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No Computerspeak!
A Quick Overview
What's New in Windows 7?

A Few Assumptions
A Final Word (or Two)

doesn't?—this book is for you. You'll find Windows 7 Plain &
Simple to be a straightforward, easy-to-read reference tool. With
the premise that your computer should work for you, not you for
it, this book's purpose is to help you get your work done quickly
and efficiently so that you can get away from the computer

and live your life. Our book is based on the Windows 7 Home
Premium edition running on a desktop, notebook, pen-based, or
multi-touch-based computer that is, or can be, connected to the
Internet. If you're running another edition of Windows 7, you can
still use all or most of the information you'll find here. However,
we do talk about some features that aren’t included in either the
Starter or the Home Basic edition, and we don’t deal with some
additional features that you'll find in Windows 7 Professional,
Enterprise, and Ultimate editions.

No Computerspeak!

Let's face it—when there's a task you don’t know how to do
but you need to get it done in a hurry, or when you're stuck in
the middle of a task and can't figure out what to do next, there's
nothing more frustrating than having to read page after page
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of technical background material. You want the information
you need—nothing more, nothing less—and you want it now!
And it should be easy to find and understand.

That's what this book is all about. It's written in plain
English—no technical jargon and no computerspeak. No
single task in the book takes more than two pages. Just look
up the task in the index or the table of contents, turn to the
page, and there's the information you need, laid out in an
illustrated step-by-step format. You don’t get bogged down
by the whys and wherefores: Just follow the steps and get your
work done with a minimum of hassle. Occasionally you might
have to turn to another page if the procedure you're working
on is accompanied by a See Also. That's because there's a lot
of overlap among tasks, and we didn't want to keep repeating
ourselves. We've scattered some useful Tips here and there,
pointed out some features that are new in Windows 7, and
thrown in a Try This or a Caution once in a while. By and large,
however, we've tried to remain true to the heart and soul of
the book, which is that the information you need should not
only be available to you at a glance—it should also be plain
and simple! So, whether you use Windows 7 on one home
computer, on several computers that are part of a home
network or a homegroup, or in a home office, we've tried
to pack this book with procedures for everything we could
think of that you might want to do, from the simplest tasks
to some of the more esoteric ones. We've also tried to find
and document the easiest way to accomplish these tasks.
Windows 7 often provides a multitude of methods to achieve
a single end result—which can be daunting or delightful,
depending on the way you like to work. If you tend to stick
with one favorite and familiar approach, we think the methods
described in this book are the way to go. If you like trying
out alternative techniques, go ahead! The intuitiveness of
Windows 7 invites exploration, and you're likely to discover
ways of doing things that you think are easier or that you like
better than ours. If you do, that's great! It's exactly what the

2 A Quick Overview

developers of Windows 7 had in mind when they provided so
many alternatives.

A Quick Overview

Your computer probably came with Windows 7 preinstalled,
but if you do have to install it yourself, the Setup wizard makes
installation so simple that you won't need our help anyway.
Next, you don't have to read this book in any particular order.
It's designed so that you can jump in, get the information you
need, and then close the book (but keep it near your comput-
er!). However, that doesn't mean we scattered the information
about with wild abandon. The tasks you want to accomplish
are arranged in two levels. The overall type of task you're
looking for is under a main heading such as “Finding a Web
Page,” "Creating Quick Access to a File or Folder,” and so on.
Then, in each of those sections, the smaller tasks within the
main task are arranged in a loose progression from the sim-
plest to the more complex. OK, so what's where in this book?

Section 2 covers the basics: starting Windows 7 and
shutting it down; starting programs and working with program
windows; using shortcut menus; working with files, folders,
and libraries; and getting help if you need it.

Section 3 focuses on accessing and organizing your
files and folders: moving, copying, deleting, compressing,
classifying, sharing, and archiving them; copying files to CDs
or DVDs; recovering deleted items; creating new libraries; and
using removable memory devices. We also provide illustrations
of the many window view settings for Windows 7, with explan-
ations about when and why you'd choose one view over
another, and then how to go about changing the view to suit
your particular needs.

Section 4 is all about running programs. We take a look
the Ribbon, whose tabs put at your fingertips everything
you need to compose professional-looking documents, and
we introduce you to Calculator. We also look at some of the
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other programs that come with Windows 7: the On-Screen
Keyboard, the Sticky Notes program, the Windows Journal,
the Snipping Tool for capturing screen images, and a bunch
of useful little gadgets you can keep on your Desktop. There's
a short section here for MS-DOS fans, and another about
running older programs.

Section 5 is where you'll go to make your computer truly
yours. You can customize just about everything in Windows 7,
including your Desktop background, screen saver, folders,
Desktop icons, account picture, taskbar, and Start menu. You
can check out some alternative ways of working, and, if you
sometimes work in another part of the world or use another
language, you can customize your keyboard to that area
and language.

Section 6 helps you explore the Internet with Internet
Explorer. Here's where we talk about finding a specific
Web page or returning to a favorite site, finding all sorts
of information on the Web, saving a Web page or copying
information from it, and setting your own home page or
pages. We also discuss controlling those annoying pop-up
windows, and deleting your browsing history to keep your
Web surfing private.

Section 7 is devoted to playing games, including Chess
Titans, Mahjong Titans, and six other familiar games to keep
you challenged and entertained, as well as three games—
Comfy Cakes, Purble Shop, and Purble Pairs—that will delight
the youngest members of the family. If you want to venture
out into cyberspace, you can do friendly battle with an
opponent over the Internet.

Section 8 explores the many options Windows 7 gives
you for viewing and working with your photographs and other
pictures. You'll find detailed explanations here that will help
you choose which of the many photographic tools is exactly
right for what you want to do. We show you how to use an
add-on program'’s editing tools to crop your pictures, change

their resolution, remove “red eye,” and create impressive
panoramic photos. We also talk about using the Paint program
to draw your own pictures.

Section 9 deals with multimedia, and we include detailed
information about using Windows Media Player and Windows
Media Center. You'll learn how to create playlists, copy CD
music, synchronize your media with portable devices, share
your media libraries, create video DVDs, record live video,
download video from your camera, and make a movie.

Section 10 is about sounds—controlling the volume
of the sounds your computer makes, creating sound files,
designing your own sound themes, associating sounds with
events, and so on. However, the majority of this section is
devoted to Windows 7's speech-recognition system that
makes it possible for you to direct your computer with voice
commands. Alternatively, you can have a program called
Narrator read aloud the contents of your computer screen—
a valuable feature if your eyesight isn't what it once was!

Section 11 answers questions about printing your docu-
ments or setting up your printer. Windows 7 makes it a
snap to print your photographs, and we also show you how
to print readable Web pages. We also talk about creating
documents in the XPS format, which makes it possible for
your documents to look exactly the same regardless of the
computer you use to open or print them. We also discuss
scanning and digitizing documents, images, and anything—
feathers, flowers—with an interesting texture or pattern.

Section 12 covers the many ways in which you can
communicate, including sending and receiving faxes. We
discuss e-mail clients, Webmail, and Windows Live Mail so
that you're clear about their differences and the ways in which
each of them works. It's quick and easy to send photos and
documents via e-mail, and you'll learn about connecting with
your contacts and creating a contacts group so that you can
send the same information to a group of people.

A Quick Overview 3
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Section 13 is about networking. Here, we talk about the
types of networks you might encounter, with special emphasis
on the advantages of setting up and using a homegroup.
You'll learn how to share files and folders, and how to connect
to your network in several different ways, including creating
a VPN (Virtual Private Network) connection, connecting over
the phone, connecting to public wireless networks, and even
connecting to a network without having a network.

Section 14 is about setting up your computer. This is
where you'll find information about transferring your files,
folders, and settings from one computer to another without
losing any information. You'll learn how to turn Windows
features on or off and how to set up your homegroup,
modem, Windows Live programs and Windows Live Mail,
Internet access and connections, Backup program, Fax,
local and network printers, and any other hardware.

Section 15 deals with Security, with a capital "S"! Here, we

cover all the ways you can protect yourself and your computer.

We show you how to set up secure passwords to deny access
to your computer when you're not around, restrict user rights,
use parental controls to keep children safe, protect yourself
from spyware, set up a firewall to prevent intrusions from the
Internet, protect your personal information on the Internet,
increase your protection against dangerous e-mail viruses,
and install critical fixes.

Last but not least, section 16 concentrates on doing
some maintenance to tune up Windows once in a while, modi-
fying settings to optimize the way your computer works, and
adjusting settings for pen and touch input. And if something
does go wrong with your system, we help you diagnose and
fix the problem or, if necessary, show you how to get help to
get the system running properly again.

4 What's New in Windows 7?

What's New in Windows 7?

What's new for you depends on which operating system
you've been using. If you've been using Windows XP or an
earlier version of Windows, you'll find many new remarkable
and powerful features to enhance your time on the computer.
If you've been using Windows Vista, you'll already be familiar
with many of the features in Windows 7, but you'll find many
of them much friendlier and easier to use.

The first thing you'll notice is that Windows 7 doesn’t look
like Windows XP. An impressive feature of Windows 7 is its
Aero Glass appearance. If your computer’s hardware supports
this feature, parts of windows and other Windows elements
can be transparent, semitransparent, or colored as you want.
You can see dazzling 3-D effects when you switch between
windows, and everything on your screen looks really clear
and sharp. You'll notice improvements in other visual effects,
including the increased clarity of pictures and videos, and
you'll see some significant differences between the features
of Windows 7 and those of Windows XP. For example, the
Start menu doesn’t have all those cascading submenus to
navigate, and the folder windows aren’t cluttered up with
different toolbars; instead, the toolbar that remains changes its
content depending on the types of folders or files contained
in the windows. You'll also notice that the menus seem to have
disappeared. Fear not! They're still there (just press the Alt
key) but are hidden and mostly unnecessary. You'll see that
folder windows can have different panes so that you can easily
navigate among folders, see detailed information about an
item, and even peek at a preview of a file without opening the
file. Available previously only in special editions of Windows,
the Media Center and Tablet PC tools are now included in
Windows 7. With Media Center, you can watch movies and
even live TV. You can record shows, play music, and make
your computer the center of your entertainment world. The
Tablet PC tools are specialized tools that give you the power
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to do most of your work directly on the screen, especially if
you use the Ink feature, which enables you to use your own
handwriting in your programs.

Another remarkable feature of Windows 7 is its ability
to conduct any type of search from almost anywhere on your
computer. If you need to find a document, just search for
it from the Start menu or from within any window. If you're
saying, “Well, what's so new about that?", try this: Press the
Windows key, and then type part of the name of any program,
folder, or file. The Windows key opens the Start menu, and,
as you type, the results of your search appear on the Start
menu. Type another letter or two, and the search results get
narrowed down.

You'll find other features that make working on your
computer easier than ever, including links in each window—
some set up by Windows and others you create yourself—that
allow you to jump to your favorite locations. There's also the
Address bar, which helps you locate all the different places you
want to explore. Windows 7 has grouped many of the tools
and features you need into task-oriented centers. For exam-
ple, there's the Mobility Center, which helps you set up your
portable computer when you're on the road; the Network And
Sharing Center, which helps you configure, control, secure,
and navigate your network; the Ease Of Access Center, which
helps you modify computer settings to improve your access
to the computer; and the Action Center, where you track all
your security and maintenance needs and make whatever
adjustments are required.

