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Introduction

Welcome to Windows Vista For Dummies, the world’s best-selling book
about Windows Vistal!

This book’s popularity probably boils down to this simple fact: Some people
want to be Windows whizzes. They love interacting with dialog boxes. Some
randomly press keys in the hope of discovering hidden, undocumented fea-
tures. A few memorize long strings of computer commands while washing
their hair.

And you? Well, you’re no dummy, that’s for sure. But when it comes to Windows
and computers, the fascination just isn’t there. You want to get your work done,
stop, and move on to something more important. You have no intention of
changing, and there’s nothing wrong with that.

That’s where this book comes in handy. Instead of making you a whiz at
Windows, it merely dishes out chunks of useful computing information when
you need them. Instead of becoming a Windows Vista expert, you’ll know just
enough to get by quickly, cleanly, and with a minimum of pain so that you can
move on to the more pleasant things in life.

About This Book

Don’t try to read this book in one sitting; there’s no need. Instead, treat this
book like a dictionary or an encyclopedia. Turn to the page with the information
you need and say, “Ah, so that’s what they’re talking about.” Then put down
the book and move on.

Don’t bother trying to memorize all the Windows Vista jargon, such as Select
the Menu Item from the Drop-Down List Box. Leave that stuff for the computer
enthusiasts. In fact, if anything technical comes up in a chapter, a road sign
warns you well in advance. Depending on your mood, you can either slow
down to read it or speed on around it.
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Instead of fancy computer jargon, this book covers subjects like these, all dis-
cussed in plain English:
1 Keeping your computer safe and secure
v Finding, starting, and closing programs
v Locating the file you saved or downloaded yesterday
v Setting up a computer for the whole family to use
v Copying information to and from a CD or DVD
v Working with your digital camera’s photos and making slide shows
v Scanning and printing your work
v Creating a network between PCs to share an Internet connection or printer
v Fixing Windows Vista when it’s misbehaving
There’s nothing to memorize and nothing to learn. Just turn to the right page,

read the brief explanation, and get back to work. Unlike other books, this one
enables you to bypass the technical hoopla and still get your work done.

How to Use This Book

Something in Windows Vista will eventually leave you scratching your head.
No other program brings so many buttons, bars, and babble to the screen.
When something in Windows Vista leaves you stumped, use this book as a
reference. Look for the troublesome topic in this book’s table of contents or
index. The table of contents lists chapter and section titles and page numbers.
The index lists topics and page numbers. Page through the table of contents
or index to the spot that deals with that particular bit of computer obscurity,
read only what you have to, close the book, and apply what you’ve read.

If you're feeling spunky and want to find out more, read a little further in the
bulleted items below each section. You can find a few completely voluntary
extra details, tips, or cross-references to check out. There’s no pressure,
though. You aren’t forced to discover anything that you don’t want to or that
you simply don’t have time for.

If you have to type something into the computer, you’ll see easy-to-follow
bold text like this:

Type Media Player into the Search box.
In the preceding example, you type the words Media Player and then press

the keyboard’s Enter key. Typing words into a computer can be confusing, so
a description follows that explains what you should be seeing on the screen.
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Whenever I describe a message or information that you see on-screen or a
Web address, I present it this way:

www . andyrathbone. com

This book doesn’t wimp out by saying, “For further information, consult your
manual.” Windows Vista doesn’t even come with a manual. This book also
doesn’t contain information about running specific Windows software pack-
ages, such as Microsoft Office. Windows Vista is complicated enough on its
own! Luckily, other For Dummies books mercifully explain most popular soft-
ware packages.

Don’t feel abandoned, though. This book covers Windows in plenty of detail
for you to get the job done. Plus, if you have questions or comments about
Windows Vista For Dummies, feel free to drop me a line on my Web site at
www . andyrathbone. com.

Finally, keep in mind that this book is a reference. It’s not designed to teach
you how to use Windows Vista like an expert, heaven forbid. Instead, this
book dishes out enough bite-sized chunks of information so that you don’t
have to learn Windows.

And What about Vou?

Chances are you already own Windows Vista or are thinking about upgrading.
You know what you want to do with your computer. The problem lies in
making the computer do what you want it to do. You’ve gotten by one way or
another, hopefully with the help of a computer guru — either a friend at the
office, somebody down the street, or your fourth-grader.

But when your computer guru isn’t around, this book can be a substitute
during your times of need. (Keep a doughnut or Pokémon card nearby in
case you need a quick bribe.)

How This Book Is Organized

The information in this book has been well sifted. This book contains seven
parts, and I divide each part into chapters relating to the part’s theme. With an
even finer knife, [ divide each chapter into short sections to help you figure out
a bit of Windows Vista’s weirdness. Sometimes, you may find what you’re look-
ing for in a small, boxed sidebar. Other times, you may need to cruise through
an entire section or chapter. It’s up to you and the particular task at hand.

Here are the categories (the envelope, please).
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Part I: Windows Vista Stuff Everybody
Thinks You Already Know

This part dissects Windows Vista’s backbone: its opening screen and user-
name buttons, the mammoth Start button menu that hides all your important
stuff, and your computer’s desktop — the background where all your pro-
grams live. It explains how to move windows around, for example, and click
the right buttons at the right time. It explains the Windows Vista stuff that
everybody thinks that you already know.

Part II: Working with Programs and Files

Windows Vista comes with bunches of free programs. Finding and starting
the programs, however, often proves to be a chore. This part of the book
shows how to prod programs into action. If an important file or program has
vanished from the radar, you discover how to make Windows Vista dredge
your computer’s crowded cupboards and bring it back.

Part I1I: Getting Things
Done on the Internet

Turn here for a crash course in today’s computing playground, the Internet.
This part explains how to send e-mail and globetrot across Web sites. Best yet,
an entire chapter explains how to do it all safely, without viruses, spyware,
and annoying pop-up ads.

A section explains Internet Explorer’s security toolbar. The toolbar stops evil
phishing sites from tricking you and keeps Web parasites from attaching
themselves to your board as you Web surf.

Part 1U: Customizing and Upgrading
Windows Vista

When Windows Vista needs a jolt, fix it by flipping one of the switches hidden
in its Control Panel, described here. Another chapter explains computer
maintenance you can easily perform yourself, reducing your repair bills.

You discover how to share your computer with several people in a family
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or shared apartment — without letting anybody peek into anybody else’s
information.

And when you'’re ready to add a second computer, head to the networking
chapter for quick instructions on linking computers to share an Internet
connection, files, and a printer, as well.

Part U: Music, Movies, Memories
(and Photos, Too)

Turn here for information on playing music CDs, DVDs, digital music, and
movies. Buy some cheap CDs and create your own greatest hits CDs from
your favorite tunes. (Or just copy a CD so that your favorite one doesn’t get
scratched in the car.)

Digital camera owners should visit the chapter on transferring pictures from
your camera to your computer, organizing the pictures, and e-mailing them to
friends. Bought a camcorder? Head to the section that explains how to edit
out the dopey parts and save your completed masterwork onto a DVD the
relatives will enjoy for a change.

Part Ul: Help!

Although glass doesn’t shatter when Windows crashes, it still hurts. In this
part, you find some soothing salves for the most painful irritations. Plus, you
find ways to unleash the Windows Vista program’s team of troubleshooters.

Stuck with the problem of moving your files from an old computer to a new one?
You can find help here, as well. (If you're ready to upgrade your Windows XP
computer to Windows Vista, check out the Appendix, too, which holds com-
plete instructions.)

Part VII: The Part of Tens

Everybody loves lists (except during tax time). This part contains lists of
Windows-related trivia, such as ten aggravating things about Windows Vista
(and how to fix them). As a bonus for the laptoppers, I've collected Windows
Vista’s most useful laptop tools and placed them into one chapter, complete
with step-by-step instructions for most laptopping tasks.

5
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Icons Used in This Book

It just takes a glance at Windows Vista to notice its icons, which are little
push-button pictures for starting various programs. The icons in this book fit
right in. They’re even a little easier to figure out:

Watch out! This signpost warns you that pointless technical information is
coming around the bend. Swerve away from this icon to stay safe from awful
technical drivel.

This icon alerts you about juicy information that makes computing easier:
A tried-and-true method for keeping the cat from sleeping on top of the moni-
tor, for example.

Don’t forget to remember these important points. (Or at least dog-ear the
pages so that you can look them up again a few days later.)

The computer won’t explode while you’re performing the delicate operations
associated with this icon. Still, wearing gloves and proceeding with caution is
a good idea.

Are you moving to Windows Vista from Windows XP? This icon alerts you to
places where Vista works significantly differently from Windows XP.

Where to Go from Here

Now, you're ready for action. Give the pages a quick flip and scan a section or
two that you know you’ll need later. Please remember, this is your book — your
weapon against the computer nerds who've inflicted this whole complicated
computer concept on you. Please circle any paragraphs you find useful, high-
light key concepts, add your own sticky notes, and doodle in the margins
next to the complicated stuff.

The more you mark up your book, the easier it will be for you to find all the
good stuff again.



Part |

Windows Vista
Stuff Everybody
Thinks You

Already Know

The 5th Wave By Rich Tennant

O
\

“How do you like that Aero glass mter£ace on
Vista? Nice, huh?”



In this part . . .

M ost people are dragged into Windows Vista without
a choice. Their new computers probably came with

Windows Vista already installed. Or maybe the office
switched to Windows Vista, where everyone has to learn
it except for the boss, who doesn’t have a computer. Or
maybe Microsoft’s marketing hype pushed you into it.

Whatever your situation, this part gives a refresher on
Windows Vista basics and buzzwords like dragging and
dropping, cutting and pasting, and tugging at vanishing
toolbars.

It explains how Vista’s changed Windows for the better, and
it warns you when Vista’s messed things up completely.




Chapter 1
What Is Windows Vista?

In This Chapter

Getting to know Windows Vista

Introducing the new features in Windows Vista
Understanding how Windows Vista affects your old programs
Figuring out whether your PC is powerful enough to run Windows Vista

Knowing which version of Windows Vista you need

C hances are, you've probably heard about Windows: the boxes and win-
dows and mouse pointer that greet you whenever you turn on your
computer. In fact, millions of people all over the world are puzzling over it

as you read this book. Almost every new computer sold today comes with a
copy of Windows preinstalled — cheerfully greeting you when first turned on.

This chapter helps you understand why Windows lives inside your computer
and introduces Microsoft’s latest Windows version, called Windows Vista.

It explains how Windows Vista differs from previous Windows versions,
whether you should upgrade to Vista, and how well your faithful old PC will
weather the upgrade.

What Is Windows UVista, and
Why Are Vou Using It?

Created and sold by a company called Microsoft, Windows isn’t like your
usual software that lets you write term papers or send angry e-mails to mail-
order companies. No, Windows is an operating system, meaning it controls the
way you work with your computer. It’s been around for more than 20 years,
and the latest whiz-bang version is called Windows Vista.
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Windows gets its name from all the cute little windows it places on your
monitor. Each window shows information, such as a picture, a program that
you’re running, or a baffling technical reprimand. You can put several win-
dows on-screen at the same time and jump from window to window, visiting
different programs. You can also enlarge a window to fill the entire screen.

Like the mother with the whistle in the lunch court, Windows controls every
window and each part of your computer. When you turn on your computer,
Windows jumps onto the screen and supervises any running programs.
Throughout all this action, Windows keeps things running smoothly, even

if the programs start throwing food at each other.

In addition to controlling your computer and bossing around your programs,
Windows Vista comes with a bunch of free programs. Although your com-
puter can run without these programs, they’re nice to have. These programs
let you do different things, like write and print letters, browse the Internet,
play music, and even whittle down your camcorder’s vacation footage into a
three-minute short — automatically.

And why are you using Windows Vista? If you're like most people, you didn’t
have much choice. Nearly every computer sold since early 2007 comes with
Windows Vista preinstalled. A few people escaped Windows by buying Apple
computers (those nicer-looking computers that cost more). But chances are,
you, your neighbors, your boss, your kids at school, and millions of other
people around the world are using Windows.

v Microsoft took pains (and several years of work) to make Windows Vista
the most secure version of Windows yet. (Just ask people who upgraded
from previous versions.)

v Windows makes it easy for several people to share a single computer.
Each person receives his or her own user account. When users click
their name at the Windows opening screen, they see their own work —
just the way they left it. Vista adds new controls for parents to limit how
their kids use the PC, as well as how much of the Internet they can view.

v A new, automated version of Backup makes it easier to do what you
should have been doing all along: Make copies of your important files
every night. (Vista Home includes the Backup program, but it’s not auto-
matic: You must remember to run the program each night.)

v Finally, Vista’s powerful new search program means that you can forget
about where you stored your files. Just click the Start menu and type
what that file contained: a few words in a document, the name of the
band singing the song, or even the date you took that picture of Kelly at
the office party.
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Yes, Microsoft is sneaky

Microsoft may tout Windows as your helpful
computing companion, always keeping your
best interests in mind, but that's not really true.
Windows always keeps Microsoft's interests in
mind. You'll find that out as soon as you call
Microsoft for help on making Windows work
right. Your first two questions are free if you pick
up the long distance charges to Redmond,
Washington. The third call (and all the rest) cost
$35 a piece, but prices may change at any time.

