, 

120
Journal Document, 65
Organize menu

Delete, 70
Properties, 99
Rename, 69

Play Slide Show, 104
Restart menu, Sleep, 12
Rich Text Document, 65
Shortcut, 65
Show the Desktop, 43
Show Windows Side by 

Side, 43
Show Windows Stacked, 42
Start menu

Lock, 12
Log Off, 12
Sleep, 12
Switch User, 12

Text Document, 65
toggling, 24
Tools menu, Internet 

Options, 219
View menu

Refresh, 24-25
Status Bar, 25

comments, file details, adding, 
77-78
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CompactFlash cards, digital 
cameras, 120-121

components
altering, 86-87
installing, 82-85

composing e-mail, 237-239
compressed folders, creating, 

Windows Explorer, 71
Compressed (zipped) Folder 

command, 65
Computer icon (Start menu), 

19
computer sharing, 155

documents, sharing,  
164-165

homegroups, 167
creating, 167-168
joining, 168-169

parental controls, 165-167
user accounts, 156

administrator accounts, 
156

changing, 160
controlling, 162-164
creating, 157
deleting, 161
editing, 157-158
fast user switching, 156
logging on, 161-162
passwords, 158-159
pictures, 159-160
renaming, 158
standard accounts, 157

computers, Internet connec-
tions, configuring, 210-214

confidential cover pages 
(faxes), creating, 187

configuration
Internet connections,  

210-214
Last Known Good 

Configuration, 317
Media Center, 138
monitors, 277-279

notebook computers
power buttons, 199
presentations, 200-201

Start menu, 282-288
taskbar, 290-292
Windows Live Mail 

accounts, 234-236
connections

fax/modems, 182
Internet

broadband connections, 
206, 209

configuring, 210-214
dial-up connections, 

206-208
disconnecting, 214-215
wireless connections, 

206, 209-210
Contact command, 65
Contacts list (Windows Live 

Mail), 240-241
content area (Internet 

Explorer), 220
Content view (Windows 

Explorer), 76
Control dialog box, 162-164
Control Panel icon (Start 

menu), 19
controls, dialog boxes, 28
conversations, e-mail, 244
cookies, deleting, 261
Copy command (Edit menu), 

53
copying

documents, 52
files, Windows Explorer, 67
folders, Windows Explorer, 

67
text, 53

cover pages (faxes), creating, 
187-190

Ctrl key, 9
Customize Start Menu dialog 

box, 283

D
data CDs, 130
date, Calendar, changing, 175
date and time (taskbar), 7
Date column (e-mail), 244
Default Programs icon (Start 

menu), 19
Defender (Windows), spy-

ware, eliminating, 250-251
defragmenting hard disks, 

300-302
Delete command (Organize 

menu), 70
Delete icon (Gallery Viewer), 

102
Deleted Items folder 

(Windows Live Mail), 237
deleting

browsing history, 260-261
devices, 93
e-mail, 246
files, Windows Explorer, 

70-71
folders, Windows Explorer, 

70-71
programs, 87-89
text, 54
unnecessary files, 298-300
user accounts, 161

desktop, 6, 268
backgrounds

changing, 268-269
populating, 270-273
setting images as, 110
slide shows, 269

color schemes, changing, 
275-277

fonts, changing, 275-277
gadgets, adding, 272-273
icons

adding, 270
changing, 271-272
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program shortcuts, adding, 
270-271

viewing, 43-44
Details pane (Windows 

Explorer), 77-78
Details view (Windows 

Explorer), 76
device drivers, 90
devices

device drivers, 90
digital cameras

browsing images,  
121-122

importing pictures,  
116-118

installing, 114-116
removable media,  

120-121
external plug-in devices, 89
fax/modems, 181

connecting, 182
TSID (Transmitting 

Subscriber 
Identification), 182

installing, 89-92
internal circuit boards, 90
internal disk drives, 90
keyboards, 7-10
mouse, 7-9
PC card (PCMCIA) 

devices, 90
scanners

installing, 114-116
scanning images,  

118-120
uninstalling, 93

Devices and Printers icon 
(Start menu), 19

Devices and Printers window, 
115

dial-up connections (Internet), 
ISPs (Internet service pro-
viders), 206-208

dialog boxes, 26-31
Change Icon, 272
check boxes, 29
combo boxes, 30
command buttons, 28
Control, 162-164
controls, 28
Customize Start Menu, 283
drop-down list boxes, 30
Fax Monitor, 191-192
Font, 31
Import Photos and Videos, 

118
Import Video, 147-148
Importing Pictures and 

Videos, 116-117
list boxes, 29
New Scan, 119
option buttons, 29
Presentation Settings, 201
Print, 29, 56-57
Properties, 99
Save As, 50, 103
sliders, 30
spin boxes, 29
tabs, 30
text boxes, 29
Windows Features, 83

digital cameras, 113-114
images, browsing, 121-122
installing, 114-116
pictures, importing,  

