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

John T. Frey (Cadillac, MI)

“I have quite a few of your Visual books and have been
very pleased with all of them. I 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)

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

Illona Bergstrom (Aventura, FL)

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

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

“I 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 I was an adult that I discovered how I learn
— visually. Nothing compares to Visual books. I love the
simple layout. I can just grab a book and use it at my
computer, lesson by lesson. And I understand the
material! You really know the way I think and learn.
Thanks so much!”

Stacey Han (Avondale, AZ)

“I 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)

“I have several of your Visual books and they are the
best I have ever used.”

Stanley Clark (Crawfordville, FL)

“I bought my first Teach Yourself VISUALLY book last
month. Wow. Now I 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. I now own four
of your books. I recommend them to anyone who is a
beginner like myself.” 

Gay O’Donnell (Calgary, Alberta, Canada)

“I 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! I bought several of your
books and they are just right! No regrets! I 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! I 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, I have bought a number of your ‘Read Less -
Learn More’ books. For me, they are THE way to learn
anything easily. I learn easiest using your method of
teaching.”

José A. Mazón (Cuba, NY)

“I 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)

Praise for Visual Books

July 05
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How to Use this Teach Yourself VISUALLY 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 Teach
Yourself VISUALLY Laptops allows you to read less and
learn more about laptop and portable computers.

Who Needs This Book

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

Book Organization

Teach Yourself VISUALLY Laptops has 15 chapters. 

Chapter 1, “Introducing the Laptop,” provides an
overview of laptop computers and how they differ from
a desktop, as well as examining the various slots, ports,
and drives of a laptop.

Chapter 2, “Choosing Laptop Peripherals and Accessories,”
is a guide to the various input, storage, security, power,
and sound devices you might use with a laptop.

Chapter 3, “Buying Your Laptop,” explains what you
should look for when buying your laptop computer.

Chapter 4, “Setting Up Your New Laptop,” explores how
you set up your computer when you take it out of the box
and the basics of working with a mouse and keyboard.

Chapter 5, “Working with a Macintosh,” provides an
overview of the Macintosh operating system and how
you work in the Macintosh environment.

Chapter 6, “Exploring Windows Vista,” teaches you how
to move around the Windows Vista desktop, work with
system volume, the Recycle Bin, and Sidebar. You also
learn how to find files with Windows Explorer, modify
your screen’s appearance, and get help.

Chapter 7, “File Management Basics,” shows you how to
work with files and folders to organize the data you
work with on your computer, and save files to a CD,
DVD, or flash drive.

Chapter 8, “Software Basics,” covers everything from
installing a program to uninstalling a program, how to
open documents, use menus and toolbars, work with
dialog boxes, and print documents.

Chapter 9, “Using Software,” provides information about
working in common software programs such as a word
processor, spreadsheet, database, or presentation
program. 

Chapter 10, “Connecting to a Network,” explains how to
set up a wireless or wired connection that you can use
to share files or online connections.

Chapter 11, “Exploring the Internet,” demonstrates
how to connect to the Internet, and perform a variety
of activities online, such as searching, working with
favorite sites, shop, research, or download files.

Chapter 12, “Communicating Online,” introduces you to
the ins and outs of e-mailing, instant messaging, and
making phone calls via your computer and an Internet
connection. In addition, this chapter covers blogs and
social sites.

Chapter 13, “Managing Power,” shows you how to get
the most out of your battery power when you take your
laptop on the road.

Chapter 14, “Maintaining Your Laptop,” explains how to
care for and protect your investment.

Chapter 15, “Computer Security,” introduces you to the
various tools and utilities that Windows Vista and
Internet Explorer provide to keep your information safe
while online.

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.

What You Need to Use This Book

You need not have already purchased a laptop to begin
using this book, as Chapters 1 and 2 contain
information helpful in selecting your ideal laptop
computer. If you already have access to a laptop,

How To Use This Book
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however, you can move on to the wealth of information
about setting up and using your laptop in the rest of
the chapters of this book. 

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 Teach Yourself VISUALLY Laptops 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.

Indented Text

Indented text tells you what the program does in
response to you following a numbered step. For
example, if you click a certain menu command, a dialog
box may appear, or a window may open. Indented 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 with 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 TIPS icon. Tips offer
additional information, including tips, hints,
and tricks. You can use the TIPS information
to go beyond what you have learn learned in
the steps.

Operating System Difference

In many cases you can follow along with the steps in
this book regardless of whether your computer is
running the Mac OS or Windows operating system.
Except for chapters specifically focused on Windows
Vista (such as Chapter 6), we have included notes
when the procedures on a Mac laptop differ somewhat.
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1 
chapter 

Introducing
the Laptop

Portable computers,
referred to as notebooks
or laptops, began as a
great tool for people
who travel and want to
take their computer
along. Today, laptops
with high-end displays
and huge processing
power are taking over
the desktop, as well.
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Explore a Laptop ..................................................4

How a Laptop Differs from a Desktop ............6

Types of Laptops ..................................................8

Discover Slots and Ports ..................................12

Understanding Hard Drives..............................14

Using Data Storage ............................................18

Understanding Power Options ........................20

Understanding Microprocessors ....................21
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Explore a
Laptop

4

Monitor
The monitor on a laptop is typically
made of a soft-to-the-touch (and
somewhat fragile) liquid crystal
display.