If you've used Windows Vista, you'll find all sorts of
additions to make your work easier. The new Jump Lists on the
taskbar and Start menu reduce the number of steps it takes
to find and open files or execute your most commonly used
actions. You'll find the taskbar to be much improved—you
can attach your frequently used programs directly to it, so
starting a program is just a click away. Finding files is also a

lot easier, with files of the same type arranged in common
libraries regardless of where they're stored. This means that

a Pictures Library will hold all your pictures, whether they're in
your My Pictures folder, your Public Pictures folder, or some
other folder you've included in that library. Windows creates
libraries for your documents, music, pictures, and videos, but
you can also create additional libraries. The libraries are also
shared with Media Player and Media Center, so all your music,
photos, and videos will always be available. You can even share
these libraries over your home network with other computers
running Windows 7 by creating a homegroup. A homegroup

is a new networking tool that makes sharing files, printers,
and other devices simple and easy. Windows 7 is loaded with
new wizards that step you through some of the more complex
operations, and new troubleshooters that help you solve
problems. A powerful but annoying security feature that was
introduced with Vista—the User Account Control (UAC)—has
been substantially improved and made a lot less annoying!
Designed to prevent either malicious or accidental damage

to your system by requiring Administrator approval for many
actions, Windows 7's UAC not only greatly reduces the number
of times this approval is required but also lets you set the level
of protection you want.

Sometimes just a few simple changes make your work on
the computer a lot easier. Windows 7 introduces three features
that make working with windows much more pleasant: Aero
Snap, Aero Shake, and Aero Peek. Aero Snap helps arrange
the windows by snapping to certain sizes—taking up the left
half of the screen, for example, by dragging the window to the
left edge. Aero Shake is one you've got to try: When there are
multiple windows open on the Desktop, just use the mouse to
grab one by the title bar, shake the window a bit, and all the
other windows become minimized. Aero Peek is controlled
by a little bar at the end of the taskbar: Point to this bar, and
all the windows become transparent so that you can see the
Desktop. Click the bar, and all the windows become minimized.

What's New in Windows 7? 5
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Windows 7 also has some features for specialized
equipment. If you have a computer that supports multi-touch
input, many Windows features really come alive. And with the
Play To feature in Media Player, you can send your multimedia
to different devices—another computer, a networked photo
frame, or even an Xbox 360 console. You'll also find much
more support for and information about those devices that
you can attach to your computer.

One of the most notable changes in Windows 7 is what
isn't included. You might have become used to using Windows
Mail, Photo Gallery, MovieMaker, and Messenger. These pro-
grams no longer come with Windows, but enhanced versions
of them, as well as some additional programs, are available
for download as part of the Windows Live Essentials suite.
Another missing part for some people is Internet Explorer; in
much of Europe, for example, Internet Explorer isn't included
in Windows. It's up to the computer manufacturers to decide
which browsers are available on new computers. However,
you can always download Internet Explorer from Microsoft.

So what's new for you in Windows 7? Aside from all the
new tools and features we've just described, perhaps what's
new in Windows 7 is a feeling of renewed confidence that
you can easily and safely do what you want on your computer
without worrying that someone or something will cause you
all sorts of trouble.

A Few Assumptions

We had to make a few educated guesses about you, our
audience, when we started writing this book. Perhaps your
computer is solely for personal use—e-mail, surfing the
Internet, playing games, and so on. Perhaps your work allows
you to telecommute. Or maybe you run a small home-based
business. Taking all these possibilities into account, we
assumed either that you'd be using a stand-alone home
computer or that you'd have two or more computers

6 A Few Assumptions

connected so that you could share files, a printer, and so on.
We also assumed that you have an Internet connection.

Another assumption we made is that—initially, anyway—
you'd use Windows 7 just the way it came, and that your
computer is capable of using all the features of Windows 7,
meaning that your computer supports the Aero Glass trans-
parent appearance. Also, although we assumed that you'd be
using your mouse to execute commands and navigate around
your computer, we know that many people prefer to accom-
plish just about every task by using the keyboard only.

If you decide to change the appearance of Windows 7—
by reverting to the look of a previous version of Windows,
for example—or to hide some screen elements and display
others, you can quickly and easily customize almost every-
thing. However, because Windows 7's default setup makes
accomplishing your work so easy—and because our philoso-
phy is that work should be as stress-free and pleasant as
possible—the default setup is what we've shown in the
procedures and graphics throughout this book.

A Final Word (or Two)

We had three goals in writing this book:

e Whatever you want to do, we want the book to help you
get it done.

e We want the book to help you discover how to do things
you didn’'t know you wanted to do.

e And, finally, if we've achieved the first two goals, we'll be
well on the way to the third, which is for our book to help
you enjoy using Windows 7. We think that's the best gift
we could give you to thank you for buying our book.

We hope you'll have as much fun using Windows 7
Plain & Simple as we've had writing it. The best way to learn
is by doing, and that's how we hope you'll use this book.
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What's Where in Windows 7?
Starting Up

Leaving Your Computer
Starting a Program
Accessing Your Documents
Files, Folders, and Libraries

Quickly Finding a Program, File,
or Folder

Accessing Everything
Switching Among Open Windows
Managing Windows

Using Shortcut Menus for Quick
Results

Using Jump Lists for Quick Access
Getting Help

Jump Right In

m Windows 7 is designed to work for you, not you for it. You'll

find that there are often several ways to accomplish one
task. Why? Because people work differently. Because different
tasks have different requirements. And because you want to find
the way that works best for you, get your work done quickly,
and then get away from the computer and live your life!

The procedures described in this book are simple and
straightforward, and you can often use automated methods
to get the more complex tasks done easily. This section of the
book covers the basics: starting Windows 7 and shutting it down,
starting programs, switching users without having to shut down
all your running programs, accessing your documents, arranging
your open windows, using the mouse, getting online help, and
so on. There's also a handy visual glossary on the following two
pages that will help you become familiar with the various fea-
tures of the Windows 7 environment.

You'll want to feel comfortable with the basics before you
do any customizing, so don't change anything yet. The best
way to learn about running programs, managing windows, and
getting help if you do get into trouble is to jump right in and
try things out.
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What's Where in Windows 7?

Windows 7 is your working headquarters—the operating that were designed to work together in the Windows 7 envi-
system that lets you run different programs simultaneously ronment so that once you learn how to do something in one
and share information among programs if you need to. Most program, you'll know how to do it in other programs.

of the programs you'll be using have common characteristics
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Take a look at the different parts of the Windows 7 envi-
ronment displayed on these two pages—what they do and
what they're called—and you'll be on the road to complete
mastery. The way Windows 7 was set up on your computer,
as well as the many ways in which you can customize

Shortcut menu

Account
picture

Desktop icon

Start menu — .

Windows 7, can make drastic changes to the look of your
Desktop, but the basic concepts are the same. And, if you
need to, you can always come back to this visual glossary
for a quick refresher on Windows 7 terminology.

Aero Glass appearance
Subfolder (folder inside another folder)

Running program

Windows Minimized Photo Show

Explorer window slide show Desktop

button of a running as Desktop button
program background

What's Where in Windows 7?


http://www.it-ebooks.info/

Starting Up

Windows 7 and your computer are designed to exist in more
states than just being on or off. If you've been gone for a
while, if you've unplugged your computer, or if you're using
it for the first time, you'll need to bring it to life from its "off”
state. Just like humans, Windows 7 and your computer both

Start or Wake Up a Computer

Move the mouse or press a key on the keyboard to see
whether the computer is really off or just sleeping, or if
it's simply resting with the screen off.

@ If the power button or power indicator is blinking, press
the power button to wake up the computer.

If the computer is really turned off, turn on the com-
puter, the monitor, and any peripheral devices—your
printer, for example—and wait a moment for Windows
to load.

@ Click your user name.

® D
Personal accounts are very powerful. Each user of the com-
puter has his or her own folders for storing documents, and
each user has individual and specific settings. You should

never use someone else’s account! If you do, everything from

files to e-mail messages could be misplaced or lost.

love to sleep. In the computer world, “sleep” is a state in which
the computer stores your information on the hard disk and
keeps it in memory, enters a very low-energy state, and then
returns to full activity very quickly.

How to Get Your Computer Going

Its state What you can do

Off Press the power button, and log on.

Sleep Press the blinking power button or lift
the laptop cover, and log on if required.

Hibernate Press the power button, and log on if
required.

On, with a Move the mouse or press a key.

blank screen

On, with a Move the mouse or press a key, and log

screen saver on if required.

On, locked Enter your password, or click Switch User

to log on using a different name.

See Also ‘

“Leaving Your Computer” on the facing page for information
about putting the computer to sleep, turning it off, restarting
it, or locking it.

10 Starting Up
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Leaving Your Computer

If you walk away from your computer for more than a few
minutes—or even for a few seconds if your computer is acces-
sible by others—you'll want to either lock the computer or
switch it to a low-power state that saves energy. When locked,
the computer can still function, but your files, settings, and
programs aren’t accessible and can't be viewed by others.

Leave It

@ Click the Start button.

‘ If the action you want is displayed, click the appropriate
button.

If the action you want isn't displayed, point to the arrow
and choose the action you want:

« Switch User to keep your programs running in the
background (but inaccessible until you log on again),
allowing another user to log on.

 Log Off to close all your programs but leave the com-
puter running so that another user can log on.

« Lock to deny access to anyone except those you've
authorized to log on to this computer.

* Sleep, and wait for Windows to save your work and
then go to sleep.

« Hibernate, and wait for Windows to save your work
session and turn off.

« Shut Down to close all your programs and turn off the
computer.

Restart to shut down the computer and then restart it.

If you want to grant access to another user, you can let the
other person log on and use his or her own settings. If you
need to be away from the computer for extended periods,

or you want to add features or move the computer to a new

location, just turn it off.

.I Getting Started

J Calculator

Q Windows Media Center
Sticky Notes

% Snipping Teal

s eoin

;% Magnifier

0“ Solitaire

Q Hearts Switch user

Log off
Lock

,é’ Internet Spades

»  ANPrograms Lt

Sleep
Hibernate

v
I |

See Also "

“Customizing the Start Menu” on page 99 for information
about customizing which action is the default and is shown on
the appropriate button.

Leaving Your Computer
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Starting a Program

The real work of an operating system is to run software
programs. Windows comes with a wide variety of programs,

and you can install additional (and often more powerful) ones.

Most programs are listed on the Start menu, but Windows

Start a Program

' Do any of the following:

« Click the Start button or press the Windows key,
and choose a program from the Start menu.

¢ Click the program if it's shown on the taskbar.

« Click the Start button or press the Windows key, type
the first few letters of the program you want to run,
and, after the search results on the Start menu show
the program, press Enter or click the program.

« Click the Start button, point to All Programs, click any
relevant folders to display or expand their content,
and click the program you want.