116-118
Plug and Play compatibil-

ity, 114
removable media, 120-121

disconnections, Internet,  
214-215

Disk Defragmenter, 301-302
disk drives. See hard disks
disk space, hard disks

checking, 297-298
creating, 298-300

display. See interface

displays
configuring, 277-279
screen savers, 273-274

document folders section 
(Start menu), 18

document scanners, 113-114
hard copies, faxing,  

186-187
images, scanning, 118-120
installing, 114-116
Plug and Play compatibil-

ity, 114
document windows, program 

windows, compared, 37
documents, 18, 47-48

closing, 55
copying, 52
creating, 48-49
faxing, Windows Fax and 

Scan, 186
libraries, 51-52
opening, 55-56
organizing, Windows 

Explorer, 78-79
origin marks, 46
panning, 46
printing, 56-57
saving, 49-51
sharing, 164-165
text

copying, 53
deleting, 54
editing, 53-55
highlighting, 53
moving, 53

Documents folder (Windows 
Explorer), 61

Documents icon (Start menu), 
18

double-clicking mouse, 8-9
down scroll arrow (scrollbar), 

45
downloading media, Media 

Player, 127
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Drafts folder (Windows Fax 
and Scan), 182

Drafts folder (Windows Live 
Mail), 237

dragging, 9
drivers, device drivers, 90
drop-down buttons, 27
drop-down list boxes, dialog 

boxes, 30
DVDs

files, burning to, 72
playing, Media Player, 126

E
e-mail, 233

attachments, 241-242, 245
blind carbon copies, 238
carbon copies, 238
composing, 237-239
conversations, 244
deleting, 246
formats, 238
forwarding, 246
mail servers, 235
reading, 243-244
receiving, 242
replying, 245-246
senders

blocking, 257
designating, 256-257

sending, 237-242
signatures, creating,  

247-248
spam, avoiding, 254-257
spell checking, 239
viruses, avoiding, 252-254

Edison, Thomas Alva, 312
Edit menu commands

Copy, 53
Undo, 54

editing
images, Windows Live 

Photo Gallery, 108-109
text, 53-55

user accounts, 157-158
video clips, Movie Maker, 

150-151
effects, video clips, adding, 

152
error messages, 313
errors, hard disks, checking, 

296-297
Esc key, 10
events, Calendar, changing, 

176-180
existing documents

opening, 55-56
saving, 51

existing footage, importing, 
Movie Maker, 147-148

Exit command (Play Slide 
Show icon), 104

extenders, Media Center, 138
External Display control 

(Mobility Center), 195
external hard drives, 304
external plug-in devices, 89
Extra Large Icons view 

(Windows Explorer), 76

F
fast user switching, computer 

sharing, 156
favorites, Internet Explorer, 

saving, 223-225
Fax and Scan (Windows), 182

accounts, creating, 183-184
cover pages, creating,  

187-190
faxes

receiving, 190-192
sending, 184-187

folders, 182-183
incoming calls, handling, 

191-192

Fax Cover Page Editor 
(Windows Fax and Scan), 
188

Fax Monitor (Windows Fax 
and Scan), 191-192

fax/modems, 181
connecting, 182
TSID (Transmitting 

Subscriber Identification), 
182

faxes
cover pages, creating,  

187-190
receiving, 190-192
sending, 184-187

features
installing, 82-83
uninstalling, 87

fields, Fax Cover Page Editor, 
188

File menu
commands
Close, 55
New, 48, 64-66
Print, 56-57
Save, 50, 64
Save As, 52, 103

files, 59
audio files, 132
backing up, 304-306
burning, Windows 

Explorer, 72
copying, Windows 

Explorer, 67
creating, Windows 

Explorer, 64-66
deleting, 298-300

Windows Explorer, 
70-71

details, adding, 77-78
documents, 47-48

closing, 55
copying, 52
creating, 48-49
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libraries, 51-52
opening, 55-56
organizing, 78-79
printing, 56-57
saving, 49-51
text editing, 53-55

finding
Start menu, 74-75
Windows Explorer, 73

formats, 98
converting, 103

image file formats, 98-100
media files

opening, 128
playing, 129-130

navigating, Windows 
Explorer, 60-62

previewing, Windows 
Explorer, 69

renaming, Windows 
Explorer, 68-69

selecting, Windows 
Explorer, 66

video files, formats, 144
web files, managing,  

228-229
Fill picture position (desktop), 

269
filtering

documents, Windows 
Explorer, 79

junk e-mail, 254-257
finding files

Start menu, 74-75
Windows Explorer, 73

FireWire ports, 145
Fit picture position (desktop), 

269
Flag column (e-mail), 243
Folder command, 65
folders, 18, 59

compressed folders, creat-
ing, 71

copying, Windows 
Explorer, 67

creating, Windows 
Explorer, 64-66

deleting, Windows 
Explorer, 70-71

details, adding, 77-78
Documents, 61
including in libraries, 

Windows Explorer, 67-68
libraries, 51-52
menus, converting, 283
Music, 61
navigating, Windows 