Microsoft also uses Windows to plug its own
products and services. Sometimes you click a
menu item that touts something helpful, but

Windows simply leads you to a Web site where
you can purchase additional items from Microsoft
or its business partners. For example, the Start
menu, normally your launch pad for programs,
sports an entry for Windows Marketplace. The
Order Prints option in Windows Photo Gallery
doesn't let you enter your own favorite print
shop; it just lists printers who've partnered with
Microsoft.

Simply put, Windows not only controls your
computer, but also serves as a huge Microsoft
advertising vehicle. Take Microsoft's advertis-
ing flyers with the traditional grain of salt.

Should 1 Bother Switching
to Windows Vista?

S
Q“\N Xp

N

Microsoft releases a new version of Windows every few years. If you bought

your PC between 2001 and 2006, you've probably grown accustomed to the
mechanics of Windows XP. That leaves the nagging question, why bother
upgrading to Windows Vista when Windows XP works just fine?

Actually, if Windows XP’s running just fine, then you probably won’t need
Windows Vista. But Microsoft hopes the following improvements in Vista
will push your hand toward your credit card.

Improved security

Windows Vista’s tougher new exterior helps make it more difficult for evil
programs to louse up your PC. For example, Vista’s built-in Windows
Defender program constantly searches your PC for any spyware — small
programs that spy on your activities, often showing you pop-up ads and
slowing down your PC in the process. Microsoft constantly trains Windows

11
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|
Figure 1-1:
Windows
Vista comes
with
Windows
Defender, a
free spy-
ware eradi-
cator that
Microsoft
automati-
cally
updates to
recognize
the latest
breeds of
spyware.
|

Defender, shown in Figure 1-1, to recognize and squash the newest breeds
of spyware.
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Time elapsed: 00:00:09

Objects scanned: 244
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The other parts of Vista’s security regime aren’t as simple, unfortunately. See,
PCs recognize programs as mere strings of numbers, and they can’t tell a
good string — a word processor, for example — from a bad string, such as a
virus. To solve the identification problem, Vista simply dumps the decision
onto your shoulders: Whenever a particularly powerful program tries to run
on your PC, Vista states, “Windows needs your permission to run this pro-
gram.” Then it leaves you with two choices: Allow or Cancel.

To ease you through this admittedly difficult new responsibility, I cover
Vista’s new security features in Chapter 10.

And although Windows Defender keeps you covered from spyware, Vista
doesn’t include a free antivirus program. Instead, Microsoft invites you to
subscribe to its new Live OneCare antivirus program (www .windowsonecare.
com) for $49 dollars a year.

New Internet Explover version

Vista’s new Internet Explorer 7 (which I cover in Chapter 8) lets you surf the
Web more easily and securely with the following new features:
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v~ Tabbed browsing: In the past, keeping two Web sites open on-screen
meant running two copies of Internet Explorer. With Vista, Internet
Explorer displays several Web sites simultaneously, each running in a
separate page with a clickable tab at the top for easy switching. That tab
makes it easier to compare prices from several different shopping sites,
for example, or read one Web site while others load in the background.
You can even save a group of Web sites as your home page: Whenever
you load Internet Explorer, your favorite sites will already be waiting for
you, each living in its own tab.

v~ Phishing filter: An evil new industry called phishing sends e-mails that
pretend to be from finance-related companies, such as banks, PayPal,
eBay, and others. The realistic-looking e-mails pretend to alert you to
some security problem as they try to trick you into entering your name
and precious password. Internet Explorer’s new Phishing Filter, shown in
Figure 1-2, sniffs out the phishing Web sites before you enter your infor-
mation, keeping your name and password safe.

v~ Built-in Search box: Tired of racing off to Google to find a Web site? The
top of Internet Explorer 7 sports a tiny Search box for on-the-fly
searches. Although it’s programmed to search on Microsoft’s own MSN
search, Chapter 8 shows you how to make it search Google, instead.

v RSS feeds: Short for Really Simple Syndication, this feature lets you see
headlines from your favorite Web sites in a short drop-down box. By
ogling the RSS box, you can catch up on the latest news headlines, for
example, without stopping to visit your favorite news site. RSS feeds
also let you know if your favorite sites have any new articles, sparing
you a wasted visit. RSS feeds speed up your browsing and, conveniently,
leave out the ads.
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New Media Player and Media Center

Vista’s new version of Media Player sports streamlined, easier-to-use con-
trols. The big star, however, is Vista’s Media Center, which not only plays
DVDs and music but lets you watch TV on your PC and even record shows
onto your hard drive for later viewing.

Recording TV shows requires two important things, however: a TV tuner in
your PC and the proper version of Vista. (Vista comes in a startling five ver-
sions, all described at this chapter’s end.) Installing a TV tuner can be as
simple as plugging a box into your PC’s USB port or sliding a card inside your
PC. 1 describe both tasks in one of my other books, Upgrading and Fixing PCs
For Dummies, published by Wiley Publishing, Inc.

DUD burning

More than five years after DVD burners hit the market, Windows can finally
take advantage of them without third-party software. Windows Vista lets you
copy files and movies to DVDs as well as CDs.

In fact, Vista’s updated version of Movie Maker (described in Chapter 16) lets
you turn your camcorder footage into DVDs that play back on a normal DVD
player and TV. Mail them to your friends and prepare for a deluge of incoming
vacation DVDs, as well.

Calendar

For the first time, Windows now sports a calendar, shown in Figure 1-3, for
keeping track of your appointments. You can even publish your calendar to
other PCs or Web sites, keeping your appointments synchronized with the
calendars of your friends and coworkers.

Easier searching for files

Windows XP really drags its feet when searching for files. Searching for a file-
name takes several minutes on a crowded hard drive, and if you’re searching
your files for a particular word or phrase, you're in for a long weekend. Vista,
by contrast, spends its idle time fine-tuning an index of every word on your
hard drive.
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Instead of sending you on a constant search for your files, Vista automatically
remembers your files’ locations. For example, search for every document
mentioning “Celery,” and Vista instantly lists those files’ names, ready for
opening with a double-click. Whenever you create new documents mention-
ing “Celery,” Vista automatically remembers their locations, too, making for
quick and easy retrieval.

Vista places a Search box on the Start menu, atop every folder, in the Help
and Support window, and in a few other key spots. The handy Search box and
Vista’s up-to-date index make it faster than ever to find the files and programs
you want.

Vista even updates its index with words on Web sites you’ve visited recently,
letting you quickly reread that headline you scrolled through last week.

[ explain how to put the Search box to work in Chapter 6.

Vista looks prettier

Microsoft spent some time decorating Vista with a three-dimensional look, a
treat available only to PCs with powerful graphics capabilities. When you
can’t find an open window, for example, press the Windows and Tab keys:
All the windows appear on your PC in a Flip 3D view, shown in Figure 1-4.

15
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Figure 1-4:
Toseea3D
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currently
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windows
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Windows
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is on top.
|

Hover your mouse pointer over any name listed on your desktop’s taskbar,
and Vista displays a thumbnail picture of that window’s current contents,
making your window much easier to retrieve from the sea of programs.

Can My PC Still Run Uista?

oWNS Xp If your PC already runs Windows XP well, it will probably run Vista, but not at
N its best. However, upgrading your PC with a few things will help Vista run
better, a job I tackle in Upgrading and Fixing PCs For Dummies, 7th edition.
Here’s the shopping list:

v Video: Vista requires powerful graphics for its fanciest 3D features, such
as Flip 3D (see Figure 1-4). Upgraded video cards can cost more than
$100, and they’re not available for laptops. But if your PC’s video lacks
the muscle and your wallet lacks the cash, don’t despair. Vista simply
slips into more casual clothes, letting your PC run without the 3D views.
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v Memory: Vista loves memory. For best results, your PC should have 1GB
of memory or more. Memory’s easy to install and relatively cheap, so
don’t skimp here.

v DVD drive: Unlike Windows XP, which comes on a CD, Windows Vista
comes on a DVD. That means your PC needs a working DVD drive to
install it. That probably won’t rule out many PCs these days, but it may
rule out some older laptops.

Windows Vista should be able to run most of your current programs without
problems. Some, however, won’t work, including most security-based programs,
such as antivirus, firewall, and security programs. You'll need to contact the
program’s manufacturer to see whether it’ll give you a free upgrade.

P Shopping for a new PC to run Vista? Visit any store, and you'll find plenty of
PCs running Vista. To see how well a particular PC handles Vista, click the
Start button, choose Control Panel, and open the System and Maintenance
category. There, select Performance Information and Tools. Vista displays
that particular PC’s Windows Experience Index, which ranges from 1 (dismal)
to 5 (excellent).

Not sure what version of Windows your PC has? Right-click Computer from
the Start menu and choose Properties. That screen states your Windows
version.

Can | Make Windows Vista Look
and Feel Like Windows XP?

oWNS Xp
§ Some people crave Vista’s new interface; others feel like they’re looking at a
rental car’s unfamiliar dashboard. Follow these steps to make Vista look almost

like Windows XP:

1. Start by changing the Start menu: Right-click the Start button, choose
Properties, select Classic Start Menu, and click OK.

2. Next, bring back the desktop: Right-click a blank part of the desktop
and choose Personalize. Choose Theme and then choose Windows
Classic from the Theme pull-down menu. Click OK.

3. Finally, put the menus back on top of each folder: Open your
Documents folder from the Start menu. Then click the Organize
button, choose Folder and Search Options, and choose Use Windows
Classic Folders. Click OK.
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These steps not only bring back the look of previous Windows versions, but
speed up an older PC that’s struggling to keep up with Vista’s fancy layers of
graphics.

The Five Flavors of Uista

QWS Xp
§ Windows XP came in two easy-to-understand versions: One for home, and
one for business. Microsoft confuses things in Vista by splitting it into five

different versions, each with a different price tag.

Luckily, only three versions are aimed at consumers, and most people will
probably choose Windows Vista Home Premium. Still, to clear up the confu-
sion, I describe all five versions in Table 1-1.

Table 1-1: The Five Flavors of Windows Vista

The Version of Vista What It Does

Windows Vista Reminiscent of Windows XP Home Edition, this version
Home Basic leaves out Vista's fancier media features, such as DVD
burning, HDTV, TV recording, and other similar features.

Windows Vista This version is Windows Vista Home Basic, but with the

Home Premium media features tossed back in. It targets people who watch
TV on their PC or who want to create DVDs from their cam-
corder footage.

Windows Vista Just as with its brethren, Windows XP Professional, this

Business aims at the business market. It includes a fax program, for

example, but lacks the media-related features found in
Vista Home Premium.

Windows Vista This business market version contains even more tools,

Enterprise such as support for additional languages and larger
networks.

Windows Vista A combination of the Home and Business versions, this

Ultimate version aims at the wallets of hard-core PC users, such as

gamers, people in the video industry, and similar people
who spend their lives in front of their keyboards.
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Although five versions may seem complicated, choosing the one you need
isn’t that difficult. And because Microsoft stuffed all the versions on your
Vista DVD, you can upgrade at any time simply by whipping out the credit
card and unlocking the features in a different version. Here are some guide-
lines for choosing the version you need:

v If your PC can’t display or record TV shows, and you don’t want to make
DVDs from your camcorder footage, then save a few bucks by sticking
with Windows Vista Home. It’s fine for word processing, e-mail, and the
Internet.

v If you want to burn DVDs and/or record TV shows on your PC, then pony
up the cash for Windows Vista Premium.

v People who run Web servers on their PCs — and you’ll know if you're
doing it — will want Windows Vista Business.

v Dedicated gamers and computer industry professionals will want
Windows Vista Ultimate because it includes everything found in the
other versions.

v Computer techies who work for businesses will argue with their bosses
over whether they need Windows Business or Windows Enterprise
versions. They’ll make their decision based on whether they’re a small
company (Windows Business) or a large company (Windows Enterprise).

That inexpensive Vista Starter version you may have heard about isn’t sold
in the United States. It’s sold at reduced prices in developing nations like
Malaysia. (It’s not really a goodwill gesture as much as it’s an attempt to
reduce software piracy.)