« Point to and then double-click the program icon on
the Desktop.

« Click Windows Explorer on the taskbar, navigate to
the location of the program or file associated with the
program, and double-click the program or file.

« Click a library on the Start menu, locate the file that’s

associated with the program, and double-click the file.

« Insert the disc or removable drive that contains a
program designed to run from the disc or drive, and
choose to run the program.

' Use the program, and close it when you've finished.

12 Starting a Program

gives you several ways to start your programs so that you
can choose the way you like best. The programs listed below
are only some of the programs that come with Windows.
You'll find descriptions of the others elsewhere in this book.

Frequently Used Windows 7 Programs

Program

Purpose

Calculator

Does arithmetical, programming, sta-
tistical and date calculations as well as
conversions.

Character Map

Inserts special characters from installed
fonts.

Internet Explorer

Functions as a Web browser and an HTML
document viewer.

Magnifier Magnifies sections of the screen.

Notepad Creates, edits, and displays text
documents.

Paint Creates and edits bitmap pictures;

imports and edits scanned images and
digital pictures.

Sound Recorder

Creates digital sound files.

Media Center

Plays, records, and organizes multimedia.

Media Player

Plays sounds, music, and videos.

Math Input Panel

Converts handwritten equations and
formulas into type.

WordPad

Creates, edits, and displays text, Rich Text
Format, and some Word documents.
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Accessing Your Documents

The Documents Library is an inventory of your documents
on the computer. Only documents stored in folders that have

been included in the Documents Library are listed.

Open a Document

' Click the Start button, and choose
Documents from the Start menu to
open the Documents Library.

' Click a file to select it.
' Review the properties of this file.
' Click the Show The Preview Pane

the preview.

' Double-click the file to open it, or

' Click the Close button when you've
finished.

Navigation —f
button to review the contents of this pane
file. Click the button again to close
press Enter to open the selected file.

~

folders are displayed.

.

“Using Jump Lists for Quick Access” on page 25 for information
about using Jump Lists to access files when starting a program.

“Windows Views" on page 28 and “Changing the Window View"
on page 30 for information about changing the way files and

“Add a Folder to a Library” on page 50 for information about
adding a folder to an existing library, and “Create a New Library”
on page 51 for information about creating new libraries.
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Each user of the computer (provided he or she has logged on)
has a separate Documents folder, as well as other personalized
settings. Files in your Documents folder, as well as those in the
Public Documents folder, are automatically included in your
Documents Library.

Accessing Your Documents
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Mouse and Keyboard Maneuvers

Windows lets you work the way you want. You can move
around, choose items, and do much of your work using only
the mouse, only the keyboard, or a combination of the two.
With the mouse, you can jump directly to the point you want,
grab and move things, and quickly choose commands. With
the keyboard, you can do most things by using keyboard
shortcuts or by moving around using the Tab key or the arrow
keys. The way you work is up to you, and you might find that
a combination of the two methods gets things done quickly,
efficiently, and, most important, comfortably for you.

Mouse Moves

Point: Move the mouse until the mouse pointer (either a small
arrow-shaped pointer or a tiny hand) is pointing to the item
you want.

Hover: Point to an item and keep the mouse stationary.

Click: Point to the item you want, and then quickly press down
and release the left mouse button.

Double-click: Point to the item you want, and then quickly
press down and release the left mouse button twice, being
careful not to move the mouse between clicks.

Right-click: Point to the item you want, and then quickly
press down and release the right mouse button.

Select: Point to an item, and click to select it. To select an
icon when the system is set to open an item with a single click,
point to the icon but don't click. A selected item usually is a
different color from other similar items or is surrounded by

a frame.

Multiple-select: To select a list of adjacent or sequential
items, click the first item, hold down the Shift key, and click the
last item. To select or deselect nonadjacent items, hold down

14 Mouse and Keyboard Maneuvers

the Ctrl key and click each item you want. (Note that not all
windows and dialog boxes permit multiple selection.)

Drag: Select the item you want. Keeping the mouse pointer on
the selected item, hold down the left mouse button and move
the mouse until you've "dragged” the item to the desired loca-
tion; then release the left mouse button.

Keyboard Moves

Keyboard shortcuts: Press two or more keys in combination
or consecutively. Keys you press in combination are linked with
a plus sign, so Ctrl+C means hold down the Ctrl key and press
the C key, and then release both keys. Keys you press consecu-
tively are separated by a comma or commas, so Alt, F, X means
press and release the Alt key, press and release the F key, and
then press and release the X key.

Windows key: A special key that displays the Windows logo.
Press it by itself to open the Start menu. Many programs have
keyboard shortcuts that use the Windows key.

Arrow keys: Four keys, each with an arrow pointing in a dif-
ferent direction. Use them to move the highlight, the insertion
point, or the selection in the direction of the arrow.

Tab key: This key has various functions. In a document, it
inserts a tab character or moves you to the next column; in a
window or dialog box, it moves you from section to section.
To go in the opposite direction, press Shift+Tab.

So Many Ways to Do It

To modify the way the mouse works, see “Customizing

Your Mouse” on pages 92-93 and "Customizing Your Folders”
on pages 100-101. To work without the mouse or keyboard,
see "Directing Your Computer with Voice Commands” on
pages 206-207, "Dictating Text” on pages 208-209, and
“Letting Your Computer Do the Talking” on page 212.
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Files, Folders, and Libraries

Everything you have on your computer is contained in files.
These are those strange digital files composed of zeroes and
ones that are useless without the right program to translate
them. Fortunately, in most cases, if you have a file on your
computer, you also have at least one program that can use
it. You have operating-system files that make Windows run,
application files that run the programs you use, and data files
that store the information used by the programs. In most
cases, you'll do the majority of your work with data files.

For example, if you have a digital picture, it's a specific type
of data file that can be used by programs such as Paint or
Windows Live Photo Gallery. If you have a Word document
file, the data file contains all the words and formatting that
you can access by using Microsoft Word.

The way Windows and programs quickly recognize the type

of file is by the part of the file's name called the extension.

This is the last few letters of the name, the part that follows
the period. For example, a file called mystory.txt is a text file,
as indicated by the .txt file extension. You might not always
see the file extension in Windows Explorer, depending on your
settings, but Windows and the programs can always see it

and know to open it as a text data file in Notepad, WordPad,
or Word.

Folders are ways to organize your files and group them
together by type. For example, you might want to keep all
your documents, including any Word documents, text files,

PDF files, Excel files, and so on, in your My Documents folder,
and all your picture files in your My Pictures folder. You can
create additional folders and, for an even greater level of orga-
nizing, create folders inside folders, often called subfolders. By
creating folders and placing specific types of files in them, you
can set up whatever method of organization you want.

One difficulty with creating multiple folders used to be
gaining quick access to their content. Not anymore! Let's say
you're looking for a Word file, which could be in your My
Documents, Public Documents, or your newly created Work
Documents folder. Now, with Windows 7, when you go to your
Documents Library—provided you've added the Work Docu-
ments folder to the Documents Library—you’ll see the content
of all three of these folders in one place, making it easy to
locate the file. The same is true for the other libraries—all your
pictures will be shown regardless of their location, and so on.
You can also control which folders are included in each library,
so if you want to keep certain items out of the library, such
as all those confidential memos, you can put them in a folder
that hasn't been added to the library.

You can also create your own libraries and designate
which folders you want to be included. For example, if you
have a big project, you might create one folder for text,
another for art, and a third for data. Add each of these to your
Project Library, and you'll see all the files in one place.

Files, Folders, and Libraries 15
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Quickly Finding a Program, File, or Folder

You know it's there somewhere, but where? Instead of wasting not only can you search for a program, file, or folder name or
time digging through all the menus or folders you think might even part of its name, you can also search for words that are
hold that program, file, or folder you need, why not have contained in a file.
Windows 7 do the searching for you? With the Search feature,
Search for the File or Folder ’
' Click the Start button, and start typing in the Search box the U"f”::::l:'l |

name, or part of the name, of the file or folder you want, or Fdens ¥ open

text that you know is contained in the file. Elbsin Cogttse et

Music (1) st

' As you type, you'll see the search results. If there are too many @My tdess Share Wit :

results, type more of the name to narrow the search, or include preang it

the file extension if you know it. ,,;,0::1]_ :::pmumm =

= Finsll i
E Finally an ides cut

' If you see the file or folder you want, do either of the following:

Copy
« Click it if you want to run the default action for that type Delte
of file or folder. For a document, this means to open it in its S il focaion
default program; for a program, it means to run the program; Sudswoal ‘
for a folder, it means to open the folder. e S —
. . . . ‘— — i3 » Shutdown | » |
* Right-click the file, and choose the action you want from the
shortcut menu. ﬁ@ I

' If you don't see the file or folder, do either of the following:

¢ Click See More Results to open a window containing all the

search results, and then locate your file or folder. w
+ Click a type of file to open a window with all the results for
searches for files and folders throughout your
computer. However, by default, it searches for file
See Also ‘
want to search for files by content anywhere on
See "Changing Search Options” on page 321 for information about your computer, you can change the way Windows

that type of file, and then find your file or folder. Bl g sgadn e dre SiErd mand, Windens
content only in locations that are indexed. If you
customizing the way Windows searches files and folders. searches and which locations are indexed.
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Searching a Specific Location

A computer can end up containing a lot of files. Instead of and even add other restrictions to further narrow the search.
scrolling through a long list of files, you can search the library You can also search locations on your network.
Refine Your Search ’
' Click Windows Explorer on the taskbar to open R secrtovocains s
a window if one isn't already open. o s i hiet
i Fwvanite Documents library
' Navigate to the location you want to search. 5 Doweiots = o
O Wacend Places. L inner menu e WSION 5T AN
' Click in the Search box and type your search text. 5 e Chrryeioh s
‘_' o 3 irime AT i oo B
' If you can't easily find the item, click in the Search box g e T L am
again, select a search filter, and enter the information to N Moo R oTE TS
refine your search. Add any other search filters you want NCh L L
to use, and select or enter the value for the filter. L sdeby sice o 1w 1290
ebwark - aried st A baginning of xiiean th 1WA KE
' Find your file in the window. iy Wk s
Kitchen suggestions with table ate moddied 119/2006 10:43 AM
ey et s
p 10 iterns

See Also ‘

"Changing Indexing Options” on page 322 for information
about customizing the way Windows indexes files and folders.

=

Create and run a search that you know you'll probably want to
redo in the future. Click the Save Search button, and name the
search. In the future, click the search in the Favorites section
To remove a search and restore the full content of the window, of the Navigation pane of any window. Windows will run the
click the X at the right of the Search box. search and will show the updated results.

Searching a Specific Location 17
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Accessing Everything

Windows Explorer is the gateway to your computer’s contents.
It displays the icons that represent all your local storage areas:
removable disk drives, hard disks, CD and DVD drives, and so

Open Any Folder

\

w

' Click Windows Explorer on the taskbar to open
a window.

' If the location you want to go to is visible, click it.

' If the location isn't visible, move the mouse over the
Navigation pane and click the right-pointing arrows
to display the folders or items contained in each item.
Continue clicking the arrows until the location you
want is displayed.