Although laptop models vary by weight, size, keyboard configuration,
and more, they share some common traits in a compact package. 

Touchpad Mouse
A built-in mouse will either be a
touchpad, as shown here, or a button
placed among the keys. You can move
your finger over the pad to move the
mouse cursor on your screen.

Keyboard
Keyboard configurations vary based on
the size of the laptop, with larger laptops
having a separate number pad, and
smaller ones embedding a number-pad
functionality within the regular keys.
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Introducing the Laptop chapter1

F16
F15

F14
F13

F12
F11

F10

Function Keys
Most laptops have 
pre-assigned functions for these
aptly named function keys. Typical
uses are for muting the speakers
or accessing the Internet.

DVD Drive
Most newer laptops include
a DVD drive, although some still
use a CD drive. The location of
these drives varies by model.

Battery
A battery usually slots into the
bottom of a laptop and needs to
be recharged on a regular basis. 
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How a Laptop Differs
from a Desktop

6

In many important ways, a laptop computer and desktop are the same. They are
both used for the same functions: Both can be connected to devices such as printers;
both contain a hard drive and operating system; and both run hardware and store
files. However, there are some interesting differences.

HP Pavilion m7750n

SmartMedia/
xD

SD/Mini
MMC/RS/Plus/

Mobile

MS/PRO/Duo/
PRO Duo

CompactFlash
I/II/MD

Size
Laptops are built for portability, while
the average desktop computer
includes a large central processing
unit (CPU) tower and monitor.

Input Devices
Laptops have a built-in keyboard and mouse.
Desktops use a plug-in or wireless keyboard and
mouse. However, you can also plug a standard
keyboard or mouse into your laptop if you wish.
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Introducing the Laptop chapter1

A

Q

1
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B N M , . /VCXZ

CAPS LOCK

SHIFT

TAB

ESC

`

SHIFT

CTRL CTRLOPT OPT

J K L :; “’ RETURN

DELETE

Power Source
Laptops use a battery that is charged
by plugging the laptop into an
electrical outlet. Desktops only run
through an electrical outlet.

Monitor
If your desktop monitor wears out,
you can replace it. This is not the case
with a laptop, where the monitor is
attached to the CPU.
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Different manufacturers build a wide
variety of laptops with a large range
of prices and features.

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM

Brand

Types of
Laptops

8

Windows-based PCs
Laptops with the Microsoft Windows operating
system installed are referred to as PCs, which stands
for personal computers. They are made by a variety
of manufacturers. You can buy the Windows
operating system separately.

Macintosh
Current laptops from Apple are the MacBook
(the lower-priced line) and the MacBook Pro. These
laptops are only built for Apple, and have a unique
operating system. Both the computers and operating
system are only available from Apple through its
Web site or through Apple reseller stores. 

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM
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9

Tablet PCs
Tablet PCs are Windows-based machines with a
different hardware configuration. They come in
a tablet configuration that is similar to a machine
version of a legal pad, and a clamshell variety
that looks more like a traditional laptop, but that
converts into a tablet by swinging the monitor on
hinges. You can input data by writing directly on
Tablet PC screens using a stylus.

Rugged Laptops
Some laptops are marketed for the durability
of their chassis. Useful for people who work in
industries such as construction or archeology,
these models are both more water- and 
shock-proof than their non-rugged counterparts.
Their keyboards are sealed to prevent water
damage, they can withstand more variation in
temperature, and they can function near
electromagnetic transmissions, such as from
power generators, without being damaged.

Introducing the Laptop chapter1

➥continued

04_171110 ch01.qxp  9/25/07  10:25 PM  Page 9



Types of Laptops
(continued)
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Desktop
Today laptops are taking over the desktop, with
models that use 17- or even 20-inch monitors and full
keyboards with number pads. With wireless Internet
connections and a built-in keyboard and mouse, they
tend to reduce the clutter of cables that come with
standard desktop models.

Ultra Portable
Some laptops are designed for travel, weighing in
at between two and three pounds. They offer a
smaller display and keyboard size, but have the
advantage of a longer battery life.

2.5 lbs.
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Handhelds
Some very small laptops, referred to as handhelds,
are showing up in the market, such as the Sony Vaio
UX Micro PC. This Windows Vista-based machine has
a 4.5-inch screen, weighs 1.2 pounds, and can get up
to 4.5 hours of battery life. If you do not need to type
long documents on the tiny keyboard, the small size
may work well in your travels.

