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Ctrl + U shortcut, 57 fonts, 56-57
Ctrl + V shortcut, 54-55 opening, 50-51
Ctrl + X shortcut, 55 overview, 44-45
Ctrl + Z shortcut, 52 printing, 62-63
current link, 144 saving, 48-49
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adding directly, 173 overview, 104
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overview, 46 user, 102-103
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overview, 154 hard drive
Favorites Center button, Internet Explorer, 154-155 checking for errors, 236-237
File Download - Security Warning dialog box, 161 checking free space, 230-231
file library, 103 defragmentation schedule, 234-235
File menus help resources, 10-11
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Open option, 50 history, deleting, 206-207
Print command, 62 History option, Delete Browsing History dialog box, 207
Save option, 48 Home button, Internet Explorer, 152-153
File Name text box, Save As dialog box, 49 home page, changing
files adding page to home tabs, 153
backing up, 238-241 overview, 152
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homegroup
creating, 134-135
joining, 136-137
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opening in new tabs, 148
overview, 142, 144
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images
creating and editing with Windows 7, 6
desktop slide shows, 216-217
importing from digital camera, 72-73
overview, 64-65
Pictures library, 66
previewing, 67
printing, 76-77
repairing digital, 74-75
scanning, 70-71
user account, 130-131
viewing
overview, 68
with Windows Photo Gallery, 69
with Windows Photo Viewer, 68
Import Pictures and Videos dialog box, 71-73
Inbox folder, Windows Live Mail, 176
InPrivate Browsing feature, Internet Explorer, 207
Insert a Blank Media dialog box, 241
inserting e-mail signatures, 175
insertion point, 28
Installed Programs window, 43
installing programs
from CDs or DVDs, 18
customizing, 20-21
from downloaded files, 19
overview, 18
repairing installations, 20-21
Internet browsing, 6
Internet Explorer
address bar, 144
current link, 144
deleting browsing history, 206
links, 144
overview, 6, 144
starting, 143
status bar, 144
tabs
adding pages to home tabs, 153
navigating, 149
opening, 148
overview, 148
Quick Tabs, 149
Web page title, 144
Internet Options dialog box, 153
Italics button, 57

jump list
destinations, 40
overview, 40
running tasks, 41
junk e-mail, 195, 208-209
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Keep Files option, Delete Account window, 133
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keyboard shortcuts
Alt+Tab, 39
Calendar views, 187
copying, 54
creating new documents, 47
cutting, 55
deleting browsing history, 206
dialog boxes, 29
font commands, 57
InPrivate Browsing feature, 207
Lock command, 201
navigating system windows, 33
opening Calendar, 184
opening documents, 50
opening Internet Explorer, 151
opening Web pages in tabs, 149
opening Windows Live Contacts, 166
pasting, 54-55
previewing windows, 39
printing, 62
replacing text, 60
saving documents, 48
selecting files, 105
selecting text, 53
slideshows, 68-69
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starting Calendars, 190
undo actions, 52
Web page addresses, 147
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library
file, 103
links
current, 144
opening in new tabs, 148
overview, 142, 144
selecting, 145
list boxes
overview, 27
selecting items with, 29

