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Introducing Windows Vista 
Windows Vista is the latest and greatest in the illustrious line of Windows operating 

systems from Microsoft. The successor to Microsoft Windows XP, this operating system 

is specifically designed to fill the needs of both business and personal users. As soon as 
you turn on a computer running Windows Vista, you'll notice the slick look of the new 

user interface. If your computer has the hardware necessary to display the Windows 

Aero color scheme, the high-quality visual effects will contribute significantly to your 

overall computing experience. 

But this new version of Windows isn't just pretty to look at. It takes secure computing 

to a new level. In addition to providing accessory programs that help you monitor and 

protect your computer, it works behind the scenes to help keep malicious programs 

and malicious people at bay, and alerts you if a program or a person tries to make any 

changes that might affect the stability of the system. 

After you get used to its sophisticated design and you come to rely on its new security 

features, you will probably start noticing the many Windows Vista features that increase 

your efficiency and productivity. Finding files has never been simpler or faster; simply 

type a word you know exists in the file you are looking for, and Windows Vista instantly 

shows you all the files stored on your system that contain the word. Getting the infor­

mation you need to complete the task at hand is a snap; simply click the help links in 

windows and dialog boxes to learn about the available choices. Need to see whether a 

part icular date fa lls on a weekend, keep track of the t ime in another country, or remove 

the red-eye from the photograph you want to use on your new business card? Take ad­

vantage of the many programs that come with Windows Vista to take care of these and 

other tasks, all from your computer desktop. 

See Also For more complete coverage of media- related features and accessories such as 
Windows Contacts, W indows Mail, Windows Live Messenger, and Windows Meeting Space, 
consult Microsoft Windows Vista Step by Step, Deluxe Edition by Joan Preppernau and Joyce 
Cox (Microsoft Press, 2007). 

Because Windows Vista has so many new features, we don't identify them with a special 

margin icon as we did in previous versions of this book. We do, however, list the features 
here, categorized by Windows Vista edition. 

Many of the features introduced in Windows Vista run behind the scenes and don't 

require you to do anything. We don't cover these features in this book because it is 
unlikely that you will have to work with them. 

xi 
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Windows Vista Home Premium 
This edition is designed for home users who use their computers for more than the basics. 

It includes all the features of Windows Vista Home Basic, plus the following: 

• The Windows Aero (authentic, energetic, reflective, and open) user interface 

provides an enhanced visual experience with features such as transparent window 

frames, additional color schemes, and live previews of open windows from the 

taskbar and when switching between windows. 

• Windows Media Center provides the means to enjoy all forms of digital 

entertainment-photos, videos, televis ion, and music-from one cent ral location. 

If your system includes a television tuner and Windows Media Center- compatible 

remote control, you can use your computer as an all - in -one entertainment center. 

With the addit ion of Windows Media Extender hardware units, you can broadcast 

content from your computer to multiple locations in your home or office. 

• Windows Tablet and Touch Technology enables you to interact with a Tablet 

PC-compatible computer by using a digital pen or your fingertip. Continuous 

feedback helps your computer do an increasingly accurate job of recognizing 

your handwriting. 

• Windows Sideshow provides au xiliary display support for next-generation hardware 

with external displays, making it possible, for example, to check your schedule with­

out opening the lid of your laptop. 

Windows Vista Ultimate 
This edition is designed for home users who want to do it all. Ideal for home-based 

businesses, Windows Vista Ul timate includes business, mobility, and entertainment 

functions, with all the features of Windows Vista Home Premium, plus the following : 

• Windows Movie Maker enables you to create, edit, enhance, narrate, and package 

video clips. 

• Windows Bitlocker Drive Encryption protects your system by encrypting the enti re 

hard disk on which Windows Vista is installed. Bitlocker automatically encrypts 

the files you move to or save on the system drive, and it decrypts them when you 

move them from the system drive to another drive. Bitlocker also protects against 

intrusion by monitoring the startup and logon processes; if it detects anomalies, it 

requires the entry of a special Bitlocker password to gain access to the computer. 

• Advanced networking capabiliti es allow you to join a domain as well as provide 

Group Policy support and features such as Remote Desktop. 
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Using Your Mouse 
For new computer users who are not familiar with the standard Windows mouse actions, 

here's a quick summary: 

• Pointing to an object involves moving the mouse so that the cursor (the visible 
representation of the mouse location on the screen) is over the object. 

• Clicking an object involves pointing to the object and quickly pressing and releas ing 

the primary mouse button once. (By default, the primary mouse button is the left 

one, but you can change this.) 

• Double-clicking an object involves pointing to the object and pressing and 

releasing the primary mouse button twice in rapid succession. You can adjust 

the speed at which Windows recognizes two clicks as a double-click. 

• Right-clicking an object involves pointing to the object and clicking the secondary 
mouse button once. This action displays a context menu listing actions that can 

be performed with the object you right-clicked. You select the action you want by 

clicking it on the context menu. 

• Dragging an object involves pointing to the object, holding down the primary 

mouse button, moving the mouse until the pointer is in the location where you 

want the object to appear, and re leasing the mouse button. You can also drag 
through multiple objects in a list to select them. 

If you prefer to click, double-click, and drag with the right mouse button, you can switch 

the buttons by adjusting the Mouse settings in Control Panel. 

See Also For information about switching the action of the left and right buttons and adjusti ng 
the speed of a double-click, see "Changing the Way Your Mouse Works" in Chapter 5, " Install ing 
and Configuring Devices." 



Feature 

Windows Media Center 
television functionality 

Bitlocker Drive Encryption 

Tablet PC features 

Available in 

Windows Vista Ultimate, 
Windows Vista Home 
Premium 

Windows Vista Enterprise, 
Windows Vista Ultimate 

Windows Vista Enterprise, 
Windows Vista Business, 
Windows Vista Ultimate, 
Windows Vista Home 
Premium 

Step-by-Step Exercises 

Using the Book's CD xxxiii 

Additional hardware 
requirement 

A TV tuner card and a remote 
control that complies with 
the Windows Vista Remote 
Control specification 

Integrated Trusted Platform 
Modu le (TPM) 1.2 chip or 
USB 2.0 key 

A PC that meets the Tablet 
PC specification and includes 
an electromagnetic digitizer 
pen 

In add ition to the hardware requ ired to run Windows Vista, you will need the following 

to successful ly comp lete the exercises in this book: 

• Windows Vista Home Basic, Windows Vista Home Premium, Windows Vista 

Ultimate, Windows Vista Business, or Windows Vista Enterprise 

See Also For information about the featu res available in different editions of Windows 
Vista, see "Introducing Windows Vista" earl ier in this book. 

• Monitor with minimum 800x600 screen reso lution; 1024x768 or higher 
recommended 

• Keyboard and mouse or compatib le pointing device 

• Internet connection, 128 ki lobits (Kbps) or greater, fo r download and activation of 

products, accessing on line Help topics, and any other Internet-dependent processes 

• Access to the following peripheral devices: 

• Scanner 

• Printer 

• Speakers 

• Camera 

• Externa l storage device 

• Microphone 

• 40 MB of avai lable hard disk space for the practice files 
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Using and Modifying the Taskbar 
The taskbar that appears across the bottom of your screen (your primary display, if you 

have more than one) is your link to current information about what is happening on your 

Windows Vista computer. In addition to the Start button, the taskbar displays the Quick 

Launch toolbar, taskbar buttons, and notifications. You can hide the Quick Launch tool­

bar and the notifications, but not the Start button and taskbar buttons. 

