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Praise for Visual Books

“Like a lot of other people, | understand things best
when | see them visually. Your books really make
learning easy and life more fun.”

John T. Frey (Cadillac, MI)

“l have quite a few of your Visual books and have
been very pleased with all of them. | love the way the
lessons are presented!”

Mary Jane Newman (Yorba Linda, CA)

“I just purchased my third Visual book (my first two
are dog-eared now!), and, once again, your product
has surpassed my expectations.”

Tracey Moore (Memphis, TN)

“l am an avid fan of your Visual books. If | need to
learn anything, | just buy one of your books and learn
the topic in no time. Wonders! | have even trained my
friends to give me Visual books as gifts.”

lllona Bergstrom (Aventura, FL)

“Thank you for making it so clear. | appreciate it. |
will buy many more Visual books.”

J.P. Sangdong (North York, Ontario, Canada)

“l have several books from the Visual series and have
always found them to be valuable resources.”

Stephen P. Miller (Ballston Spa, NY)

“Thank you for the wonderful books you produce. It
wasn’t until | was an adult that | discovered how |
learn — visually. Nothing compares to Visual books. |
love the simple layout. | can just grab a book and use
it at my computer, lesson by lesson. And | understand
the material! You really know the way | think and
learn. Thanks so much!”

Stacey Han (Avondale, AZ)

“l absolutely admire your company’s work. Your
books are terrific. The format is perfect, especially for
visual learners like me. Keep them coming!”

Frederick A. Taylor, Jr. (New Port Richey, FL)
“l have several of your Visual books and they are the
best | have ever used.”

Stanley Clark (Crawfordville, FL)

“l bought my first Visual book last month. Wow. Now
| want to learn everything in this easy format!”

Tom Vial (New York, NY)

“Thank you, thank you, thank you...for making it so
easy for me to break into this high-tech world. | now
own four of your books. | recommend them to anyone
who is a beginner like myself.”

Gay O’Donnell (Calgary, Alberta, Canada)

“l write to extend my thanks and appreciation for
your books. They are clear, easy to follow, and
straight to the point. Keep up the good work! |
bought several of your books and they are just right!
No regrets! | will always buy your books because they
are the best.”

Seward Kollie (Dakar, Senegal)

“Compliments to the chef!! Your books are
extraordinary! Or, simply put, extra-ordinary, meaning
way above the rest! THANK YOU THANK YOU THANK
YOU! | buy them for friends, family, and colleagues.”

Christine J. Manfrin (Castle Rock, CO)

“What fantastic teaching books you have produced!
Congratulations to you and your staff. You deserve
the Nobel Prize in Education in the Software category.
Thanks for helping me understand computers.”

Bruno Tonon (Melbourne, Australia)

“Over time, | have bought a number of your ‘Read
Less - Learn More’ books. For me, they are THE way to
learn anything easily. | learn easiest using your
method of teaching.”

José A. Mazén (Cuba, NY)

“l am an avid purchaser and reader of the Visual
series, and they are the greatest computer books I’ve
seen. The Visual books are perfect for people like
myself who enjoy the computer, but want to know
how to use it more efficiently. Your books have
definitely given me a greater understanding of my
computer, and have taught me to use it more
effectively. Thank you very much for the hard work,
effort, and dedication that you put into this series.”

Alex Diaz (Las Vegas, NV)
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How to Use This Book

Do you look at the pictures in a book or newspaper
before anything else on a page? Would you rather see
an image instead of read about how to do something?
Search no further. This book is for you. Opening
Windows 7 Simplified allows you to read less and learn
more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this
particular technology or application. It is also for
more computer literate individuals who want to
expand their knowledge of the different features that
Windows has to offer.

Book Organization

Windows 7 Simplified has 12 chapters.

Chapter 1, Getting Started with Windows 7, gives
you the basics of starting and stopping Windows 7,
understanding the Windows 7 screen, and using a
mouse.