Multimedia and Gaming
Laptops that can handle graphics and animations
that appear in many computer games tend to
have powerful graphics cards, large screens with
high resolution, a lot of memory, and fast
processors. These come with a high price tag,
but for a dedicated gamer or multimedia
designer, they may be worth it.

Brand

Introducing the Laptop chapter1
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Discover Slots
and Ports

12

Headphone Jack
If you want to use
headphones to listen
to music from your
computer, you plug
them into this jack.

PC Card Slot
A PC or PCMCIA (Personal Computer
Memory Card International Association)
is another kind of slot that you may find
on your laptop. It is used for connecting
some kinds of peripheral devices. 

USB Ports
A port is a connection that is 
used to transfer data from and 
to your computer. A universal 
serial bus (USB) port can be used to
connect a wide variety of devices, from a
flash drive for data storage to a printer or 
digital camera.

IEEE 1394 Port
Some laptops include
this type of port, which is
most often used to connect
to digital devices, such as a
digital camera or camcorder.

The arrangement of various slots and ports around your laptop may vary,
but most are on the sides or back of the chassis. Besides the power cord
connector, you will find the following slots and ports on most laptops. 

04_171110 ch01.qxp  9/25/07  10:25 PM  Page 12



13

Introducing the Laptop chapter1

Modem Jack
If you use a phone to dial up
your Internet connection, you
can plug a phone cable into
this jack to pick up a signal.

Ethernet Jack
An Ethernet jack is used to connect your computer to
a router that controls your local area network (LAN)
through a coaxial or fiber-optic cable. You also use an
Ethernet connection for a high-speed connection to
the Internet such as a Digital Subscriber Line (DSL);
you plug the cable into your laptop, and then connect
the other end to a cable modem that is in turn
connected to your phone line.

Monitor Port
If you want to connect an
external monitor to your
laptop, for example, to show
a presentation on a larger
screen, you can connect a
standard monitor cable into
the monitor port.

Memory Card Reader
A memory card can be added to your laptop
to increase your RAM storage or even replace
your hard drive. These cards are small and are
easy to install in a slot in your laptop, but can
offer a lot of storage capacity.

04_171110 ch01.qxp  9/25/07  10:25 PM  Page 13



Your computer can have several
drives. All but the hard drive are
removable or external. You can
configure your hard drive to
store data in the most efficient
way for you.
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Understanding
Hard Drives

14

How Data Is Stored
A hard drive uses magnetic recording to store your
data, much like a cassette tape does. You can write
data to a hard drive or erase it, although the
magnetic pattern of data may stay on the drive long
after you have erased it. Data is stored on the hard
drive in files as a series of bytes.

Hard Drives
The hard drive (also called hard disk) is a hard
platter in your laptop chassis. It is called a hard
drive to distinguish it from softer floppy disks that
were used to store data on a thin film. To store
more data, many computers use hard drives with
multiple disks.
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Sectors and Tracks
When you store data in the form of files on your
hard drive, it is saved in sectors within a series of
tracks. Each sector contains a certain number of
bytes, such as 256 or 512. When you format a disk,
you are essentially creating the track and sector
structure along with a file allocation table that is
used for retrieving the data.

Read/Write Heads
In addition to the hard platter forming the hard
drive, your laptop contains an ‘arm’ that holds
read/write heads. When the hard drive spins, the
heads move over the platter to locate the bytes
that make up your file.

15

Introducing the Laptop chapter1

➥continued
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Understanding Hard
Drives (continued)
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Partitions
You can create partitions on a hard drive that
essentially break it up into two or more hard
drives. You may do this to run different operating
systems on the same computer. You may also
partition your data from your operating system so
that if your operating system is damaged, your
data remains safe. M
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How Data Is Retrieved
Whenever you access data, whether by opening a
piece of software or opening a file, the read/write
heads move across the hard disk, looking for the
required bytes, which may be located in various
sectors of the drive.
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Introducing the Laptop chapter1
RAM
Computer memory that takes the form of a
memory cell is referred to as random access
memory (RAM). When your computer retrieves
data from the hard drive, it picks up bytes that
are stored non-sequentially (in different sectors)
on the disk—hence the term random access.
RAM comes in various types that work
somewhat differently, such as dynamic random
access memory (DRAM) or double data rate
two (DDR2) synchronous DRAM.

512MB 2Rx16 PC2-4200S-555-13

SYNT564S64P6-C4 AA      0525N

Hard Drive Capacity
Hard drives today have a certain capacity for storing
data, measured in gigabytes (GB). In recent years,
hard drives have grown to 160GB or more in size,
with the most recent models packing as much as
500GB, although you can find laptops with as low
as 20GB or 40GB capacity. The more you need to
store and the more programs you need to run, the
larger-capacity hard drive you should get.

40GB40GB40GB

160GB160GB160GB
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There are several types of media
available for you to store copies
of your data. You may do this to
move the data to another
computer, to give it to another
person, or to keep a copy in case
your hard drive is damaged.