Quick Launch toolbar 

Preview of 
grouped windows 

Taskbar buttons Notification area 

Troubleshooting If the Quick Launch toolbar is not visible, right-click an empty area of 
the taskbar, point to Toolbars, and then click Quick Launch. 

The Quick Launch too/bar displays single-click links to programs and commands. 

Windows Vista instal ls links to Windows Internet Explorer and to the Show Desktop and 

Switch Between Windows commands on the Quick Launch toolbar. You can add more 

program links at any time by dragging a program icon or shortcut icon onto the toolbar. 

You can also adjust its width or remove it from the taskbar entirely. When the toolbar 

contains more links than can be shown in the space allocated to the toolbar, chevrons 

appear at its right end. Clicking the chevrons displays a list of the hidden links, in which 

you can click the one you want. 

A taskbar button represents each open window, file, or program (but not dialog boxes, 

message boxes, warnings, or the Windows Sidebar). When more than one file is open 

in a program, Windows might group the taskbar buttons by program to avoid taking 

up space on the taskbar with a button for each window. When windows are grouped, 

a number following the program icon on the button indicates the number of open 

windows represented by the button. 
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Pointing to a taskbar button displays a thumbnail of the window (or windows) it repre­

sents. Clicking the button activates the window. When multip le windows are grouped 
under one taskbar button, you can: 

• Disp lay one window by clicking the taskbar button and then in the list, clicking the 
window you want to display. 

• Display all the windows in the group by right-clicking the taskbar button and then 
clicking the arrangement you want: 

• Cascade displays the windows on top of each other, with the title bar of each 

window visible and the contents of only the top window visible. 

• Show Windows Stacked displays the content of all the windows arranged in a grid, 
with more windows stacked vertically than horizontally. For example, eight win ­
dows are arranged in two columns of four. 

• Show Windows Side By Side disp lays the content of all the windows arranged in a 

grid, with more windows stacked horizontally than vertically. For example, eight 

windows are arranged in four columns of two. 

In every arrangement, the open windows are the same or similarly sized, regardless of 

their size before you minimized them. 

• Minimize all the windows in the group by right-clicking the taskbar button and 

then clicking Minimize Group. 

• Close all the windows in the group by right-click ing the taskbar button and then 

clicking Close Group. Windows Vista will prompt you to save or discard any un­

saved changes. 

Taskbar buttons change size so that they fit on the taskbar as you open and close pro­

grams. The maximum number of buttons that can fit on the taskbar varies depending on 
your monitor and display settings. When you exceed the maximum, Windows either tiles 

the buttons or displays a scroll bar, depending on the current taskbar configuration. 

The notification area displays information about the status of programs, including those 
running in the background (programs you don't need to interact with), as well as links to 

certain system commands. Some notification icons are hidden by default, and you can 
choose to hide others that you don't actively want to monitor. 
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Switch between 
windows 

Show desktop 

4. Click the Internet Exp lorer taskbar button, and then in the list, click the first 

(from the bottom) Windows Internet Exp lorer link. 

The first browser window you opened comes to the top of the stack. 

5. On the Quick Launch toolbar, click the Switch between windows button. 

A visua l representation of the open windows appears. 

What you see at this point will va ry depending on the video card installed in your 

computer and your display settings. Each window might be represented by a th ree­

dimensional version displaying its exact content, with all the windows stacked on 

top of each other. Or it might be represented by its program icon in a box on top 

of the current display. 

6. Press the EJ and E] keys to move through the display of windows. Then click the 
representation of any browser window. 

The selected window comes to the front and the disp lay returns to normal. 

7. On the Quick Launch toolbar, click the Show desktop button. 

All the open windows minimize. 

8. Right-click the Internet Explorer taskbar button, and then click Show Windows 
Stacked. 

The ten Internet Explorer windows appear, arranged in a grid. 
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9. Cl ick the Close buttons of any three of the visible Internet Explorer windows. 

Then repeat Step 8 to d isplay the windows first stacked, and then side by side. 

10. Investigate other arrangements, and then cl ick the Show desktop button to minimize 

all the open windows. 

11. Right-click an empty area of the taskbar, and then, if a check mark appears to the 

left of Lock the Taskbar, cl ick it. 

Th ree columns of dotted lines appear at each end of the Quick Launch too l bar to 

indicate that the taskbar is unlocked. You can now change the size and locat ion of 

the taskbar, and the size of the Quick Launch too lbar. 

12. Point to the top border of the task bar. When the pointer changes to a double­

headed arrow, drag the border up until the taskbar is three rows high. 

Notice that although there is enough space for all the buttons to display ind ividua lly, 

they rema in grouped. 

13. Right-click an empty area of the taskba r, and then click Properties. 

The Task bar And Start Menu Properti es dialog box opens, displaying the Taskbar tab. 
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Tip You'll be working with the desktop background in the next exercise, so there is 
no need to reset your desktop background before cont inuing . 

CLOSE the Appearance And Persona lization window. 

Optimizing Visual Effects 
In the previous exercise, you set the desktop theme, which selected the Windows Vista 
background, sounds, icons, buttons, windows shape, and so on. These options provide 
a pleasant user interface and are ava ilab le on any computer running Windows Vista . 
However, the pinnacle of the Windows Vista visual experience is Windows Aero, which 
is ident ified within Windows Vista as a co lor scheme, but is so much more than simply 
colors. It is truly a thing of beauty, incorporating soft edges, shadows, transparent win­
dow frames, animated window transitions, active previews of hidden windows from the 
taskbar, and a three-dimensional rotating stack display. In short, al l the bells and whistles! 

Unfortunately, Windows Aero works only on systems that have the necessary hardware 

configuration, which includes: 

• 1 GHz 32-bit (x86) or 64-bit (x64) processor 

• 1 GB of RAM 

• 128 MB graphics adapter 

• DirectX 9-class graphics processor that supports a Windows Display Driver Model 
Driver, Pixel Shader 2.0, and 32 bits per pixel 

If you purchased your computer before 2006, it is unlikely that it meets t hese require­
ments (un less your computer is set up for gaming or professiona l graphics production). 
You might be able to upgrade your system by purchasing more RAM and a new graphics 
card. If your hardware does meet the minimum requirements, you will have the pleasure 
of the Windows Aero experience when runn ing these Windows Vista editions: 

• Windows Vista Home Premium 

• Windows Vista Ultimate 

• Windows Vista Business 

• Windows Vista Enterprise 

Tip Don't know which edition of Windows Vista is installed on your computer? Click 
System And Maintenance in Control Panel, and then click Welcome Center. The edition is 
reported at the top of the Welcome Center window. 
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BE SURE TO adjust the desktop background to suit your preferences before moving on. 
We retained the pale gray background to make the graphics in this book easier to see. 

Selecting and Managing a Screen Saver 
Screen savers are static or moving images that are displayed on your computer after 
some period of inactivity. The origina l concept behind screen savers was that they pre­

vented your computer's monitor from being permanently "imprinted" with a specific 

pattern when it was left on for too long without changing. Modern monitors are not as 

susceptible to this kind of damage, but it is stil l a good idea to use a screen saver or to 

have your monitor automatically use power-saver mode after a period of inactivity. 