In Chapter 2, Launching and Working with
Programs, you learn how to install and start
programs, how to use menus, toolbars, and dialog
boxes, and how to switch between program windows.

In Chapter 3, Creating and Editing Documents, you
learn how to create and open documents, edit
document text, and save and print your work.

Chapter 4, Working with Images, shows you how to
work with images in Windows 7, load images from
the digital camera or scanner, and print an image.

With Chapter 5, Playing Music and Other Media,
you learn how to use Windows Media Player to play
music, sound, and video files, audio CDs, and DVDs.

Chapter 6, Working with Files, gives you the details
on how to view, select, copy, and move files, burn
files to a recordable CD, rename and delete files, and
search for files.

Chapter 7, Sharing Your Computer with Others,
shows you how to use Windows 7’s User Accounts
feature to enable multiple people to share a single
computer, and introduces you to some basic
networking techniques.

In Chapter 8, Surfing the World Wide Web, you
learn how to use the Internet Explorer program to
browse the World Wide Web.

With Chapter 9, Working with E-mail, Contacts,
and Events, you learn how to use the Windows Live
Mail program to send and receive e-mail messages
and track your appointments, events, and tasks.

Chapter 10, Implementing Security in Windows 7,
gives you information on the Windows 7 security
features, including the new Action Center, passwords,
parental controls, and more.

Chapter 11, Customizing Windows 7, shows you
various ways to customize Windows 7 to suit the way
you work.

In Chapter 12, Maintaining Windows 7, you learn
about some programs that enable you to perform
routine maintenance that will keep your system
running smoothly.

Chapter Organization

This book consists of sections, all listed in the book's
table of contents. A section is a set of steps that show
you how to complete a specific computer task.

Each section, usually contained on two facing pages,
has an introduction to the task at hand, a set of full-
color screen shots and steps that walk you through
the task, and a set of tips. This format allows you to
quickly look at a topic of interest and learn it
instantly.

Chapters group together three or more sections with
a common theme. A chapter may also contain pages
that give you the background information needed to
understand the sections in a chapter.



Using the Mouse

This book uses the following conventions to describe
the actions you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-click

Press your right mouse button. When you right-click
anything on the computer screen, the program
displays a shortcut menu containing commands
specific to the selected item.

Click and Drag, and Release the Mouse

Move your mouse pointer and hover it over an item
on the screen. Press and hold down the left mouse
button. Now, move the mouse to where you want to
place the item and then release the button. You use
this method to move an item from one area of the
computer screen to another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Windows 7 Simplified to distinguish
different types of information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also
indicates text and numbers that you must type into a
dialog box or window.

Italics
Italic words introduce a new term and are followed
by a definition.

Numbered Steps

You must perform the instructions in numbered steps
in order to successfully complete a section and
achieve the final results.

Bulleted Steps

These steps point out various optional features. You
do not have to perform these steps; they simply give
additional information about a feature. Steps without
bullets tell you what the program does in response to
your following a numbered step. For example, if you
click a menu command, a dialog box may appear or
a window may open. The step text may also tell you
what the final result is when you follow a set of
numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an
operation. They may warn you of a situation that you
want to avoid — for example, the loss of data. A note
may also cross reference a related area of the book. A
cross reference may guide you to another chapter or
another section within the current chapter.

Icons and buttons

Icons and buttons are graphical representations within
the text. They show you exactly what you need to
click to perform a step.

\ " You can easily identify the tips in any
| . section by looking for the Simplify It
S p“iy icon. Tips offer additional
information, including tips, hints,
and tricks. You can use the tip
information to go beyond what you
have learned in the steps.



