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Introduction

Say hello to the nearly all-new 12th edition of PCs For Dummies!

This book was written just for you, someone who doesn’t want to turn into 

a computer nerd or fall in love with computers or technology. No, this book 

was written because something complex and mysterious, like a computer, 

can make a smart person like you feel like a dummy.

Computers are now commodity items, tossed into a big-box store along with 

the toaster ovens and plasma TVs. The PC is a commodity, yet it’s not any 

easier to use than it was a decade ago. The cheerful person in the store can’t 

help you. There’s no computer manual. And that toll-free phone number they 

gave you connects you with a foreigner who reads you a script in heavily 

accented English. Obviously, a book like this one is more than needed — it’s 

a necessity.

This book helps restore your confidence by explaining how computers work in 

a manner that’s simple, easy to understand, and, often, entertaining. Between 

this book’s yellow-and-black covers, you’ll find quick, helpful information 

about using your computer. This book uses friendly and human — and often 

irreverent — terms. Nothing is sacred here, and you’ll find no painful jargon or 

condescending tone. You and your needs are the focus.

The result is that, after reading this book, the computer, while still a 

technological marvel, will no longer intimidate you.

What’s New in This Edition?
There have been one dozen editions of this book, and you’re lucky enough to 

be holding in your hands the most recent, best edition. As is my tradition, I 

thoroughly update each edition of this book, adding information on new tech-

nology, removing obsolete stuff, and giving the text a gentle massage to keep 

the material light and fresh.
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Specifically, this book has been updated to cover the Windows 7 operating 

system. Additionally, you’ll also find these new topics:

 ✓ The latest information on the new computer designs, including the 

popular One PC

 ✓ The latest on expansion options, including eSATA, plus tips on adding 

external storage to your PC

 ✓ Updated and complete information on media cards, which provide the 

latest in removable storage for your computer

 ✓ New information on computer security, which jibes well with the new 

Action Center in Windows 7

 ✓ Lots of new material about your online life, including social networking 

sites and sharing photos and video on the Internet

 ✓ Information on setting up your PC for your children, including ways to limit 

their computing time and restrict access to games and other software

 ✓ The Cheat Sheet, which once appeared just inside this book’s front 

cover, is now available online: www.dummies.com/cheatsheet/pcs.

 ✓ General up-to-date and current information on all aspects of PC technology, 

hardware, and software — tidbits too numerous to mention here

As in years past, I present all the information in this book in a sane, soothing, 

and gentle tone that calms even the most panicked computerphobe.

Where to Start
This book is a reference. You can start reading at any point. Use the index or 

table of contents to see what interests you. After you read the information, 

feel free to close the book and perform whatever task you need; there’s no 

need to read any further.

Each of this book’s 31 chapters covers a specific aspect of the computer — 

turning it on, using a printer, using software, or heaving the computer out a 

window in the best possible manner, for example. Each chapter is divided 

into self-contained nuggets of information — sections — all relating to the 

major theme of the chapter. Sample sections you may find include

 ✓ Turn the darn thing off

 ✓ Using the Internet to set the clock

 ✓ Eject a media card or thumb drive

 ✓ Stopping a printer run amok
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 ✓ Downloading a program

 ✓ Burning a DVD from recorded TV

 ✓ Dealing with a cyberbully

You don’t have to memorize anything in this book. Nothing about a computer 

is memorable. Each section is designed so that you can read the information 

quickly, digest what you have read, and then put down the book and get on 

with using the computer. If anything technical crops up, you’re alerted to its 

presence so that you can cleanly avoid it.

Conventions Used in This Book
Menu items, links, and other controls on the screen are written using initial 

cap text. So if the option is named “Turn off the computer,” you see Turn Off 

the Computer (without quotes or commas) shown in this book, whether it 

appears that way onscreen or not.

Whenever I describe a message or information on the screen, it looks like 

this:

This is a message onscreen.

If you have to type something, it looks like this:

Type me

You type the text Type me as shown. You’re told when and whether to press 

the Enter key. You’re also told whether to type a period; periods end sentences 

written in English, but not always when you type text on a computer.

Windows menu commands are shown like this:

Choose File➪Exit.

This line directs you to choose the File menu and then choose the Exit 

command.

Key combinations you may have to type are shown like this:

Ctrl+S

This line says to press and hold the Ctrl (Control) key, type an S, and then 

release the Ctrl key. It works the same as pressing Shift+S on the keyboard 

produces an uppercase S. Same deal, different shift key.
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What You Don’t Need to Read
It’s a given that computers are technical, but you can avoid reading the technical 

stuff. To assist you, I’ve put some of the more obnoxious technical stuff into 

sidebars clearly marked as technical information. Read that information at 

your own peril. Often, it’s just a complex explanation of stuff already discussed 

in the chapter. Reading that information only tells you something substantial 

about your computer, which is not my goal here.

Foolish Assumptions
I make some admittedly foolish assumptions about you: You have a computer, 

and you use it somehow to do something. You use a PC (or are planning on it) 

and will use Windows as that computer’s operating system.