Another reason for using a screen saver is to protect your computer from prying eyes 

when you are away from your desk. To further protect your data, you can require that 

your password be entered to unlock the screen saver after it is set in motion. 
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The default screen saver is a Windows Vista logo that moves around on a black back­

ground. Windows Vista comes with eight additional an imated screen savers . You can 

choose any of these, display a slide show of the images and/or videos in a specific folder 

as a screen saver, download other animated screen savers from the Internet, or display 

no screen saver at all. 

Tip To quickly locate addi tional screen savers online, visit search.microsoft.com, type 
screen savers in the Search Microsoft.com For box, and then click the Search button. 

In this exercise, you will preview available screen savers and then select a screen saver 

that consists of a slide show of photographs. 

USE the practice files located in the Chapter04 subfolder under SBS_ Windows Vista. 

OPEN Control Panel, and then click Appearance And Personalization. 

1. Under Personalization, click the Change screen saver task. 

The Screen· Saver Sett ings dialog box opens 

ScreenSaver I.__ _______________ --, 

Sc reen saver 

L..lw_in_d_ow_,_Lo--=g_o ____ ~~ J I Settings ... JI Preview 

Wait: 10 : minutes z:) On resume, display log on screen 

Power managem ent 

Conserve energy or maximize performance by adjusting display 
brightness and other power ,ettings. 

Che1ng t; QQ\l>IE: r ~t ttin•J ), .. 

QI( J I Cancel J I Apply J 

2. Click the Screen saver arrow, and then in the list, click Photos. 
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The preview screen displays a slide show of the 15 pictures in the Public Pictures\ 

Sample Pictures fo lder. 

Troubleshooting If you have pictures in your own Pictures folder, you might see 
those pictures instead of the samples in the public Sample Pictures folder. 

3. Click Settings. 

The Photo Screen Saver Sett ings dialog box opens. 

Photos Scrten Saver Setting, 

:, US< •II pictures •nd video s from Photo Ga llery 

\ '1th thl ruling C:' h1qh r. 

~ --

Don't shCMJ ,tem.s taggtd; 

c= l 
9'1 Use picture s and videos from: 

C:\Usen\Chris\Pirturt, 

Th i1 (Omputer', video card can't playtheme:s. 

Slid e Show spee d: IMe:dium 

~ Shuffle content, 

How do I customize my screen Hvu? 

Save ] I Cancel 

4. To the right of Use pictures and vid·eos from, click Browse. 

5. In the Browse For Fo lder dialog box that opens, browse to your Documents\MSP\ 

SBS_ WindowsVista\Chapter04 folder, and then cl ick OK. 

Tip If you have a folder of your own favorite photos on your computer, feel free to 
browse to that folder instead. 

6. Adj ust the slide show speed if you want, and then cl ick Save. 

In the Screen Saver Settings dialog box, the slide show preview cycles through 

the pictures in the se lected fo lder. You can click Preview to see the full -screen 
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sl ide show as it will appear when in act ion; move the mouse or press the Esc key 
to return to the dialog box. 

~ p To use a password to return to your regular desktop in Windows Vista, se le~ 
~ Resume, Display Logan Screen. ·" "1 

ic: I 
- --- ------~ 

7. Choose the screen saver option you want to use on your computer, and then 

click OK. 

CLOSE the Appearance And Personalization window. 

Managing Your System Date and Time 
Your computer has an internal clock that keeps track of the date and time, even when it 

is turned off. By default, Windows Vista displays the system time in the notification area 

at the right end of the taskbar. When you point to the time, the system date is displayed 

as a ScreenTip. The system time controls a number of behind-the-scenes settings and is 

also used by Windows and your programs to maintain an accurate record of happenings 

on your computer. 

Tip If you prefer to not display the time, right-click a blank area of the taskbar, click 
Properties, click the Notification Area tab, and then clear the Clock check box in the 
System Icons area of the Taskbar And Start Menu Properties dialog box. 

You can set the system date, system time, and time zone manually, or, if your computer 

is connected to the Internet, you can synchron ize your system date and time with an 

Internet-based time server. If you have a continuous Internet connection, you can pro­

gram your computer to synchronize itself on a regular schedule. If your computer is on 

a domain, the time is centrally controlled from the domain server and you can change 
it on ly temporarily (until the next time the server synchronizes t he domain clock). 

In this exercise, you wil l manually reset your system time and then connect to an Internet 

time server for an automatic update. There are no practice files for this exercise. 

Troubleshooting If your computer is on a domain, you will not be ab le to complete 
Steps 8 through 10 of this exercise. 
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Key Points 
• You can easi ly persona lize Windows Vista interface elements such as colo rs, font s, 

and the desktop background. 

• If your computer hardware meets the minimum requirements, you can enjoy the 

ultimate Windows Vista visual experience by implementing the Windows Aero 

color scheme. 

• You can choose from a number of screen savers that come with Windows Vista, 

download others from the Web, and display you r own pictures as a screen saver. 

• The date and time shown on your computer can be automatically updated from an 

Internet time server. 

• If your computer was assigned an impersonal string of lette rs and numbers as its 

name, you can easily change it. In no time, SQ003GG8 can become Heidis-Helper. 

Keyboard Shortcuts 
Press this 

Windows logo key+D 

Ctrl+Esc 

Windows logo key 

Press this 

Space bar 

Arrow keys 

Ctrl+Tab 

Ctrl+Shi ft+ Tab 

Tab 

Shift+Tab 

To do this 

Display the desktop 

Open the Start menu 

Open or close the Start menu 

To do this in a dialog box or task pane 

Select or clear the check box if the act ive option is a check box 

Select a button if the active option is a group of option buttons 

Move forward through tabs 

Move back through tabs 

Move forward through options 

Move back through options 
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Configuring Tablet PC Options 
A variety of new and improved features for working with a Tablet PC are built in to 

Windows Vista-you don't have to purchase a different edition of the operating sys­

tem for a laptop than you would for a desktop PC. The most vis ib le improvement is the 

updated Input Panel, which is readi ly available as a tab at the edge of the screen. Ta p 

the tab, and the Input Panel opens, read y to receive your written input. This input is 

more likely to be interpreted accurate ly if you take a li ttle time to train the handwrit ing 

recognition program . 

You can enter information into a Tablet PC with a pen and, if your computer supports 

touch input, with your finger. You can configure options to support pen and finger flicks 

as a means of navigating in documents and other files. 

In this exercise, you will explore the Tablet PC configuration options, as well as those for 

your pen and the Input Panel. There are no practice files for this exercise. 

Troubleshooting The instructions in this exercise assume you are working on a Tablet 
PC. You ca n work through the exercise on a desktop computer by fol lowing the alternative 
instructions provided. 

BE SURE TO open Control Panel before beginning this exercise. 

1. In the Control Panel window, tap Mobile PC. Then in the Mobile PC window, tap 

Tablet PC Settings. 

Troubleshooting If your Control Panel does not include the Mobile PC category, 
click Hardware And Sound, and then click Tablet PC Settings. 

The Tablet PC Settings dialog box opens. On the General tab, you can indicate 

whether you are right-handed or left-handed, and you can calibrate the screen for 

better pen tracking . 

I: 



Tablet PC S~ings 

G•:::.::writing Recognition Display~ 

1 Change where meN.Js appear on the <ereen by indicating 
wnch hand you wr~e v.,1h 
<> Right-handed 

Menus: appear to lhe left of your hand 

" I Left-handed 
Menus appear to !he 1ighl of your hand 

Cooalion 
C,hbrate you, tablet pen lo imp1ove how accurately 1t targets 
items on the scieen. 