Using Data
Storage

18

CDs
CDs are hard plastic disks that are used to store data,
music, or images. To read from or write to a CD, your
laptop has to have a CD drive with the appropriate
format (read, write, or read/write). Most laptops only
have room for either a CD or a DVD drive, but not
both. You can buy an external CD or DVD drive that
you can connect to your laptop through a USB port.

Back Up Data
It is always a good practice to back up the data on
your laptop. This provides you with a copy that is
very useful if your hard drive is damaged, crashes, or
is attacked by a computer virus. Remember that
eventually, all hard drives will wear out; backing up
data is insurance against that day.

Brand

DataData
(backup CD)
(backup CD)Data
(backup CD)
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Introducing the Laptop chapter1
DVDs
DVDs are similar to CDs, but they have seven
times the storage capacity of the average CD. In
addition, video stored on DVD has a better
picture quality. There have been several types of
DVD format, and your laptop must have the
corresponding DVD drive to run each type. The
formats include +, -, and +/-. DVDs also come
as readable, writeable, or read/write.

Flash Drives
A flash drive, also referred to as a USB stick or pen
drive, is the size of a pack of gum, but can hold a
huge amount of data. Flash memory is a type of
solid-state chip that is also used in equipment such
as digital cameras. You plug a flash drive into a
USB port on your laptop, and so no special driver
is required.
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Laptops have to carry their power supply with them when you take them
on the road. They do this in the form of batteries.  Laptop batteries come
in various types. The time you can run your laptop on a charged battery
is called the battery life, and this varies from laptop to laptop.

Batteries
Batteries provide a certain number of hours of battery
life. The average laptop battery offers anywhere from
two hours to four hours of battery life. The life of a
battery is affected by whether the laptop is being
used or is on standby, and by the size of the laptop
display, with larger displays draining power more
quickly than smaller ones.

Types of Batteries
There have been several types of laptop batteries,
with the most recent type being lithium ion (Li-ion).
Li-ion batteries hold a charge longer than earlier types
such as nickel cadmium (NiCad) or nickel-metal
hydride (NiMH). 

Charging a Battery
You will need to charge your laptop battery on a
regular basis. You do this by plugging the power cord
of your computer into an electrical outlet. It is a good
idea to let your battery drain almost completely
before recharging it, as some older types of batteries
will not work as efficiently over time if you do not
follow this procedure.

Run on AC Power
If you are using your laptop at your home or
office rather than on the road, you can plug it into
an electrical outlet and run off of electricity all the
time. However, laptops that are used for more
than a few hours can become warm, and so you
may want to invest in a laptop pad that helps
to disperse heat.
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Understanding
Microprocessors chapter1Introducing the Laptop

What a Microprocessor Does
A microprocessor includes logic circuitry that is
used for performing calculations, as well as memory
where data required for running your computer can
be stored.
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Microprocessor Design
Microprocessors come in the form of a computer
chip. Built on a silicon wafer base, computer chips
include an integrated circuit that is composed of
millions of transistors.

Types of Microprocessors
Microprocessors are built by several different
companies, including Intel, IBM, and AMD. Today’s
most advanced microprocessors, called dual core,
are actually two microprocessors on a single chip. 

Dual Core

Microprocessor Clock Speed
You will often see a rating, expressed in gigahertz, for
how fast the processor in your laptop runs. The faster
the processor, the faster your computer operations
are completed.

0000 1.51.51.51.5

GigahertzGigahertzGigahertz

The microprocessor, or simply processor, that
is inside your laptop enables the computer to
run calculations and process data. 
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chapter 

Choosing Laptop
Peripherals and
Accessories

Laptops are compact
computers by definition, and
they sometimes sacrifice some
functionality to save on space.
As a result, you sometimes need
to attach other equipment to
get things done. Attached or
external equipment is referred
to as peripherals. In addition,
accessories such as a laptop
case can make your life easier
and protect your investment.
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Get Extra
Connectors
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Travel Adapters
If you travel internationally, check into the type of
electric adapter that you may need in your
destination country. Without such an adapter, you
could seriously damage your laptop when you plug
it into a wall outlet to charge the battery.

Data Transfer Cables
If you want to back up your data to another
computer, a data transfer cable can come in handy.
This type of cable allows you to plug into each
computer and directly transfer files between them.

ROM

When you travel with your laptop,
carrying certain cables and adapters
may help you stay connected. 

Connect on the Road
If you use a dial-up connection to go online, you may
want to bring a phone cable with you. Some hotel
phones have a line-out jack where you can plug in
the cable and connect it to your laptop without
having to disconnect the existing phone cable. If you
have a wireless-enabled laptop, most hotels offer a
wireless hot spot at no charge. 