19
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Chapter 2

The Desktop, Start Menu,
and Other Windows
Vista Mysteries

In This Chapter
Starting Windows Vista
Entering a password
Logging onto Windows Vista
Using the desktop and other Windows Vista features
Logging off Windows Vista

Turning off your computer

Fis chapter provides a drive-by tour of Windows Vista. You’ll turn on your
computer, start Windows, and spend a few minutes gawking at Vista’s var-
ious neighborhoods: the desktop, the taskbar, the Start menu, and the envi-
ronmentally correct (and compassionate) Recycle Bin.

The programs you’re using hang out on the Windows deskfop (a fancy word
for the Windows background). The taskbar serves as a head turner, letting
you move from one program to another. To invite yet more programs onto
the desktop, drop by the Start menu: It’s full of push buttons that let you add
other programs to the mix.

Want to get rid of something? Dump it into the Recycle Bin, where it either
fades away or, if necessary, can be safely revived.



22  Partl: Windows Vista Stuff Everybody Thinks You Already Know

Being Welcomed to the World
of Windows UVista

Starting Windows Vista is as easy as turning on your computer — Windows
Vista leaps onto the screen automatically with a futuristic flourish. But before
you can start working, Windows Vista may throw you a fastball with its first
screen: Windows wants you to log on, as shown in Figure 2-1, by clicking your
name.

I've customized my Welcome screen. Yours will look different. If you don’t see
a username listed for you on the Welcome screen, then you have three options:

v If you just bought the computer, use the account named Administrator.
Designed to give the owner full power over the computer, the
Administrator account user can set up new accounts for new users,
install programs, burn CDs, start an Internet connection, and access
all the files on the computer — even those of other users. Windows
Vista needs at least one person to act as administrator, even if your com-
puter isn’t connected to other computers. Hit Chapter 13 if you care
about this stuff.

1 Use the Guest account. Designed for household visitors, this account
lets guests, such as the babysitter or visiting relatives, use the computer
temporarily. (It’s turned on or off in the Add or Remove User Accounts
area, described in Chapter 13.)

v No Guest account and no user? Then find out who owns the computer
and beg that person to set up a username for you. (If they don’t know how,
show them Chapter 13, where I explain how to set up a user account.)

Don’t want to log on at the Welcome screen? These hidden Welcome screen
buttons control other options:
# W | v The little blue button in the screen’s bottom-left corner, seen in Figure 2-1
'@' and the margin, customizes Windows Vista for people with physical chal-
lenges in hearing, sight, or manual dexterity, all covered in Chapter 11.
If you push this button by mistake, press Cancel to remove the option
menu from your screen without changing any settings.

v To turn off your PC from this sparse opening screen, click the little red
button in the screen’s bottom-right corner, seen in Figure 2-1. (If you've
accidentally clicked it and turned off your PC, don’t panic. Press your
PC’s power button, and your PC will return to this screen.)

v Click the little arrow next to the red button, and Vista will end your
session by either going to sleep, turning off your PC, or restarting —
options all explained at this chapter’s end.
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|
Figure 2-1:
Windows
Vista wants
all users to
log on so
that it knows
who's using
the com- =
puter at all
times. . " Windows Vistaultimate

Windows Vista dashes back to this Welcome screen whenever you haven’t
touched your PC for ten minutes. To stop this scurrying, right-click on the
desktop and choose Personalize. Choose Screen Saver and remove the check
mark next to the On Resume, Display Logon Screen option. Then you’ll have
to log on only when you start up Windows — not throughout the day.

Fiddling around with user accounts

Windows Vista allows several people to work on the same computer, yet

it keeps everybody’s work separate. To do that, it needs to know who'’s
currently sitting in front of the keyboard. When you log on — introduce
yourself — by clicking your username, as shown in Figure 2-1, Windows Vista
presents your personalized desktop, ready for you to make your own person-
alized mess.

When you’re through working or just feel like taking a break, log off
(explained at this chapter’s end) so that somebody else can use the com-
puter. Later, when you log back on, your messy desktop will be waiting
for you.
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Running Windows Vista for the first time

If you've just installed Windows Vista or you're
turning on your computer for the first time, you're
treated to a few extra Windows Vista spectacles.
The Welcome Center leaves you with the follow-
ing buttons customized to your particular PC:

1 View Computer Details: The Welcome
Center starts at this page, which lists (yawn)
technical details about your PC: its particu-
lar version of Vista, as well as your PC’s
processor, memory, and video adapter, and
other arcana.

v~ Transfer Files and Settings: Just turned on
your new Vista PC? This helpful area lets you
lug all your old PC’s files to your new one, a
chore | walk you through in Chapter 19.

v~ Add New Users: Ignore this one unless other
people will be sharing your PC. If that's the
case, click here to introduce those people
to Windows. This area also lets you control
what your kids (or roommates) can do on
your PC, covered in Chapter 13.

v~ Connect to the Internet: Ready to surf and
check e-mail? This feature introduces Vista
to your Internet connection, a process |
describe in Chapter 8.

+* Windows Ultimate Extras: Owners of Vista's
Ultimate version find downloadable add-
ons here.

v+ Windows Anytime Upgrade: Owners of any
other Windows versions can click here to
upgrade to a more powerful version.

v+ What's New in Windows Vista: Handy for
Windows XP upgraders, this button intro-
duces you to the new features in your par-
ticular version of Vista.

v Personalize Windows: Head here to splash
a new screen across your desktop, change

Vista's colors, or tweak your monitor (all
covered in Chapter 11).

v Register Windows Online: Head here to,
uh, sign up for Microsoft's e-mail marketing
blurbs.

+* Windows Media Center: This button starts
you on the process of revving up Windows
Media Center to record TV shows, covered
in Chapter 15.

v Windows Basics: Designed for owners of
their first PC, this tutorial explains how to
use the mouse and keyboard, as well as
files and folders.

+~ Ease of Access Center: People with physi-
cal challenges will enjoy Vista's variety of
accessibility tools, described in Chapter 11.

v~ Back Up and Restore Center: | describe
how to back up your files in Chapter 10.

v Windows Vista Demos: These little movies
in Vista's Help program, covered in Chapter
20, help you with different Vista tasks.

+~ Control Panel: The nerve center of your PC,
the Control Panel lets you tweak how Vista
interacts with your PC, covered in Chapter 11.

Vista initially shows only a few buttons, but to
see them all, click Show All 14 ltems along the
Welcome Center’s bottom.

To see more information about any of these tasks,
click the button once. Or double-click a button to
move directly to that particular chore. To make
the Welcome Center stop welcoming you every
time you turn on your PC, remove the check mark
from the window’s Run at Startup box. Missing it
already? Retrieve it by clicking the Start button,
choosing All Programs, clicking Accessories,
and clicking Welcome Center.
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Figure 2-2:
With a
password,
nobody else
can access
your files.
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Although you may turn your desktop into a mess, it’s your own mess. When
you return to the computer, your letters will be just as you saved them. Jerry
hasn’t accidentally deleted your files or folders while playing Widget Squash.
Tina’s desktop contains links to her favorite Web sites. And all of Jim’s John
Coltrane MP3s stay in his own personalized Music folder.

Of course, the first big question boils down to this: How do you customize
the picture next to your username, like my face in Figure 2-1? After you've
logged on, open the Start menu and click the little picture at the top of the
Start menu. Windows conveniently opens a menu where you can choose
Change Your Picture. (For ideas, click Browse for More Pictures and look
through the digital photos you’'ve saved in your Pictures folder. I explain how
to crop photos to the appropriate square size in Chapter 16.)

Keeping your account private
with a password

Because Windows Vista lets bunches of people use the same computer, how
do you stop Rob from reading Diane’s love letters to Henry Rollins? How can
Josh keep Grace from deleting his Star Wars movie trailers? Windows Vista’s
optional password solves some of those problems.

By typing a secret password when logging on, as shown in Figure 2-2, you
enable your computer to recognize you and nobody else. If you protect your
username with a password, nobody can access your files (except for the
computer’s administrator, who can peek anywhere — and even delete your
account).
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To set up or change your password, follow these steps:

1.

Click the Start button, click Control Panel, click User Accounts and
Family Safety, and then choose Change Your Windows Password.

If your Control Panel shows the “Classic View,” choose the User
Accounts icon and choose “Create a Password for your account.”

. Choose Create a Password for Your Account or Change Your Password.

The wording changes depending on whether you're creating a new pass-
word or changing an old one.

3. Type a password that will be easy for you — and nobody else — to

remember.

Keep your password short and sweet: the name of your favorite veg-
etable, for example, or your dental floss brand.

4. In the last box, type a hint that reminds you — and only you — of

your password.

5. Click the Create Password button.

6. When the User Accounts screen returns, choose Create a Password
Reset Disk from along the screen’s left side.

Vista walks you through the process of creating a Password Reset Disk
from a floppy, CD, DVD, memory card, or USB thumbdrive, a process I

describe fully in Chapter 17.

Make Windows stop asking me for a password!

Windows asks for your name and password
only when it needs to know who's tapping on its
keys. And it needs that information for any of
these three reasons:

v Your computer is part of a network, and your
identity determines what goodies you can
access.

v The computer’'s owner wants to limit what
you can do on the computer.

v You share your computer with other people
and want to keep others from logging on
with your name and changing your files and
settings.

If these concerns don't apply to you, purge the
password by following the first two steps in the
section “Keeping your account private with a
password,” but choose Remove Your Password
instead of Change Your Password.

Without that password, anybody can now log
on using your user account and view (or
destroy) your files. If you're working in an office
setting, this setup can be serious trouble. If you've
been assigned a password, it's better to simply
get used to it.
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Windows Vista begins asking for your password whenever you log on.

v Passwords are case-sensitive. Caviar and caviar are considered two dif-
ferent passwords.

v Forgotten your password already? When you type a password that
doesn’t work, Vista automatically displays your “hint,” hopefully remind-
ing you of your password. Careful, though — anybody can read your
hint, so make sure that it’'s something that makes sense only to you.

As a last resort, insert your Password Reset Disk, a job I cover in
Chapter 17.

[ explain lots more about user accounts in Chapter 13.

Working on the Desktop

Normally, people want their desktops to be horizontal, not vertical. Keeping
pencils from rolling off a normal desk is hard enough. But in Windows Vista,
your monitor’s screen is known as the Windows desktop, and that’s where all
your work takes place. You can create files and folders right on your new
electronic desktop and arrange them all across the screen. Each program
runs in its own little window on top of the desktop.

Windows Vista starts with a freshly scrubbed, empty desktop. After you've
been working for a while, your desktop will fill up with icons — little push
buttons that load your files with a quick double-click of the mouse. Some
people leave their desktops strewn with icons for easy access. Others orga-
nize their work: When they finish working on something, they store it a folder,
a task covered in Chapter 4.

The desktop boasts four main parts, shown in Figure 2-3.

Taskbar: Resting lazily along the desktop’s bottom edge, the taskbar lists the
programs and files you’re currently working on. (Point at any program’s name
on the taskbar to see a name or thumbnail photo of that program, shown in
Figure 2-3.)

Start menu: Seen at the taskbar’s left edge, the Start menu works like the
restaurant’s waiter: It presents menus at your bidding, letting you choose
what program to run.

Sidebar: Windows Vista’s desktop newcomer, the Sidebar, clings along the
right edge, offering a plethora of customized gadgets such as weather fore-
casters, search boxes, and Sudoku games.
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Recycle Bin: The desktop’s Recycle Bin, that little wastebasket-shaped icon,
stores your recently deleted files for easy retrieval. Whew!

+* You can start new projects directly from your desktop: Right-click the
desktop, choose New, and select the project of your dreams from the
pop-up menu, be it adding a new Contact or loading a favorite program.
(The menu lists most of your computer’s programs for quick 'n’ easy
access.)

“@N\BER v Are you befuddled about some object’s reason for being? Timidly rest

< . . . .

<& the pointer over the mysterious doodad, and Windows will pop up a
little box explaining what that thing is or does. Right-click the object,
and ever helpful Windows Vista usually tosses up a menu listing nearly
everything you can do with that particular object. This trick works on
most icons found on your desktop and throughout your programs.

vg‘\\\NG! v~ All the icons on your desktop may suddenly disappear, leaving it com-
S pletely empty. Chances are, Windows Vista hid them in a misguided
attempt to be helpful. To bring your work back to life, right-click on your
empty desktop and choose View from the pop-up menu. Finally, make
sure Show Desktop Icons has a check mark so everything stays visible.