Explorer, 60-61
network folders, 305
Pictures, 61
renaming, Windows 

Explorer, 68-69
selecting, Windows 

Explorer, 66
Videos, 61
Windows Fax and Scan, 

182-183
Windows Live Mail, 237

creating, 246-247
Font dialog box, 31
fonts, desktop, changing,  

275-277
footage, importing, Movie 

Maker, 147-148
formats

e-mail, 238
files, 98

image file formats, 
98-100

video files, 144
Forward button (Internet 

Explorer), 220
forwarding e-mail, 246
fragmentation, hard disks, 300
frames, movies, 146
From column (e-mail), 243
From Scanner or Camera 

command, 120
FYI cover pages (faxes), creat-

ing, 187

G
gadgets, 36

desktop, adding, 272-273
Gadgets window, 273
Gallery Viewer (Pictures 

library), 102
Games icon (Start menu), 18
Gates, Bill, 73
generic cover pages (faxes), 

creating, 187
GIF (graphics interchange 

format) files, 98
glass color scheme (desktop), 

choosing, 275-276
graphics, 97, 113-114

file formats, 98-100
Pictures library, 100

format conversions, 103
previewing images,  

101-102
printing, 104-105
slide shows, 104
Thumbnail view,  

100-101
transferring features, 99

resolution, scanned images, 
120

scanning, 118-120
screen capturing, 110
storage, digital cameras, 

120-121
user accounts, changing, 

159-160
Windows Live Photo 

Gallery
browsing images,  

105-106
editing, 108-109
grouping images,  

106-107
setting as desktop back-

ground, 110
tagging, 107-108
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graphics fields (Fax Cover 
Page Editor), 189

graphics interchange format 
(GIF) files, 98

grouping images, Windows 
Live Photo Gallery, 106-107

groups
homegroups, 167

creating, 167-168
joining, 168-169

GUI (graphical user inter-
face), 5

desktop, 6
Internet Explorer, 219-220
Movie Maker, 145-146
taskbar, 6-7
Windows Live Mail,  

236-237

H
hard disks

backups, 304-306
system image backups, 

306-307
defragmenting, 300-302
disk space

checking, 297-298
creating, 298-300

errors, checking, 296-297
files, finding, 73
fragmentation, 300
restore points, setting,  

302-303
sectors, 296

hardware
device drivers, 90
external hard drives, 304
external plug-in devices, 89
hard disks

backups, 304-307
defragmenting, 300-302
fragmentation, 300
maintenance, 296-300
restore points, 302-303

installing, 89-92
internal circuit boards, 90
internal disk drives, 90
Movie Maker, require-

ments, 144-145
PC card (PCMCIA) 

devices, 90
recordable DVD drives, 

305
uninstalling, 93

Help and Support icon (Start 
menu), 19

hiding
menus, 25
toolbars, 26

high performance power plan, 
197

highlighting text, 53
history, Internet Explorer, 

deleting, 260-261
home pages, Internet 

Explorer, changing, 219
homegroups, 167

creating, 167-168
joining, 168-169

Hopper, Grace, 312

I
icons

desktop
adding, 270
changing, 271-272

Gallery Viewer, 102
notification area, 291-293
Power icons, 196
Printer, 57
Start menu, 17-19

adding, 286-288
All Programs, 19-21
Computer, 19
Control Panel, 19
Default Programs, 19
Devices and Printers, 19

Documents, 18
Games, 18
Help and Support, 19
Music, 18
Pictures, 18
User Name, 18

taskbar, 6
windows, system menu 

icon, 37
images, 97, 113-114

browsing, digital cameras, 
121-122

file formats, 98-100
importing, digital cameras, 

116-118
Pictures library, 100

format conversions, 103
previewing images,  

101-102
printing, 104-105
slide shows, 104
Thumbnail view,  

100-101
transferring features, 99

resolution, scanned images, 
120

scanning, 118-120
screen capturing, 110
storage, digital cameras, 

120-121
user accounts, changing, 

159-160
Windows Live Photo 

Gallery
browsing images,  

105-106
editing, 108-109
grouping images,  

106-107
setting as desktop back-

ground, 110
tagging, 107-108
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imaging devices, 113-114
digital cameras

browsing images,  
121-122

importing cameras,  
116-118

removable media,  
120-121

installing, 114-116
scanners, scanning images, 

118-120
IMAP (Internet Message 

Access Protocol), 235
Import Photos and Videos 

dialog box, 118
importing

footage, Movie Maker,  
147-148

images, digital cameras, 
116-118

Importing Pictures and Videos 
dialog box, 116-117

Inbox folder (Windows Fax 
and Scan), 182

Inbox folder (Windows Live 
Mail), 237

incoming calls, handling, 182, 
191-192

Incoming folder (Windows 
Fax and Scan), 182

InPrivate Browsing (Internet 
Explorer), 261-264

installation
components, 82-85
devices, 89-92
digital cameras, 114-116
features, 82-83
programs, 82-87
scanners, 114-116
Windows Live Essentials, 

83-85
interface, 5

desktop, 6
Internet Explorer, 219-220
Movie Maker, 145-146

taskbar, 6-7
Windows Live Mail,  

236-237
internal circuit boards, 90
internal disk drives, 90
Internet

computers, configuration, 
210-214

connections, disconnecting, 
214-215

ISPs (Internet service pro-
viders)

broadband connections, 
206, 209

choosing, 206-207, 210
dial-up connections, 

206-208
logging on, 210
online resources, 315-316
wireless connections,  

209-210
Internet Explorer, 217-218

address bar, 220
Back button, 220
browsing history, deleting, 

260-261
content area, 220
favorites, managing,  

223-225
files, managing, 228-229
Forward button, 220
home pages, changing, 219
interface, 219-220
launching, 21, 218
Links menu, 220
page title, 220
pop-up windows, blocking, 

