
Introduction
Never let a computer know you’re in a hurry.

—Anonymous

The world’s gardeners have told us for years that if you want to keep your plants 
healthy and happy, then you should talk to them in a kindly, soothing voice. The 
world’s gardeners are, I suspect, an eccentric bunch, but who can argue with their suc-
cess?

Certainly not me, so perhaps that’s why I’ve taken to talking to my computer using the 
same gentle, comforting tones. “Now, my good fellow, I have a very important dead-
line tomorrow, oh yes, and I just need you to be a good boy and not crash between 
now and then. Okey-doke?” (This is made much easier by the fact that I work at 
home.)

I think that, subconsciously, I view my computer as though it’s the electronic equiva-
lent of some deranged lunatic who’ll snap at the least provocation. Or perhaps I see it 
as more of a fragile, high-strung, Southern belle type, a digital Blanche DuBois who is 
depending on the kindness of a stranger (that is to say, me) to keep it together.

Of course, what’s really happening here is that years of using various incarnations 
of Windows have made me certifiably paranoid. I’ve simply come to expect that 
Windows will do something weird or toss me some semicomprehensible message that 
will have me scratching my head for hours. So even though it has been nearly 20 years 
since Windows 3.0 was foisted upon an unsuspecting world, Windows remains both 
devilishly difficult and fiendishly fickle. Windows can, in other words, make any of us 
feel, temporarily, like a complete idiot.

That, in the end, is why I wrote The Complete Idiot’s Guide to Microsoft Windows 7. My 
goal here is to help you and Windows 7 get along. If you aren’t a computer wizard 
(and don’t even want to be one), this book is for you; if you have a job to do—a job 
that includes working with Windows 7—and you just want to get it done as quickly 
and painlessly as possible, this book is for you; if you don’t want to learn about 
Windows 7 using absurdly serious, put-a-crease-in-your-brow-and-we’ll-begin tutori-
als, this book is for you.

No experience with Windows 7? No problem. In fact, this book doesn’t assume you 
have any previous experience with any version of Windows. I begin each topic at the 
beginning and build your knowledge from there. So even if you’ve never used a com-
puter before, this book will get you through those crucial (and scary) early stages.
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No time? No problem. With The Complete Idiot’s Guide to Microsoft Windows 7, you get 
just the facts you need—not everything there is to know. This means I avoid long-
winded discussions of boring, technical details. Instead, you get all the information in 
short, easy-to-digest chunks that you can quickly skim through to find just the tidbits 
you need.

How This Book Is Organized
The Complete Idiot’s Guide to Microsoft Windows 7 is organized into five reasonably sen-
sible parts. To help you locate what you need fast, here’s a summary of what you’ll find 
in each part.

Part 1: “Windows 7 Everywhere: A Few Things You Need to Know.” The lucky 
six chapters that open the book are designed to help you get your Windows 7 travels 
off on the right foot. New Windows users will want to start with Chapter 1, which 
gives you a tour of the Windows 7 screen and offers some mouse and keyboard basics. 
From there, you learn about controlling programs (Chapter 2), working with win-
dows (Chapter 3), dealing with documents (Chapter 4), working with files and folders 
(Chapter 5), and installing and uninstalling programs and devices (Chapter 6).

Part 2: “Windows 7 at Home.” Using a computer at home, we tend more toward 
the fun end of the computer spectrum. (Yes, there is a fun end.) With that in mind, 
I structured Part 2 to cover some of the more fun features that can be found in 
Windows 7. This includes working with pictures (Chapter 7); using scanners and digi-
tal cameras (Chapter 8); working with music, sounds, and other multimedia (Chapter 
9); and creating and editing your own digital movies (Chapter 10). For good mea-
sure, I also show you an easy way to share your computer with other family members 
(Chapter 11).

Part 3: “Windows 7 at Work.” This part is short but sweet (assuming that using 
Windows at work could be described as “sweet,” that is). The three chapters in Part 3 
cover workaday tasks such as using Windows 7’s new Calendar program (Chapter 12), 
sending and receiving faxes (Chapter 13), and using Windows 7’s notebook computer 
features (Chapter 14).