The Recycle Bin Taskbar Sidebar

Y7
Figure 2-3: ﬁ
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Cleaning up a messy desktop

When icons cover your desktop like a year’s worth of sticky notes, Windows
Vista offers several ways to clean up the mess. If you just want your desktop
clutter to look more organized, right-click the desktop, choose Sort By from
the pop-up menu, and choose any of these choices:

1 Name: Arrange all icons in alphabetical order using neat, vertical rows.

v~ Size: Arrange icons according to their size, placing the smallest ones at
the top of the rows.

v Type: This lines up icons by their type. All Word files are grouped
together, for example, as are all links to Web sites.

1 Date Modified: Arrange icons by the date you or your PC last
changed them.

Right-clicking the desktop and choosing the View option lets you change the
icons’ size, as well as play with these desk-organizing options:

v Auto Arrange: Automatically arrange everything in vertical rows —
even newly positioned icons are swept into tidy rows.

v~ Align to Grid: This option places an invisible grid on the screen and
aligns all icons to the grid to keep them nice and tidy — no matter how
hard you try to mess them up.

1 Show Desktop Icons: Always keep this option turned on. When turned
off, Windows hides every icon on your desktop. If you can remember in
your frustration, click this option again to toggle your icons back on.

Most View options are also available for any of your folders by clicking the
folder’s Views menu.

Jazzing up the desktop’s background

To jazz up your desktop, Windows Vista covers it with pretty pictures known
as a background. (Most people refer to the background as wallpaper.)

When you tire of the Vista’s normal scenic garb, choose your own picture —
any picture stored on your computer:

1. Right-click a blank part of the desktop, choose Personalize, and click
the Desktop Background option.

2. Click any of the pictures, shown in Figure 2-4, and Vista quickly places
it onto your desktop’s background.
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Found a keeper? Click the Save button to keep it on your desktop. Click
the Picture Location menu to see more pictures. Or, if you're still search-
ing, move to the next step.

3. Click the Browse button and click a file from inside your Pictures folder.

Most people store their digital photos in their Pictures folder. (I explain
browsing folders in Chapter 4.)

[ESREEN =)
G ~E- and ization Gon + Desktop -] [Searcn 2|
Choose a desktop background
Click a picture to make it your desktop background. To use a picture that's not listed, browse ta the picture and double click it.
Picture Location | Sample Pictures v) [[Browse. |
|
Figure 2-4:
Try different
backgrounds
by clicking
them; click
the Browse
bUtton to How should the picture be positioned?
see pictures ?
from differ- ° M ‘ m
ent folders. ——
|
4. Found a good picture?
Exit the program, and your chosen photo stays stuck to your desktop as
the background.
a\\J

Here are some tips for sprucing up your desktop:

v As you browse through different pictures, Windows Vista automatically
decides whether the image should be tiled repeatedly across the screen,
centered directly in the middle, or stretched to fill the entire screen. To over-
ride Windows’ automatic choice, select your own preference from the
How Should the Picture Be Positioned? area along the window’s bottom.
Feel free to experiment to see each effect.

v You can easily borrow any picture on the Internet for a background.
Right-click on the Web site’s picture and select Set as Background
from the pop-up menu. Microsoft sneakily copies the image onto your
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desktop as its new background. (You can also right-click any photo in
your Pictures folder and choose Set as Background — handy for quick
background changes.)

v To change Windows Vista’s entire look, right-click on the desktop, choose
Personalize, and choose Theme. Aimed at heavy-duty procrastinators,
different themes splash different colors across Windows’ various but-
tons, borders, and boxes. I explain more about Themes in Chapter 11.

(If you download any Themes offered on the Internet, check them with
antivirus software, covered in Chapter 10.)

Dumpster diving in the Recycle Bin

The Recycle Bin, that little wastebasket icon in the corner of your desktop,
works much like a real recycle bin. Shown in the margin, it lets you retrieve
Sunday’s paper when somebody has pitched the comics section before you
had a chance to read it.

You can dump something — a file or folder, for example — into the Windows
Vista Recycle Bin in one of two ways:

v Simply right-click on it and choose Delete from the menu. Windows Vista
asks cautiously if you're sure that you want to delete the item. Click Yes,
and Windows Vista dumps it into the Recycle Bin, just as if you’d dragged
it there. Whoosh!

v For the ultimate deletion rush, click the unwanted object and poke your
keyboard’s Delete key.

Want something back? Double-click the Recycle Bin icon to see your deleted
items. Right-click the item you want and choose Restore. The handy little
Recycle Bin returns your precious item to the same spot where you deleted
it. (You can also resuscitate deleted items by dragging them to your desktop
or any other folder; drag ’em back to delete them.)

The Recycle Bin can get pretty crowded. If you're searching frantically for a
recently deleted file, tell the Recycle Bin to sort everything by the date and
time you deleted it: Click the words Date Deleted from the Recycle Bin’s top
menu. (Click the downward pointing arrow by the word Views and choose
Details to see the deletion dates.)

To delete something permanently, just delete it from inside the Recycle Bin:
Click it and press the Del key. To delete everything in the Recycle Bin, right-click
on the Recycle Bin and choose Empty Recycle Bin.
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To bypass the Recycle Bin completely when deleting files, hold down Shift
while pressing Delete. Poof! The deleted object disappears, ne’er to be seen
again — a handy trick when dealing with sensitive items, such as credit-card
numbers.

v The Recycle Bin icon changes from an empty wastepaper basket to a full
one as soon as it’s holding a deleted file.

v How long does the Recycle Bin hold onto deleted files? It waits until the
garbage consumes about 10 percent of your hard drive space. Then it
begins purging your oldest deleted files to make room for the new. If you're
low on hard drive space, shrink the bin’s size by right-clicking on the
Recycle Bin and choosing Properties. Decrease the Custom Size number
to automatically delete files more quickly; increase the number, and the
Recycle Bin hangs onto them a little longer.

v The Recycle Bin only saves items deleted from your own computer’s
hard drive. That means it won’t save anything deleted from a floppy, CD,
memory card, MP3 player, or digital camera.

v If you delete something from somebody else’s computer over a network,
it can’t be retrieved. The Recycle Bin only holds items deleted from your
own computer, not somebody else’s computer. (For some awful reason,
the Recycle Bin on the other person’s computer doesn’t save the item,
either.) Be careful.

The Start Button’s Reason to Live

€5

The bright-blue Start button lives in the bottom-left corner of the desktop,
where it’s always ready for action. By clicking the Start button, you can start
programs, adjust Windows Vista’s settings, find help for sticky situations, or,
thankfully, shut down Windows Vista and get away from the computer for a
while.

Click the Start button once, and the first layer of menus pops out, as shown
in Figure 2-5.

Your Start menu will change as you add more programs to your computer.
That’s why the Start menu on your friend’s computer is probably arranged
differently than the Start menu on your computer.
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“&N\BER v Your Documents, Pictures, and Music folders are always one click away
& on the Start menu. These folders are specially designed for their con-

tents. The Pictures folder, for example, displays little thumbnails of your
digital photos. The biggest perk to these three folders? Keeping your files
in these folders helps you remember where you stored them. I cover file
organization in Chapter 4.

v Windows thoughtfully places your most frequently used programs along
the left side of the Start menu for easy point 'n’ click action.

1 See the words All Programs near the Start menu’s bottom left? Click there,
and yet another menu opens to offer more options. (That new menu
covers up the first, though; to bring back the first, click the word Back.)

\3
) v Spot something confusing on the Start menu? Hover your mouse pointer

over the mysterious icon. Windows responds with a helpful explanatory
message.

v Strangely enough, you also click the Start button when you want to stop
using Windows. (You click one of the Off buttons along the Start menu’s
bottom right, a decision-wrought process described at this chapter’s end.)
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The Start menu’s prime real estate

When the Start menu pops up (refer to Figure 2-5), it always shows you the
items listed in the upcoming list, from top to bottom. You'll use these things
constantly in Windows, so if you're already bored with this Start button sec-
tion, please feign interest through the following explanations.

If you find Start menus exciting, you’ll love the upcoming “Customizing the
Start menu” section, which explains how to rearrange your entire Start menu.

Internet Explorer: This option lets you visit the Internet, covered in
Chapter 8.

E-mail: Choose this command to send or receive e-mail with Vista’s new
Windows Mail program, covered in Chapter 9.

Recently Used Programs: The Start menu'’s left side constantly updates to
list your most frequently used programs’ icons for quick launches.

Search box: Conveniently placed directly above the Start button, this area
lets you find files by typing a bit of their contents — a few words in an e-mail,
a document, a band name, a program’s name, or anything else. Press Enter,
and Vista quickly dredges it up for you. I cover Search more thoroughly in
Chapter 6.

Username: The name of your user account appears at the Start menu’s top-
right corner. Click here to see a folder containing all your files, as well as your
Documents, Pictures, and Music folders.

Documents: This command quickly opens your Documents folder, making it
more imperative than ever to always store your work here.

Pictures: Keep your digital pictures in this folder. Each picture’s icon is a tiny
thumbnail image of your photo.

Music: Store your digital music in here so that Media Player can find and play
it more easily.

Games: Windows Vista offers several new games, including a decent chess
game. Finally!

Search: The word Search on the Start menu lets you search for files in precise
terms — say, all files created in the last two months containing the word
“oyster.” Stick with the Search box, along the Start menu’s bottom, when
making more general searches.

Recent Items: Viewed a file within the past few hours? Chances are, it will
appear here for quick access.
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Computer: This option displays your computer’s storage areas: folders, disk
drives, CD drives, digital cameras, and other attached goodies.

Network: If your computer connects with other computers through a net-
work, click here to visit them.

Connect To: This area lets you connect to different networks, which I cover
in Chapter 14. It’s a quick way for laptoppers to connect to a wireless net-
work, for example, as well as a one-click Internet entrance for people with
dialup Internet connections.

Control Panel: This area lets you adjust your computer’s oodles of confusing
settings, all described in Chapter 11.

Default programs: Click here to control which program steps in when you
open a file. Here’s where you tell Windows to let iTunes handle your music
instead of Media Player, for example.

Help and Support: Befuddled? Click here for an answer. (Chapter 20 explains
the stoic Windows Help system.)

Sleep/Power: Clicking here either puts your PC to sleep or turns it off,
options explained in this chapter’s last section.

Lock: This command locks your user account, letting other people log on
without accessing your files.

I explain how to assign different tasks to the Sleep button, including making it
simply turn off your PC, in Chapter 11.

Starting a program from the Start menu

This task’s easy. Click the Start button, and the Start menu pops out of the
button’s head. If you see an icon for your desired program, click it, and
Windows loads the program.

If your program isn’t listed, though, click All Programs, near the bottom of
the Start menu. Yet another menu pops up, this one listing the names of pro-
grams and folders full of programs. Spot your program? Click the name, and
Windows kicks that program to the front of the screen.

If you still don’t see your program listed, try pointing at the tiny folders
listed on the All Programs menu. The menu fills with that folder’s programs.
Don’t spot it? Click a different folder and watch as its contents spill out onto
the Start menu.
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Making Windows start programs automatically

Many people sit down at a computer, turniton, 2. Right-click the Start menu’s Startup icon
and go through the same mechanical process and choose Open.

of loading their oft-used programs. Believe it or
not, Windows Vista can automate this task. The
solution is the Startup folder, found lurking in
the Start button’s All Programs menu. When 3. Drag and drop any of your favorite pro-
Windows Vista wakes up, it peeks inside that grams or files into the Startup folder.
Startup folder. If it finds a program lurking inside,
it immediately tosses that program onto the
screen.

The Startup icon, which lives in the Start
menu's All Programs area, opens as a folder.

Windows Vista automatically places shortcuts
to those programs inside the Startup folder.
. 4. Close the Startup folder.
To make your favorite programs wake up along
with Windows Vista, follow these steps: Now, whenever you turn on your PC and log
1. Click the Start button and choose All onto your user account, Vl'sta automatlcal!y
loads those programs or files so that they’ll
Programs. i
be waiting for you.

When you finally spot your program’s name, just click it. That program hops
onto the desktop in a window, ready for action.

v~ Still don’t see your program listed by name? Then head for Chapter 6
and find the section on finding lost files and folders. Windows Vista can
track down your missing program.

v There’s another way to load a lost program — if you can find something
you created or edited with that program. For example, if you wrote let-
ters to the tax collector using Microsoft Word, double-click one of your
tax letters to bring Microsoft Word to the screen from its hiding place.

v If you don’t spot a program listed, type the program’s name into the
Start menu’s Search box. Type Windows Mail, for example, press Enter,
and Windows Mail pops to the screen, ready to send e-mail.

v If you don’t know how to navigate through your folders, visit Chapter 4.
That chapter helps you move gracefully from folder to folder, decreasing
the time it takes to stumble across your file.