O,ientalion: 

I l'rm,ry landscape 

Caib<ate ... 

OK 11 Cancel 

2. Tap the Handwriting Recognit ion tab. 
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On t his tab, you can set options that will allow the handwriting recognizer to 

progressively "learn" about your style of wr iting. 

3. Tap the Display tab, and then tap the Orientation arrow. In the list, tap the Primary 

option that is not your current orientation, and then tap Apply. 

The screen orientation changes. If you do not want to keep this orientation, switch 

it back before continuing. 

Tip If your Tablet PC has tablet buttons, you can tap the Change button and set up 
the orientation sequence for a button. 

4. Tap the Other tab. 

Th is tab provides access to options for configuring your pen and the Input Panel. 

5. Tap the Go to Pen and Input Devices link. 

The Pen And Input Devices dialog box opens. The Pen Options tab displays a list 
of the pen equ iva lents of various mouse actions. You can adjust the settings for 

each pen action other than single-tapping to conform to the way you use the 
pen. You can change the size of the gesture required to start Input Panel, the 
speed and duration of the pen equivalent of right-clicking, and the speed and 

location variance that constitute a double-tap. (You cannot change the single­
click action.) 
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p.,, •nd Input Device, 

Pen Options I Pointer Options I Flicks I 

Pen acttOns 

Use the pen to i'll:erar.:t with items on ti'¥., sc.reen. Vou can adjust 
these tings fo, each pen action. 

~ 

Pen action Equrvatent mouse act ion 

Single-tap SinQle-ctick 
Double-lap Double-dick 

Press and hold Rlght-cick 

sta,t Tablet PC Input Panel None 

Pen buttons 

0 Use the pen button as a right-click equivalent 

0 u,e the top of the pen to erase Ink (where avaiable) 

OK 11 Cancel 

6. Tap the Press and hold action, and then click Set t ings. 

In the Press And Hold Settings dialog box, you can turn the press and hold for right­

clicking action on or off, and you can set the speed and duration of the action. 

7. Tap Cancel, and then in the Pen and Input Devices dialog box, tap the Pointer 
Options tab. 

The options on this tab control the feedback you receive in response to pen actions. 

,' Pen and Input Oe,nces 

Pen Option< Pointer Options ~F_lic_ks~------­

()yrumlc feedback 

Provide vislJ<>I feedback fo, the folowlng ac ions: 

Q l'i] SlnQle-tap 

@ Ill Double-tap 

r) 0 Press the pen button 

Press the pen button and top 

Pointer options 

~ Show pen cur~rs Instead of mou~e cursors when l 
use my pen 
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8. Tap the Flicks tab. 

On this tab, you can set whether you can navigate and edit content with a flick of 

the pen. 

Pen and Input Dov,ces 

Pen Options Pointer Options Fhcks 

@ use ficks to perform common actions qu,cl<Jy and eas,ly 

~ Navigatlonal fhcks ~ 

CJ ~~~igational flicks and ed1tl09 ~ 

•.:U'"..tom:e ... 

SensRr.ity 

fJ ,f 

You can ad)Ust how eas,ly you, ficks o:e recorJNZed. A more 
relaxed settinQ may leac to acodental flKks. 

Relaxed 0 

[i] Display fl icks icon in the notif1cat1on area 

Pr4ctlce 1JS1ng f~d•r. 

Precise 

OK j I Cancel j I Apply 

You cannot customize navigation flicks, but you can cu stomize editing flicks. 

9. Experiment with the options on this tab, and then tap Cancel to close the Pen and 

Input Devices dialog box. 

10. On the Other tab of the Tablet PC Settings dialog box, tap the Go to Input Panel 

Settings link. 

The Options dialog box opens, wi t h the Settings tab active. On this tab, you can 

specify t he location and functionality of the Insert button that appears when 

you are writ ing in t he Input Panel. You can also turn the AutoComplete feature 

on or off and restore t he defa ult Input Panel settings. 

Tip You can also open this dialog box from the Input Panel, by tapping Tools and 
then Options. 
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~Option, ~ 

Settings Opening Writing Pad Chmcter Pad Ge, turc, Advanced 

Insert button 

You can choose where the Insert button appears: 

a1 Right side of the writing area 

..,, left ,ide of he writing area 

You can chooi:c how the Insert button works: 

<!) Tapping th e Insert button inse rts text 

P) Pointing to the ln scrt button inse1t, text 

AutoComplete 

G'J Sugge,t mate he, in Input Panel when pouible, such as email addres,e,, 
URLs, fi le names and othe r previotrs entries 

Restore default setting s 

Resto re the or1gmal Input Panel setting,. Restore 

~-OK~II Cancel J [ 

11. Tap the Opening tab. 

On this tab, you can choose how to open the Input Panel and where its tab and 

icon appear on the screen. 

Options 

Writing Pad Character Pad Gestures Advanced 

Ac tions that open input Panel 

You can choose which action opens Input Panel: 

!)) Tap th e Input Panel icon or the tab to open Input Panel 

Point to the Input Panel ic on or the tab to open Input Panel 

Input Panel icons and tab 

0 For tab let pen input, show the Input Panel icon next to the text 
entry area when poss ible 

t.J Show the Input Pane l icon on the htkbar 

[.., Show the Input Panel t,b 

ll] Show the Input Panel t•b when the pen is out of range 

0 Sl1ow Input P,nel sli ding open from th e tab 

You can choose where the Input Panel t•b appew: 

g, On he left edge of the screen 

v On the nght edge of the scnien 

~-O_K_~J I Cancel Apply 
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12. Explore the other tabs of the Options dialog box. Then close the dialog box and 

t he Mobile PC window. 

13. Locate the Input Panel tab on your screen, point to it to open the tab, and then 

tap it to open the Input Pane l. 

By default, the Input Panel floats on the screen and can be dragged to any 

convenient location. 

14. On the Input Panel, tap Tools, and then in the list, tap Dock at Top of Screen. 

The Input Panel stretches to fill the full width of the screen and anchors itself at 

the top. 

- 1.U.:-1 (!!I lcclt • Hdp ... ia 

15. Restore the default Float setting, and then close the Input Panel. 

Installing and Sharing a Local Printer 
To print from a computer that is not part of a network, you must physically connect a 

printer to your computer, usually through either a USB port or a parallel port. A printer 

that is connected directly to your computer is called a local printer. The software to run 

the printer is insta lled on and run from your computer. When you connect a printer to 

your computer and then turn on the printer, Windows Vista recognizes that a device has 

been connected and identifies the type of device. It then searches through its database 

of drivers to locate the appropriate software to run the printer. If Windows Vista doesn't 

have the current driver for your particular printer, it asks you to provide the driver. 

Troubleshooting Many printers come with a CD conta ining insta llation files and drivers 
that were current at th e time the printer was manufactured. If you don't have the current 
printer drivers, you ca n usually locate them on the printer manufactu rer's Web site. 
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Tip You can return to a previous page of the wizard at any time by clicking the Back 
button in the upper-left corner of the window 

5. On the How do you want to connect page, click either Broadband or Dial-up, and 

then click Next. 