' Click the location to display its contents in the window.

' To open a folder or a file in the window, double-click it,
or, if the folder or file is already selected, press Enter.

"Accessing Your Homegroup” on page 249 and “Sharing with
Your Homegroup” on pages 250-251 for information about
accessing files in your homegroup, and “Connecting to a
Network Computer” on pages 256-257 for information about
accessing files over a network.

on, as well as your homegroup and other shared network files.
From here you can access your libraries or venture as deep
into the folder structure of your computer as you dare.
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To open a file that you used recently, point to the program
that you used on the Start menu and choose the file from the
list that appears. If the program is on the taskbar, you can also
right-click it to see the list of recently used files.
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Explore

' Do either of the following:
» Click a location to return to it.

« Click a down arrow to see a list of locations you can
go to, and click a location to go to it.

' Click the Back button to return to the previous window,
or click the Forward button, if available, to move to a

folder you visited previously and then left using the
Back button.

' Click Recent Pages to see a list of windows you visited
since opening Windows Explorer.

' Click a link in the Favorites section of the Navigation
pane to go to that location. Click Recent Places to see
a list of locations you've visited recently.

' To open a folder in a new window, hold down the Ctrl
key and double-click the folder.

See Also ‘

“Add a Link” on page 39 for information about adding your
own destinations to the Favorite Links list.
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When you use the Address bar to navigate, you're using the
traditional “path” structure in which items are organized in
a hierarchy—for example, a drive contains certain folders,
a folder contains subfolders, those subfolders contain more

subfolders, and so on.

Accessing Everything 19


http://www.it-ebooks.info/

Switching Among Open Windows

Whatever your working style, it's likely that you'll end up
with more than one window open on your computer—your
Documents Library window and the Network window, perhaps,

Select a Window

‘ On the taskbar, point to either Windows Explorer to
locate a folder or library window, or to a program to
locate files that are open in that program.

‘ Use the thumbnail image of the window to confirm
that it's the one you want. If you can't tell from the
thumbnail whether you're looking at the correct item,
move the mouse over the thumbnail to see a full-screen
preview of the window.

‘ Click the thumbnail on the taskbar to switch to that
window.

Switch Windows

‘ Hold down the Alt key and press the Tab key to
display the open windows. Continue pressing the
Tab key while holding down the Alt key to cycle
through the open windows.

‘ Release the Alt key when the window you want
is selected.

The icon on the taskbar for a program with multiple files open
has a stacked appearance instead of the flat appearance of a
program pinned to the taskbar with no open files.

or a couple of program windows. Instead of closing one
window to get to another, you can simply switch windows.

Hold down the Windows key and press the Tab key. Each
window will be shown in 3-D. Continue holding down the
Windows key and pressing the Tab key until the window you
want is on top.
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Hide the Windows

‘ Move the mouse pointer over
the Show Desktop button to use
the Aero Peek feature and to see
the Desktop and the outlines
of the open windows.

‘ Move the mouse pointer away from
the Show Desktop button to display
the windows again.

‘ Click the Show Desktop button to
minimize all the open windows.

ATy w

If you don't see the windows in 3-D when
you use the Windows and Tab keys, and
don't see the thumbnail and full-screen
previews, then either your computer
doesn't support the Aero Glass features
or these features have been disabled.

=
.

With more than one window visible

on the screen, point to the title bar of o
a window, hold down the left mouse / Bl [

button, and shake the window until all ' Thecolr f e varus st d sovcesshud e s e
the other windows become minimized. fodbme heok bt ahe est e 557 ok o Peet
This is the Aero Shake feature that's

similar to the Aero Peek feature.
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Managing Windows

“Managing” a window means bossing it around: You can move
it, change its size, and open and close it. Most programs are
contained in windows. Although these windows might have

Use the Buttons to Switch
Between Sizes

' Click the Maximize button, and the
window enlarges and fills the screen.
(If the window is already maximized,
you won't see the Maximize button.)

' Click the Restore Down button, and
the window gets smaller. (If the
window is already restored, you won't
see the Restore Down button.)

@ Click the Minimize button, and the
window disappears but you can see
its name on a button on the taskbar.

' Point to the icon for the window,
and click the window you want. The
window zooms back to the size it was
before you minimized it.

To automatically arrange all the windows
on your Desktop, right-click a blank spot
on the taskbar, and choose the arrange-
ment you want from the shortcut menu.

22 Managing Windows

some different features, most program windows have more
similarities than differences.
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Use the Mouse to Move and Resize a Window

' Do any of the following: ;:E T o Ve i
+ Move a window by pointing to the window's title bar, 0 o= L TR
clicking and holding down the left mouse button, and :
then dragging the window to a new location. Hiican

Move a window to the left until the mouse pointer
touches the edge of the screen, and then release the
mouse button to resize the window so that it takes up
the left half of the screen.

Snacks

Herb Bread, Roasted Garlic, Olives, Assorted Vegetables and Meats, Caviar
Salad

Insalats Caprese con Arugula

Soup

Indonesian Watercress Soup

Fish

Broiled Salmon with Cucumber Salad

Sorbet

» Move a window to the right until the mouse pointer S Rammey St
touches the right edge of the screen, and then release R e
the mouse button so that the window takes up the
right half of the screen.
* Move a window until the mouse pointer touches the SLR e Mool
(= = Virw
top edge of the screen, and then release the mouse A T T 5
button to maximize the window. Pl B Tl Z A (] D e
 Double-click the title bar to restore a maximized Dinner
window or a window moved to take up half the screen Snacks
to its original size. For other windows, double-clicking B S
the title bar will maximize the window. T
Indomesian Water cress Soup
' To resize the window to any size you want, move the - —
mouse over one of the borders of the window until the O
mouse pointer changes into a two-headed arrow. Drag | B

the window border until the window is the size you
want. If the mouse pointer reaches the top of the screen,
the bottom of the window will automatically be resized
to reach the bottom of the screen.

See Also ‘

“Managing Windows Arrangements” on page 320 for information
about disabling both the Aero Snap and the Aero Shake features.

The automatic resizing of a window when the mouse pointer
reaches the right, the left, or the top of the screen is called
Aero Snap. This feature works only if your computer is capable
of supporting the Aero Glass features.
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Using Shortcut Menus for Quick Results

Windows 7 and the programs that work with it were designed
to be intuitive—that is, they anticipate what you're likely to
want to do when you're working on a particular task, and they

Use a Shortcut Menu Command

' Right-click an item.

' Choose a command from the shortcut menu to accom-
plish the task at hand. If the item or action you want
isn't listed on the shortcut menu:

e From the shortcut menu, choose an item whose name
has an arrow next to it to see whether the item or
action you want is on one of the shortcut menu’s
submenus.

 Check to be sure you right-clicked the proper item.

 Check the program'’s documentation or Help files to
verify that what you want to do can be accomplished
using the item you right-clicked.

LT o/ w

The tasks listed on the toolbar in a library or folder window are
also dynamic, depending on the types of files in the library or
folder, but they usually provide actions that are less specific
than those listed on a shortcut menu.

|

When in doubt, right-click! If you're not sure how to
accomplish what you want to do, right-click the item in
question, and you'll usually see an appropriate command
on the shortcut menu.

r
.

place the appropriate commands on a shortcut menu that
you open by clicking the right mouse button. These shortcut
menus are dynamic, which means they change depending on
the task in progress. ‘

@Q- Wl » Libraries » Pictures [ || Seorh Prenme P
Ovgasize = o] Preves *  Shasewith = Slde show int  Bum  Mewfolder o i@
1 Fwverte Pictures library

B Owittop Includes: T locations
16 Downdonds

1L Recent Places

Setas dusbtop background
]
Print

i Libranes
< Documents

o Music

Ratute clockwise

B Pictnns Ratate counterclockeae
B waeos
Opatiwith
o Homegreup Thare with
for Th
— Sean For Security Thorats
S Network

Right-click a blank spot on the Desktop, and note the com-
mands on the shortcut menu that appears. Right-click a blank
spot on the taskbar. Open the Start menu, and right-click an
item. Continue experimenting by right-clicking the Recycle
Bin icon and other items on the Desktop, and various files and
folders in folder windows. Amazing, isn't it?
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Using Jump Lists for Quick Access

Jump Lists, a new feature in Windows 7, are designed to

give you quick access to what you need. The Jump List for
Windows Explorer contains locations that you frequently visit.
A Jump List for a program such as WordPad or Paint lists your

Use a Taskbar Jump List

‘ Right-click the program you want to use to access
the item.

‘ Click the item you want to open.

Use a Start Menu Jump List

‘ Open the Start menu and point to the program you
want to use to access the item. (Only programs that
display right-pointing arrows have Jump Lists.)

‘ Click the item you want to open.

See Also ‘

“Customizing the Start Menu” on page 99 for information
about enabling and customizing the Jump Lists.

most recently used files. A Jump List for some of the other
features—the Getting Started feature, for example—lists
common tasks. Jump Lists exist in two places: on the taskbar
and on the Start menu.

Recent

5] Ideas

4] Notes

'i| Flower in document
s Dinner menu

= Menu daigram

" = Fruitlist

= Kitchen ideas

i Summer stories
(% Species Account

= Menu

T WordPad
o Unpin this program from taskbar
B Close window

|
_J Caleulator "
I =) Dahlias
Sticky Notes L ) Idoa
= &= Sheep
.I Getting Started L2 i feebergs 3)
Q Windows Media Center ) g e

- 042

‘— L./ P " | o

% Snipping Toal
% Magnifier
r.* Solitaire
’i Chess Titans

» Al Programs

[ search progroms and files £ | Shutdown | » |

3 =
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Getting Help

What are big and colorful; packed with information,
procedures, shortcuts, and links to online information; and
sadly underutilized? The Help programs! Of course, they
couldn’t possibly replace this book, but you can use them

Find the Information

‘ Click the Start button, and choose Help And Support
from the Start menu to open the Windows Help And
Support Center.

‘ To search for a specific item, type a keyword, keywords,
or a short phrase in the Search box, and press Enter.

‘ Click the link to the most relevant topic. If the item has
subtopics, click the subtopic you want.

‘ Review the content of the Help topic.

‘ To check out the information that's available, click the
Browse Help button to see all the topics in Help. Click
a topic, and browse to display a list of items you can

choose to view. Click a link to the main topic of interest.

If the item has subtopics, click the subtopic you want.

‘ To find other resources for help, click the More Support
Options button.

To get help about the window, dialog box, or program you're
using, press the F1 key.