Customizing the Start menu

The Windows Vista Start menu works great — until you’re hankering for some-
thing that’s not listed on the menu, or something you rarely use is just getting
in the way.
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v To add a favorite program’s icon to the Start button’s menu, right-
click on the program’s icon and choose Pin to Start Menu from the
pop-up menu. Windows copies that icon to your Start menu’s left
column. (From there, you may drag it to the All Programs area, if

you want.)

v To purge unwanted icons from the Start menu’s left column, right-click
on them and choose either Unpin from Start Menu or Remove from This
List. (Removing an icon from the Start menu doesn’t remove the actual
program from your computer; it just removes one of many push buttons

that launch it.)

When you install a program, as described in Chapter 11, the program almost
always adds itself to the Start menu automatically. Then the program boldly
announces its presence, as shown in Figure 2-6, by displaying its name with a

different background color.

You can customize the Start menu even more by changing its properties.

To start playing, right-click the Start button, choose Properties, and click the
Start menu’s Customize button. Place a check mark by the options you want
or remove check marks to remove the options. Messed up your Start menu
somehow? Click the Use Default Settings button, click OK, and click OK again

to start from scratch.

l@ Default Programs

@ Internet Explorer
Windows Calendar
‘Windows Contacts

i windows Defender
[& windows DVD Maker
32 Windows Fax and Scan
&8 Live

\m) Windows Mail

e [} © Windows Media Center
) [Z Windows Media Player
Figure 2-6: Windows Meeting Space
The nery E ‘Windows Movie Maker
. Windows Photo Gallery
installed [l & windows update
NoteTab Accessories
. Administrative Tools
nght Extras and Upgrades
Games
prOQram Maintenance
announces NoteTab Light
its presence ot
. @ Online Manual
by showing '@ Uninstall NoteTab Light
u p in a || Visit Fookes Software on the Web
different
background
color. e

Connect Te

Control Panel

Default Programs

Help and Support

———

37



38

Part I: Windows Vista Stuff Everybody Thinks You Already Know

Bellying Up to the Taskbar

|
Figure 2-7:
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This section introduces one of Windows Vista’s handiest tricks, so pull in
your chair a little closer. Whenever you run more than one window on the
desktop, there’s a big problem: Programs and windows tend to cover up each
other, making them difficult to locate.

Windows Vista’s solution is the faskbar — a special area that keeps track of
all your open programs. Shown in Figure 2-7, the taskbar normally lives along
the bottom of your screen, although you can move it to any edge you want.
(Hint: Just drag it from edge to edge. If it doesn’t move, right-click on the
taskbar and click Lock the Taskbar to remove the check mark by its name.)

Andy Rathbone's Tips and Tricks - Windows Intemet Explorer |

@ Andy Rathbéns

1 Paint Shop Pro - NE.

Rest your mouse pointer over any of the taskbar’s programs to see a thumbnail
image of that program, shown in Figure 2-7, even if that program’s currently
covered by other windows on your desktop. (This trick only works if your PC
has powerful enough graphics.)

See how the button for Paint Shop Pro looks darker than the other taskbar
buttons in Figure 2-7? That’s because Paint Shop Pro is the currently active
window on the desktop: It’s the program currently waiting for you to start
working. One of your taskbar’s buttons always look darker unless you close
or minimize all the windows on your desktop.

From the taskbar, you can perform powerful magic on your open windows, as
described in the following list:

v To play with a program listed on the taskbar, click its name. The window
rises to the surface and rests atop any other open windows, ready for
action.

v To close a window listed on the taskbar, right-click on its name and
choose Close from the pop-up menu. The program quits, just as if you'd
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chosen its Exit command from within its own window. (The departing
program gives you a chance to save your work before it quits and walks
off the screen.)

v If the taskbar keeps hiding below the screen’s bottom edge, point the
mouse at the screen’s bottom edge until the taskbar surfaces. Then right-
click the taskbar, choose Properties, and remove the check mark from
Auto-hide the Taskbar.

Shrinking windows to the taskbar
and retrieving them

Windows spawn windows. You start with one window to write a letter of
praise to the local opera house. You open another window to check an
address, for example, and then yet another to see whether you've forgotten
any upcoming shows. Before you know it, four more windows are crowded
across the desktop.

To combat the clutter, Windows Vista provides a simple means of window
control: You can transform a window from a screen-cluttering square into
a tiny button on the taskbar, which sits along the bottom of the screen.
The solution is the Minimize button.

| See the three buttons lurking in just about every window’s top-right corner?
LE Click the Minimize button — the button with the little line in it, as shown in
the margin. Whoosh! The window disappears, represented by its little button
on the taskbar at your screen’s bottom.

To make a minimized program on the taskbar revert into a regular, on-screen
window, just click its name on the taskbar. Pretty simple, huh?

v Each taskbar button shows the name of the program it represents. And if
you hover your mouse pointer over the taskbar button, Vista displays a
thumbnail photo of that program. (If your PC’s graphics aren’t up to snuff,
Vista displays only the program’s name.)

v When you minimize a window, you neither destroy its contents nor close
the program. And when you click the window’s name on the taskbar, it

BER reopens to the same size you left it, showing its same contents.

\’

‘{.‘7“ v Whenever you load a program, its name automatically appears on the
taskbar. If one of your open windows ever gets lost on your desktop,

click its name on the taskbar to bring it to the forefront.
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Clicking the taskbar’s sensitive areas

Like a crafty card player, the taskbar comes with a few tips and tricks. For exam-
ple, here’s the lowdown on the icons near the taskbar’s right edge, shown in
Figure 2-8, known as the notification area:

EJ 371 PN

v Clock: Hold the mouse pointer over the clock, and Windows Vista shows
the current day and date. Click the clock to see a handy monthly calendar.
If you want to change the time, date, or even add a second time zone,
click the clock and choose Change Date and Time Settings, a task I cover
in Chapter 11.

v Arrow: Sometimes the taskbar hides things. Click the little arrow on
the far left (shown in Figure 2-8), and a few hidden icons may slide out.
(Check out the “Customizing the taskbar” section, later in this chapter,
for tips and tricks affecting these icons.)

v~ Speaker: Click the little speaker to adjust the sound card’s volume, as
shown in Figure 2-9. Or double-click the word Mixer to bring up a mixing
panel. Mixers let you adjust separate volume levels for each program,
letting you keep Media Player’s volume louder than your other program’s
annoying beeps.

v Other icons: These often appear next to the clock, depending on what
Windows Vista is up to. When you print, for example, a little printer icon
appears. Laptops often show a battery-power-level gauge, and a network
icon shows when you’re connected to the Internet. As with all the other
icons down there, if you double-click the printer or battery gauge, Windows
Vista brings up information about the printer’s or battery’s status.

v~ Blank part: The empty portions of the taskbar also hide a menu. Want to
minimize all your desktop’s open windows in a hurry? Right-click on a blank
part of the taskbar and choose Show the Desktop from the pop-up menu.

To organize your open windows, right-click on a blank part of the taskbar and
choose one of the tile commands. Windows Vista scoops up all your open
windows and lays them back down in neat, orderly squares. (I cover tiling in
more detail in Chapter 3.)
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Customizing the taskbar

Windows Vista brings a whirlwind of options for the lowly taskbar, letting you
play with it in more ways than a strand of spaghetti and a fork. Right-click on
the Start button, choose the Properties option, and click the Taskbar tab to
start playing. Table 2-1 explains the options, as well as my recommendations
for them. (You need to remove the check mark by Lock the Taskbar before
some of these options will work.)

Table 2-1 Customizing the Taskbar

Setting My Recommendations

Lock the Taskbar  Clicking here makes Windows Vista lock the taskbar in place,
keeping you from changing its appearance. You can't drag it
upward to make it larger, for example. Lock it, but only after the
taskbar is set up the way you like.

Auto-Hide the Selecting this option makes the taskbar automatically hide itself
Taskbar when you're not near it. (Point at the taskbar to bring it back up.)
I leave this option unchecked to keep the taskbar always in view.

Keep the Taskbar  This option keeps the taskbar always visible, covering up any
on Top of Other windows that may be low on the screen. | leave this checked.
Windows

Group Similar When you open lots of windows and programs, Windows

Taskbar Buttons ~ accommodates the crowd by grouping similar windows under
one button: All open documents in Microsoft Word stack on
one Microsoft Word button, for example. This option protects
the taskbar from overcrowding, so keep it checked.

(continued)
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Table 17-1 (continued)

Setting My Recommendations
Show Quick This setting shows your Quick Launch toolbar, that collection
Launch of handy icons hanging out by your Start button. (I cover it and

other toolbars later in this chapter.)

Show Windows This option tells the taskbar to show a thumbnail photo of a

Previews program when you hover your mouse pointer over the

(Thumbnails) program’s taskbar button. Leave this option turned on to make
it easier to locate misplaced windows. (This option remains
unavailable unless your PC packs powerful graphics.)

Feel free to experiment with the taskbar until it looks right for you. It won’t
break. After you set it up just the way you want, select the Lock the Taskbar
check box described in Table 2-1.

The taskbar’s crazy toolbars

Your taskbar won’t always be a steadfast, unchanging friend. Microsoft lets
you customize it even further, often beyond the point of recognition. Some
people enjoy this toolbar gadgetry, sculpting extra buttons and bars onto
their taskbars. Others accidentally turn on a toolbar and can’t figure out how
to get rid of the darn thing.

To turn a toolbar on or off, right-click on a blank part of the taskbar (even the
clock will do) and choose Toolbars from the pop-up menu. A menu leaps out,
offering the toolbars described in the following list:

v Address: Choose this toolbar, and part of your taskbar becomes a place
for typing Web sites to visit. It’s convenient, but so is Internet Explorer,
which does the same thing.

1 Windows Media Player: When turned on, this toolbar in Figure 2-10
turns into a handy button panel for controlling your minimized Windows
Media Player.

v Links: This toolbar adds quick access to your favorite Web sites. Click it
to visit any Web site listed in Internet Explorer’s Favorites menu.

1 Desktop: Techies who find the Start menu burdensome add this toolbar
for quick access to all their PC’s resources. It lets you browse through
files, network locations, and Control Panel menus by snaking your way
through all the menus.

v Quick Launch: The only toolbar Vista displays when first installed, this
! places a handful of handy icons, as shown earlier in Figure 2-6, next
to your Start button: the Shrink Everything from the Desktop icon,
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shown in the margin, and the Flip 3D icon, which helps you track down
missing windows. (Add your own icons to this toolbar by dragging and
dropping them.)

v New Toolbar: Click here to choose any folder to add as a toolbar. For exam-
ple, choose your Documents folder for quick browsable access to all its
files and folders.

Toolbars fall into the love ’em or hate ’em category. Some people find tool-
bars to be timesavers; others feel they consume too much real estate to be

worth the effort. And some toolbars, like the Tablet PC Input Panel, only work

when you attach an expensive, touch-sensitive pad to your PC. Feel free to

|
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Toolbars are supposed to be dragged around with the mouse. When the taskbar

is unlocked, grab the toolbar by its handle, a vertical line by the toolbar’s
name. Drag the handle to the left or right to change a toolbar’s size.

The taskbar’s two sides

Like boys and girls at a school dance, the
taskbar’s two groups of icons hang out on oppo-
site ends. On the left lives the Quick Launch
toolbar; on the right, you'll find the taskbar’s
Notification Area. What's the difference between
the two?

The Quick Launch toolbar is simply a group of
shortcuts to frequently used programs. They're
no different from shortcuts that live in your fold-
ers or your desktops. They don't represent run-
ning programs; they’re mere push buttons that
call programs into action.

The Notification Area, on the other hand, repre-
sents currently running programs that don't live
inside open windows. You'll spot an icon for

Windows Defender, for example, as it runs in
the background, constantly scanning for spy-
ware. Another controls Vista's sound, and yet
another may show the status of your Internet
connection or your printer. You may see one for
Apple’s iTunes and other third-party programs.

Who cares? Well, because the icons in the
Notification Area represent running programs,
they can bog down your PC if that area grows
too crowded. If you spot an unused program'’s
icon in the Notification Area, speed up your PC
a bit by firing up the Control Panel and unin-
stalling that unused program. Or, for a quick,
temporary close to a Notification Area program,
right-click its icon and choose Exit.
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The Sidebar

People who can afford enormous monitors love Vista’s new Sidebar, that
gadget-packed strip along the desktop’s right edge. People with small moni-
tors find it a bothersome waste of space.