Getting Started
with Windows 7

Are you ready to learn about
Windows 77 In this chapter, you
learn a few basic techniques and
concepts that will help get
comfortable with Windows.
These topics include starting
Windows 7, understanding
what you can do with Windows
7, and taking a tour of the
Windows 7 screen. You also
learn how to use a mouse with
Windows 7, use the Windows 7
Help system, and activate your
copy of Windows 7. The
chapter closes by showing you
how to restart Windows 7 and
how to shut down your system
when you are finished using it.
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What You Can Do with Windows 7

The Windows 7 Screen

Using a Mouse with Windows 7

Get Help

Activate Your Copy of Windows 7

Restart Windows 7

Shut Down Windows 7




o w. Windows 7 Uttimate

Start
Windows 7

When you turn on your computer, Windows 7 If this is the first time you are starting your
starts automatically, but you may have to computer, you will have to run through a series
navigate the Welcome screen along the way. of configuration steps. These steps configure
You use the Welcome screen to log in to your main user account, your desktop

Windows 7 using the user account and background, and a few security options. You
password you configured when you first set up  should select the default options to ensure your
your computer. computer remains secure and up to date.

Start Windows 7

@ Turn on your computer.

@ The Windows 7 Welcome
screen appears.

Note: If your version of
Windows 7 is configured with
just a single user and no
password, then you bypass the
Welcome screen and go directly
to the desktop.

w. Windows /7 Ultimate

@ Click the icon that corresponds
to your Windows 7 user name.

Windows 7 prompts you to
enter your password.

Note: If you are the only user
on your computer, Windows 7
prompts you for your password
right away, so you can skip
Step 2.




CHAPTER

Getting Started with Windows 7 I

® Type your password.

Note: The password characters
appear as dots as you type them
so that no one else can read your
password.

[ Switch User |

w. Windows / Uttimate

@ Click the Go arrow (E) or press
(Enter §

The Windows 7 desktop
appears after a few moments.

| Switch User ||

w. Windows 7 Uttimate

What happens if | forget my Windows 7 password?

Most Windows 7 user accounts that are password protected are also set up with a
password hint — usually a word or phrase designed to jog your memory. You
choose the question when you set your password, as explained in the “Protect an
Account with a Password” section in Chapter 10. If you forget your password,
click the Go arrow (f=#) and then click OK to see the password hint.




What You Can Do
with Windows 7

Windows 7 is an operating system that contains done, creating pictures, editing photos, playing
a collection of tools, programs, and resources. music, surfing the World Wide Web, exchanging
You do not do anything directly with Windows  e-mail messages, and more. Here is a sampling

7 itself. Instead, you use its tools and programs of what you can do with them.

to perform tasks, including getting your work

Get Work Done

With Windows 7, you can run programs that enable you to get your |2~ 0%, 00 4 fioL . 28
work done more efficiently, such as a word processor for writing :
memos and letters, a spreadsheet for making calculations, and a

database for storing information. Windows 7 comes with some of Agenda for industry Conference
these programs (such as the WordPad program you learn about in isenscpes
Chapter 3), and you can purchase and install others separately. 800-830  Opening Remarks

8:30 - 9:00 President’s Welcome
9,00 - 9:45 Keynote Address
9:45 = 10:15 Coffes Break
10:15-11:00  Industry Trends
11:00-12:00  Advisory Panel

Ea-_ Create and Edit Pictures

Windows 7 comes with a lot of features that let you work with
images. You can create your own pictures from scratch, import
images from a scanner or digital camera, or download images from
the Internet. After you create or acquire an image, you can edit it,
print it, or send it via e-mail. You learn about these and other picture
tasks in Chapter 4.

Play Music and Other Media

Windows 7 has treats for your ears as well as your eyes. You can listen to audio CDs, play
digital sound and video clips, watch DVD movies, tune in to Internet radio stations, and
copy audio files to a recordable CD. You learn about these multimedia tasks in Chapter 5.

Get on the Internet

Windows 7 makes connecting to the Internet easy. And after you are on the Net, Windows 7 has all the
tools you need to get the most out of your experience. For example, you can use Internet Explorer to surf
the World Wide Web (see Chapter 8) and Windows Live Mail to send and receive e-mail (see Chapter 9).