Type the information from your Internet service provider (ISP 

U1uname: 

Pu1wo,c, 

Connec on nam~: 

J A!l o-wothtr pt 

Th11 option tUo-

Conn«! o the lntcrnft 

Type the information f1om your Internet st:rvice provider OSP) 

D11l•up phon, numbu : 

Uic ,n1m,· 

Ptuword 

, Show char.-ctc,, 

Remcmbu 1h11 pus-o,d 

ti,: L) AII OW" othtr people to use tho conn~ction 

Broadband 
connection 

Dial-up 
connection 

Thu option 11ICWJ 1nyont wrth ucu, to th11 computer to u1c th11 conru ction, 

lli.t.:..!'·M:..t:J.tl: 

6. Enter the requested connection information, and then click Connect to close the 

window a.nd create the connection . 

CLOSE the Network And Internet window. 

Tip To connect to an existing network con nection, click Connect To on the Start menu. 
Then in the Connect To A Network wizard, click the connection you want to use, and click 
Connect. 

Displaying Web Sites in Internet Explorer 7 
Whether or not Internet Explorer 7 is your default browser, you can start it from the 

Windows Vista Start menu and use it to explore the Web. With all browsers, you navi­

gate to a specific Web site by typing its address, or Uniform Resource Locator (URL), in 

an address box and then clicking hyper/inks to move to specific Web pages. 
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In the past, you needed to open your Web browser multiple t imes if you wanted to 

view multiple Web pages at the same time. Although you can still do that with Internet 

Explorer 7, you can also display multiple Web sites on separate tabs within one Internet 

Explorer program window. Tabbed browsing is convenient because it takes far less time 

to open a new tab than it does to start a new instance of Internet Explorer, and it's much 

easier to move between open sites by selecting from the tabs at the top of one window 

than by selecting from taskbar buttons that don't display as much information. When 

you have several pages open, you can display thumbnails or a list of all the open pages 

and then click the page you want to view. When the open tabs exceed the available 

space, navigation buttons appear to the right or left of the ta bs. 

Switch between Web sites 
by clicking the page tabs 

Click here to 
display a new tab 

For the duration of the session (until you close the tab), Internet Explorer keeps track 
of the pages you visit within each tab. You can move backward and forward between 
those pages. 

While you are working in Internet Explorer, you might want or need to interact with other 

programs-for example, to edit an HTML file you are working with, or to send a Web 

page or link by e-mail. You can tell Internet Explorer which program to open for a specific 

task on the Programs tab of the Internet Options dia log box. Select an HTML editor from 
the list of those installed on your computer, and then if you want Internet Explorer to use 
different default programs for other tasks than those set in Windows, click Set Programs 
to open the Windows default program settings and make your changes. 

See Also For more information about choosing a defau lt Web browser, e-mail client, media 
player, contact management system, and other programs, see "Specifying the Default 
Program for a Type of File" in Chapter 7, "Working with Programs." 

In this exercise, you will start Internet Explorer and use various methods to open new, 
bookmarked, and linked Web sites and pages. You will open pages in the same window, 

on a new tab in the same window, and in a new window. You will navigate between 
sites and pages, close some sites, and then close them all. There are no practice files 

for th is exercise. 

KNOXY
Highlight



Start 

Go 
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BE SURE TO have an active Internet connection before beginning this exercise. 

1. In the upper-left corner of the Start menu, click Internet. 

Troubleshooting The name of your default Internet browser appears below the 
word Internet. If Internet Explorer is not you r default browser, point to All Programs 
on the Start menu, and then click Internet Explorer. 

-
Internet Explorer starts, displaying your current home page. 

Navigation bar Address box Command bar 

Findory 
MyFindory 

Home News .... Biogs Video_J Podca'>IS. FavoiilP'! lle,,,,t ... seerch 

!look$ llel aled to Your Anlcles My Flndory News My Flndory Biogs 

Road Warrior1 Can Stay Pluggml In whh Follow f.l e lV US stuns down onlino nuke guide 

See Also For information about changing the site that opens when you start Internet 
Explorer, see "Changing Your Home Page" later in this chapter. 

2. Click once in the Address box to select the URL of the currently displayed page. 

Type http://www.microsoft.com, and then click the Go button or press 8-
The Microsoft Web site replaces your home page. 

3. In the Address box, replace microsoft with msn. Then press B +B-

Tip You don't have to type a full Web site URL to move to a different site or a different 
page within the same site. You can change as much or as little of the URL as necessary. 

The MSN site opens on a new tab. 

4. Click the Start button (or press the ~ key). 

When the Start menu opens, the insertion point is already in the Start Search box 
in the lower- left corner of the menu. 

5. In the Start Search box, type http:// 

Windows filters all the indexed information on your computer and displays a list of 
items containing the characters you've typed; in this case, items from your Favorites 

and History lists, as well as the entry you're currently typing. 
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FavoritM and History 

~ h!!llill 
~ http://www.astrawba.org/ 

@J http:lfwww.bsa .org/ 

~ http://www,bsa,org fcustomcf/popuph ... 

/L http,// w.w.b,a.org/globalstucly 

~ http:ljwww.bsa.org/ua 

~ http:/Jwww.bsa.cr9/y5alaboul 

@:. http://W\w,.expedia.com/ 

~ http:/JWYN1.expedia.comldtfault.asp?c, .. 

~ http://www.findorv.com/ 

m http://www.google.com/ 

~ http;//www.google.com/ map<?hl=en ... 

~ http:/fwww.icra.org / 

http://r,ww,icra.org/ en / buttons 

'· http:llwww.icra .9rgfcgi•bin/rdf•9e:ne;r .. 1 

~ http://www.icra.org/cgi-bin/ rdf-testtr/ ... 

~ http://www.icra.org/chccked 

~ http://l,W11N.icra.org/label 

~ http:1fwww.icra.9rg/labcl/generator 

@.j http: //www.icra .orgllabe;l /generator/fi ... 

@.J http://www.icra.org/label/generator/y, .. 

J) See all resul ts 

P Searc.h the lnternet 

http:// X 

You can click any Web site or page in the list to open it in Internet Explorer. 

Tip Internet Explorer records the Web sites you visit in your History list, so you can 
easily locate a si te you have previously been to. Favorites are sites or locations that 
you save so you can return to them later. 

6. In the Start Search box, complete the URL by typing money.msn.com . Then press 

8-
As you type, Windows continues to filter the item list shown on the Start menu. 

When you press Enter, the home page of the MSN Money site opens in a new tab, 

in the existing Internet Explorer window. 

7. On the page, below the MSN Money title, click one of the links to other pages of 

the MSN Money site. 

The selected page replaces the home page you were viewing. 

8. Right-click another of the page links to display a menu of options for working with 

that page. 
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'{", P,rsonal finance and Investing - MSN Money• V/indows Intern, 

httr,:// moneyc•ntral.msn.com/home.asp 

Ni!WS: Business, Financial and Investing 

Personal FiMnce and Investing - MSN Mo 

{:) History Ctrl-Shift•H 
1· 1v 1l "-'7 

m P 

f SN Hoffl'= ► 

Get It done O<tober 05, 2006 ➔ : 26 PM ET 

..J Traci. investments 

5ave smarter 
Beware tricky low-pric 

13. In the list, cli ck the page that doesn't have a check mark next to it, to return to that 

page. 

14. On the Command bar, click Tools. Then on the Tools menu, click Internet Options. 

The Internet Options dia log box opens, displaying the General tab. 

Internet Options 

General Security Privacy Content Connections Programs Advanced 

Homepage 

To create home page tabs, type each oddress on it!; own line . 

I Use cur, ent I I Use def • ult 11 Use blank 

El<OWSltlQ history 

~ Delete temporary f~es, hlstory1 cookies , ~ved passwords, 
J and web form informatron. 