If your Sidebar doesn’t grace your desktop, fire it up: Right-click the little icon
I3 (shown in the margin) in the taskbar’s Notification Area — that icon-packed
area next to the desktop’s clock — and choose Show Sidebar. The Sidebar
springs to life, shown in Figure 2-11.

|
Figure 2-11:
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To see Windows Vista’s collection of built-in Gadgets (minuscule programs
that snap on and off their panel), click the little plus sign near the Sidebar’s
top. A window pops up offering a calendar and stock ticker, among others.
Click Get More Gadgets Online to visit Gadget nirvana: A Web site packed
with Gadgets, ready for the picking.
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v Prefer your Sudoku game gadget on top? Drag it up there. You can even
drag Gadgets off the Sidebar and onto the desktop — if you have a huge
enough monitor to sacrifice the space.

v To change a Gadget’s settings — choose which photos appear in your slide
show, for example — point at the Gadget and click the tiny wrench icon
that appears. To remove a Gadget completely, click the little X, instead.

Logging Off from Windows

Ah! The most pleasant thing you’ll do with Windows Vista all day could very
well be to stop using it. And you do that the same way you started: by using
the Start button, that friendly little helper you’'ve been using all along. (And if
the Start menu is hiding, hold down Ctrl and press Esc to bring it back from
behind the trees.) You want the one of the two buttons resting at the bottom
of the Start menu:

W v~ Sleep/Power: Sleep mode (margin, top) comes in handy when you won’t
| | be using your PC for several hours but want to start up where you left

off. Designed for impatient desktoppers, this option memorizes your cur-
-Els rently open windows, and then turns off your PC. When you turn on your
. PC, your open programs and documents appear on the desktop where

you left them. On laptops, this option is a Power button (margin, bottom)
that simply turns off your PC.

m v Lock: Meant for short trips to the water cooler, this option locks your PC
and places your user account picture on the screen. When you return,
type your password, and Vista instantly displays your desktop, just as
you left it. This option appears on both laptops and desktop PCs.

Windows Vista offers several other ways to close your session. Look closely
at the arrow to the right of the Lock button. Click the arrow to see up to
seven options, shown in Figure 2-12.

v Switch User: If somebody else just wants to borrow the computer for
a few minutes, choose Switch User. The Welcome screen appears,
but Windows keeps your open programs waiting in the background.
When you switch back, everything’s just as you left it.

v Log Off: Choose this option when you’re through working at the PC and
somebody else wants a go at it. Windows saves your work and your set-
tings and returns to the Welcome screen, ready for the next user.

v Lock: For some reason, Microsoft offers the Lock option again,
described earlier in the main section.

v Restart: Only choose this option when Windows Vista screwed some-
thing up: Several programs crashed, or Windows seems to be acting
awfully weird. Windows Vista turns off and reloads itself, hopefully
feeling refreshed.

b5
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Figure 2-12:
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v~ Sleep: New to Vista, this option saves a copy of your work in your PC’s
memory and its hard drive and then slumbers in a low power state.
When you turn your PC back on, Vista presents your desktop, programs,
and windows as if you’d never left. (On a laptop, Sleep saves your work
only to memory; should the battery life grow threateningly low, Sleep
dumps it onto the hard drive and turns off your laptop.)

v Hibernate: Found on some laptops, this option copies your work to
your hard drive and then turns off your PC — a process requiring more
battery power than Sleep mode.

v Shut Down: Choose this option when nobody else will be using the com-
puter until the next morning. Windows Vista saves everything and turns
off your computer.
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Default Programs Restart
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Shut Down

When you tell Windows Vista that you want to quit, it searches through all
your open windows to see whether you've saved all your work. If it finds any
work you’ve forgotten to save, it lets you know so that you can click the OK
button to save it. Whew!

You don’t have to shut down Windows Vista. In fact, some people leave their
computers turned on all the time, saying it’s better for their computer’s
health. Others say that their computers are healthier if they’re turned off
each day. Still others say Vista’s new Sleep mode gives them the best of both
worlds. However, everybody says to turn off your monitor when you're done
working. Monitors definitely enjoy cooling down when not in use.

Don’t just press your PC’s Off button to turn off your PC. Instead, be sure
to shut down Windows Vista through one of its official Off options: Sleep,
Hibernate, or Shut Down. Otherwise, Windows Vista can’t properly prepare
your computer for the dramatic event, leading to future troubles.



Chapter 3
Basic Windows Mechanics

In This Chapter

Understanding a window’s parts

Manipulating buttons, bars, and boxes

Finding and using menus

Understanding the new navigation and preview panes
Paging through a document in a window

Filling out forms

Moving windows and changing their size

Flis chapter is for curious Windows anatomy students. You know who you
are — you're the ones who see all those buttons, borders, and balloons
scattered throughout Windows Vista and wonder what would happen if you
just clicked that little thing over there.

This rather gruesome chapter tosses an ordinary window (your oft-used
Documents folder, to be precise) onto the dissection table. I've yanked
out each part for thorough labeling and explanation. You'll find the theory
behind each one and required procedures for making each piece do your
bidding.

A standard field guide follows, identifying and explaining the buttons, boxes,
windows, bars, lists, and other oddities you may encounter when you're
trying to make Windows Vista do something useful.

Feel free to don any protective gear you may have lying about, use the mar-
gins to scribble notes, and tread forcefully into the world of Windows.
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Dissecting a Typical Window

|
Figure 3-1:
Here's how
the ever-
precise
computer
nerds
address the
different
parts of a
window.
|

Figure 3-1 places a typical window on the slab, with all its parts labeled. You
might recognize the window as your Documents folder, that storage tank for
most of your work.

Toolbar Maximize
Address bar Minimize | Close
Title bar
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Favoiite Links Name Date modified Type Size Tags T
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B Pictures e I fle Folder |
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“@ Search .
Public -t
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enia purpurea Dat n: 5/24/2005 3:14 PM
ge dd atag
Switch to Folders view Vertical scroll bar
Preview pane Scroll box
Navigation pane Scroll arrow

Just as boxers grimace differently depending on where they’ve been
punched, windows behave differently depending on where they’ve been
clicked. The next few sections describe the main parts of the Documents
folder’s window in Figure 3-1, how to click them, and how Windows jerks in
response.

v Windows XP veterans remember their My Documents folder, that stash
for all their files. Vista drops the word My to create the Documents folder.
(You're still supposed to stash your files inside it.) Other My hatchet
jobs include the Pictures and Music folders.

v Windows Vista is full of little weird-shaped buttons, borders, and boxes.
You don’t need to remember all their names, although it would give you
a leg up on figuring out Windows’ scholarly Help menus. When you spot
an odd portion of a window, just return to this chapter, look up its name
in Figure 3-1, and read its explanation.
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v You can deal with most things in Windows by simply clicking, double-
clicking, or right-clicking, a decision explained in the nearby sidebar,
“Clicking, double-clicking, and right-clicking strategies.” (Spoiler:
When in doubt, always right-click.)

v After you click a few windows a few times, you realize how easy it is to
boss them around. The hard part is finding the right controls for the first
time, like figuring out the buttons on that new cell phone.

Tugging on a window'’s title bar

Found atop nearly every window (see examples in Figure 3-2), the title bar
usually lists the program name and the file it’s currently working on. For
example, Figure 3-2 shows the title bars from Windows Vista’s WordPad (top)
and Notepad (bottom) programs. The WordPad title bar lists the file’s name
as Document because you haven’t had a chance to save and name the file yet.
(It may be full of notes you've jotted down from an energetic phone conversa-
tion with Ed McMahon.)

Figure 3-2:
Atitle bar

from [ \%:| Document - WordPad

= -.:3...]

WordPad

(tOp) and [ J Honey, we're rich! - Notepad

(== z;l]

Notepad
(bottom).

Clicking, double-clicking, and
right-clicking strategies

Clicking or double-clicking your mouse controls
nearly everything in Windows, yet Microsoft
seems befuddled when defining the difference
between the two finger actions. Microsoft says
to click when selecting something, and double-
click when choosing something. Huh?

You're selecting something when you're highlight-
ing it. For example, you click in a box, on a window,
or on a filename to selectit. That click usually
highlights the item, preparing it for further action.

Choosing something, by contrast, is much more
decisive. An authoritative double-click on a file
convinces Windows to open it for you immediately.

Microsoft's theoretical hierarchies bore me, so |
almost always take the third option and right-click
on things. Right-click on nearly anything to see a
little menu listing everything it can do. | click the
option | want, and Windows does my bidding.

The moral? When in doubt, right-click.
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Although mild-mannered, the mundane title bar holds hidden powers,
described in the following tips:

v~ Title bars make convenient handles for moving windows around your
desktop. Point at the title bar, hold down the mouse button, and move
the mouse around: The window follows along as you move your mouse.
Found the right location? Let go of the mouse button, and the window
sets up camp in its new spot.

v Double-click the title bar, and the window leaps to fill the entire screen.
Double-click it again, and the window retreats to its original size.

OWS x» v In Windows XP, every title bar carried a, uh, title of what you were viewing.
Vista, however, leaves its folders’ names off their title bars, preferring an
empty strip (refer to Figure 3-1). But although many of Vista’s title bars
lack titles, they work like regular title bars: Feel free to drag them around

your desktop, just as you did in Windows XP.

v The right end of the title bar contains three square buttons. From left to
right, they let you Minimize, Restore (or Maximize), or Close a window,
topics all covered in this chapter’s “Maneuvering Windows Around the
desktop” section.

WS Xe + In Windows XP, the window you’re currently working with always sports
§ a highlighted title bar — it’s a different color from the title bars of any

other open windows. Vista’s title bars, by contrast, are much the same
color. To find the window you’re currently working on, look for a red
Close button in its top, right corner (Figure 3-2, top). That distinguishes
it from windows you aren’t working on (Figure 3-2, bottom). By glancing
at the corner of all the title bars on the screen, you can tell which
window is awake and accepting anything you type.

Dragging, dropping, and running

Although the term drag and drop sounds as
if it's straight out of a Sopranos episode, it's
really a nonviolent mouse trick used through-
out Windows. Dragging and dropping is a way
of moving something — say, an icon on your
desktop — from one place to another.

To drag, put the mouse pointer over the icon and
hold down the left or right mouse button. (I
prefer the right mouse button.) As you move the
mouse across your desk, the pointer drags the
icon across the screen. Place the pointer/icon
where you want it and release the mouse
button. The icon drops, unharmed.

Holding down the right mouse button while
dragging and dropping makes Windows Vista
toss up a helpful little menu, asking whether you
want to copy or move the icon.

Helpful Tip Department: Started dragging some-
thing and realized midstream that you're drag-
ging the wrong item? Don’t let go of the mouse
button — instead, press Esc to cancel the
action. Whew! (If you've dragged with your
right mouse button and already let go of the
button, there’s another exit: Choose Cancel from
the pop-up menu.)
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|
Figure 3-3:
Each folder
sports an
Address

Bar, much
like the one
in Internet
Explorer.
|
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Typing in a Window's Address Bar

Directly beneath every folder’s title bar lives the Address Bar, shown atop the
Documents folder in Figure 3-3. Internet veterans will experience déja vu:
Vista’s Address Bar is lifted straight from the top of Internet Explorer and
glued atop every folder.

| @-vv\ » Andy b Documents b Stuff "‘1”5;—-::-- b

The Address Bar’s three main parts, described from left to right in the follow-
ing list, perform three different duties:

v Backward and Forward buttons: These two arrows keep track as you

forage through your PC’s folders. The Backward button backtracks to
the folder you just visited. The Forward arrow brings you back. (Click
the miniscule arrow to the right of the Forward arrow to see a list of

places you’ve visited previously; click any entry to zoom right there.)

v Address Bar: Just as Internet Explorer’s Address Bar lists a Web site’s

address, Vista’s Address Bar displays your current folder’s address — its
location inside your PC. For example, the Address Bar shown in Figure 3-3
shows three words: Andy, Documents, and Stuff. Those words tell you
that you’re looking inside the Stuff folder inside the Documents folder of
Andy’s User account. Yes, folder addresses are complicated enough to
warrant an entire chapter: Chapter 4.

Feel free to type a Web site’s address — something like www . andy
rathbone.com — into any folder’s Address Bar. Your folder will
summon Internet Explorer, which opens to that particular site.

v Search box: In another rip-off from Internet Explorer, every Vista folder

sports a Search box. Instead of searching the Internet, though, it rum-
mages through your folder’s contents. For example, type the word
carrot into a folder’s Search box: Vista digs through that folder’s con-
tents and retrieves every file mentioning carrot.