26 Getting Help

to find concise step-by-step procedures for diagnosing

and overcoming problems, and to explore many aspects of
managing Windows. You can access Help from the Start menu
or from within a program.
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nizing

) Orga

In this m We all know that to work productively, with minimal stress

and frustration, we must get organized! That's where
Windows 7 comes in. Windows 7 supplies the framework—a

B Windows Views e X ! )
. . . basic file structure of libraries, drives, and some ready-made
B Changing the Window View folders, which you can either use as is or create your own file-
M Viewing File Information and folder-management system. You can organize the files
. o . ithin the folders—alph icall ize, \ )
B Arranging and Classifying Your Files within the folders—alphabetically or by size, type, date .and
so on—and move, copy, and rename files or groups of files. If
B Creating Quick Access to a File you want the people who share the computer with you to have
or Folder access to certain files and folders, you can put those items in
B Adding Direct Access to a Folder folders that are designed to .be sh_ared. Yoq can change the
. appearance of the windows in which you view your documents
or Library . . .
o ) and folders, and, depending on the information you need, you
B Organizing Your Files can view them in any of eight different views.
B Recovering a Deleted Item You can put the items you use every day on the computer’s
B Navigating with Toolbars D.esktop, just as you do on a rea}I desktop: and, to gain imme-
) ) ) diate access to a document you're preparing, you can put a
W Sharing Files with Other Users shortcut to it on the Desktop. You can take your files with you
B Copying Files to a CD or DVD by copying them onto a removable memory device, and you can
. . compress large files, either for storage or so that you can send
W Compressing Files them via e-mail. And you can use the handy toolbars to quickly
B Using a Removable Memory Device navigate your way through the information on your computer.
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Windows Views

Although Windows 7 has eight view settings, there are actu-
ally just five major categories, one of which is a single category
with four different sizes. The five major categories are lcons
view, with the choice of four different sizes of icons; List view;
Details view; Tiles view; and Content view. Additionally, you
can choose an icon size setting anywhere between the four
standard size settings. You'll probably want to experiment

to see which view is best suited for your work and for the

contents of your folders. For example, you might want to use
Icons view in a folder that contains only a few files of differ-
ent types, List view to see a vertical listing of files and folders,
Details view when you're looking for files that were created on
a specific date, Content view when you need as many details
as possible, Tiles view when you're managing pictures, and
Extra Large Icons view when you're reviewing the pictures.
The eight views are described in detail on these two pages.

Icons view: The four icon sizes are Extra )
Large, Large, Medium, and Small. In most Gu
cases, it's only the size of the icon—not e
its content—that changes in any of these
four settings. However, in Small Icons view,
you'll see only the icons; in the other views, Extra Large —
Windows 7 shows you a preview of the Icons view
file—if it's available—as part of the icon.
Each icon size has its purpose. For example,
the Extra Large Icons setting is the best

way to view pictures in detail, and to get a
good view of the contents of a folder and its
subfolders. It is, however, an inefficient use
of space to have a file represented only by
an icon. On the other hand, the Small Icons
setting lets you view a large number of files
but provides little detail about pictures, file
contents, or folder contents. The icons are
arranged in horizontal rows, and, if there are
too many files to be shown in the window at
one time, you simply scroll vertically to see

Medium —
Icons view

the remaining files.

28 Windows Views
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Accessing and Organizing

List view: This view displays small icons representing

files and folders in a vertical listing that can snake through
multiple columns. The name of the folder or file is listed
next to the icon. If there are too many files to be shown in
the window, you scroll horizontally to see the additional
columns and the remaining files.

Details view: This view displays small icons in a single-
column list that shows the name of the file or folder and
includes details such as size, type, and date. The details
shown depend on the types of files in the folder, and you
can customize the details that are shown. If you can't see
all the details, just scroll horizontally to see the additional
details. If there are too many files to be shown in the
window, you scroll vertically to see the remaining files.

Tiles view: This view displays medium-sized icons that
include the name of the file or folder, the file type, and

the file size. The files are arranged horizontally in as many
columns as will fit within the window. If there are too many
files to be shown in the window, you scroll vertically to see
the remaining files.

Content view: This view displays each file or folder on

a single line and includes information about the file that
changes depending on the type of file. For example, a
Word document might show author, tags, and date created;
a video clip shows length and frame rate.

After you've chosen the view you want, Windows 7 offers
more options. In each view, you can arrange the way the files

are sorted—for example, you can arrange the files in order by
name, size, file type, or date. If you prefer, you can arrange the

files in groups or include only items that fit specific parame-

ters. If you're in a library, you can arrange the files by the name
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Crganize Shase with Bum  Hew folder 1 e |
L Work: | Mena choices | .
| & Few More Suggestions o, e ——— LlSt vew
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..I | Work At Q12009 108 PM [
)
A Few More Suggestions ek /152006 155 PM
Accident Report & /1172009 B05 AM
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Content view —
Courses ect WALLE2006 11:39 AM
= 183 KB
i Dinner menu modified: 9112009 B:45 AM
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of the folder they're in. You can also show different panes in
the window—the Navigation pane to open other folders, the
Details pane to show the metadata (such as title, tags, author,
and size), and the Preview pane to show a preview, if available,
of the selected item. These panes provide this information
regardless of which view you're using.
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Changing the Window View

You can change the appearance of the windows that contain
your files and folders so that the information is presented in

the way that's most useful for you.

Choose a View

@ In the window whose view you want to change,

click the Views button to cycle through the
views in order. (Only the Large Icons view is
used for the Icons view in this instance.)

‘ If you want to select a specific view, click the
down arrow at the right of the Views button,
and click the view you want.

‘ If you want to create a custom size for icons,
click the down arrow at the right of the Views
button, and drag the slider to create the icon
size you want.

:

"Windows Views” on pages 28-29 for information
about all the different views.

“Customizing Your Folders” on pages 100-101 for
information about changing the look and type of
information displayed.
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Click in your folder window to select it. Hold down the Ctrl key
and rotate the mouse wheel. Watch as all the views change
in the same way they change when you use the slider on the

Views button.
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Accessing and Organizing

Viewing File Information

There are numerous ways to view your files, folders, and so that you can identify whether you've located the file you
libraries. In addition to changing your view of the files, the want without having to open it first.
Preview and Details panes provide additional information
Show the Information ‘ ’
@ Click Organize, point to Layout on the drop-down L8 T BRIES G2
menu, and choose Details Pane, if it isn't already L ———.
selected, from the submenu to display the Details pane. o H a ‘
@ Click a file or folder. ekl oA R e W
@ Read the information about the file or folder. The type e 4 A2
of information shown varies depending on the type of e oocx = oocx = soc
file or folder you're looking at. i B T S =
7 Computer 7 2 A
@ Click the Show The Preview Pane button to display the ‘_ e L i
PreVieW pane. mm | Fich Test Decunsent Sew 157 KR
@ View the preview of the file or the folder contents. .
(Note that not all files display a preview.) If the file is a
sound, music, or video file, use the controls to play it. Y ]
Click the Show The Preview Pane button again to hide G;:::’";""::m — L
the preview. gl L £ Dinner
@® Continue clicking files or folders and reviewing the Lot F iy O SRREROPPO
material in the Details pane and/or the Preview pane ik o :
until you've located the item you want. Iy | e
- Pertires & Faw M Indonasian Watereress Soup
B vitees Tdess Fish
3 . :;:;::Imwmwhlﬂ
B Conpite A ::::. I mmmwwm

If, when you click to show the Details or the Preview pane, you
can't see it, the window is probably not large enough. Increase
its size until you see the pane you want.
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Arranging Your Files

A single folder can contain a large number of files, so when
you're looking for one particular file, it can be difficult to find,
especially if you don't remember its name. When you combine
the contents of two or more folders into a single library, you
also can end up with an overwhelming number of files. Worse,
if you need several files that are scattered throughout a folder

Arrange Files in a Library

' In a library, if the Library pane isn't visible, click
Organize, point to Layout on the drop-down menu,
and choose Library Pane.

@ In alibrary, click the button next to the Arrange By
label. The name on the button shows you how the
files are currently arranged.

' Click the way you want the files to be arranged.

Sort by Field

In either a library or a folder, select Details view if
it isn't the current view, and click the field label you
want to sort by.

@ If you want to reverse the sort order, click the field
a second time.

32 Arranging Your Files

or library, finding and selecting the ones you want can be
quite time consuming. Fortunately, you can sort the informa-
tion by any of the fields, group files by numerous categories,
or filter the data so that only the information you want is dis-
played. In a library, the files are already arranged for you,
but you can change the way they're grouped and sorted.
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Accessing and Organizing

Filter or Group

@ Click the down arrow next to a field label.

‘ To show only selected files and folders, select the check o Bo i v i fenie
boxes for the items to be displayed. If you're filtering by
date, you can also specify a single date or a date range.

‘ Click another field label, and select the appropriate
check boxes if you want to include additional filtering.

‘ Right-click a blank spot in the window, point to Group
By on the shortcut menu that appears, and, on the
submenu, click the item to be grouped by to display
the files and folders in groups. In a library window, the
Group By command is available only if the library has
been arranged by folders.

‘ To hide the content of a group, double-click the group
name.

‘ To display hidden content, double-click the group name. e Py Y i | ot =-ae

Hame Date modified Type Sare

‘—. aA-H([M
[] & Fow Mons ke

[ Accident Report

| Antarctic maring mammats reviewed
4 Dimer menis

[ Fina-tuning

[ Fewer in document

[ Frunttype table
'—- 1-P (9
£Q-2(M
L Wea

= wereen

B Speces Accounts 9
U5 Summar rteees S/572009 10:36 AM
[ Thin veny 1072006 114 AW
71 Wine sale GANOSLITPM  Office Open XML nw

The file arrangement that's listed depends on the type of
library. When you select a new arrangement, the library selects
the most appropriate view. You can, however, change the view
to whichever one you want.
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Classifying Your Files

Before you know it, your computer can fill up with files—pic-
tures, music, letters, worksheets, and much more. One method
you can use to help keep track of these files—and to help you
find the right ones later, when you need them—is to include
additional information about the file. Depending on the type
of file, this information can include author name, keywords, a
rating, and more. A very powerful method you can use is to

Add More Information

' Locate the file you want to classify, and
click to select it.

@ Click in a field in the Details pane, and
type the text you want for that field.

@ Click in another field, and enter any
information you want. Continue clicking
in fields and entering the text you want.

Press Enter or click Save when you've
finished.

T ;

Information in the Details pane varies by the
type of document. For example, picture and
music files have stars that you can click to rate
the item, while a document might have a field
for Current Status. To see all available fields,
drag the upper Display pane border upward.
You can't type information in some of the fields
in the Details pane because these fields get
their information automatically from Windows.

34 Classifying Your Files

add tags to your files. A tag is a tool to classify a file by cate-
gory, subject matter, or whatever you want. After your files are
tagged, you can arrange them by their tags, so associated files
can easily be grouped together. Although not all file formats
support storing these extra details, called metadata, many
common file formats do.

@

e
O i » L » ticows » i
Oeganize » (o] Preves = Share with = Shde shawe Bum  Hew folder
i Favectes
M Deiitep
8 Downloads
L Recent Places
“ Saenple Pictures
raries
) Homegroup 5
- et B
BigBen Keabrg (2) Tesbergs 3) Teebesgs
-] S(o!l.lndl!l Scotland H) Scotland (5} Srottand #)
ﬂ [EE—— " PSS ” |
032 Dite takers LL/22/72008 1253 PM Furting . »
C 2736304 i [ |

See Also ‘

“Viewing File Information” on page 31 for information about
displaying the Details pane if it isn't already displayed.
“Arranging Your Files” on pages 32-33 for information about
sorting and grouping the files.



http://www.it-ebooks.info/

Tag a File

‘ Locate and select the file to be tagged. To apply the

tag or tags to multiple files, select all the files that will
have the same tag or tags.