Delete... j I sett;-,o< 

Search 

p Change search defaults. 

Tabs --

Change how webpages •• o d'51)1ayed ., 
::::J tabs. 

Appearance 

5ettngs 

Colo, s 11 Languages 11 Fonts 11 AccesS1biity I 

.___o_K _ _,I I Cancel 11 Apply 

15. In the Tabs area, click Settings. 

The Tabbed Browsing Settings dialog box opens. 



~ I 
Close Tab 

Close 

Tabbed Browsing Settings 

[l] Enable Tabbed Browsing (requ,res restarting Internet Explorer) 

2J Worn me when cfosnt;J ndiple tabs 

'.:] Always switch to new tabs when they are created 

GZ] Enablo Quick Tabs (requires restarting Internet Explorer) 

E] 0pen only the first homo page when Internet Explorer start , 

[{I Open new tabs next to the cunent tob 

F Open home pa,;ie fm new tabs nstead o/ • blarkpage 

When• pop-up~ encountered: 

(__, Let Internet Explorer decide how pop-ups should open 

~ Always open pop-ups n a new window 

'- Atways open pop-I.JP$ In a new tab 

Open 6nks from other pro0rarM'. sn: 

A new window 

o A new tab n the rurrent window 

The CUl'rent ab or window 

OK J I Cancel 
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16. Review the types of changes you can make, and change any settings that you 

want. Then click OK in the Tabbed Browsing Settings dialog box and again in the 

Internet Options dialog box. 

17. In the browser window, cl ick any one of the middle tabs, and then click the Close 

Tab button that appears. 

The tab closes, and the tabs to its right slide over to take its place. 

18. On the Internet Exp lorer window title bar, click the Close button. 

Because more than one tab is open, Internet Explorer prompts you to confirm 

that you want to close them all. (This is one of the settings you can change in the 

Tabbed Browsing Sett ings dia log box.) 

19. In the message box, cl ick Show Options. 

Internet Explorer 

t- Do you want lo clo:se all tabs? 

L Open these the next time I use Internet E,plo,et 

[" Do not show me th~ ciolog again 

~ Hide Options I Cio,eTat» l [ ~ 

You can have Internet Explorer reopen the current set of tabs the next time you start 

it (for example, if you have to shut down your computer but have a number of sites 

open that you want to return to) or you can disable the warning. This warning actually 

does come in handy sometimes while making the transition to tabbed browsing-it 

can be easy to forget that closing the window affects more than one site. 
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Finding, Saving, and Returning to Web Sites 
To increase the efficiency with which you can move among sites you are currently viewing 

or have viewed in the past, and to make it easier to find sites that contain the information 

you need, Internet Explorer offers the following navigation tools, which put Web site in­

formation at your fingertips: 

• Live Search. With this feature, you can perform plain -text searches on the Web, or 

search the fi les and folders on your computer. 

• Favorites Center. This window contains links you have saved to Web sites, folders, 

and fi les; links to RSS feeds you have subscribed to; and a record of your Internet 

browsing history. You can display the Favorites Center as a multi -page window or 

pin it as a pane in the browser window. 

• Quick Tabs. This featu re displays screenshots of all Web pages currently open. 

• Tab List. Clicking this button displays a submenu of the open Web pages. 

Quick Tabs button 

E,,1,:11rtu Ctnttr 

' ""'"'" L , .... I ·-.. ...,,, H • 
hnWttlc 

"']iTod1Y 
Up t d1• (www.ttptd11.e0 m) 

IM. (www hw: com) 

Q m,cro,oft (w,,1,w-l'l\4<.ro1oft.com) 

0 M,c,osoft C01pon.tion 

~ t.i,crosoftWir\dows f•rrutyHom,.M 
Windows Vnt.1 Homt P,gt 

m,n ~.mm.com) 
0u1tw,-.cib 1,tom) 

pubh1ht1.IM: (publ11her.lrvuom) 

ru.nun (1ss.m1ncoM} 

Favorites Center 
displaying 

brows ing history 

Tab List button 

Quick Tabs display 

Windows Live Search 
input box 

In this exercise, you wil l conduct a simple search, expand the available search resources, 

save a page to your Favorites Center, and return to a page from your History list. There 

are no practice files for this exercise. 
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BE SURE TO start Internet Explorer before beginning this exercise. 

1. In the Live Search box at the right end of the Navigation bar, type a plain-text query, 

such as What types of plants grow on volcanoes?, and then click the Search button. 

Live Search searches the Web for pages containing content and keywords related 
to your question, and displays the resu lts in the browser window. You can display 

any listed site by clicking its title, which is underlined to indicate that it is formatted 

as a hyperlink. 

2. At the right end of the Live Search box, click the Search Options arrow. 

Note that Live Search is the only search provider listed. 

\._} " I hup;//1 urch.lrve.c0 rn/Juult,,1ip.:dq:What •typt 0 0f •pl1nU +91 ow , on ~volunot1%3Fforc 

r ,. LIVt so ,ch!.~1t type o, pllntJ gr~ or, volono I 

Wh 1 type dpt rtl 91 

WeL Imoou Nt1'1S M,,p, QnA I • More ~ 

What 1v1ie of plont.s orow on vulc:.'1noes? ... 

B .. ~E;fit:5 ,;,t Y 1.c 
.. . build an eruptmg \loic~no morJi:•l. 1&port, wo r1d vn lcnitoos ... Pumico, a lypo L,I 
volcanic fock, 1s used 1n murw ... Pltmls and crop;. a11c! ~con ablo to urow back 
and e1re heller than before 

~ 
.. blanl ets of ;,,sh c~n -suffoca: ,._ p lant s Why Do VolCl'l rm os .row? 
Volcan ou!> ~1rov, becausi:! oi rt1pea t1:d erupt,om: 111ttrt;> <>ra three 1t1J1n i,ndi, Of 
~hape:;, of vu lc:anoos based on tht.- t ype of n1a te11Jls they erupt 

u•, .,,,, ,,r L•V11k . .011u1•., t •111 • , '·'.'....:....... 

~ .... F .. (i ,t t HQ\li- D·i .. !> "OU' _G l!.1:!.D. ... Y..CQXI 
.. besides needlflg Na ter (Nh:ch •~ "V&I/ imi:,ctt.Jn IJ 1he- ty11e o "011 that plants 

grow ... svrf.aco, or a deposit trom N.:>te,, w1nC1, g!ac:1ers, volc t:urno~ or 
g"ti l. J· . ,,ir,:,r• 

1yp1 

3. In the Search Options list, click Find More Providers. 

The Internet Explo rer Web site appears, displaying links to two dozen search pro­
viders you can make ava ilable to the search utility. Adding a provider from this 

li st makes it available in the Search Options list. To conduct a search through that 

provider, enter your search term, cl ick the Search Options arrow, and then in the 
list, click the provider you wa nt to use. 

4. On the toolbar, click the Add to Favorites button, and then in the list, click Add to 

Favorites. 
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Favorites Center 

Add a favorit, 

Add a Favorite 

Add th• webpoge as• faYO<ie. To access~ 
fav011es, visit the Favo,iei Center. 

flame: Add Sea1ch P,oviders lo lntemel E ,plo1e1 7 

Create in; ~-f•_v_011_·1e_s _____ ~_J I New Folde1 J 

Add I I Cancel I 

You can create additional folders within your Favorites Center by clicking New Folder. 