Lock the taskbar option, Taskbar and Start Menu Properties dialog

box, 224
locking computer, 200
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maintenance
backing up files, 238-241
deleting files, 232-233
hard drive
checking for errors, 236-237
checking for free space, 230-231
defragmentation schedule, 234-235
overview, 228
restoring backed-up files, 242—-245
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Match case option
Find dialog box, 59
Replace dialog box, 61
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Match whole word only option moving
Find dialog box, 59 files, 109
Replace dialog box, 61 program windows, 35
Maximize button, 23 text, 55
maximizing program windows, 31 multitasking, 38
media music. See also media
audio files burning to CDs, 94-95
burning to CDs, 94-95 playing, 6 .
playing, 84 Mute button, Windows Media Player, 85
content information, 83
DVDs N
navigating scenes, 98 names, user account, 128-129
overview, 98 navigating
playing, 96-97 Calendar
returning to root menu, 99 calendars, 185
starting, 98 current date, 185
stopping, 98 Date Navigator, 185
Media Player event list, 185
address bar, 81 overview, 185
details pane, 81 DVD scenes, 98
library, 82-83 Web pages
navigation pane, 81 back one, 150
opening, 80 back several, 150
overview, 81 forward one, 151
playback controls, 81 forward several, 151
tabs, 81 overview, 150
toolbar, 81 Navigation pane, Windows Media Player, 81, 93
music CDs Network icon, notification area, 138
copying tracks from, 90 Never combine option, 227
overview, 86 New Document toolbar button, 47
pausing play, 87 New Event dialog box, Calendar, 188-189
playing songs, 88-89 New Scan dialog box, 71
repeating, 89 Next button
resuming play, 87 Windows Live Photo Gallery, 69
ripping tracks, 90-91 Windows Media Player, 87, 98
skipping tracks, 87 Windows Photo Viewer, 68
stopping play, 88 Next Month button, Calendar, 186
overview, 78-79 Next Year button, Calendar, 187
playing video files, 84 Notepad, 49
playlists, 92-93 notification area, 7, 197, 227
streaming, 137 Now Playing window
volume, 85 adjusting volume, 85
Media Player. See Windows Media Player changing audio levels, 87
memory card, 103 playing CD, 86
menu bar, 23 ripping entire CD, 90
menus, shortcut, 9 Shuffle option, 89

metadata, 83
Minimize button, 23

minimizing program window, 30 (1)

Month toolbar button, Calendar, 187 offline Web pages, 233

Month view, Calendar, 186 OK button, dialog box, 26

MeLsE On resume, display logon screen check box, 219
clicking, 8 . Only show notifications option, 227
clicking and dragging, 9 Open dialog box, 50, 131, 172
double-clicking, 8 opening
left-handed, 9 documents, 50-51
moving and copying text, 55 e-mail attachments, 182
overview, 8 option buttons, 26
pointer, 7 Options dialog box
right-clicking, 9 Windows Live Mail, 174, 177, 179, 181
wheels, 37 Windows Media Player, 97

Mouse Properties dialog box, 9
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Copy option, 108
Cut option, 109
Delete option, 116
Paste option, 108-109
Rename option, 114
Select all option, 105

P
Pages option, Print dialog box, 63
Paint program, 71
panes
details, 81
navigation, 81
paper for printing, 77
Parental Controls, 194
parental controls
activating, 202-203
overview, 202
restricting game usage, 204-205
setting computer time limits, 203—-204
Parental Controls window, 203

passwords
entering in Welcome screen, 4-5
hints, 5, 127

homegroups, 135, 137
overview, 198-199
user accounts, 125
Passwords option, Delete Browsing History dialog box, 207
Paste button, 54-55
pasting files, 108—109
Pause button, Windows Media Player, 98
pausing media, 87
Personalization window
changing color scheme, 220-221
changing desktop background 214-215
opening, 212-213
setting up desktop slide show, 216-217
setting up screen saver, 218-219
phishing, 195
photo-quality paper, 77
Picture location options, Desktop Background window, 214, 216
Picture position options, Desktop Background window, 215
Pictures. See images
Pictures library
overview, 66
panes, 67
printing, 76
setting user account picture, 131
thumbnail sizes, 69
viewing imported pictures in, 73
viewing scanned pictures in, 71
Pin the Favorites Center button, Internet Explorer, 155
pinning
destinations to jump list, 41
programs to Start menu, 223
Play Slide Show button
Windows Live Photo Gallery, 69
Windows Photo Viewer, 68
play speed, Windows Media Player, 99
playback controls, Windows Media Player, 81, 84
playback options, desktop slide show, 217