‘ In the Details pane, click the Tags field and start

typing your text. If an existing tag you want to use
appears, click the check box to complete the tag. To
add another tag, type a semicolon, and then type or
select the next tag.

@ When you've finished, click Save or press Enter to

'

AT )

save the changes.

To quickly identify the files in a library that don't have
tags, choose Tags in the Arrange By list in the Library pane.
Double-click the Unspecified group of files to see all the
files without tags.

.

See Also. M N

“Viewing Photos with Windows Live Photo Gallery” on
pages 164-165 for information about adding tags to
pictures using Live Photo Gallery, and “Importing Photos
from Your Camera or Removable Media” on page 171
for information about adding tags to pictures when you

Accessing and Organizing

Date takes ating Size: 185 M Buthe
BiGemige  Tage|Seow we Diemensionn 2736 3688 Title: Snow Falling on Spruce g ) [ Gancel

1% Cemputer
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Reekarga (2) lesbangs (3]

oy
=4 h - o o
Ides LondonDl 062 Scotland @) Scotland (3} Scotland H) Scotland (5}

Scotiand #)

import them from a camera.

-

==

Open the Pictures Library and, holding down the Ctrl key,
click the different picture files that you want to tag with the
same tag. After you've selected the files, release the Ctrl key
and click the Tag field in the Details pane. Type a tag, and
then press Enter. Repeat for other pictures that you want to
have a different tag. After you've tagged the pictures, click
the Arrange By button in the Library pane, and choose Tag.

Classifying Your Files
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Returning to a Folder or Library

Most of use just a few folders and libraries and return to them
repeatedly. You can quickly access the most frequently visited
ones with just a couple of mouse-clicks. If what you're looking

Return to a Folder or Library

‘ Right-click the Windows Explorer
icon on the taskbar to display a Jump
List containing your most frequently
visited folders and libraries.

‘ Click the folder or library you want.

Expand the List

‘ In the Navigation pane of Windows
Explorer, click Recent Places in the
Favorites list.

‘ Click the shortcut for the folder or the ‘_

library you want.

ATy )

Recent Places lists more than just folders—
it includes Control Panel and other items.
To see the items in chronological order

(as you see them in the Windows Explorer
Jump List), click the Date Modified label.

36 Returning to a Folder or Library

for isn't in that list, you can see a more comprehensive list

of the most recently visited folders or libraries.

Frequent
+| Documents ]
il Pictures

o Music

B videos

B Desktop

) @
. Public Pictures
L Work

! My Documents
- Storage (F:)

4 Windows Explorer
of Unpin this program from taskbar
B Close window

G =l RecentPuces

Crganize =

it Favoctes o

B Deiitep & &1l Control Paned hems
& Downicads % Appesrance and Perceulization
g Fecent Places B Digplay
+ Documents.
4 Libranies R Hardwiee snd Seund
& Documents Bl b Music
o Musie 11 My Documents
e Pictures £ My Piesures
B videos s MYPLAYER (F:)
Motes
ol Homagrowg [ Programa.
b Public Puctures
148 Ceenputer s System and Secwrhy
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Accessing and Organizing

Creating Quick Access to a File or Folder

If you use a particular file or folder frequently, you can access to a document opens the document in its default program;
it quickly by placing a shortcut to it on the Desktop, on the a shortcut to a program file starts the program; a shortcut
Start menu, or just about anywhere else you want. A shortcut to a folder opens the folder in a window.
Create a Shortcut to a File or Folder ,
1 [y
‘ Open the window that contains the file or folder for BN Do Coen - Meones ) ET
which you want to create a shortcut. M ——— ":_ o e B DO
. . . i ot
@ Right-click the file or folder, and choose Create Shortcut TE»:W e
from the shortcut menu. s Siass
B Docurmints Restene previous verions
@ Drag the shortcut vt BES=N o o
& Maskc Cut t
+ Onto the Desktop. Loy | s - I ‘
Ideas L Delere
« Onto the Start button to “pin” it to the Start menu. iy e
8 Computer l:" Opan file location.
« Onto the taskbar to pin it to its default program. s L testa : |

+ Onto a link in the Favorites list in the Navigation pane.

« To any library or folder listed in the Navigation pane,
or to any open folder.

1 Move to Desaop | o |®5 B
see Also ‘ @C)'I Bl ¥ Laumies ¢ Documents + I.IjICct..m-mﬂ 3 > .,..II Seavch Sy B
Organize >  E30pen  Shwewithw  Bum  Newfolder #- 8
“Using Jump Lists for. QuiFk Access” on page 25 for information ol i B B B B
about quickly accessing files that you've used recently §Sons: ok M&Eg WM Aidon b
“Adding Direct Access to a Folder or Library” on page 38 for infor- S s ot
mation about placing a link in the Windows Explorer Jump List. e wel & = =5
b Sk Docend Dinnr Fttoing  Flewarin Fruttpe B
. nj . e dncument iy
5 P < '
Wi B videer ecx | cx pocs -
Insalats Kachen Kitchen Meny M
" Captne Ideas Matheds chewes
To quickly create a shortcut on the Desktop, right-click the file or MO e W e ey

folder, point to Send To on the shortcut menu, and choose Desk-
top (Create Shortcut).

r

Creating Quick Access to a File or Folder
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Adding Direct Access to a Folder or Library

If you always want easy access to a folder or library, you can
place it permanently in the Windows Explorer Jump List or on
the Start menu. If you want access to the folder from an open

Pin a Folder

‘ On the taskbar, right-click the Windows Explorer icon.

‘ Point to the folder you want pinned and click the Pin
To This List button.

‘ If the folder you want isn't listed, or if you want to
add it to the Start menu, open Windows Explorer,
locate the folder, and drag it onto the taskbar to pin
it to Windows Explorer or onto the Start button to
pin it to the Start menu.

ATy w

When you pin a folder to a Jump List or to the Start menu,
the folder will remain in that list until you remove it. To
remove a pinned item from a Jump List, point to the item
and click the Unpin From This List button. To remove a
pinned item from the Start menu, right-click the item and
choose Remove It From This List.

1

Just as you can pin a folder or a library to the Windows
Explorer Jump List, you can pin a file to a program’s Jump
List by opening the program’s Jump List and clicking the
listed file’s Pin To This List button.

38 Adding Direct Access to a Folder or Library

Windows Explorer window, you can add a link to it in your

Favorites list.

Pinned
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% Documents
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4 Public Pictures
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- Storage (F)
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Accessing and Organizing

Add a Link
@ Open Windows Explorer if it isn't already open. If the oo T s lf"a"éﬁﬂ
Navigation pane isn't displayed, click Organize, point to e,::i,, R s
Layout on the drop-down menu, and choose Navigation S| T : ~ ~
Pane from the submenu. o } \’ ) l | * s |
@O lo s
‘ Navigate to the location that contains the folder you < Womitanass) SENEN Oupme O Sede
want to link to. ! b -
@ Drag the folder onto the Favorite Links section of the i;:f"‘m | e
Navigation pane. i o |5
‘ If you want to change the order of the links, drag a link :m
up or down into a new location. To place all the items in e
alphabetical order, right-click Favorites and choose Sort ‘___ Gicenaci )
By Name from the shortcut menu that appears. = e )
To remove a link, right-click it, and choose Remove Link
from the shortcut menu.
==y
G’D-_:u » Computer » IndDive 01 + = [43|[ seeren 20 _
‘ T;u-_. '.'pﬂ;t Iclude in Merary »  Sharewith *  Bum  Newiolde = O 8
el Ll e ]
] i S | |
B Goolewcs Acneolspl | Contemce Confennse Covers SuperSecrst
;‘: My Documnenss | :
=
-Lh:;:mu et
b d .
) B oo
) Homegroup
When you add a folder to the Favorites list, it will be shown P Jh I
in every window you open, provided the Navigation pane & vty

is shown. This means that regardless of where you've wan-
dered off to, including roaming around in your network,
you can return to that folder with just a click of the mouse.
You can also add files to this folder by dragging them onto
the folder name in the Favorites section.
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Organizing Your Files

If you have a limited number of files, you can easily keep them
all in a single folder, such as the My Documents folder. How-
ever, if you have files that you want other people to have full
access to, or files dealing with many different projects, you'll
probably want to organize them by placing them in individual

Move, Copy, or Delete a File

‘ Open the window containing the file or files you want
to move or copy.

‘ Select the file or files to be moved or copied.

‘ Hold down the right mouse button, and drag the item
or items onto the destination folder in the Navigation
pane.

‘ From the shortcut menu that appears, choose whether
you want to move or to copy the item or items.

‘ To delete a file or a group of files, select the file or
group of files, and press the Delete key.

"Accessing Everything” on page 18 for information about dis-
playing and using the Navigation pane.

“Sharing Files with Other Users” on page 44 for information
about keeping your files private so that other people who
have access to the computer can’t open them.

~

\ J
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folders. If a file doesn't have a suitably descriptive name, you
can change it to one that's more useful. If there's a group of
related files, you can rename each file in the group with the

same group name, followed by consecutive numbering—for
example, stories, stories(1), stories(2), and so on.

! [
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Accessing and Organizing

Rename a File or Folder or a Group of Files

‘ Select the file or folder or the group of files you want
to rename, and press the F2 key; or right-click the first
selected file of a group, and choose Rename from the '—

shortcut menu. . '
Rename a single file. —

‘ Type a new name, or click to position the insertion point
and then edit the name. Press Enter when the name
is correct.

Rename a group of files.

To select a series of adjacent files, click the first file, hold down
the Shift key, and click the last file in the group. To select non-
adjacent files, hold down the Ctrl key as you click each file to

be selected. 51013 » Usmis » i » PubicPvum » Soow

—

The result of renaming

Select a group of files or folders, and press Ctrl+C to copy a group of files —
them or Ctrl+X to cut them so that you can move them into a
new location. Go to the new destination, and press Ctrl+V to
paste the items into the new location. Now select a different
file, press Alt+E, and, from the Edit menu, choose Copy To
Folder or Move To Folder. Use the dialog box to copy or move
the file.

Organizing Your Files 41
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Recovering a Deleted Item

If you accidentally delete a file, a folder, or a shortcut from the bin or until it gets so full that the oldest files are deleted
your computer’s hard disk, you can quickly recover the item automatically. When you've deleted a folder, you have to
by either undoing your action immediately or restoring the restore the entire folder. You can’t open a deleted folder in
deleted item from the Recycle Bin. The Recycle Bin holds all the Recycle Bin and restore selected files.

the files you've deleted from your hard disk(s) until you empty

Undo a Deletion ’

[E=E =
E\;,vaIJW|uiDNMi = e | e ——
' Point to a blank spot on the Desktop or to a blank part | et @- 06
of any folder window, and right-click. P st B B & S
Sortby o Jient ."..‘:1 n.:‘.:‘: Fine-tuning :::‘:
' Choose Undo Delete from the shortcut menu. Gty D
Refresh
D o ke = B w =
’ e = U
Propenties Atcounts Hotie
You can't recover any files that you've deleted from a remov-
able disk or device, so be careful! Once they're gone, they're The command is available only if the
gone forever. deletion was your most recent action.
Restore an Item ’ ‘
I [E=EEy==)
@ Double-click the Recycle Bin icon on the Desktop to /) (LTI 3 (T
Orgasize »  Empty the Recycle Bin R =

open the Recycle Bin window.
' Select the item or items to be recovered.