The Windows 7

Screen

Before getting to the specifics of working with
Windows 7, take a few seconds to familiarize
yourself with the basic screen elements,
including the desktop, the Start button, the

Desktop Icon

An icon on the desktop represents a
program, a Windows 7 feature, or a
document. A program you install often
adds its own icon on the desktop.

Mouse Pointer

When you move your
mouse, this pointer moves
along with it.

Start Button

You use this button to start
programs and launch many of
Windows 7's features.

Taskbar Icons

You use these icons to launch some
Windows 7 features with just a mouse
click.

CHAPTER

taskbar, and the notification area. You will
interact with these screen elements throughout
your Windows 7 career, so getting familiar with
them early on will help you in the long run.

Desktop

This is the Windows 7 “work
area,” meaning that it is where
you work with your programs
and documents.

Time and Date

This is the current time and
date on your computer. To
see the full date, position
the mouse s over the time.
To change the date or time,
click the time.

Notification Area

This area displays small
icons that notify you about
things that are happening
on your computer. For
example, you see
notifications if your printer
runs out of paper or if an
update to Windows 7 is
available over the Internet.

Taskbar

The programs you have
open appear in the taskbar.
You use this area to switch
between programs if you
have more than one running
at a time.



Using a Mouse
with Windows 7

Windows 7 was built with the mouse in mind, If you have never used a mouse before,

so it pays to learn the basic mouse techniques remember to keep all your movements slow
early on because you will use them for as long  and deliberate, and practice the techniques in
as you use Windows. These techniques include  this section as much as you can.

clicking the mouse, double-clicking, right-

clicking, and clicking-and-dragging.

Using a Mouse with Windows 7 .

CLICK THE MOUSE

@ Position the mouse s over the T
object you want to work with. =

‘Windows Media Center
| Cal

@ Click the left mouse button. @ coos
Sticky Notes
@ Depending on the object, S R—
Windows 7 either selects the g vom

object or performs some
operation in response to the
click (such as displaying the
Start menu).

k‘-) Remote Desktop Connection

DOUBLE-CLICK THE MOUSE 1

@ Position the mouse i over the
object you want to work with.

@ Click the left mouse button
twice in quick succession.

@ indows 7 usually performs
some operation in response to
the double-click action (such as
displaying the Recycle Bin
window).




CHAPTER

Getting Started with Windows 7 I

RIGHT-CLICK THE MOUSE

@ Position the mouse s over the
object you want to work with.

@) Click the right mouse button.

@ Windows 7 displays a shortcut
menu when you right-click
something.

View
Sort by
Refresh

Paste
Paste shortcut

Undo Move Ctrl+Z

MNew

= Screen resolution

| @ Gadgets
> ':i Personalize

Note: The contents of the
shortcut menu depend on the
object you right-clicked.

CLICK AND DRAG THE MOUSE

@ Position the mouse i over the
object you want to work with.

@ Click and hold the left mouse
button.

@ Move the mouse to drag the
selected object.

@ In most cases, the object moves
along with the mouse k.

@ Release the mouse button
when the selected object is
repositioned.

Why does Windows 7 sometimes not recognize How can | set up my mouse for a
my double-clicks? left-hander?

Try to double-click as quickly as you can, and be sure | Click Start, Control Panel, Hardware
not to move the mouse between clicks. If you continue | and Sound, and then Mouse to

to have trouble, click Start, Control Panel, Hardware | open the Mouse Properties dialog
and Sound, and then Mouse to open the Mouse box. Click the Buttons tab. Click
Properties dialog box. Click the Buttons tab. In the Switch primary and secondary
Double-click Speed group, click and drag the slider to | buttons (| changes to [V]).

the left (toward Slow). o




Get
Help

You can find out more about Windows 7, learn  and libraries.” Each category offers a number
how to perform a task, or troubleshoot of subcategories to help you find the specific
problems by accessing the Window 7 Help and  area you are looking for. Within each category

Support system.

and subcategory you see a collection of related

Most of the Windows 7 Help and Support topics, and these topics provide the instructions
system is arranged into various categories, such of information.
as “Security and privacy” and “Files, folders,

Get Help

@ Click Start.
The Start menu appears.
@ Click Help and Support.