263-264
RSS feeds, subscribing, 

229-231
search box, 220
security, 257

InPrivate Browsing,  
261-264

SmartScreen Filter,  
258-260

tabs, 227-228
web addresses, 221-222
websites

navigating, 220-228
searching, 225-228

Internet Message Access 
Protocol (IMAP), 235

Internet Options command 
(Tools menu), 219

ISPs (Internet service provid-
ers), 209-210

broadband connections, 
206-209

choosing, 206-207, 210
dial-up connections,  

206-208

J
joining homegroups, 168-169
joint photographers expert 

group (JPEG) files, 98
Journal Document command, 

65
JPEG (joint photographers 

expert group) files, 98
junk e-mail, avoiding, 254-257
Junk E-mail folder (Windows 

Live Mail), 237

K
key combinations shortcuts, 

10
keyboards, 7-10

Alt key, 9
Ctrl key, 9
Esc key, 10
key combinations shortcuts, 

10
numeric keypad, 10
Shift key, 10

keywords, file details, adding, 
77-78
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L
laptops, 193

battery life, monitoring, 
196

configuring, presentations, 
200-201

Mobility Center, 194
controls, 194-195

power management,  
195-199

power button configura-
tion, 199

power plans, 196-199
Large Icons view (Windows 

Explorer), 76
Last Known Good 

Configuration, 317
launching

Internet Explorer, 218
Media Center, 139
Media Player, 126-127
programs, 16-28
Windows Live Mail, 234

libraries, 51-52
creating, Windows 

Explorer, 64-66
including folders, Windows 

Explorer, 67-68
Media Player library, 128
Pictures library, 100

format conversions, 103
Gallery Viewer, 102
previewing images,  

101-102
printing images, 104-105
slide shows, 104
Thumbnail view,  

100-101
transferring features, 99

Windows Explorer, 61
Links menu (Internet 

Explorer), 220
list boxes, dialog boxes, 29

List view (Windows Explorer), 
76

live footage, importing, Movie 
Maker, 148

Lock command (Start menu), 
12

Log Off command (Start 
menu), 12

logging on, user accounts, 
161-162

Loop command (Play Slide 
Show icon), 104

M
mail servers, 235
Mail (Windows Live), 233

accounts, setting up,  
234-236

Calendar, 173-174
all-day events, 179-180
appointments, 177-178
changing date, 175
changing views, 175
entering events, 176-180
navigating, 174-175
recurring appointments, 

179
Contacts list, 240-241
e-mail

attachments, 241-245
composing, 237-239
deleting, 246
forwarding, 246
reading, 243-244
receiving, 242
replying, 245-246
sending, 237-242
signatures, 247-248
spell checking, 239

folders, creating, 246-247
interface, 236-237
launching, 234

senders
blocking, 257
designating, 256-257

spam, filtering, 254-257
maintenance schedules, setting 

up, 309-310
maximizing windows, 38-39
McAfee Internet Security 

Suite, 253
Media Center, 137-138

configuring, 138
extenders, 138
launching, 139
tasks, 139
welcome screen, 139

media devices, synchronizing, 
Media Player, 136-137

media files
opening, Media Player, 128
playing, Media Player,  

129-130
Media Player, 126

Burn tab, 128
CDs

burning, 135-136
playing, 126, 130-131
ripping, 131-134

downloading media, 127
DVDs, playing, 126
launching, 22
media devices, synchroniz-

ing, 136-137
media files

opening, 128
playing, 129-130

Media Player Library, 128
opening, 126-127
Play tab, 128
playlists, creating, 134-135
Rip Music tab, 131
sharing media, 137
Sync tab, 128

Media Player Library, 128
media streaming, 137
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Medium Icons view (Windows 
Explorer), 76

memory cards, digital cam-
eras, 120-121

menu bar, 22
displaying, 23

menus
folders, converting, 283
hiding, 25
pull-down menus, 22-28
shortcut menus, 24
Start menu, 17

icons, 17-19
navigating, 19-21

submenus, 24
Windows Explorer, View 

menu, 23
Message fields (Fax Cover 

Page Editor), 188
messages (e-mail). See e-mail
metadata, images, creating, 

107-108
Microsoft Knowledge Base, 

316
Microsoft Product Support 

Services, 316
Microsoft Security and 

Privacy, 316
Microsoft TechNet, 316
minimizing windows, 38-39
Mobility Center, 194

battery life, monitoring, 
196

controls, 194-195
power management,  

195-199
power plans, specifying, 

197
modems, 181
Monitor area (Movie Maker), 

146
monitoring battery life, note-

book computers, 196

monitors
configuring, 277-279
screen savers, 273-274

Motion Picture Experts 
Group (MPEG) files, 144

motion pictures. See movies, 
146

mouse, 7-9
click and drag, 9
clicking, 8-9
double-clicking, 8-9
right-clicking, 9
scrolling, 9

mouse pointer, 8
mouse pointer, moving, 8
Movie Maker (Windows 

Live), 143-144
footage, importing,  

147-148
hardware requirements, 

144-145
interface, 145-146
movie projects

adding video clips,  
149-150

creating, 149-153
outputting, 153-154
soundtracks, 152-153
storyboarding, 150
transitions, 151-152
trimming video clips, 