5. In the Add a Favorite dialog box, click Add to make the current page available 

from your Favorites Center. 

6. On the toolbar, click the Favorites Center butto_n. 

The Favorites pane expands, displaying the page (Favorites, Feeds, or History) you 

most recently viewed. 

7. If the Favorites page is not displayed, click Favorites to verify that the Add Search 

Providers page is there. Then click the History arrow, and in the list, click By Site. 

The History page displays an alphabetical list of the sites you have visited in the last 

20 days. You can click any site in the History list to open it in Internet Explorer. 
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Tip On the General tab of the Internet Options dialog box, you can clear the History 
list or change the number of days (0 to 999) Internet Explorer retains your browsing 
history. 
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8. In the upper-right corner of the Favorites Center, click the Pin the Favorites Center 

button to convert the temporary window to a pane. 

9. In the History list, cl ick By Date, click Today, click search.live (search.live.com), and 

then cl ick Live Search: What plants grow on volcanoes? to return to your original 

search results. 

10. Experiment with other aspects of the Favorites Center. When you f inish, cl ick the 

Close button in its upper-right corner. 

j Tip To clear yo ur Internet Explorer history, click Delete Browsing History on the 
Tools menu. 

Printing Web Pages 
While you're browsing the Web, Internet Explorer makes it easy to print the Web page 

you're viewing, either on paper, to a file, or if you have Microsoft Office One Note 2007 in ­

stal led on your computer, to your OneNote notebook. Before printing the page, you can 

preview it and adjust settings such as the paper size, the orientation, and the margins. 

Tip You can qu ick ly send the contents of a Web page and a link to that page to you ] 
defau lt OneNote notebook by cl icking Send To OneNote on the Internet Explorer Tools 
menu. You must have previously sta rted OneNote at least one time before you can send 
informati on to it from Internet Explorer. 

In this exercise, you will preview and print a Web page. There are no practice files for this 

exercise. 

~ -BE SURE TO install a printer before beginning this exercise. 

1. On the Start menu, type http://www.otsi .com in the Start Search box, and then 

press B -
The home page of our company Web site opens. The size and ori entation of the 

page content is defined so that the content is in a horizontal format. 
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Content Advisor again restricts you from displaying the page. Obviously, th is type 

of constant restriction can be quite irritating. After you view a few other Web sites 

with your criteria in place, you might want to make adjustments to the Content 

Advisor settings to fine-tune the way it works. 

14. To disable Content Advisor, click Internet Options on the Tools menu, and on the 

Content tab of the Internet Options dialog box, click Disable. 

To prevent other people from chang ing the restrictions you have set on your com­

puter, after activating Content Advisor, you must enter the supervisor password to 

change its settings or disable it. 

15. In the Supervisor Password Required message box, type P@ssw0rd in the 

Password box, and then click OK. If a message box notifies you that Content 

Advisor has been turned off, click OK. Then close the Internet Options dialog box. 

Tip On the Advanced tab of the Internet Options dia log box are many settings that affect 
various aspects of Internet Explorer, such as accessibility, browsing, printing, and searching. 
For the most part, you are unlikely to need to change these options. However, if you find 
yourself wishing that so me aspect of Internet Explorer worked a different way, you might 
want to display the Advanced tab to see if one of its options wi ll do the trick. 

Key Points 
• The Windows Internet Explorer 7 tabbed browsing interface lets you open multiple 

Web sites in a single instance of Internet Explorer. You don't clutter up the taskbar, 

and it's faster and easier to open and switch between sites. 

• If you want to quickly return to a site you've already visited, you can locate and 

open it from the Start menu. 

• Not only can you change the home page that opens when you start Internet 

Explorer, but you can open multiple home pages. 

• You can personalize the look of the browser window as well as the way content 

appears and performs within the window. 

• Windows Vista incorporates safeguards that shield computer users from objec­

tionable Internet content. What you see is up to you: You can specify the level of 

protection you want for yourself and for other users of your computer. 
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Double-clicking any file type associated with Windows Photo Gallery opens Photo Gallery 

and displays that file. The tool bar at the top of the window displays buttons and menus of 
commands for work ing with the displayed picture. 

You can use the controls at the bottom of the Photo Gallery window to move forward 

or backward in the folder containing the selected file, display a slideshow of the images, 

reduce or magnify the image view, and rotate or delete selected images. The Info pane 
on the right displays properties of the selected image; you can add and edit information 

within the pane. 

Tip Cl ick Info on the Windows Photo Gallery toolbar to disp lay the Info pane. 

When you click the Add Folder To Ga llery or Go To Ga llery button while viewing a picture 

in Photo Gal lery, or when you click Windows Photo Gal lery in the All Programs list on the 

Start menu, a Photo Gallery window opens in wh ich you can view and work with all the 

supported-fo rmat pictures in all the fo lders you have added to the gallery. From this 

window, you can do the fo llowing: 

• Select and work with one or more pictures. 

• Sort all the pictures that have been added to the gallery, regardless of wh ich folder 

they are stored in, by keyword (tag), date, or rating. 

• View the pictures in a particu lar folder. 

In this exercise, you wi ll display a photo in Photo Gallery and then add the folder in 

which the photo is stored to the ga llery. Then in the Photo Gallery window, you will sort 

and filte r the fi les in various ways to find the ones you want. You wi ll also add tags and 

adjust the properties of some photos so that they are eas ier to find. 

USE the practice files in the Chapter09 folder under SBS_WindowsVista. 

BE SURE TO log on to Windows Vista and display your Documents folder before beginning 
this exercise. 

1. In Windows Explorer, browse to the MSP\SBS_WindowsVista\Chapter09 subfolder 

of your Documents fo lder. 

2. In the Content pane, double-click the Ol_ArizonalO image. 
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Windows Photo Gallery opens and displays the picture file. 

Tool bar Info pane 

View controls 

3. Without clicking the Add Folder To Gallery button, click each of the other tool bar 

buttons in turn to see what you can do with the disp layed picture. 

4. When you've finished exploring, click Add Folder To Gallery. 

Troubleshooting If the displayed picture is already part of a gallery, the Go To 
Ga llery button appears in place of the Add Folder To Gallery button. 

The Windows Photo Gallery window displays thumbnails of all the pictures in the 

Chapter09 folder, where the Ol_ArizonalO image is stored. 
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At the bottom of the Navigation pane, the Chapter09 folder appears in the list of 

folders that are part of the gal lery, along with your personal Pictures and Videos 

folders and the Public Pictures and Public Videos fo lders. 
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You can filter pictures in the ga llery by ta g, date taken, and rating. 

5. At the top of the Navigation pane, under Tags, click cactus. 

The Content pane displays two pictures from the Chopter09 fo lder. 

6. If the Info pane isn't open, click Info on the toolbar. 

7. With the Ol_ArizonalO image se lected, look at the file properties disp layed in the 

Info pane. 

The cactus tag is one of the four tags associated with th is image. 

8. Point to the other image. 
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To copy additional data to a Live File System format disc, insert the disc in the 

drive, and then either select the files you want to copy in Windows Explorer and 

click the Burn button, or disp lay the disc contents in Windows Exp lorer and drag 

addi t ional files to it. 

If you are crea ting a Mastered disc, Windows Explorer displays the drive, with the 

selected fi les listed under the heading Files Ready To Be Written To The Disc, and 

you then need to click Burn To Disc on the too lbar to initiate the burn. 