The Windows Help and
Support window appears.

@ Click the Browse Help
button ().

The Table of Contents appears.
@ Click a category.

§| Gesting Staned

a Wandew Media Center

| Coleulaton

Ricky Netes

'éd Snipping Teal
§ / Bt
‘-f_ Remete Desktop Connecticn

B s

s toltaire

r}

website, which has mare
Jeas for getting the most

[ search Reln 2|

W Getting started
B Security and privacy
B Msintenance and performance

B Networking — connecting computers and devices

W intemnet —going o sing the web

B E-mail and other communications 9
W Eiles. foiders, and libraries e

M Frinters and printing

B Programs, tools, and games
B Fictures, videos, and movies
Pictures, CDs, DVDs, TV, music, and sound
W custom

B Hardware, devices, and drivers

53, More support options

& OnlineHelp ~
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@« Wl

g% Ask Options »|

D]

AllHelp » Files, folders, and libraries

Topics

[% Canl protect files or folders with a password?

Categories

[l Using files and programs

il

W Cresting, opening, and saving
B Sesrching and organizing

B copying

W Backing up and restoring

W peleting

[l Hiding and showing files

W File and folder permissions
B Encryption
Wl %P5 documents =

53, More support options

) Windows Help and Support

g (&) ":‘D ) i| 3\% Ask Options v;

[ Search Hetp 2|

. Can 1 protect files or folders with a password?

No, you can't use a password to protect files and folders in Windows. However, same
programs that run on Windows allow you to protect individual files with a password.
For more information, check the Help for the program you're using,

There are other ways to protect your files and folders in Windows. You can encrypt
your files using Encrypting File System (EFS), manually specify who can access the
folders or files by setting permissions, or hide them, Choose your method based an
how secure the folders or files need to be. Encrypting is the most secure, while hiding
the folders is the least secure,

For maore information about EFS, see What is Encrypting File System (EFS)? For mare
information about permissions, see What are permissions?

Was this helpful?

‘ Yes H No ” Somewhat

Read the privacy statement online

53, More support options

& Online Help ~

sfapiy ¥

@ A list of Help topics appears

for the category you selected.

@ A list of subcategories appears

for the category you selected.

@ Click a topic.

Note: If the topic you want is
part of a subcategory, click the
subcategory to display the list of
topics it contains, and then click
the topic.

@ The item you selected appears

in the Windows Help and
Support Center window.

O Read the article.

Note: To return to a previous
Windows Help and Support
Center screen, click the Back
button (I&)) until you get to the
screen you want.

How do I get help for a specific program?

specific program one of three main ways:

name of the program (for example, Microsoft Word Help).
® Press ().

Almost all Windows programs have their own Help features. You can access Help in a

® (lick Help from the menu, and then click the command that runs the Help features (it
may be called Help Contents, Help Topics, or Program Help, where Program is the

® In adialog box or program window, click the Help button ([@]).




Activate Your Copy
of Windows 7

To avoid piracy, Microsoft requires that each This section assumes that Windows 7 has not
copy of Windows 7 be activated. Otherwise, yet prompted you to start the activation. If you
your copy of Windows 7 will refuse to run after see an icon in the notification area with the
the activation period has expired. Activating message “Activate Windows now,” click that
Windows 7 means that Microsoft uses an message and then skip to Step 5.

Internet connection to confirm that your copy
of Windows 7 is genuine and has not also been
installed on another computer.

Activate Your Copy of Windows 7 .

@ Click Start.
The Start menu appears.

E.r Getting Started

@ Right-click Computer. O viososriciocene pa

- Documents

€@ Click Properties. ] conr

Sticky Notes

Music
% Snipping Tool
f Paint

Compute
% Remote Desktop Connection pea
2 W Manage

@.‘ Magnifier Map network drive..