playing
DVDs, 96-97
music
CDs, 86, 90
overview, 88
randomly, 89
playlist, 92-93
pointer, mouse, 7
Power button action options, Taskbar and Start Menu Properties
dialog box, 201
Preserve Favorites website data option, Delete Browsing History
dialog box, 206
Preview button, New Scan dialog box, 71
Preview pane, 67, 107
previewing
files, 107
images, 67
Screen Saver Settings dialog box, 218
Previous button
Windows Live Photo Gallery, 69
Windows Media Player, 87, 98
Windows Photo Viewer, 68
Previous Month button, Calendar, 186
Previous Year button, Calendar, 187
Print button, 62
Print dialog box, 28, 63
Print Pictures dialog box, 77
print quality, 77
printing
documents, 62-63
images, 76-77
product key, software, 19
programs
desktop icons, 7
dialog boxes
check boxes, 26
combo boxes, 27, 29
command buttons, 26
drop-down list boxes, 27, 29
list boxes, 27, 29
option buttons, 26
overview, 26, 28
spin buttons, 26, 28
tabs, 26
text boxes, 27, 28
Help features, 11
installing
from CDs or DVDs, 18
custom, 20-21
from downloaded files, 19
overview, 18
repairing installations, 20-21
jump lists
destinations, 40
overview, 40
run task, 41
overview, 6, 16
pinning to Start menu, 223
pull-down menus, 24
removing from Start menu list, 223
scrollbars
down, 36
left, 37
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overview, 36
right, 37
up, 36
starting, 22
switching between
with keyboard, 39
overview, 38
with taskbar, 7, 38
uninstalling, 42-43, 231
window
Close button, 23
closing, 33
Maximize button, 23
maximizing, 31
menu bar, 23
Minimize button, 23
minimizing, 30
moving, 35
overview, 23, 30
resizing, 34
restoring, 32
system menu icon, 23
title bar, 23
toolbar, 23, 25
Programs and Features window, 21
Properties dialog box
hard drive, 236
Windows Live Mail, 163
pull-down menu, 24

Q
Quick Tabs, 149
R

rating restrictions, Windows Media Player, 97
reading e-mail, 177
receiving e-mail, 176
Recent Pages button, Internet Explorer, 150-151
recordable discs, 111
recurring events, Calendar, 189
Recycle Bin, 117, 233
Refresh button, Internet Explorer, 147
removing destinations from jump list, 41
renaming

Calendars, 191

files, 114
Repair option, Programs and Features window, 21
repairing

digital images, 74-75

program installations, 20-21
Repeat option, Windows Media Player, 89
Replace All option, Replace dialog box, 61
Replace dialog box, 60-61
replacing text, 60-61
Reply All button, Windows Live Mail, 178
Reply button, Windows Live Mail, 178
replying to e-mail, 178-179
resizing

program window, 34

taskbar, 225
Resolution control, New Scan dialog box, 71
restarting Windows 7, 14
Restore Files dialog box, 245

restoring

backed-up files, 242-245

deleted files, 117

program windows, 32
returning to root menu, DVDs, 99
Revert option, Windows Live Photo Gallery, 75
Review Your Backup Settings dialog box, 240
right-clicking, 9
ripping tracks

in library, 90-91

in Now Playing window, 90
rotating images, Windows Live Photo Gallery, 75
Run option, AutoPlay dialog box, 18

S
Safe List Only protection level, Windows Live Mail, 209
Safety Options, Windows Live Mail, 183, 208-209
Save As dialog box, 48-49, 119
Save Attachment As dialog box, 183
Save Search button, 118-119
Save Theme As dialog box, 213
Save toolbar button, 48
saving
documents, 48-49
e-mail attachments, 183
Favorite pages, 154
Scan for and attempt recovery of bad sectors option, Check Disk
program, 237
scanning images, 70-71
screen, Windows 7, 7
screen saver, 218-219
Screen Saver Settings dialog box, 218
scrollbars
down, 36
left, 37
overview, 36
right, 37
up, 36
Search box
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dialog box, 243
folder windows, 118-119
search engine, 157
Search options, Windows Media Player, 83
searching
for files, 118-119
World Wide Web, 156—157
sectors, 237
security
Action Center, 196-197
browsing history, deleting, 206-207
junk e-mail
marking messages as not junk, 209
overview, 195
setting protection level, 208-209
locking computer, 200
network security keys, 139
overview, 192-193
parental controls
activating, 202-203
overview, 194, 202
restricting game usage, 204-205
setting computer time limits, 203-204