USB and Firewire Cables 
It can be useful to carry a USB connector, because
many peripheral devices, such as printers or external
drives, connect through USB. Apple’s interface for
high-speed connections is called Firewire; several PCs
are using a similar connection such as Sony’s i.Link.
Multimedia producers prefer Firewire to USB for
connecting devices like microphone preamps and
digital video cameras.
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Add Input
Devices Choosing Laptop Peripherals and Accessories chapter2

Stylus
If you use a Tablet PC, it comes with a stylus to write
on the screen. Many people like to buy an extra stylus
and take it with them on the road in case the first
one is lost or mislaid. You can buy a stylus from your
laptop manufacturer or in any office supply store for a
few dollars.

Joystick
If you enjoy gaming on your laptop, you may want a
game controller or joystick. This provides controls to
move around your game or fire virtual weapons. You
can get one from most discount stores for $15 or less. 

Your laptop comes with a mouse and keyboard built in, but sometimes it is
easier to work with a different input device. There are several devices available
from online vendors and computer supply stores.

Keyboards
You can connect a desktop keyboard to your laptop if
you want an ergonomic keyboard or one that includes
a number pad. You can also connect a virtual keyboard,
which is a small device that projects a keyboard
on a flat surface using laser technology. You can ‘type’
on whatever surface you like, using this device. Most
keyboards of this kind require Bluetooth technology.

Wireless Mouse
Many people have difficulty getting used to a touchpad
or button mouse on their laptops. If you find a
traditional mouse easier to use, you can purchase a
wireless mouse. These are slightly smaller than a
traditional mouse. You plug a transmitter into a USB
port, which controls the mouse without the need
for cables.
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Buy a
Laptop Case
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Laptop Sleeves
A laptop sleeve is a lighter-weight, slim, portfolio-style
holder for your laptop, usually made of nylon or some
other lightweight material. Note that many sleeves have
no handle or strap to carry them by.

Laptop Backpacks
A backpack-style laptop holder keeps your hands free as
you travel. This style provides a lot of extra space for
cables or peripheral devices such as a portable printer.

Laptop Briefcases
Laptop cases can resemble briefcases with extra
padding and pockets to protect your investment and
provide spaces for cables and storage discs. 

A laptop case can help you carry your laptop easily while on the road,
but it serves a more important purpose. It protects your laptop from
dents and more serious damage if you drop it while on the run.
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Wheeled Laptops
Especially if you carry a larger laptop, a case with a
long handle and wheels can be a great asset. Instead
of carrying your laptop, you can wheel it around the
airport or on streets.

Fashion Laptop Bags
Laptop cases designed for the fashion-conscious traveler
may look like a stylish handbag or tote bag. These are
often marketed to women travelers who want a smart
leather case.

Laptop Messengers
A popular style of laptop holder is the messenger bag,
which resembles bags that bicycle couriers sling over
their backs while riding their bikes around cities. These
are usually made of lightweight nylon.

Choosing Laptop Peripherals and Accessories chapter2
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Types of External
Data Storage

28

Online Backup Services
One final option that makes a lot of sense for
those who travel with a laptop is an online backup
service. You can store data from any location with
a broadband Internet connection, and retrieve that
data from anywhere.

External CD/DVD Drive
In some situations, you may want to buy an external
drive. For example, your laptop may only have a CD
drive but you need to install software from a DVD, or
your DVD drive may be readable but not writable.
These external drives can be easily connected to your
laptop through a USB port.

Flash Drive
A flash drive, or USB stick, can provide a lot of
storage in a small package. Plugging one into a
USB port is like adding a second hard drive. They
come with different amounts of memory, from
256MB to 8GB. These drives are a lot pricier than
a CD or DVD; expect to pay as much as $150 for
the largest-capacity flash drives.

Your laptop probably came with some kind of storage drive, such as CD
or DVD. However, you may find that you need an additional form of data
storage to store larger amounts of data more efficiently. You can use a
peripheral or online storage service to help you store your data.

Portable Hard Drive
If you need to back up large amounts of data, you
can buy a small portable hard drive (around 2 inches
in size) that can provide many gigabytes or even
terabytes of backup storage. These drives from
manufacturers such as Fujitsu and Maxtor, spin at
5,400 rpm and can be powered by your laptop’s
Firewire or USB port.
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Save to a Data Storage Device

1 Right-click the Start button ( )
on the Windows desktop.

2 Click Explore.

Save to a Data
Storage Device

3 Right-click the folder or file that you
want to save.

4 Click Send to.

5 Click the drive onto which you want
to save the file or folder.

A progress window shows that the item
is being copied to your storage drive.

Choosing Laptop Peripherals and Accessories chapter2
Most data storage devices simply plug
into a USB port. You can then access
them using Windows Explorer. In
versions of Windows prior to Vista,
you had to follow a procedure to
safely remove hardware, but with
Vista, you can simply pull the USB
connector out.
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Insert a PC Card
PC cards simply slip into a slot on the side of your
computer. Some cards act as an interface to another
device; in that case, a cable plugs into the part of the
card extending out of the laptop, and connects to
the device.