Part 4: “Windows 7 on the Internet.” There are plenty of days when it seems that 
our computers are just one giant communications terminal. Electronic communica-
tion in all its forms is a huge part of our daily lives, and Part 4 devotes four chapters 
to Windows 7 Internet and communications goodies. You’ll learn step by step how to 
get connected to the Internet (Chapter 15), how to surf the World Wide Web with 
Internet Explorer (Chapter 16), how to exchange Internet e-mail with Windows Mail 
(Chapter 17), and how to keep you and your computer safe while online (Chapter 18).
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Part 5: “Windows 7 at the Shop: Customizing, Maintaining, and 
Troubleshooting.” Like people living in row houses who paint their doors and win-
dowpanes to stand out from the crowd, most Windows’ users like to personalize their 
computing experience by adjusting the screen colors, changing the background, and 
performing other individualistic tweaks. The first two chapters in Part 5 show you 
how to perform these customizations in Windows 7. You’ll learn how to customize the 
desktop (Chapter 19) and the Start menu and taskbar (Chapter 20).

The other two chapters in Part 5 can help you to prepare for problems. You’ll get a 
step-by-step plan for maintaining your system (Chapter 21) and basic strategies for 
solving problems (Chapter 22).

Finally, the appendix provides you with a comprehensive list of Windows 7’s all-too-
numerous shortcut keys, just in case your mouse is having a bad day.

Some Things to Help Out Along the Way
I’ve liberally sprinkled the book with features that I hope will make it easier for you to 
understand what’s going on. Here’s a rundown:

	 u	 Stuff that you have to type will appear in a monofaced font, like that.

	 u	 Menus, commands, and dialog box controls that you have to select, as well as 
keys you have to press, appear in a bold font.

	 u	 Whenever I tell you to select a menu command, I separate the various menu and 
command names with commas. For example, instead of saying “click the Start 
button, then click All Programs, and then click Windows Update,” I just say 
this: “select Start, All Programs, Windows Update.”

	 u	 Many Windows 7 commands come with handy keyboard shortcuts, and most of 
them involve holding down one key while you press another key. For example, 
in most Windows programs, you save your work by holding down the Ctrl key, 
pressing the S key, and then releasing Ctrl. I’m way too lazy to write all that 
out each time, so I’ll just plop a plus sign (+) in between the two keys, like so: 
Ctrl+S.

I’ve also populated each chapter with several different kinds of sidebars (some appear 
in the middle of the page and others appear in the margin):
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Acknowledgments (Kudos, Props, and Assorted Pats on the Back)
Substitute damn every time you’re inclined to write very; your editor will delete it and the 
writing will be just as it should be.

—Mark Twain

I didn’t follow Mark Twain’s advice in this book (the word very appears throughout), 
but if my writing still appears “just as it should be,” then it’s because of the keen minds 
and sharp linguistic eyes of the editors at Alpha Books. Near the front of the book 
you’ll find a long list of the hard-working professionals whose fingers made it into this 
particular paper pie. However, there are a few folks that I worked with directly, so I’d 
like to single them out for extra credit. A big, heaping, helping of thanks goes out to 
Acquisitions Editor Tom Stephens, Development Editor Mike Thomas, Production 
Editor Janette Lynn, Copy Editor Amy Borrelli, and Technical Editor Mark Hall.

These asides give you extra infor-
mation about the topic at hand, 
provide you with tips for making 
things work easier, and gener-
ally just make you a more well-
rounded Windows 7 user.

Windows Wisdom

Each of these elements points 
you to another section of the 
book that contains related mate-
rial.

See Also

These notes warn you 
about possible Windows 7 

pitfalls and tell you how to avoid 
them.

 Look Out!

These juicier tidbits take you 
deeper into Windows 7 and 
show you useful tweaks that 

enable you to supercharge your 
system and take control over vari-
ous aspects of Windows 7.

 Hacking Windows

These notes give you definitions 
of Windows words suitable for 
use at cocktail parties and other 
social gatherings where a well-
timed bon mot can make you a 
crowd favorite.
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Special Thanks to the Technical Reviewer
The Complete Idiot’s Guide to Microsoft Windows 7 was reviewed by an expert who  
double-checked the accuracy of what you’ll learn here, to help us ensure that this book 
gives you everything you need to know about Windows 7. Special thanks are extended 
to Mark Hall.

Mark Hall has been a Technology Services Consultant for the Community Colleges 
of Spokane for the past 22 years. He has been providing technical edits for the past 15 
years and has edited over 270 books to date. He is married to his loving and support-
ive wife Brenda and has four children in four different colleges.

Trademarks
All terms mentioned in this book that are known to be or are suspected of being 
trademarks or service marks have been appropriately capitalized. Alpha Books and 
Penguin Group (USA) Inc. cannot attest to the accuracy of this information. Use of a 
term in this book should not be regarded as affecting the validity of any trademark or 
service mark.