Tip You can delete fi les from the Files Ready To Be Written To The Disc list, and add 
others, before burning the disc. 

To burn music tracks to disc from Windows Media Player: 

1. In ful l mode, click the Burn tab. 

2. Drag the album, play list, or t racks you want to burn into the Burn List area of the 

List pane. 
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3. At the bottom of the List pane, click Start Burn. 
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4. When prompted, insert a writeable CD or DVD into your computer's disc burner. 

Windows Media Player burns the music files to the disc, and after burning the last 

track, it final izes (closes) the disc and then ejects it. 



0/ Windows Featutes 

Turn Windows features on or off 

To turn a feature on, select it5 check box. To turn a feature off, clear its 
check box. A fi lled box means that only part of the feature is tumed on. 
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2. Scroll the features list, noticing which ones are installed and which aren't. 

3. If you are not using an installed feature that you know it is safe to remove (such as 

Games), clear its check box, and then click OK. 

A message box tells you that configuring the change might take several minutes. 

When the process is complete, the message box and the Windows Features dialog 

box close. 

CLOSE the Programs window. 

Managing Cached Files 
When you visit a Web page, the page and its graphics are stored, or cached, in the 

Temporary Internet Files folder on your hard disk. The folder size is limited by default 

to 50 MB; you can increase (up to 1 GB) or decrease (down to 8 MB) the folder size to 

control how often the folder is purged. If you do a lot of Web surfing, particularly of 

graphic -intensive sites, the folder can fill up relatively quickly; after it is full , older files 

are deleted when newer files are cached. 

Tip If you would prefe r that Internet Explorer not cache any temporary fi les, select the 
Empty Temporary Internet Files Folder When Browser Is Closed check box on the Advanced 
tab of the Internet Properties dialog box. 
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activating A security measure that requires you 

to validate your copy of Windows Vista online 
or by telephone within 30 days of first use. 

ActiveX control A set of technologies that 
enables software components to interact with 
one another in a networked environment, 
regardless of the language in which the 
components were created. 

Address bar In Windows Explorer, a text box 
containing the navigation path to the current 
folder, beginning with the Windows symbol 
representing the overall Windows storage 
structure. The arrow after each folder name 
links to a list of its subfolders. In Windows 
Internet Explorer, a text box containing the 
Web address of the currently displayed Web 
page. 

administrative privileges The highest level 
of permissions that can be granted to a user 
account. A computer administrator can per­
form tasks affecting the computer and all the 
user accounts on it. Administrative privileges 
are required to perfo rm any tasks relating to 
or affecting computer security. 

aspect ratio In computer displays and graphics, 
the ratio of the width of an image or image 
area to its height. 

Audio Description A Windows Vista accessibility 
program that narrates videos as they play, if this 
feature is available within the video fi le. 

autorun file A fi le that automatically starts 
an instal lation program when you insert 
the installation disc or browse to the folder 
containing it. 

background tabs In Internet Explorer tabbed 
browsing, a page tab that opens in the back­
ground, so that the tab you are currently 
working with stays in the foreground . 

backing up The process of creating a copy of 
your files somewhere other than on your com­
puter so that you can restore them if an event 
such as a virus attack, hard disk failure, theft of 
a laptop, fire, or other loss should occur. 

bitmap (BMP) A data structure in memory 
that represents information in the form 
of a co llection of individual bits. A bitmap 
image represents images as dots, or pixels, 
on the screen and is saved in the bitmap 
(.bmp) format. 

blog Short for Weblog . A personal Web site 
created for the purpose of sharing information 
and opinions with other Internet users. Biogs 
range from persona l diaries and ways for 
communities to keep in touch to sources of 
information on a specific topic. 

BMP See bitmap (BMP). 

browser See Web browser. 

browsing Navigating through a folder hierarchy, 
for example in a dialog box or in Windows 
Explorer, to select a folder or file. 

burning Copying a file, such as an image or 
audio file, to a CD or DVD. 

byte A unit of information that is the equivalent 
of one character. 

cable A type of broadband Internet connection 
that uses cable television lines. Access speeds 
vary greatly, with a maximum speed of 10 
megabits per second (Mbps). 

caching The process of storing information in a 
computer's memory, or storing a Web page on 
a computer's hard disk, for rapid retrieval at a 
later time. 

CD key A unique combination of letters and 
numbers that identifies a product license. 

clicking The action of pressing and releasing the 
primary mouse button. 
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Sound Sentry A Windows Vista featu re that 
flashes the screen element you specify (your 
choices are the active caption bar, active 
window, or desktop) every time the system's 
built-in speaker plays a sound. 

Speech Recognition Allows you to control 
Windows, control open programs, and dictate 
text by speaking into a microphone. 

Start menu A list of options that is your central 
link to all the programs installed on your com­
puter, as well as to all the tasks you can carry 
out with Windows Vista. 

Sticky Keys A Windows Vista accessibi lity fea­
ture that makes it easier to use the keyboard 
with one hand by causing the Ctrl, Shift, and 
Alt keys to "stick" down until you press the 
next key. 

surfing the Web To browse information on the 
Internet. 

switch box An enclosure that contains a se lector 
switch. It looks similar to a hub but allows only 
one active connection at a time. 

system cache An area in computer memory 
where Windows Vista stores information it 
might need to access quickly. 

system date The current date according to the 
operating system. 

system folders The folders created when 
Windows Vista was installed. The folders are 
Program Files, Users, and Windows. See the 
index to locate specific information about each 
of these folders. 

system time The current t ime according to the 
operating system. The system time controls a 
number of behind -the-scenes settings and is 
also used by Windows and your programs to 
maintain an accurate record of happenings on 
your computer. 

tabbed browsing A feature in Internet Explorer 
with which you can browse different Web sites 
on different tabs, easily and quickly switching 
between them. 

tabs Multiple windows located with in the 
Internet Explorer program window that can 
each display a different Web site. 

task pane A fixed pane that appears on one 
side of a program window, containing opt ions 
related to the completion of a specific task. 

Task Scheduler Program with which you can 
schedule regular hard disk maintenance tasks. 

taskbar Displays buttons you can click to run 
programs, utilities, and commands, as well as 
buttons representing the windows of open 
programs and f iles. 

taskbar buttons Buttons on the taskbar repre­
senting each open window, file, or program. 

theme A set of visual elements that applies a 
unified look for the computer desktop. Each 
theme can include a desktop background co lor 
or picture; a color scheme that affects title bars 
and labels; specific fonts used on title bars, 
labels, and buttons; sounds associated with 
specific actions; and other elements. 

tilt-wheel mouse A mouse that incorporates a 
wheel that scrolls not only vertically, but also 
horizontally. · 

time server A computer that periodically syn ­
chronizes the time on all computers within 
a network. This ensures that the time used by 
network services and local functions remains 
accurate. 

title bar The horizontal bar at the top of a win­
dow that conta ins the name of the window. On 
many windows, the title bar also contains the 
program icon, the Maximize, Minimize, and 
Close buttons, and the optiona l question mark 
button for context-sensitive Help. To display 
a menu with commands such as Restore and 
Move, right-click the tit le bar. 

Toggle Keys A Windows Vista accessibility 
feature that sounds an audio signal when you 
press the Caps Lock, Num Lock, or Scroll Lock 
key. A high-pitched sound plays when the keys 
are activated, and a low-pitched sound plays 
when the keys are deactivated. 
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