150-151
video effects, 152

movie projects (Movie Maker)
creating, 149-153
soundtracks, adding,  

152-153
movie files, outputting, 

153-154
video clips

adding, 149-150
storyboarding, 150
transitions, 151-152
trimming, 150-151
video effects, 152

movies, frames, 146
Movies task (Media Center), 

140
moving

taskbar, 289-290
text, 53
windows, 38-40

MP3 files, 132
MP3 players, synchronizing, 

Media Player, 136-137
MPEG (Motion Picture 

Experts Group) files, 144
MultiMedia cards, digital 

cameras, 120-121
multitasking, 31-34
music, sharing, Media Player, 

137
music files

opening, Media Player, 128
playing, Media Player,  

129-130
Music folder (Windows 

Explorer), 61
Music icon (Start menu), 18
Music task (Media Center), 

140

N
names, user accounts, chang-

ing, 158
navigating web pages, Internet 

Explorer, 220-228
network folders, 305
networks, homegroups, 167

creating, 167-168
joining, 168-169

New command (File menu), 
48, 64-66

new documents, saving, 50
New Message window, 238
new programs, installing, 

85-86
New Scan dialog box, 119
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newsgroups, 316
Next command (Play Slide 

Show icon), 104
Next icon (Gallery Viewer), 

102
Norton Internet Security, 253
notebook computers, 193

battery life, monitoring, 
196

configuring, presentations, 
200-201

Mobility Center, 194
controls, 194-195

power management,  
195-199

power button configura-
tion, 199

power plans, 196-199
Notepad, 36
notes, faxing, Windows Fax 

and Scan, 185-186
Notification Area, 7
notification area (Taskbar), 

icons, 291-293
numeric keypad, 10

O
online resources, trouble-

shooting, 315-316
opening

documents, 55-56
Internet Explorer, 218
Media Center, 139
media files, Media Player, 

128
Media Player, 126-127
programs, 16-28
Windows Live Mail, 234

option buttons, dialog boxes, 
29

Organize menu commands
Delete, 70
Properties, 99
Rename, 69

organizing documents, 
Windows Explorer, 78-79

origin marks, documents, 46
Outbox folder (Windows Fax 

and Scan), 182
Outbox folder (Windows Live 

Mail), 237
overlapping windows, 38

P
page title (Internet Explorer), 

220
Paint, launching, 27-28
panning documents, 46
parental controls, 165-167
passwords, user accounts, cre-

ating, 158-159
Pause command (Play Slide 

Show icon), 104
PC card (PCMCIA) devices, 

90
Personalization window, 268

desktop
color schemes, 275-277
fonts, 275-277
populating, 270-273

desktop background
changing, 268-269
slide shows, 269

displays, configuring,  
277-279

screen savers, 273-274
phishing, 258
Photo Gallery (Windows 

Live), images
browsing, 105-106
editing, 108-109
grouping, 106-107
setting as desktop back-

ground, 110
tagging, 107-108

pictures, 97, 113-114
browsing, digital cameras, 

121-122

file formats, 98-100
importing, digital cameras, 

116-118
Pictures library, 100

format conversions, 103
previewing images,  

101-102
printing, 104-105
slide shows, 104
Thumbnail view,  

100-101
transferring features, 99

resolution, scanned pic-
tures, 120

scanning, 118-120
screen capturing, 110
storage, digital cameras, 

120-121
user accounts, changing, 

159-160
Windows Live Photo 

Gallery
browsing images,  

105-106
editing, 108-109
grouping images,  

106-107
setting as desktop back-

ground, 110
tagging, 107-108

Pictures + Videos task (Media 
Center), 139

Pictures folder (Windows 
Explorer), 61

Pictures icon (Start menu), 18
Pictures library, 100

Gallery Viewer, 102
images

format conversions, 103
previewing, 101-102
printing, 104-105

slide shows, creating, 104
Thumbnail view, 100-101
transferring features, 99
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Plain Text e-mail messages, 
239

Play command (Play Slide 
Show icon), 104

Play Slide Show icon (Gallery 
Viewer), 102

Play tab (Media Player), 128
playing

audio CDs, Media Player, 
126, 130-131

DVDs, Media Player, 126
media files, Media Player, 

129-130
playlists, creating, Media 

Player, 134-135
Plug and Play, imaging 

devices, 114
PNG (portable network 

graphics) files, 99
pop-up windows, blocking, 

263-264
POP3 (Post Office Protocol 

version 3), 235
populating desktop, 270-273
portable network graphics 

(PNG) files, 99
portals, 219
ports, 90

FireWire ports, 145
power buttons, notebook 

computers, configuring, 199
Power icons (notebook com-

puters), 196
power plans, notebook com-

puters, specifying, 196-199
power saver power plan, 197
Presentation Settings control 