passwords, 198—199 spyware, 195

phishing, 195 Stack feature, 35
unlocking computer, 201 standard account, 124-125
unsafe attachments, 183 Start button, 7
User Account Control, 194 Start menu
user account password, 194 activating Windows 7 through, 12-13
Windows Defender, 195 Lock option, 200
Windows Firewall, 195 overview, 222-223
Seek slider, Windows Media Player, 98 Restart option, 14
selecting searching for files from, 118
files Shut Down option, 15
all, 105 Sleep option, 15
group, 105 starting programs from, 22
multiple, 104 Switch user option, 126
overview, 104 uninstalling programs from, 43
single, 104 starting
links, 145 DVDs, 98
text, 53 programs, 22
Selection option, Print dialog box, 63 Windows 7, 4-5
Send an E-mail dialog box, Windows Live Mail, 170-171 status bar, Internet Explorer, 144
Send tab, Windows Live Mail Options dialog box, 179, 181 stopping
sending e-mail DVDs, 98
to multiple contacts, 169 playback, 88
overview, 164-165 streaming media, 137
Sent Items folder, Windows Live Mail, 165, 179, 181 Stretch position, Desktop Background window, 215
serial number, software, 19 strong passwords, 199
Set Up Backup dialog box, 239, 241 switching
sharing to Calendar, 184
homegroups between programs
creating, 134-135 with keyboard, 39
joining, 136-137 overview, 38
overview, 120-121 with taskbar, 38
user accounts between user accounts, 126-127
changing names, 128-129 system image, 239
changing pictures, 130-131 system menu, 33
creating, 124-125 system menu icon, 23
deleting, 132-133 System window, 12
displaying, 122-123
passwords, 125 T
switching between, 126-127 Tab key, 29
_wireless networks, 138-139 Tab Left button, Internet Explorer, 149
Shift + Tab shortcut, 29 Tab Right button, Internet Explorer, 149
shortcut menus, 9 Table of Contents, Help and Support window, 10-11
Show desktop bar, taskbar, 31 tabs
Show icon and notifications option, 227 Internet Explorer
Show windows side by side option, 35 adding page to home tabs, 153
Show windows stacked option, 35 navigating, 149
Shuffle option, Windows Media Player, 89 opening, 148
shutting down, 15 overview, 148
Side by Side feature, 35 Quick Tabs, 149
signatures, e-mail overview, 26, 81
inserting manually, 175 tags, 83
overview, 174-175 taskbar
skipping tracks, 87 Action Center icon, 197
slide show context menu, 35
setting up on desktop, 216-217 customizing, 224-227
Windows Live Photo Gallery, 69 icons, 7
Windows Photo Viewer, 68 jump lists, 40-41
Sound button, 85 maximizing windows from, 31
spam, 195 overview, 7
spin buttons ‘ program thumbnails, 39
entering values with, 28 Show desktop bar, 31

overview, 26 switching between programs with, 38
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Taskbar and Start Menu Properties dialog box, 200, 222, 224-226

Taskbar buttons options, Taskbar and Start Menu Properties dialog
box, 226
taskbar grouping, 227
Taskbar location on screen option, Taskbar and Start Menu
Properties dialog box, 226
temporary files, 233
temporary internet files, 233
Temporary Internet files option, Delete Browsing History dialog
box, 206
text
editing
copying, 54
deleting, 52
fonts, 56-57
moving, 55
overview, 52
selecting, 53
finding, 58-59
formatting, 165
overview, 46
replacing, 60-61
text box, 27-28
"The page cannot be displayed” message, 147
themes, 213, 217
thumbnails, 69, 233
Tile position, Desktop Background window, 215
Tiles view, Computer window, 230
Time icon, 7
Time limits, User Controls window, 203-204
Time Restrictions window, 204
title bar
maximizing windows with, 31
moving windows with, 35
overview, 23
toolbar
Calendar, 187
displaying, 25
executing commands, 25
hiding, 25
Media Player, 81
overview, 23, 25
Turn Repeat On button, Windows Media Player, 89
Turn Shuffle On button, Windows Media Player, 89
typefaces, 56-57
typical installation, 21