Remove a PC Card
Some PC cards slide completely into the slot on your
computer; others extend outside the slot. To remove
any PC card, push a release button next to the slot
and it pops out. Never try to yank a card out of a slot
without pushing the release button.

A PC card is a credit card-sized object that fits in a PC card
slot on your laptop. PC cards can offer different functionality,
such as a network antenna or security device.

Discover PC Cards
PC cards became popular with laptop users because
they are small and durable. Because it is not
advisable for users to open the chassis of a laptop, it
is harder to insert added memory, sound cards, and
other add-ons into your computer. PC cards are a way
for you to add items from outside of your laptop.
They are used for a wide variety of devices, including
radio tuners, digital cameras, wireless phone
connections, wireless LAN routers, and sound cards.

Types of PC Cards
There are three standard types of PC cards. Type I
PC Cards are usually used for memory devices (for
example, RAM, Flash, and SRAM (Static Random
Access Memory) cards). Type II PC Cards are most
often input/output (I/O) devices such as data/fax
modems. Type III PC Cards are used when thicker
components are required (for example, mass storage
devices). Extended cards add components that have
to extend outside the system to function, such as
antennas for wireless capability.

05_171110 ch02.qxp  9/25/07  11:02 PM  Page 30



Add Memory
Rather than slotting a memory card into a desktop
CPU, you can pop a memory PC card into the slot on
your laptop. With the appearance of flash drive sticks,
these cards may disappear, but if you have an older
laptop with few USB ports, this option might come in
handy.

Add Security Devices
You can add a fingerprint reader, also referred to as a
biometrics card, to your laptop so that only you can
log on. Security tokens also come in PC card format;
these contain digital signatures that you can use to
secure your data.

Work with Networks
A popular use of PC cards is to add a network
airbus or antenna to your laptop to help you pick
up a wireless network signal. If you purchase this
type of card, be sure that it works with network
security measures turned on.

31

Choosing Laptop Peripherals and Accessories chapter2

Add Sound or Video
Laptop sound cards can upgrade your sound system
to support Dolby digital features. These cards usually
feature input and output jacks for connecting
headphones. Some also feature connections to 
high-end speakers. Laptop video-capture cards
typically allow you to receive TV signals on your
laptop and to capture video images. 
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You can connect your laptop to any printer
through a serial or USB cable, depending
on the type of connection the printer
supports. You can also buy a portable
printer that is very small and lightweight.
These typically use thermal or inkjet
technology.

INSTALL A PRINTER DRIVER

1 Place the disc that came with your
printer in your CD or DVD drive.

Note: If you have no CD or DVD drive, proceed to
the Step section, Connect to a Printer. 

11

22

Katie McGee

12354 Main Street

Indianapolis, IN

54321

Print

Scan

Connect to a Printer 

Connect to
a Printer

32

2 When a dialog box appears, click to
proceed.

Note: The window that appears will vary depending
on the software being installed.
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CONNECT TO THE PRINTER

1 Plug in the cable that comes with your
printer.

The cable is likely to have either a serial
or USB connector.

Note: Here, a printer’s USB cable has been inserted into the
laptop’s USB port.

33

11

Choosing Laptop Peripherals and Accessories chapter2
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I followed the steps of the New Hardware Wizard
but it could not locate my printer’s driver. What
should I do?
You will have to obtain the driver from your printer
manufacturer. The easiest way to do that is to simply
go to the manufacturer’s Web site and download
the driver.

????

2 Turn on the printer.

An “Installing device driver message
appears above the taskbar. 

3 Click the New Hardware Found balloon
and follow the instructions to select a
driver for your model.

Note: In some cases, the New Hardware Wizard simply
proceeds without any action required on your part.
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SECURITYSECURITY

SECURITYSECURITY

Fingerprint Sensors
Fingerprint sensors are used to restrict access to data
on your laptop. Some laptop manufacturers are
building fingerprint sensor technology right into the
palm-rest area of their laptops. If yours is not
equipped with one, you can buy a PC card fingerprint
sensor that uses a small camera to capture and
upload an image of your fingerprint to your computer,
where it is checked against a stored fingerprint. 

Understanding Security
When you think of security, you typically think of
passwords and firewalls. These are important, and a
device such as a fingerprint sensor can help to keep
your data secure on the road. However, there are
other security devices that you can use to keep
strangers’ hands off your laptop.

Cable Locks
You can attach your laptop to any object, such as
a desk or a bolted-down chair in an airport, to deter
anyone from a snatch-and-grab style theft. Most
cable locks come with a combination-style lock, and
attach through a lock slot that is available on most
laptops.

Because your laptop is portable, you can carry it wherever you go. That
can be very convenient, but it also puts you at risk of having your laptop
stolen or having others access your private information.