(Mobility Center), 195
presentations, notebook com-

puters, configuring, 200-201
previewing

files, Windows Explorer, 69
images, Pictures library, 

101-102

Previous icon (Gallery 
Viewer), 102

Print command (File menu), 
56-57

Print dialog box, 29, 56-57
Printer icon, 57
printing

documents, 56-57
images, Pictures library, 

104-105
Priority column (e-mail), 243
problems

recovery, 317-321
Last Known Good 

Configuration, 317
System Recovery 

Options, 319-321
System Restore, 317-319

troubleshooting, 312-314
error messages, 313
online resources,  

315-316
strategies, 314-315

program icons. See icons
program shortcuts, desktop, 

adding, 270-271
program windows, document 

windows, compared, 37
programs, 15

closing, 34
components

changing, 86-87
installing, 82-85

installing, 82-87
launching, 16-28
multitasking, 31-34
uninstalling, 87-89
Windows Live Essentials 

programs
installing, 83-85
uninstalling, 88

projects
movie files, outputting, 

153-154

Movie Maker, creating, 
149-153

Properties command 
(Organize menu), 99

pull-down menus, 22-28

Q-R
Quick Views folder (Windows 

Live Mail), 237 

reading e-mail, 243-244
receiving

e-mail, 242
faxes, 190-192

Recipient fields (Fax Cover 
Page Editor), 188

recordable DVD drives, 305
recovery, 317-321

Last Known Good 
Configuration, 317

System Recovery Options, 
319-321

System Restore, 317-319
recurring appointments, creat-

ing, Calendar, 179
Recycle Bin, 70
Refresh command (View 

menu), 24-25
removable media, digital cam-

eras, 120-121
Rename command (Organize 

menu), 69
renaming

files, Windows Explorer, 
68-69

folders, Windows Explorer, 
68-69

user accounts, 158
replying to e-mail, 245-246
resizing

Taskbar, 289-290
windows, 38-41
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resolution
displays, changing, 277-279
scanned images, 120

Restart command (Start 
menu), 12

restore points, setting,  
302-303

restoring windows, 40
Rich Text Document com-

mand, 65
rich text (HTML) e-mail mes-

sages, 238
right-clicking mouse, 9
Rip Music tab (Media Player), 

131
ripping CDs, Media Player, 

131-134
Rotate Clockwise icon 

(Gallery Viewer), 102
Rotate Counterclockwise icon 

(Gallery Viewer), 102
RSS feeds, subscribing,  

229-231

S
safe senders, specifying, 

Windows Live Mail, 256-257
Save As command (File 

menu), 52, 103
Save As dialog box, 50
Save command (File menu), 

50, 64
saving

documents, 49-50
existing documents, 51
new documents, 50
websites, Internet Explorer, 

223-225
Scanner and Camera Wizard, 

scanning images, 118-120
scanners, 113-114

hard copies, faxing,  
186-187

images, scanning, 118-120
installing, 114-116
Plug and Play compatibil-

ity, 114
scanning images, 118-120
scheduling

all-day events, Calendar, 
179-180

appointments, Calendar, 
177-178

recurring appointments, 
Calendar, 179

screen. See interface
screen captures, creating, 110
Screen Orientation control 

(Mobility Center), 195
Screen Resolution window, 

278
screen savers, 273-274
scrollbars, 44-45
scrolling, mouse, 9, 46
search boxes, Internet 

Explorer, 220
Search feature (Start menu), 

74-75
as-you-type searching, 75

Search Programs and Files 
text box (Start menu), 19

searching websites, Internet 
Explorer, 225-228

sectors, hard disks, 296
SecureDigital cards, digital 

cameras, 120-121
security

Internet Explorer, 257-258
browsing history,  

260-261
InPrivate Browsing,  

261-264
SmartScreen Filter,  

258-260
Windows Live Mail, 

viruses, 254-257

Sender fields (Fax Cover Page 
Editor), 188

senders
blocking, Windows Live 

Mail, 257
designating, Windows Live 

Mail, 256-257
sending

e-mail, 237-242
faxes, 184-187

Sent Items folder (Windows 
Fax and Scan), 182

Sent Items folder (Windows 
Live Mail), 237

sharing
computers, 155

document sharing,  
164-165

homegroups, 167-168
joining, 168-169
parental controls,  

165-167
user accounts, 156-164

media, Media Player, 137
Shift key, 10
Shortcut command, 65
shortcut menus, 24
shortcuts

desktop, adding, 270-271
icons, 286
keyboard shortcuts, 10

Show the Desktop command, 
43

Show Windows Side by Side 
command, 43

Show Windows Stacked com-
mand, 42

Shuffle command (Play Slide 
Show icon), 104

shutting down Windows 7, 
11-12

signatures, e-mail, creating, 
247-248

Simple Mail Transfer Protocol 
(SMTP), 235
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sizing
Taskbar, 289-290
windows, 38-41