U
Underline button, 57
Undo button, 52
Uniform Resource Locator (URLs), 142
Uninstall a program option, Control Panel window, 20
Uninstall/Change option, Programs and Features window, 21
uninstalling programs, 42-43, 231
unlocking computer, 201
unpinning destinations from jump list, 41
unsafe attachment, 183
URLs (Uniform Resource Locator), 142
Use small icons option, Taskbar and Start Menu Properties dialog
box, 225
user account
changing names, 128-129
changing pictures, 130-131

creating, 124-125
deleting, 132-133
displaying, 122-123
passwords, 125, 194
switching between, 126-127
User Account Control dialog box, 122, 161, 194
User Controls window, 203
user folder, 102-103
user names, 164

v
video files, playing, 84
video game usage, 204-205
View options, Windows Media Player, 83
viewing images
overview, 68
with Windows Photo Gallery, 69
with Windows Photo Viewer, 68
visualizations, Windows Media Player, 87
volume, Windows Media Player, 85

w
Web addresses
defined, 142
overview, 146
redisplaying, 147
typing address, 146-147
Web pages
defined, 142
navigating
back one, 150
back several, 150
forward one, 151
forward several, 151
overview, 150
redisplaying addresses, 147
titles, 144
typing addresses, 146-147
Web servers, 142
Web sites, 142
Week toolbar button, Calendar, 187
Welcome screen, 4, 126-127
Welcome to Internet Explorer 8 dialog box, 143
Welcome to Windows Media Player dialog box, 80
What Do You Want to Back Up? dialog box, 239
wheels, mouse, 37

Where Do You Want to Restore Your Files? dialog box, 244

Window Color and Appearance dialog box, 221
Window Color and Appearance window, 220-221
windows, program
Close button, 23
closing, 33
Maximize button, 23
maximizing, 31
menu bar, 23
Minimize button, 23
minimizing, 30
moving, 35
overview, 23, 30
resizing, 34
restoring, 32
system menu icon, 23
title bar, 23
toolbar, 23
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activating, 12-13

browsing Internet, 6

creating pictures, 6

editing pictures, 6

help resources, 10-11

mouse interface
clicking, 8
clicking and dragging, 9
double-clicking, 8
overview, 8
right-clicking, 9

overview, 2, 6

playing media, 6

playing music, 6

restarting, 14

screen elements, 7

shutting down, 15

starting, 4-5

Windows Activation dialog box, 13

Windows Backup Has Completed Successfully dialog box, 241

Windows Backup program
overview, 238-241
restoring backups, 242-245
Windows Defender, 195
Windows Explorer, 19
Windows Firewall, 195
Windows key + Tab shortcut, 39
Windows Live Contacts, 166, 171, 179
Windows Live Essentials programs, 160-161
Windows Live Mail
configuring account, 162-163
junk e-mail protection levels, 208-209
overview, 6, 46

Windows Live Photo Gallery, 68-69, 71, 74-75

Windows Media Player
address bar, 81
closing, 80
details pane, 81
library
changing view, 83
navigating, 82
overview, 82
ripping selected tracks, 90-91
navigation pane, 81
opening, 80
overview, 81
playback controls, 81
tabs, 81
toolbar, 81
Windows Photo Viewer, 68
wireless networks
connecting to, 138-139
disconnecting from, 139

word processing documents, 46
WordPad
changing fonts, 56-57

documents
opening, 50-51
saving, 48-49
types of, 49
printing, 62-63
text
editing, 52-55
finding, 58-59

replacing, 60-61
shortcuts, 53

Working Offline option, Windows Live Mail, 165

World Wide Web
addresses
defined, 142
overview, 146
redisplaying, 147
typing, 146-147
Favorite pages
displaying, 155
saving, 154
home page
adding page to home tabs, 153
overview, 152
single, 152
Internet Explorer
address bar, 144
current link, 144
links, 144
overview, 144
starting, 143
status bar, 144
tabs, 148-149
Web page title, 144
links, 142
navigating pages
back one, 150
back several, 150
forward one, 151
forward several, 151
overview, 150
overview, 140-142
pages, 142
searching, 156-157
selecting links, 145
sites, 142

Y

Year view, Calendar, 187

Your Files Have Been Restored dialog box, 245