To expand your search beyond that particular folder, click the arrow
next to the Search box’s magnifying glass icon. A drop-down menu lets
you route your search to your entire PC or even the Internet. I cover
Vista’s new search features in Chapter 6.
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Several other areas of the Address Bar deserve mention:

v In the Address Bar, notice the little arrows between the words Andy,
Documents, and Stuff? The arrows offer quick trips to other folders.
Click any arrow — the one to the right of the word Documents, for exam-
ple. A little menu drops down from the arrow, letting you jump to any
other folder inside your Documents folder.

v When sending a search to the Internet, the Search box normally routes
entries off to Microsoft’s own Search Provider. (That arrangement lets
Microsoft get kickbacks from the ads.) To send the search to Google or
any other search engine, fire up Internet Explorer, click the little arrow
next to the Search box’s magnifying glass, and choose Find More
Providers, a task I detail in Chapter 8.

Finding Uista’s hidden menu bar

Windows Vista has more menu items than an Asian restaurant. To keep
everybody’s minds on computer commands instead of seaweed salad,
Windows hides its menus inside the menu bar (see Figure 3-4).

In fact, Vista even hides every folder’s menu bar. To bring them back, press
Alt, and they drop into place. To keep the menu bars permanently affixed
there, follow these steps:

1. Click the Organize button (shown in the margin), then choose Folder
and Search Options from the menu.
The Folder options dialog box appears, opened to the General tab.

2. In the Tasks section, select Use Windows Classic Folders.

3. Click OK.

[File Edit view Tools Hep

The menu bar sports a different menu for each word. To reveal the secret
options, click any word — Edit, for example. A menu tumbles down, as shown
in Figure 3-5, presenting options related to editing a file.

Just as restaurants sometimes run out of specials, a window sometimes isn’t
capable of offering all its menu items. Any unavailable options are grayed out,
like the Cut, Copy, Paste, Delete, and Go To options in Figure 3-5.
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|
Figure 3-5:
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If you accidentally click the wrong word in a menu bar, causing the wrong menu
to jump down, simply click the word you really wanted. A forgiving soul,
Windows retracts the mistaken menu and displays your newly chosen one.

To back out of Menu Land completely, click the mouse pointer back down on
your work in the window’s workspace — the area where you're supposed to
be working.

For the convenience of keyboard lovers, Vista underlines one letter on
every menu item. (Press Alt to see them.) Mouse haters can press the Alt
key followed by an underlined letter — the F'in File, for example — to make
Windows display the File menu. (Pressing Alt, then F, and then X closes a
window.)

Choosing the Right Button for the Job

S
QQ\N Xp

|
Figure 3-6:
The
Computer
folder's
toolbar.
|

Many Windows XP veterans fondly remember their folders’ task pane, a handy
strip along a folder’s left side that displayed handy buttons for common
chores. Vista no longer sports a task pane. Instead, those common chores are
relegated to a thin strip of buttons called the foolbar. The Computer folder’s
toolbar, for example, appears in Figure 3-6.

Wy Organize ~ 88 Views ~ |2 System properties gil Uninstall or change a program & Map network drive >
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You don’t need to know much about the toolbar, because Vista automatically
places the right buttons atop the folder that needs them. Open your Music
folder, for example, and the toolbar quickly sprouts a Play All button for
marathon listening sessions. Open the Pictures folder, and the friendly tool-
bar serves up a Slide Show button.

If a button’s meaning isn’t immediately obvious, hover your mouse over it; a
little message explains the button’s raison d’étre. My own translations for the
most common buttons are in the following list:

v Organize: Found on every folder’s toolbar, the Organize button lets you
change a folder’s layout by toggling those thick informational strips
along the window’s edges. You can turn on or off the Navigation Pane,
that strip of shortcuts along the left edge, for example. You can also turn
off the Preview Pane, that strip along every folder’s bottom that displays
information about the selected file.

v Views: The second button to live atop every folder window, the Views
button may be the most useful: It makes the window display your files
in different ways. Keep clicking it to cycle through different icon sizes;
stop clicking when one looks good. To jump to a favorite view, click the
button’s adjacent arrow to see a list of every available view. Choose
Details, for example, to view everything you want to know about a file:
its size, creation date, and other minutia. (Photos look best when shown
in Large or Extra Large Icons view.)

Are your folder’s icons too big or small? Hold down the Ctrl key and spin
your mouse wheel. Spin one direction to enlarge them and the reverse
direction to shrink them.

v~ Share: Click here to share the selected file or files with somebody on
another computer, provided they already have a User account and pass-
word on your PC. You won'’t see or need this button until you set up a
network (which I describe in Chapter 14) to link this PC with others.

v+ Burn: Click here to copy your selected items to a blank CD or DVD. If
you haven’t yet clicked on anything in the folder, this copies the entire
folder’s contents to your CD — a handy way to make quick backups.

v Help: Click the little blue question mark icon in any folder’s top-right
corner for help with whatever you happen to be viewing at the time.

Ouick shortcuts with the Window's
Vista Navigation Pane

Look at most “real” desktops, and you’ll see the most-used items sitting
within arm’s reach: The Inbox, the stapler, and perhaps a few crumbs from
the coffee room snacks. Similarly, Vista gathers up your PC’s most frequently
used items and places them in the new Navigation Pane, shown in Figure 3-7.
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Found along the left edge of every folder, the Navigation Pane contains two
main parts. The top half contains a list of words called the Favorite Links sec-
tion; beneath them awaits a mysterious door called Folders. Here’s a more
detailed description of both halves of the Navigation Pane:

v Favorite Links: Not to be confused with the Favorite links in Internet
Explorer (Chapter 8), the Favorite Links in the Navigation Pane are
words serving as clickable shortcuts to your most frequently accessed
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folders inside your PC:
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¢ Documents: Click this shortcut to return straight to the mother of
all folders, your Documents folder.

¢ Recently Changed: You guessed it: Clicking this shortcut lists
every file that’s changed in the past 30 days. They’re sorted by
date, with the most recent file at the top, making it a handy way to
locate your latest work.

¢ Pictures: This shortcut opens your Pictures folder, living quarters
to all your digital photos.

¢ Music: Yep, this shortcut jumps straight to your Music folder, where
a double-click on a song starts it playing through your PC’s speaker.

¢ Searches: Click this shortcut to see Vista’s collection of Saved
Searches: Things you’ve searched for in the past. Several handy
searches already live here: every piece of e-mail you’ve received in
the last seven days, for example.

¢ Public: Drop a file in here to share it with everybody using your PC.
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v Folders: The Navigation Pane’s hidden door hides behind a single word
called Folders. See the word Folders at the bottom of the Navigation
Pane? Click anywhere on that folder bar, and the Navigation Pane dis-
plays a “branching tree” view of your folders, covered in Chapter 4. It’s
an easy way to jump to any folder or drive on your computer.

The following tips let you wring the most value from the Navigation Pane:

W v Feel free to customize your Navigation Pane by dragging and dropping
folders or shortcuts onto it. That setup keeps them within reach of any
folder you happen to be working in. To remove an item, right-click it and
choose Remove Link.

A\ v If you accidentally delete some of the Favorite Links in your Navigation
Pane, tell Vista to repair the damage. Right-click anywhere inside the
Navigation Pane and choose Restore Default Favorite Links.

Working with the Details pane

Vista’s new Details pane, shown in Figure 3-8, hovers like a low-lying cloud
along the bottom of every folder. Just as the Details pane’s name implies, the
little strip lists arcane details about the item you’re currently viewing, a treat
drooled over by techies.

|
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Open a folder, for example, and its Details pane dutifully lists the number of
files that folder contains. It even says whether the files live on your own PC,
or through a network.

The real information comes when you click a file. For example, click a music
file, and the Details pane shows a thumbnail of the album cover, the song’s
title, artist, length, size, and even any rating you’ve given it through Vista’s
Media Player. Click a photo file to see a thumbnail preview, the date you
pressed your camera’s shutter button, and the photo’s size.
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v The Details pane knows more than it first reveals. Because it’s resizable,
drag its top border up a bit. As the Details pane grows larger, it starts to
reveal more information about your highlighted file: its size, creation
date, the date it was last changed, and similar tidbits. A quick upward
tug offers a quick peek at information; drag it back down when you're
through.

v If you think the Details pane consumes too much screen space, drag its
top border down a bit. Or, turn it off: Click the Organize button on the
toolbar’s leftmost corner, click Layout from the drop-down menu, and

LST, click Details Pane. (Reverse those steps to revive a missing Details pane.)
M-S0,
& o

v While editing a file’s properties, feel free to add a tag — a keyword
that lets you relocate that particular file more quickly. (I cover tags in
Chapter 6.)

Moving inside a window with its scroll bar

The scroll bar, which resembles a cutaway of an elevator shaft (see Figure 3-9),
rests along the edge of all overstuffed windows. Inside the shaft, a little eleva-
tor (technically, the scroll box) rides up and down as you page through your
work. In fact, by glancing at the elevator’s position in the shaft, you can tell
whether you’re viewing the top, middle, or bottom of a window’s contents.

n

|
Figure 3-9:
A scroll bar.

You can watch the little box travel up or down as you press the PgUp or PgDn
key. (Yes, it’s easy to get distracted in Windows Vista.) But nudging the eleva-
tor around with the mouse is more fun. By clicking in various places on the
scroll bar, you can quickly move around inside a document. Here’s the dirt:

v~ Clicking in the shaft above the elevator shifts your view up one page,
just as if you’d pressed the PgUp key. Similarly, clicking below the eleva-
tor shifts the view down one page. The larger your monitor, the more
information you can see on each page.
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v To move up your view line by line, click the little arrow (the scroll arrow)
at the top of the scroll bar. Similarly, clicking the little arrow at the
bottom moves your view down one line with each click.

v Scroll bars occasionally hang out along a window’s bottom edge. Handy
for viewing spreadsheets and other wide documents, scroll bars let you
move your view sideways for peeking at the totals in the spreadsheet’s
last column.

v No little scroll box in the bar? Then you’re already seeing all that the
window has to offer.

v To move around in a hurry, drag the scroll box up or down the bar. As you
drag, you see the window’s contents race past. When you see the spot
you want, let go of the mouse button to stay at that viewing position.

v Using a mouse that has a little wheel embedded in the poor critter’s back?
Spin the wheel, and the list moves up or down, just as if you were playing
with the scroll bar.

Boring borders

A border is that thin edge surrounding a window. Compared with a bar, it’s
really tiny.

To change a window’s size, drag the border in or out. (Dragging by the corner
gives the best results.)

Some windows, oddly enough, don’t have borders. Stuck in limbo, their size
can’t be changed — even if they’re an awkward size.

Except for tugging on them with the mouse, you won’t be using borders much.

Filling Out Bothersome Dialog Boxes

Sooner or later, Windows Vista will lapse into surly clerk mode, forcing you to
fill out a bothersome form before carrying out your request. To handle this
computerized paperwork, Windows Vista uses a dialog box.

A dialog box is a window displaying a little form or checklist for you to fill
out. These forms can have bunches of different parts, all discussed in the fol-
lowing sections. Don’t bother trying to remember each part’s name. It’s much
more important to remember how they work.
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Poking the correct command button

Command buttons may be the simplest part of a form to figure out — Microsoft
labeled them! Command buttons usually require poking after you’ve filled out
a form. Based on the command button you click, Windows either carries out
your bidding (rare) or sends you to another form (most likely).

Although Vista eliminated most forms, Table 3-1 identifies the command but-
tons you'll still come across.

Table 31 Common Windows Vista Command Buttons
Command Description
Button

A click on the OK button says, “I've finished the form, and I'm
oK P, . .
ready to move on.” Windows Vista reads what you've typed and
processes your request.

Cancel If you've somehow loused things up when filling out a form, click
the Cancel button. Windows whisks away the form, and every-
thing returns to normal. Whew! (T7ip: The little red X in a window's
top corner makes pesky windows go away, as well.)

Click the Next button to move to the next question. (Change your
mind on the last question? Back up by clicking the Back arrow
near the window's top left.)

If you encounter a button with dots (...) after the word, brace your-
self: Clicking that button brings yet anotherform to the screen. From
there, you must choose even more settings, options, or toppings.

Browse...

HERE

Default When you change a setting that louses things up, click the Default
(or Restore Defaults) button with full force. That brings back
Vista’s freshly installed look.

v The OK button usually has a slightly darker border than the others,
meaning it’s highlighted. Just pressing Enter automatically chooses the
form’s highlighted button, sparing you the inconvenience of clicking it.
(T usually click it anyway, just to make sure.)

v If you've clicked the wrong button but haven't yet lifted your finger from
the mouse button, stop! Command buttons don’t take effect until you
release your finger from the mouse button. Keep holding down the
mouse, but scoot the pointer away from the wrong button. Move safely
away and then lift your finger.
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v Did you stumble across a box that contains a confusing option? Click the
question mark in the box’s upper-right corner (it will look like the one in
the margin). Then click the confusing command button to see a short
explanation of that button’s function in life. Sometimes merely resting
your mouse pointer over a confusing button makes Windows take pity,
sending a helpful caption to explain matters.