@ Click Restore This Item (or Restore The Selected Items
if you've selected more than one item).

42 Recovering a Deleted Item
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Accessing and Organizing

Navigating with Toolbars

There are seven existing toolbars associated with the Windows
taskbar, and they provide access to programs, folders, and
documents as well as to Internet and intranet sites. You can
also use the New Toolbar to create your own toolbars that link
directly to the contents of folders. You probably won't see all

Display a Toolbar

@ Right-click a blank spot on the
taskbar.

‘ Point to Toolbars on the shortcut
menu, and choose the toolbar you
want to display. (A toolbar with a
check mark next to its name is one
that's already displayed.) Use the
table at the right to identify what
each toolbar does.

Double-click the toolbar if it isn't
already expanded.

If the toolbar doesn’t expand, right-
click a blank spot on the taskbar,
choose Lock The Taskbar from the
shortcut menu, and repeat step 3.

the toolbars listed, however, because the Language Bar toolbar
is shown only if you've chosen to display it in your Language
settings, and the Tablet PC Input Panel requires the Tablet PC
tools to be installed on your computer.

The Taskbar’s Toolbars

Toolbar Function

Address Opens the item when you specify its address.
The address can be the path and the file or
folder name, a computer on the network, or
even the Internet address of a Web page.

Desktop Provides quick access to the icons, files, fold-

ers, and shortcuts on the Desktop.

Language Bar

Switches input languages if Windows has
been configured to use more than one
language.

Links

Shows the same links as those shown on the
Internet Explorer Links toolbar.

New Toolbar

Creates a new toolbar that shows the con-
tents of a folder you specify.

Tablet PC
Input Panel

Displays the Tablet PC's Input Panel.

Navigating with Toolbars 43
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Sharing Files with Other Users

Each user of your computer has his or her individual set of
folders in which to keep documents, music, and so on. Your
private files and folders—My Documents and My Pictures, for
example—are the ones that are located under your user name
and that are normally accessible only by you when you're

Share a File or Folder

' Select the file or folder, or the group of files and/or
folders, that's stored privately under your user name
and that you want to share.

' In the Navigation pane, expand the appropriate library
to show the Public folder.

' Do either of the following:

« To share the only copy of the item (or items) with
others, drag it to the Public folder to move it there.

« To share a copy of the item (or items) with others,
hold down the right mouse button, drag the item to
the Public folder, and, from the shortcut menu that
appears, choose to copy the file.

See Also ‘ ~\

“Sharing with Selected Users” on the facing page for informa-
tion about specifying who can access a folder.

“Sharing with Your Homegroup on pages 250-251 and
“Controlling Homegroup Sharing” on page 252 for informa-
tion about sharing files with members of your homegroup
network.

“Allowing Your Files to Be Shared” on page 254 for informa-
tion about setting up network access to your Public folders

and stipulating what changes can be made to the files.
\ J

44 Sharing Files with Other Users

signed on to the computer, by someone with an Administrator
account, or by members of your homegroup if you decided to
share your libraries. However, if you want to grant the other
people who use your computer full access to certain files, you
can place those files in a Public folder.

[ o i
G5\ J=/ 5 » Libwies » Decuments » ¥ I3
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Sharing with Selected Users

If there are some items that you don’'t want to share with
everyone who has access to your computer—whether they

log directly on to your computer, connect over your network,

Share a File or Folder with Selected Users

‘ Open the folder that contains the file or folder
you want to share, and select the item or items to
be shared.

Click Share With, and then choose Specific People
from the drop-down list to start the File Sharing
wizard.

‘ Select a person from the drop-down list with whom
you want to share the item, and then click Add.
Repeat for any other people you want to include.

@ Click the down arrow for each individual to set the
type of permission you're granting that person:

 Read to allow the person to open the file or the
folder and any files in the folder, but not to save,
rename, or delete that file or any files in the
shared location

« Read/Write to allow the person to fully manage
the file or folder contents, including saving,
renaming, or deleting items

‘ Click Share. Use the wizard if you want to notify
people via e-mail or other document that you've
shared the item or items with them, and then
click Done.

‘ If you want to stop sharing something with an
individual, repeat steps 1 through 4, but choose
Remove instead of Read or Read/Write.

Accessing and Organizing

or are members of your homegroup—you can specify which
users can access the items, and whether they have the author-
ity to change, copy, or delete the items.

o/B 8
03+ toeie » Duceek Tal[fewoe 2
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L) il Sharng £
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&
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‘ Purisnne hizoo] Add | ey
Mime Permmision Level -
B ey loyce Ovwrier
Spacing
N 3 File Sharing
e tnuble shanng 2
Choose people to share with
Typt & nkma and then elick Add, or ek the areew b5 find jompone.
Hame Parmission Level
& Jerry Joyee Owreer
& Marianne Moon Raad nb,r Read
ReadWite
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y ®

If you see an option that gives everyone access to your shared files
or folders, don't select the check box unless you want to share your
files or folders with everyone on your network, including those
who don’'t normally have access to your computer. This option is
available only if you don't use password-protected sharing.
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Copying Files to a CD or DVD

If you have a CD or DVD recorder (also called a burner)
installed on, or attached to, your computer, you can copy your
files to a CD or DVD for safe storage or distribution. When
archiving, you can continue copying files to the disc until

it's full. Files saved in this way, using the Live File format, are
readable on Windows 7, Windows Vista, and Windows XP

Archive Your Files

' Place a blank, unformatted, recordable CD or DVD
in the drive, and, when the AutoPlay dialog box
appears, choose to burn files to disc to display the
Burn A Disc dialog box.

' Type a name for the disc, select the Like A USB
Flash Drive option if it isn't already selected, and
click Next. Wait for the disc to be formatted, and,
when the AutoPlay dialog box appears, choose to
open a folder to view the disc contents.

' Add files to your disc folder that appears, either by
dragging files into the window or by selecting them
in Windows Explorer and clicking the Burn button.
Delete any files that you don’'t want to keep on
the disc.

' When you've finished, choose Close Session, and
wait for Windows to close the recording session.
When the session has closed, the disc is readable
on compatible computers.

@ Click Eject to remove the disc. To record more data
or edit the contents on the disc, insert the disc
again, and repeat steps 3 and 4.

46 Copying Files to a CD or DVD

computers, but they won't be readable on most other
computers or on CD and DVD players. When you're creating

a disc for wide distribution or for use in CD or DVD players,
you gather all the files for the disc and record them all at once,
using the Mastered format.

‘_;mnmiu ool

How do you want to use this disc?

Disctitle  MyPhotos

@ Like a USB flash drive
Save, edit, and delete files on the disc anytime. The disc will
work on computers running Windows XP or later. (Live File

System)
@i @

Bumn files in groups and individual files can't be edited or
removed after burning. The disc will also work on most
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You must have a drive that can burn discs and use recordable
discs. You can record CDs and DVDs using a DVD drive, but
you can record only CDs when using a CD drive.
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Copy Files for Distribution

P

‘ Place a blank, unformatted, recordable CD or DVD Bum 3 Dic i
in the drive, and, when the AutoPlay dialog box appears, How do you want to usd this disc?
choose to burn files to disc to display the Burn A Disc Disctitle:  MyGrestPhotos
d|ang box. "%:ﬁtm:-mmuw;sm;;«iu:,‘rhmc;;m
on computers running Windows XP or later. e
T for the disc. iy
‘ ype a name for the disc '—'-*!"“':"’."""’""". -
@ select the With A CD/DVD Player option, if it isn't .mﬁfﬁziz.m.ai“iiﬁ'ﬂé.ﬂ;‘m”
already selected, to use the Mastered Format. R
@ Click Next, and wait for the disc to be formatted. —
‘ Add files to your disc folder that appears, either by , . |
dragging files into the window or by selecting them |
in Windows Explorer and clicking the Burn button. e L T D
In the disc-drive window, verify that all the items you ' i P s i ———Y
want on the disc are present, and delete any items you Fme [z ) D rsltat = e =
. . . . . # Files Re; to Be Wrinten to the Disc (35)
don't want. Continue adding files until you're certain . e “4
that all the items you want on the disc are listed. mingiadl| [l
O OORN D @09 h
@® Click Burn To Disc. oA s
@ step through the Burn To Disc wizard to ’
« Confirm or change the disc name. I ==
« Specify the recording speed you want, and click Next. ) & fmebes
+ Specify whether you want to make another disc using Recpatehidbe
the same files. bl e
. . . . . mm
@ Click Finish when you've finished, and remove and label ey
your disc.
See AlSO ‘ :;.m to the dsc any Files alveady on the disc # they have the
q q [T Closa the wizard after the fiss have been burned
“Creating a Vldeo DVD" on page 194 for information about
creating a video DVD disc for photos and videos.
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Compressing Files

Compressed folders are special folders that use compression
software to decrease the sizes of the files they contain. Com-
pressed folders are useful for reducing the file size of standard

Create a Compressed Folder

' Select the file or files to be copied to a compressed
folder.

' Right-click one of the selected files, point to Send To on
the shortcut menu, and choose Compressed (Zipped)
Folder from the submenu. Rename the compressed
folder if necessary.

' Drag any other files onto the Compressed Folder icon
to copy those files to the compressed folder.

LT o/ & w

Many file types, such as .jpeg pictures, are already com-
pressed, so moving them to a compressed folder won't
substantially reduce their size. However, using a compressed
folder is still an excellent way to organize large files into a
single file when you're transferring them.

R couion /% w

Compressed folders preserve the contents of most files, but

it's possible that you could lose some data when you're using
certain file formats. It's wise to test your file format in a com-
pressed folder before you move valuable files into that folder.

7~
.

-
.
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documents and programs, but they're invaluable when you're

storing large graphics files such as bitmaps, or when you're
transferring large files by e-mail.

[E=RET~=""}
5= 7 v Liboares » Documenss = H Do O
Owparize » T Open Snaewth v Bum  Newlokder i @
@ Scam with Microsaft Security Essentish.. . ga®
ot Shase with * il Lo |y
& Few = Dinner | Fine-tuning | Fiowerin
Mortldem  Sendto b 1 Compressed [sipped) feider [ pument
o B Desktep {ereste thonteut)
Copy + Decuments
LTS - L
z Creste shortout =
Futtpe oo = Matnecipion hyletter
table e ol OVD RW Drive ()
Fensme
g - Steaage(F)
= Piopmtiss ol ey nesa
MNetes screen Spacing Species Summer This wary Winst sale
Accounts Hones.
E=ET=)
5= 7+ Lioares » Documenss = )
Oeasize » T Open = Shwewfhe Pt Bum  Newlolder i @
. .
aca - & &
& Few & meny dntarctic  Courses Dinner  Finetuning  Flowerin
More Ieai m man document
mammaly
DOCK | reviewed
o THRE o wt
1] s 1 Boc - L] wa -
Feut type Tdess Insalaen Kitchen Kitchen Menu  blore ideas
table Docs Caprese [ Methads choices
gt PR
o B - - nece - secr e
My lester Netes sereen Spacing Species Summer This wary Wirst sale
Accounts stones.