Sleep command (Start menu), 
12

Slide Show Speed command 
(Play Slide Show icon), 104

slide shows
creating, Pictures library, 

104
desktop backgrounds, 269

sliders, dialog boxes, 30
Small Icons view (Windows 

Explorer), 76
SmartScreen Filter (Internet 

Explorer), 258-260
SMTP (Simple Mail Transfer 

Protocol), 235
software, bugs, 312
sorting documents, Windows 

Explorer, 78
Soundtrack area (Movie 

Maker), 146
soundtracks, movie projects, 

adding, 152-153
spam (e-mail), avoiding,  

254-257
spell checking e-mail, 239
spin boxes, dialog boxes, 29
Sports task (Media Center), 

140
Spotlight task (Media Center), 

140
spyware, 250

eliminating, Windows 
Defender, 250-251

standard user accounts, 157
changing, 160
controlling, 162-164
creating, 157
deleting, 161
editing, 157-158
logging on, 161-162
passwords, creating,  

158-159

pictures, changing, 159-160
renaming, 158

Start button (taskbar), 6
Start menu, 282

accessing, 17
All Programs icon, 19-21
commands, 12
Computer icon, 19
configuring, 282-288
Control Panel icon, 19
Default Programs icon, 19
Devices and Printers icon, 

19
document folders section, 

18
Documents icon, 18
files, finding, 74-75
Games icon, 18
Help and Support icon, 19
icons, 17-19

adding, 286-288
Music icon, 18
navigating, 19-21
Pictures icon, 18
Search feature, as-you-type, 

searching, 75
Search Programs and Files 

text box, 19
User Name icon, 18

starting
programs, 16-28
Windows 7, 4-5

Startup Repair tool (System 
Recovery Options), 320

Status Bar command (View 
menu), 25

Storyboard area (Movie 
Maker), 146

storyboarding video clips, 
Movie Maker, 150

Stretch picture position (desk-
top), 269

Subject column (e-mail), 244
submenus, 24

subscriptions, RSS feeds,  
229-231

Switch User command (Start 
menu), 12

Sync Center control (Mobility 
Center), 195

Sync tab (Media Player), 128
synchronization, media 

devices, Media Player,  
136-137

system image backups,  
306-307

System Image Recovery tool 
(System Recovery Options), 
320

system maintenance, 295
backups, 304-306

system image backups, 
306-307

hard disks, 296-302
maintenance schedules, set-

ting up, 309-310
restore points, setting,  

302-303
troubleshooting, 309
updates, 307-308

System Menu icon (windows), 
37

System Protection, restore 
points, setting, 302-303

System Recovery Options, 
319-321

System Restore, 317-319
System Restore tool (System 

Recovery Options), 320

T
tabs, dialog boxes, 30
tagged image file (TIF) files, 

99
tagging images, Windows Live 

Photo Gallery, 107-108
taskbar, 6-7, 26-27, 288
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configuring, 290-292
date and time, 7
icons, 6
Internet Explorer icon, 21
moving, 289-290
Notification Area, 7

icons, 291-293
programs, launching, 21-22
sizing, 289-290
Start button, 6
unlocking, 289
Windows Explorer icon, 22
Windows Media Player 

icon, 22
Tasks task (Media Center), 

139-140
temporary Internet files, 

deleting, 260
test boxes, dialog boxes, 29
text

copying, 53
deleting, 54
editing, 53-55
highlighting, 53
moving, 53

text boxes, 19
Text Document command, 65
text fields (Fax Cover Page 

Editor), 189
threads, e-mail, 244
Thumbnail view, Pictures 

library, 100-101
thumbnails, 33, 101

video clips, Movie Maker, 
146

TIF (tagged image file) files, 
99

Tile picture position (desk-
top), 269

Tiles view (Windows 
Explorer), 76

tiling windows, 41-43
time management, Windows 

Live Mail Calendar, 173-174
all-day events, 179-180

appointments, 177-178
changing date, 175
changing views, 175
entering events, 176-180
navigating, 174-175
recurring appointments, 

179
title bars (windows), 37
toggling commands, 24
Tolls menu, Internet Options 

command, 219
toolbars, 26-27

button banners, 26
displaying, 26
drop-down buttons, 27
hiding, 26

Tools task (Media Center), 
140

tooltips, 36
tracks (audio)

burning, 135-136
playlists, creating, 134-135

transitions, video clips, add-
ing, 151-152

Transmitting Subscriber 
Identification (TSID), 182

trimming video clips, Movie 
Maker, 150-151

troubleshooting, 311-314
error messages, 313
online resources, 315-316
strategies, 314-315
system problems, 309

TSID (Transmitting 
Subscriber Identification), 
182

TV task (Media Center), 140

U
Undo command (Edit menu), 

54
uninstalling

devices, 93
programs, 87-89

Windows Essentials pro-
grams, 88

unlocking Taskbar, 289
up scroll arrow (scrollbar), 45
updates, checking, 307-308
urgent cover pages (faxes), 

creating, 187
URLs (uniform resource 

locators), Internet Explorer, 
221-222

user accounts, 156
computer sharing, 156
Windows Fax and Scan, 

creating, 183-184
user accounts (computer shar-

ing)
administrator accounts, 156
changing, 160
controlling, 162-164
creating, 157
deleting, 161
editing, 157-158
logging on, 161-162
passwords, creating,  