Sensors and Alarms
There are many types of alarms. One type warns you if
you are straying too far from your laptop. You carry a
receiver that goes off when you move too far from the
transmitter that you place with the laptop. PC card
alarms fit in your PC card slot and set off an alarm if
somebody picks up your computer. Mac laptops
can use motion sensors built into the hard drive and
a program called iAlertU to set off an alarm if the
laptop is moved. 
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Port Replicators
A port replicator is similar to a docking station, in
that it provides connections for peripherals such as
a mouse, monitor, or printer. However, unlike a
docking station, a port replicator does not include
slots for expansion boards or storage devices.

Your Laptop Off Road
When you use a laptop at your office or home
instead of on the road, you may leave it turned on for
much longer than the two- or three-hour battery life
that you use while traveling. In addition, you are likely
to want to connect the laptop to peripherals, such
as a high-speed connection, printer, scanner, and so
forth. Cooling pads and docking stations help in this
situation.

Cooling Pads
Cooling pads use fans to cool the area under your
laptop. Some plug right into your laptop, while others
have to be plugged into an electrical outlet. Some
cooling pads also raise your laptop to provide airflow
underneath, further cooling the chassis.

35

Use Cooling Pads and
Docking Stations

Choosing Laptop Peripherals
and Accessories chapter2

Two accessories are useful if you use your laptop at home. One keeps your laptop
from overheating if you leave it on for hours at a time. The other makes it simple
to connect your laptop to all kinds of at-home peripherals.

Docking Stations
Docking stations can turn a portable laptop into a
desktop computer solution without a lot of extra
cabling. A laptop slots into the station, which contains
a good supply of expansion slots, keyboard and
mouse connectors, and USB slots. You can leave your
peripherals plugged into the docking station, and
then just place your laptop into the station to be up
and running.
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Accessories
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One accessory for laptops that some users cannot live without is a spare battery to
extend their battery life on the road. In addition, although your laptop comes with
a power cord (called an adapter), you may need a second one at some point.

CHARGE
CHARGEGGGGGGGEGEGEGGEGEEEEEEEEEEE

Buy a Spare Battery
You will have to get a second battery that fits your
laptop model chassis, and so you probably will have
to buy it directly from your manufacturer or from an
online store that carries laptop batteries of various
makes. Be sure to get the right model battery, or it
will not work.

Extra Adapters
Your laptop comes with a power cord, but if you lose
it, damage it, or it does not work anymore, you can
buy a replacement. Again, you must find an adapter
that works with your make and model of laptop. Visit
Web sites such as www.laptopsforless.com or your
manufacturer’s Web site to find the right adapter.

Kinds of Batteries
Laptops come with different types of batteries,
including lithium-ion (Li-ion) and nickel cadmium
(NiCad). Check your manual to find out what kind of
battery your model uses.

Travel with Batteries
Be aware that a spare battery can be heavy. If
you find that you constantly need extra battery life
when you travel, consider getting a model with
longer battery life when buying your laptop. Look for
a battery that has a higher mili-amperes per hour
(mAH) number, such as 4400, for longer battery life.
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Add
Headphones Choosing Laptop Peripherals and Accessories chapter2

Adding headphones to your laptop is easy
to do, and ensures that you can listen to
music and more as you travel.

Connect a Headphone
Your laptop will have a headphone jack that is likely
to have a small headphone symbol above or below it.
Just plug the connector at the end of the headphone
cable into the jack.

Using Headphones
Most laptops have built-in speakers. Still, when you
travel with a laptop, headphones can be a great way
to cut down on sound around you. In addition, if you
want to listen to audio CDs or radio, or other types
of sound files, headphones keep your listening
experience private.

Headphone Styles
Inexpensive clip-on, earbud, and ear-canal
headphones use small plugs that fit in your ear.
Earpad-style headphones fit over your ear, placing
a small speaker next to your ear canal. Full-size
headphones are similar to earpad models, but they
have slightly larger pads that cover your ears
completely. For listening to your laptop speakers in
a noisy area such as an airport
or airplane, full-size
headphones work
best to block
ambient noise. If
you need to record
sound, you will
need headphones
with a microphone
attached.

Wireless Headphones
Wireless headphones use a base that transmits a
signal in addition to the receiving headphones.
Because of this set up, they are probably less suited
to travel with your laptop, because the base itself is
somewhat bulky to carry. Also, wireless reception is
sometimes poor, and so these headphones are
probably best used when your laptop is in a quieter
area such as your home.
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If you record sound files, such
as narrations for PowerPoint
presentations, you need a
microphone. 

1 Plug the microphone or headset with
microphone into the microphone jack
on your laptop.

2 Click .

3 Click Control Panel.

22

33

44

Connect and Test a Microphone

Connect and Test
a Microphone

38

The Control Panel window appears.

4 Click Hardware and Sound.
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Windows displays items in the Hardware
and Sound category.