The zipped-folder icon
identifies a compressed folder.
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Use a Compressed File

‘ Double-click the compressed folder to open it.

‘ Double-click an item in the folder to open it in its asso-
ciated program. If the item is a program, double-click it
to run it. (Note, though, that not all files and programs
will function properly from the compressed folder.)

‘ To decompress a single file, drag it (or copy and paste
it) onto an uncompressed folder.

‘ To decompress all the files in the folder and copy them
to another folder, click Extract All Files.

‘ In the Extract Compressed (Zipped) Files window, spec-
ify where you want the files to be extracted to.

@® Click Extract.

ATy w

A compressed folder is compatible with any file-compression

programs that support the ZIP file format.
L J

=

Compress a large file (or a group of files) by placing it in a
compressed folder. Right-click the zipped-folder icon, point
to Send To on the shortcut menu, and click Mail Recipient.
Send the folder, which is now listed as a ZIP-type file, to the
person who needs it. If the recipient’s operating system isn't
equipped with the compressed-folders feature, he or she will
need to use a third-party compression program that uses

Accessing and Organizing

=]
\o L Bt Comprened Dipped) Folders
Select a Destination and Extract Files
Files wall bee extracted to this folden
[ Browse. |
71 Show extracted files when complete
(i) [ o |

ZIP-type compressed files to open the files.
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Organizing Library Folders

The libraries are great tools that enable you to access your
files regardless of which folder they're in. However, you might
want to organize your files by keeping certain items separated
in their individual folders. To maintain easy access to those

Add a Folder to a Library

‘ Open the folder you want to include in a library.

‘ With no files selected, click Include In Library and, from
the drop-down menu, choose the library you want to
add the folder to.

Remove a Folder from a Library

‘ In the library that contains the folder, click the
Locations link in the Library pane.

@ In the Library Locations dialog box, select the folder
you want to remove from the library.

@ Click Remove.
@ Click OK.

50 Organizing Library Folders

items, you can add folders to a library; to limit access, you can
remove folders from a library. Additionally, you can create a
new library for any type of material you want and then add
folders to that library.

® @

1 (o i
@Q. L v Coenputer » Local Dl » Work » [ 1] sean iion 2
Ongamize = Inchudeinibangy | Sarewth v Bum  Hes foides 2~ 0 @
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b Super] Pt 4 L
1 Dinnes  Fruttype  ldems Insalata
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L Windd
| i Craste naw ldary | i A i
Windermmre < | — —
Work 5 - e o = o =
| Mitchen Kitchen Mem  Meegidess My letier Heotes
ca IndDaive (D) Ideas Methods __chaices

= B B
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Cegamite »  Shaewith v Bum  [New folder B~ A9
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1 Computer s L
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Accessing and Organizing

Create a New Library ‘
@ Click Libraries in the Navigation pane. oo o em—
‘ Click New Library. oo 00 "b‘”‘" i Eouin®
r Favnekes ;  Libraries
‘ Type a name for the library. :mm Hhm e M
. . . 1':.::" \ B i
@ Double-click the new library to open it. g i <
. . ' '—-- i Libraries ‘__'l:;,. ...... Library
‘ In the new library’s window, click Include A Folder. 4 Mo B
In the Include Folder In dialog box that appears, locate i ud
and then select the folder you want to include. ‘
@ Click Include Folder. ’ ‘
‘ Add any other folders you want to the library. I - [EE ==
o""‘-.-‘-:-m-m. v|'r|§&f-:n>m &
Crganaze » W
..:I.lihum __“ Hobbies [ empty
= Ducuments e Teiders fieve baens inchuded o this Rbrary.
I My Documens: e
i s Dscume B Inchude s feider |
i
o
&
See Also M P 0
“Sharing With Your Homegroup” on pages 250-251 for infor- T - ' 0
mation about sharing your standard and custom libraries with riiong ) ] l E
members of your home network. -y 2 + I
7 k“'\:::!l“ Conferency Cc::;:n Covers.
e i (LB ®
s 2l Diive (D) !
L Sopariecret
To create a new library from an existing folder, navigate to ez -
the folder, click Include In Library, and choose Create New s e = ) ‘

Library from the drop-down menu.
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Using a Removable Memory Device

The easiest way to take some of your files with you is to use from the USB port when the file transfer is complete. Provided
a removable USB (Universal Serial Bus) memory device. There no data is being written to or from the device and there are no
are many common names and brand names for these devices, open files, you can do this without any loss of data. However,
but they all work in basically the same way: Plug the device sooner or later you'll find that just as you start removing the
into a USB port, copy information to or from it, and remove it device, some data is being written and you end up with some
when you've finished. Many people simply remove the device corrupted or deleted files.
Use the Device ’ ;
I =)

‘ Plug the device into a free USB port. If Windows G e/ » Computer » TRANSFERF) ~ ] %3 |[ Seorch T2, D]

needs to install drivers for the device, wait for the Ol s B i i R B

installation to be complete. i
@ If a window opens showing the contents of the 1 1. W

device, use the window to manage the files on the ~ - g

. . Flowers 013 ZZowi2 ZZowl

device. If an AutoPlay dialog box appears, choose to e

open the folder. If the window doesn’t open auto- e e

matically, choose Computer from the Start menu, IO e e Ml

Organize » =] Preview Share with = Shide show =+ [ &

and double-click the drive for the device to open .
Preview

the window. s PR
‘ To copy files or folders from your computer to the =
device, select the items to copy, and right-click one Rtate clockise

Rotate counterclockwise

of the selected items. On the shortcut menu that
appears, point to Send To, and then click the device
on the submenu.

&

Sean with Microscft Security Essentials..,

Share with

Sendto

Compressed (zipped) folder

, . . . . Desktop (create shortcut)
@ When you've finished with the device and want to il Do
remove it, close any files or folders that are open in s
. . Create shortout _J Mail recipient
the device files. Delete 3 OVDRWDrive (E) ‘
Remame o TRANSFER () [
‘ Click the Safely Remove Hardware icon in the noti- Properties

#  Open Devices and Printers

fication area of the taskbar, and click the device
you want to remove. Wait for confirmation that o SR S Do
the device can be safely removed. _ TRANSFER (F)

3 Eject SONY DVD--RW DW-Q58HJATA Device

ot
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Running
Programs and

Gadgets

Using the Ribbon

Composing, Saving, Closing, and
Opening a Document

Inserting Special Characters

Crunching Numbers; Writing
Equations and Formulas

Typing on Your Screen

Writing Quick Notes; Writing and
Drawing Notes

Annotating a Document
Enlarging the Screen Content
Controlling Your Gadgets
Running Commands

Running Older Programs

W Getting to know the programs that come with Windows 7

is like moving into new living quarters. Just as your new
abode has the basics—stove, refrigerator, and (dare we say it?)
windows—the Windows 7 operating system comes with basic
accessories and tools. Just as you add the accoutrements that
transform empty rooms into a cozy home, you add programs
to Windows 7 to utilize its full potential as you work and play.

But let's cover the basics first. We'll do some everyday tasks
in WordPad: composing, saving, and printing a document; cre-
ating and editing text; copying items between documents that
were created in different programs; and inserting characters
such as © and é that don't exist on your keyboard. We'll look at
Calculator, which is handy for figuring out basic arithmetic and
some advanced and scientific calculations. We'll explore the
Tablet PC tools, including the Input Panel for entering text with
handwriting or the On-Screen Keyboard; onscreen Sticky Notes
for typing quick notes; the Snipping Tool for copying just about
anything on your computer; the Math Input Panel for writing
mathematical formulas; and the Journal, where you can write and
annotate to your heart’s content. We'll show you the little Gadget
programs you can run on your Desktop, and we'll discuss work-
ing at the command prompt and running MS-DOS programs.

53
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Using the Ribbon

WordPad and Paint, as well as many other programs you can
add—including Windows Live Movie Maker and Microsoft
Office 2007 and later programs—use the Ribbon and its dif-
ferent tabs instead of the standard menu structure to access
the programs’ commands and features. With the Ribbon,

Explore the Ribbon

' Open one of the programs that use the
Ribbon.

' If you see the command tabs but the Ribbon
is minimized, click a command tab to display
the Ribbon temporarily, or double-click a
tab to keep the Ribbon visible.

@ Do any of the following:
 Click a button to execute a command.

« Click a down arrow to open a gallery, a
drop-down menu, or a drop-down list.

« Click a Show Dialog Box button to open
a dialog box that contains additional
commands and options.

 Point to an item in a gallery to see its
effect on the content of your document.

@ Click another tab and explore those items.

The Ribbon is composed of tabs and commands.
When the Ribbon is minimized, you see only
the tabs.

54 Using the Ribbon

you can switch among the task-oriented tabs and see all the
available options. Additionally, many items provide a live pre-
view: You point to something on the Ribbon—a style or a font,
for example—and see immediately how it affects the appear-
ance of your document.
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Use the Quick Access Toolbar

‘ Click a button on the Quick Access toolbar to execute
an action.

‘ Click the down arrow at the right of the Quick Access
toolbar, and, on the Customize Quick Access Toolbar
menu, click any unchecked command to add it to the
Quick Access toolbar, or click a checked command to
remove it from the toolbar.

If you want the Quick Access toolbar to be located
below the Ribbon instead of above it, open the
Customize Quick Access Toolbar menu again, and
click Show Below The Ribbon.

T hd 9 v Conmane- Werdhod =2

Rl o e “
? T E R #rna

D Cumbily X o+ AL R 2 el 0 J " o Repince

Faite B ode®ow 7

With the Ribbon in its unhidden state, double-click the active
tab to minimize the Ribbon, and then click any tab to display
the Ribbon temporarily. Click in your document to minimize
the Ribbon again. Double-click the active tab to have the
Ribbon always displayed. Press Ctrl+F1 to hide the Ribbon,
and press Ctrl+F1 again to have the Ribbon always displayed.

Access More Commands

@ Click the program button.

‘ Click a command to execute that command. If a
command has a right-pointing arrow, a submenu
appears with additional commands. Click a command
on the submenu to execute the command.

‘ Click one of the recently used files to open that file.
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Composing a Document

WordPad is a powerful little word processor that you can use
to create documents in a variety of formats. In most cases,
you'll want to create a document with formatting to achieve

Create a Document

‘ Click the Start button, type wordpad in the Search
box of the Start menu, and choose WordPad from
the menu to start the program. If WordPad is already
running, click the WordPad button and choose New
from the menu.

@ Type your text. Press Enter only when you want to start
a new paragraph.

@ To edit the text, click in the document where you want
to make the change. An insertion point indicates where
your edit will be placed.

‘ To insert additional tex