158-159
pictures, changing, 159-160
renaming, 158
standard accounts, 157

User Name icon (Start menu), 
18

V
video cameras, footage, 

importing, 147-148
video clips, 146

movie projects, adding, 
149-150

soundtracks, adding,  
152-153

storyboarding, 150
transitions, adding, 151-152
trimming, 150-151
video effects, adding, 152
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video files
formats, 144
opening, Media Player, 128
playing, Media Player,  

129-130
Videos folder (Windows 

Explorer), 61
View menu, 23

commands
Refresh, 24-25
Status Bar, 25

viewing desktop, 43-44
views

Calendar, changing, 175
Pictures library, Thumbnail 

view, 100-101
Windows Explorer, 76-77

Details pane, 77-78
viruses, e-mail, avoiding,  

252-254
Volume control (Mobility 

Center), 194

W–Z
WAV files, 132
web addresses, Internet 

Explorer, 221-222
websites

navigating, Internet 
Explorer, 220-228

pop-up windows, blocking, 
263-264

portals, 219
saving, Internet Explorer, 

223-225
searches, Internet Explorer, 

225-228
Window Color and 

Appearance window, 276
windows, 35-37

borders, 37
buttons, 37
cascading, 41-43

desktop, viewing, 43-44
Devices and Printers, 115
Disk Defragmenter, 301
document windows, 37
gadgets, 36
Gadgets, 273
maximizing, 38-39
minimizing, 38-39
moving, 38-40
New Message, 238
Notepad, 36
overlapping, 38
panning, 46
Personalization, 268-279
program windows, 37
restoring, 40
Screen Resolution, 278
scrollbars, 44-45
scrolling, 46
sizing, 38-41
system menu icon, 37
tiling, 41-43
title bar, 37
Window Color and 

Appearance, 276
Windows 7

activating, 11
shutting down, 11-12
starting, 4-5

Windows Backup, 304-306
system image backups,  

306-307
Windows Defender, spyware, 

eliminating, 250-251
Windows Explorer

address bar, 63
documents, organizing, 

78-79
files

burning, 72
copying, 67
creating, 64-66
deleting, 70-71
finding, 73

navigating, 60-62
previewing, 69
renaming, 68-69
selecting, 66

folders
compressed folders, 71
copying, 67
creating, 64-66
deleting, 70-71
including in libraries, 

67-68
navigating, 60-61
renaming, 68-69
selecting, 66

launching, 22
libraries, 61

creating, 64-66
navigating, 63-64
taskbar, 26-27
View menu, 23
views, 76-77

Details pane, 77-78
Windows Fax and Scan

accounts, creating, 183-184
cover pages, creating,  

187-190
faxes

receiving, 190-192
sending, 184-187

folders, 182-183
incoming calls, handling, 

191-192
running, 182

Windows Features dialog box, 
83

Windows Live Essentials pro-
grams

installing, 83-85
uninstalling, 88

Windows Live Mail, 233
accounts, setting up,  

234-236
Calendar, 173-174

all-day events, 179-180
appointments, 177-178
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changing date, 175
changing views, 175
entering events, 176-180
navigating, 174-175
recurring appointments, 

179
Contacts list, 240-241
Deleted Items folder, 237
Drafts folder, 237
e-mail

attachments, 241-245
composing, 237-239
deleting, 246
forwarding, 246
reading, 243-244
receiving, 242
replying, 245-246
sending, 237-242
signatures, 247-248
spell checking, 239

folders, creating, 246-247
Inbox folder, 237
interface, 236-237
junk e-mail, filtering,  

254-257
Junk E-mail folder, 237
launching, 234
Outbox folder, 237
Quick Views folder, 237
senders

blocking, 257
designating, 256-257

Sent Items folder, 237
Windows Live Movie Maker, 

143-144
footage, importing,  

147-148
hardware requirements, 

144-145
interface, 145-146
movie projects

adding video clips,  
149-150

creating, 149-153
outputting, 153-154
soundtracks, 152-153
storyboarding, 150
transitions, 151-152
trimming video clips, 

150-151
video effects, 152

Windows Live Photo Gallery
browsing images, 105-106
editing images, 108-109
grouping images, 106-107
setting images as desktop 

background, 110
tagging, 107-108

Windows Media Player, 126
Burn tab, 128
CDs

burning, 135-136
playing, 126, 130-131
ripping, 131-134

downloading media, 127
DVDs, playing, 126
launching, 22
media devices, synchroniz-

ing, 136-137
media files

opening, 128
playing, 129-130

Media Player Library, 128
opening, 126-127
Play tab, 128
playlists, creating, 134-135
sharing media, 137
Sync tab, 128

Windows Media Video 
(WMV) files, 144

Windows Memory Diagnostic 
tool (System Recovery 
Options), 320

Windows Movie File (WMF) 
files, 144

Windows Update, 307-308, 
316

wireless connections 
(Internet), 206, 209-210

Wireless Network control 
(Mobility Center), 195

wizards
Add a Device Wizard, 

90-92
E-Mail Account Wizard, 

234-236
Scanner and Camera 

Wizard, 118-120
WMF (Windows Movie File) 

files, 144
WMV (Windows Media 

Video) files, 144
WordPad

documents, creating, 48
launching, 27-28