This book was written directly to support Windows 7. Even so, notes in the 

text apply to Windows Vista. I even tossed in some stuff about Windows XP 

when I was feeling rather saucy.

Windows comes in different flavors, such as Ultimate, Business, and Home 

versions. Differences between them are noted in the text.

When this book refers to Windows without a specific edition or version, the 

information applies generically to both Windows 7 and Windows Vista.

This book refers to the menu that appears when you click or activate the 

Start button as the Start button menu. The All Programs menu on the Start 

panel is referred to as All Programs, though it may say only Programs.

Icons Used in This Book
 This icon alerts you to needless technical information — drivel I added 

because even though I can’t help but unleash the nerd in me, I can success-

fully flag that type of material. Feel free to skip over anything tagged with this 

little picture.

 This icon usually indicates helpful advice or an insight that makes using the 

computer interesting. For example, when you’re setting fire to the computer, 

be sure to wear protective goggles.



5 Introduction

 This icon indicates something to remember, like turning off the iron before 

you leave the house or not trimming your nose hairs with a butane lighter.

 This icon indicates that you need to be careful with the information that’s 

presented; usually, it’s a reminder for you not to do something.

Getting in Touch with the Author
My e-mail address is listed here in case you want to send me a note:

dgookin@wambooli.com

Yes, that’s my address, and I respond to every e-mail message. Note that I 

reply to short, to-the-point messages quickly. Long messages may take more 

time for me to reply to. Plus, I cannot troubleshoot or fix your PC. Remember 

that you paid others for their technical support, and you should use their 

services.

You can also visit my Web site, which is chock-full of helpful support pages, 

bonus information, games, and fun:

http://www.wambooli.com

Where to Go from Here
With this book in hand, you’re now ready to go out and conquer your PC. 

Start by looking through the table of contents or the index. Find a topic and 

turn to the page indicated, and you’re ready to go. Also, feel free to write in 

this book, fill in the blanks, dog-ear the pages, and do anything that would 

make a librarian blanch. Enjoy.
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Part I
Hello, PC!



In this part . . .

It’s been called a fast idiot, the ultimate solution for 

which there was no problem, a toy, Satan’s spawn, a 

godsend, Time magazine’s Machine of the Year 1982, and 

perhaps the most miraculous gadget ever invented. I’m 

speaking, of course, about the personal computer, the PC.

Loathe it or love it, the PC is now a part of everyday life, 

a gizmo as common as a desk lamp and with more uses 

than a Swiss Army knife. Whether you already have a PC 

or are looking to buy one in the near future, use this part 

of the book to bone up on basic computer stuff.



Chapter 1

Your Computer Won’t Explode
In This Chapter
▶ Understanding computer basics

▶ Admiring input and output

▶ Knowing about hardware and software

▶ Discovering the PC

▶ Realizing that your PC is quite dumb

If you’re a fan of science fiction television or film, you’re probably quite 

familiar with the concept of the exploding computer. Sparks, smoke, flying 

debris — it all appears to be a common function of computers in the future. 

Sure, they could just beep and display error messages when they die or are 

thwarted by Captain Kirk’s irrefutable logic, but where’s the fun in that?

My point is to relax. Computers are not evil, and they’re not out to get you. 

In fact, you probably want to get the most out of your PC investment because 

you’ve heard about all the wonderful things a computer can do. The key 

to building a productive, long-term relationship with such technology is to 

understand the computer. You don’t need to have Einstein’s IQ to do that. 

You just need to read and enjoy the easy, helpful information in this chapter.

Clear Computer Concepts
A computer is the simplest of devices. It joins a long line of new technologies 

that originally might have appeared frightening but in the end turned out to 

be entirely useful.

For example, a coffee pot combines dangerous, scalding water with a legal 

stimulant to provide you with a delicious beverage. A lawn mower whirls 

sharp blades of metal around yet safely keeps the grass short. A microwave 
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oven uses lethal beams of energy to cook food. And, the TV remote helps you 

gain valuable fat cells, vital to keeping you alive through lean times, by pre-

venting you from walking the short distance to your television set. Truly, you 

have nothing to fear from modern technology after you understand it.

At its most basic level, the computer is a gadget that receives input, does 

something with that input, and then produces output. Figure 1-1 cheerfully 

illustrates this concept.

 

Figure 1-1: 
What a 

computer 
does at its 

simplest 
level.

 

INPUT OUTPUT 

The act of receiving input, modifying it, and then producing output is incredi-

bly simple, but at the same time it’s bursting with enormous potential. That’s 

why the computer is capable of doing so many things.

The “input goes into computer and produces output” equation is the founda-

tion of these three basic computer concepts:

 ✓ I/O

 ✓ Processing

 ✓ Storage

The following sections expand on these notions, distilling for you what you 

could have learned in a computer science class, had you bothered to take 

one. Or, if you did take a course in computer science, the following sections 

explain what you missed while you were sleeping.

I/O
All computers are obsessed over the letters I and O. It’s IO as in “I owe,” not 

as in Io, the third-largest moon of Jupiter.