Discannect network drive..,

Pictures

.Ji Solitaire
: Show on Desktop

Rename

»  AllPrograms Properties

Shitdown | * |

1
The System window appears. s
, (09 T T
Note: If the System window —— S
shows the Ask for Genuine B i Rang: ) Wincoms Bprienc nds
Microsoft Software Iogo in the ) Remote setings Broresson AMD Turion(tm) X2 Ultra Dual-Core Mobile ZM-82 2.20 GHz
. . . P i S Tnstalled memary (RAM): 400 GB (2.75 GB usable)
Windows Activation area, then ; e SR oG
you do not need to perform the Pen and Touch: Pen and Single Touch Input Available
g o G Computer name, domain, and workgroup settings
re.St Of the Steps ln thls SeCtlon' Computer name: MultiTouchPC @Changese{tmgs
Cllck the c’ose button (E) to Full computer name: MultiTouchPC
close the System window. sec o o
Action Center
1 = H Windows Update Windows activation 9
e Clle the ACtlvate W|ndows Performance Information and & 12 days to activate, Activate Windows now
now link. Haeh Product ID: 00428-015-8630506-7039  Change product key

\12 ]
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Activate Windows now

You must activate Windows within 12 days to continue using all Windows features,

® Activate Windows online now 4—9

+ Ask me later

& Show me other ways to activate

Activation was successful

Activation helps verify that your copy of Windows is genuine, With
a genuine copy of Windows 7, you are eligible to receive all

ask for , 2
gvailable updates and product support from Microsoft. enuine -

Microsoft*
software

Learn more online about the benefits of genuine Windows

@—H» Close

ety ¢

The Windows Activation dialog

box appears.

@ Click Activate Windows
online now.

Windows 7 confirms that it has

been activated.
O Click Close.

Can I activate Windows 7 on more than
one computer?

a special value unique to your computer’s
hardware configuration. When you activate
Windows 7, your copy of the program is
associated with this unique hardware value,
which means your copy works only with that
one computer. However, if that computer

No, not usually. The activation process creates

breaks down, you can telephone Microsoft to
let them know, and they should allow you to
activate Windows 7 on another computer.

How can | activate my copy of Windows
7 if 1 do not have Internet access?

If you do not have Internet access, perform
Steps 1 to 5 anyway. After a few moments,
Windows Activation displays a list of options.
Click Show me other ways to activate. If
your computer has a modem attached, click
Use my modem to connect directly to the
activation service. If you do not have a
modem, click Use the automated phone
system, instead.




Restart
Windows 7

You can restart Windows 7, which means it Knowing how to restart Windows 7 also comes

shuts down and starts up again immediately. in handy when you install a program or device

This is useful if your computer is running slow that requires a restart to function properly. If

or acting funny. Sometimes a restart solves the  you are busy right now, you can always opt to

problem. restart your computer yourself later, when it is
more convenient.

Restart Windows 7 <

@ sShut down all your running

programs. -
Jl Getting Started L
Note: Be sure to save your work . e
aS YOU CIOSG‘ )/OUT prOgramS. *B' Calculator pocm
@ Click Start. e -
% Snipping Tool
The Start menu appears. G o

k‘l) Remote Desktop Connection
Control Panel

Q,’ Mg iRer
Dev

s soitaire
o

and Printers
Default Programs

Help and Support
> AllPrograms

[[Search programs and files Shutdown | 7
2
@ Click the power button
arrow (). |
@ Click Restart. o .
@ Windows Media Center -
Windows 7 shuts down and
your computer restarts. sicky Notes

% Snipping Tool
.j Paint

% Remote Desktop Cannection
Q,‘ Magnifier

s, Soltaire
A

Panel
Devices and Printers

Default Program S
eto and sunnc IR
clp and Suppo NN

All Pragrams
Restart

g .