Choosing between option buttons

Sometimes, Windows Vista gets ornery and forces you to select a single option.
For example, you can play some games at either a beginner or intermediate
level. You can’t do both, so Windows Vista doesn’t let you select both of the
options.

Windows Vista handles this situation with an option button. When you select
one option, the little dot hops over to it. Select the other option, and the little
dot hops over to it instead. You find option buttons in many dialog boxes,
such as the one in Figure 3-10.

Difficulty
Beginner

® Intermediate

If you can select more than one option, Windows Vista won’t present you
with option buttons. Instead, it offers the more liberal check boxes, which
are described in the “Check boxes” section, later in this chapter.

Some programs refer to option buttons as radio buttons, after those push
buttons on old car radios that switch from station to station, one station
at a time.

Typing into text boxes

A text box works like a fill-in-the-blanks test in history class. You can type any-
thing you want into a text box — words, numbers, passwords, or epithets.
For example, Figure 3-11 shows a dialog box that pops up when you want to
search for words or characters in some programs. The text box is where you
type the words you want to search for.

1 When a text box is active (that is, ready for you to start typing stuff into
it), either the box’s current information is highlighted or a cursor is
blinking inside it.
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Figure 3-12:
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v~ If the text box isn’t highlighted or there isn’t a blinking cursor inside it,
it’s not ready for you to start typing. To announce your presence, click
inside it before typing.

v If you need to use a text box that already contains words, delete any text
you don’t want before you start typing new information. (Or you can
double-click the old information to highlight it; that way, the incoming
text automatically replaces the old text.)

v Yes, text boxes have way too many rules.

Find =)
Find what: | a good cigar.. Find Mext

Direction Cancel

Match case Up ® Down

Choosing options from list boxes

Some boxes don’t let you type anything into them. They simply display lists
of things, letting you pluck the items you want. Boxes of lists are called,
appropriately enough, list boxes. For example, some word processors bring
up a list box if you're inspired enough to want to change the font — the style
of the letters (see Figure 3-12).

v See how the Comic Sans MS font is highlighted in Figure 3-12? It’s the cur-
rently selected item in the list box. Press Enter (or click the OK button),
and your program begins using that font when you start typing.

1 See the scroll bar along the side of the list box? It works just as it does any-
where else: Click the little scroll arrows (or press the up or down arrow)
to move the list up or down, and you can see any names that don'’t fit in
the box.

v Some list boxes have a text box above them. When you click a name in
the list box, that name hops into the text box. Sure, you could type the
name into the text box yourself, but it wouldn’t be nearly as much fun.

v When confronted with zillions of names in a list box or folder, type the
first letter of the name you're after. Windows Vista immediately hops
down the list to the first name beginning with that letter.

(J} Cambria

() Cambria Math
Candara

(} Consolas

(} Constartia

O Corbel v
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When one just isn’'t enough

Because Windows Vista can display only one firstitem, lastitem, and every item in between.
background on your desktop at a time, you can Pretty sneaky, huh? (To weed out a few
select only one file from the list box of available unwanted items from the middle, hold down
backgrounds. Other list boxes, like those in Ctrl and click them; Windows unhighlights
Windows Explorer, let you select a bunch of them, leaving the rest highlighted.)

i Sl e et s v Finally, when grabbing bunches of items, try

v To select more than one item, hold down the using the “lasso” trick: Point at an area of
Ctrl key and click each item you want. Each the screen nextto one item, and, while hold-
item stays highlighted. ing down the mouse button, move the mouse

until you've drawn a lasso around all the
items. After you've highlighted the items you
want, let go of the mouse button, and they
remain highlighted.

v Toselecta bunch of adjacent items from a list
box, click the first item you want. Then hold
down Shift and click the last item you want.
Windows Vista immediately highlights the

Drop-down list boxes

List boxes are convenient, but they take up a great deal of room. So, Windows
Vista sometimes hides list boxes, just as it hides pull-down menus. When you
click in the right place, the list box appears, ready for your perusal.

So, where’s the right place? It’s that downward-pointing arrow button, just
like the one shown next to the box beside the Alignment option in Figure 3-13.
(The mouse pointer is pointing to it.)

|
Figure 3-13:
Click the
arrow next
to the
Alignment
box to make
adrop-
down list
box display
available
alignments.
|

‘ Alignment: | Left 'T/. H
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Figure 3-14 shows the drop-down list box after it’s been clicked by the mouse.
To make your choice, click the option you want from the drop-down list.

|
Figure 3-14:
Alist box
drops down || At
to display At
the available
alignments.
|
® v To scoot around quickly in a long drop-down list box, press the first

letter of the item you're after. The first item beginning with that letter is
instantly highlighted. You can press the up- or down-arrow key to see
nearby words and phrases.

v Another way to scoot around quickly in a drop-down list box is to click
the scroll bar to its right. (I cover scroll bars earlier in this chapter, if
you need a refresher.)

v You can choose only one item from the list in a drop-down list box.

Check boxes

Sometimes you can choose several options in a dialog box simply by clicking
in the little square boxes next to their names. For example, the check boxes
shown in Figure 3-15 let you pick and choose options in the game FreeCell.

Clicking in an empty square chooses that option. If the square already has a
check mark inside, a click turns off that option, removing the check mark.

You can click next to as many check boxes as you want. Option buttons (those
similar-looking but round buttons) restrict you to one option from the pack.

Options &J

V| Display animations
V| Play sounds
| V| Show tips

Figure 3_1 5. %Always continue saved game
CIle tO Always save game on exit

check a box. ok ]
|

Cancel
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|
Figure 3-16:
Assliding
lever.
|

Sliding controls

Rich Microsoft programmers, impressed by track lights and sliding light
switches in their luxurious new homes, use sliding controls in Windows Vista.
These virtual light switches are easy to use and don’t wear out nearly as
quickly as the real ones do.

Some levers slide to the left and right; others move up and down. None of
them move diagonally — yet. To slide a control in Windows Vista — to adjust

the volume level, for example — just drag and drop the sliding lever, like the
one shown in Figure 3-16.

a

g,

m
ﬁi el P 1:58PM |

Sliding works like this: Point at the lever with the mouse and, while holding
down the mouse button, move the mouse in the direction you want the sliding
lever to move. As you move the mouse, the lever moves, too. When you’ve
moved the lever to a comfortable spot, let go of the mouse button, and
Windows Vista leaves the lever at its new position.

Maneuvering Window's
Around the Desktop

A terrible dealer at the poker table, Windows Vista tosses windows around
your desktop in a seemingly random way. Programs cover each other or some-
times dangle off the desktop. This section shows you how to gather all your
windows into a neat pile, placing your favorite window on the top of the stack.
If you prefer, lay them all down like a poker hand. As an added bonus, you
can change their size, making them open to any size you want, automatically.
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Moving a window to the top of the pile

Windows Vista says the window at the top of the pile getting all the attention
is called the active window. | won’t argue. The active window is also the one
that receives any keystrokes you or your cat happen to type.

You can move a window to the top of the pile so that it’s active in one of
two ways:

v Sometimes you can recognize a tiny portion of the window you're after.
If so, you're in luck. Move the mouse pointer until it hovers over any
portion of the desired window and click the mouse button. Windows
Vista immediately makes the clicked-on window active.

v On the taskbar, click the button for the window you want. Chapter 2
explains what the taskbar can do in more detail.

Repeat the process when necessary to bring other windows to the front.
(And if you want to put two windows on the screen at the same time, read the
“Placing two windows next to each other” section, later in this chapter.)

Moving a window from here to there

Sometimes you want to move a window to a different place on the desktop.
Perhaps part of the window hangs off the edge, and you want it centered.
Or maybe you want one window closer to another.

In either case, you can move a window by dragging and dropping its title bar,
that thick bar along its top. (If you're not sure how dragging and dropping
works, see the sidebar “Dragging, dropping, and running,” earlier in this
chapter.) When you drop the window in place, the window not only remains
where you've dragged and dropped it, but also stays on top of the pile.

Making a window fill the whole screen

Sooner or later, you'll grow tired of all this multiwindow mumbo jumbo.
Why can’t you just put one huge window on-screen? Well, you can.

To make any window grow as big as it can get, double-click its title bar, that
topmost bar along the window’s top edge. The window leaps up to fill the
screen, covering up all the other windows.



OO  Parti:Windows Vista Stuff Everybody Thinks You Already Know

The Alt+Tab and #+Tab tricks

Sometimes your desktop becomes so cluttered  Release both keys, and Windows brings the
with windows that you lose track of a particular  currently listed window to the forefront.

window. To cycle through every open window,
hold down the Alt key while pressing Tab: A little
window appears in the middle of the screen,
listing every open window by name. Keep hold-
ing down Alt and pressing Tab until you see the
name of the window you're after. Found it?

When run on PCs with powerful graphics (I
explain the requirements in Chapter 1), Vista
can show a three-dimensional view of the win-
dows: Hold down the # (the key with the
Windows logo) and press Tab to see the full-
blown graphics shown in Chapter 1's Figure 1-4.

To bring the pumped-up window back to its former size, double-click its title
bar once again. The window quickly shrinks to its former size, and you can
see things that it covered.

v If you’re morally opposed to double-clicking a window’s title bar to
|EH expand it, you can click the little Maximize button. Shown in the margin,
. it’s the middle of the three buttons in the upper-right corner of every

window.

—I v When a window is maximized to fill the screen, the Maximize button
turns into a Restore button, shown in the margin. Click the Restore

_— button, and the window returns to its smaller size.

Closing a window

When you’re through working in a window, close it: Click the little X in its
upper, right corner. Zap: You’re back to an empty desktop.

If you try to close your window before finishing your work, be it a game of
Solitaire or a report for the boss, Windows cautiously asks whether you’'d like
to save your work. Take it up on its offer by clicking Yes and, if necessary,
choosing a name so that you can find your work later.

Making a window bigger or smaller

Like big, lazy dogs, windows tend to flop on top of one another. To space
your windows more evenly, you can resize them by dragging and dropping
their edges inward or outward. It works like this:
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1. Point at any corner with the mouse arrow. When the arrow turns into
a two-headed arrow, pointing in the two directions, you can hold
down the mouse button and drag the corner in or out to change the
window’s size.

2. When you’re done yanking and the window looks about the right size,
let go of the mouse button.

As the yoga master says, the window assumes the new position.

Placing two window's next to each other

The longer you use Windows, the more likely you are to want to see two win-
dows side by side. For example, you may want to copy and paste text from
one document into another document. By spending a few hours with the
mouse, you can drag and drop the windows’ corners until they're in perfect
juxtaposition.

Or you can simply right-click on a blank part of the taskbar (even the clock
will do) and choose Show Windows Side by Side to place the windows next
to each other, like pillars. Choose Show Windows Stacked to align them

in horizontal rows. (If you have more than three open windows, Show
Windows Stacked tiles them across your screen, handy for seeing just a bit
of each one.)

| If you have more than two windows open, minimize the ones you don’t want
tiled. Then use the Show Windows Side by Side command to align the two
remaining windows.

Making window's open
to the same darn size

Sometimes a window opens to a small square; other times, it opens to fill
the entire screen. But windows rarely open to the exact size you want.
Until you discover this trick, that is: When you manually adjust the size
and placement of a window, Windows memorizes that size and always
reopens the window to that same size. Follow these three steps to see how
it works:

1. Open your window.

The window opens to its usual, unwanted size.
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2. Drag the window’s corners until the window is the exact size and in
the exact location you want. Let go of the mouse to drop the corner
into its new position.

Be sure to resize the window manually by dragging its corners or edges
with the mouse. Simply clicking the Maximize button won’t work.

3. Immediately close the window.

Windows memorizes the size and placement of a window at the time it
was last closed. When you open that window again, it should open to the
same size you last left it. But the changes you make apply only to the
program you made them in. For example, changes made to the Internet
Explorer window will only be remembered for Internet Explorer, not
other programs you open.

Most windows follow these sizing rules, but a few renegades from other pro-
grams may misbehave. Feel free to complain to the manufacturers.



Chapter 4

Flipping Through Files, Folders,
Floppies, and CDs

In This Chapter

Understanding Vista’s Computer program
Navigating drives and folders

Creating and naming folders

Selecting and deselecting items

Copying and moving files and folders

Writing to CDs, memory cards, and floppies

Fle Computer program is where people wake up from Windows’ easy-to-
use computing dream, clutching a pillow in horror. These people bought
a computer to simplify their work — to banish that awful filing cabinet with
squeaky drawers.

But click the little Com