5 Click Manage Audio Devices.

77

88

55

66

Choosing Laptop Peripherals and Accessories chapter2
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I have a slightly older laptop and the
steps for configuring the microphone
do not match these.
The steps here are
for Windows Vista
laptops. Windows XP
has slightly different
categories in the
Control Panel. With a
MacBook, you would
use the Sound pane,
which you access through
System Preferences.

I have a headphone with an attached
microphone and only one plug. Do I
plug it into the microphone jack?
No. Plug it into the headphone
jack. Both the headphones and
microphone are controlled
by that connection. There
are headphone/microphone
combinations that have
twoplugs, in which case
one goes in the microphone
jack and one into the
headphone jack.

Windows displays the Sound dialog box.

6 Click the Recording tab.

7 Click the Microphone device.

8 Click Configure.

➥continued
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When you connect a microphone, it is
a good idea to make sure that it is
working properly. To do this, you use
the microphone setup wizard. Be sure
to place the microphone directly in
front of your mouth to test it so that
it picks up your voice clearly.

9 Click Set Up Microphone.

00

!!

99

Connect and Test a Microphone (continued)

Connect and Test a
Microphone (continued)
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The “Configure your Speech Recongnition
experience” page appears.

0 Click to select the type of microphone
that you have ( changes to ).

! Click Next three times to move through
the initial wizard screens.
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@ In the Adjust the Microphone Volume
dialog box, read the sample sentences.

# Click Next.

Note: If the wizard tells you that it could not hear your
speech, check the connection of your microphone to your
laptop and read the sentences again.

@@

##

$$

Choosing Laptop Peripherals and Accessories chapter2
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Are there any laptops
that come with a built
in microphone?
Yes. Look for a
laptop like the
MacBook or Dell
XPS M1210 that
has a built-in
camera for Web
conferencing. These
typically also include
a built-in microphone.

$ In the final dialog box, click Finish to
complete the setup.

I have checked my connection and I am
speaking into the microphone, but the
computer is not picking up my voice.
Can you offer any suggestions?
Your computer sound system could
be muted. This can happen when
you press a mute button on your
keyboard, or click the Mute check
box ( changes to ) in the
volume setting on your Windows
taskbar or in the System Volume
dialog box. Check any of these
settings to turn off the mute feature.
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Buying Your
Laptop

There are many styles of
laptops available, from those
designed to be lightweight
and portable to heavy
desktop models with large
screens and hefty keyboards.
The prices for laptops also
vary widely, from around
$600 to as much as $5,000.
This chapter is where you
discover all of the factors
that are involved when
choosing the perfect laptop
for your needs and your
pocketbook.

512 MB
RAM

20 GB
Hard Drive 1 GB

RAM

80 GB
Hard Drive
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An operating system is the software
that makes your computer work. It
comes pre-installed on any computer
that you buy, and your laptop cannot
operate without it! 

Operating
Operating

System
System

Operating
Operating

System
System PRE

INSTALLED

Choose an
Operating System

44

What Extras Come with an Operating System?
Although the main task of an operating system is to
run applications and manage files, these systems also
include extras such as games and small applications
that allow you to perform basic tasks such as creating
documents or calculating numbers. Accessibility
features, such as magnification software for those
with visual challenges, are also built into operating
systems.

Windows VistaWindows VistaWindows VistaWindows Vista Mac OS X
Mac OS X
Mac OS X
Mac OS X

What Is an Operating System?
An operating system (also called an OS) is the
software that runs all of your applications, such as
word processors and spreadsheets. In addition, an
OS helps you manage your folders and files. OS
security features help to keep your computer and
data safe. You can use maintenance tools supplied
by your operating system to repair or troubleshoot
problems with your hardware and software. The two
most commonly available operating systems in the
world today are Windows and the Macintosh OS.
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Buying Your Laptop chapter3
Which Version Should I Buy? 
Operating systems are updated every few years, and
so you should be sure that your laptop comes with
the most current version. Around the time a new
system is released, stores often sell off machines with
the older system at enticing prices. If you buy a used
laptop, you may also be buying an older operating
system. You should compare features of the different
versions to be sure that the newest system is worth
the extra money.

Upgrading Your Operating System
At some point in time, manufacturers stop supporting
an older operating system. If you buy a laptop with
an older version of an operating system and you want
to upgrade to the latest version, go to a computer
store or the manufacturer’s Web site and look for an
upgrade version. The upgrade version costs much less
than the full product.

Microsoft Windows
The most popular operating system in the world
today is Windows from Microsoft. Microsoft Windows
Vista is the most current version of this operating
system, which is built into computer models from a
wide variety of manufacturers, including Dell,
Gateway, and Toshiba. Windows comes in several
versions designed for home or business users. Check
the features in each product to be sure that you get
the one that meets your needs.

Apple Macintosh
The other commonly available OS only comes
installed on computers from Apple, Inc. Apple
Macintosh OS X v.10.5 Leopard is the most recent
version of this operating system, which you can
currently find on the MacBook and MacBook Pro
laptops. One interesting note is that you can buy
software that allows an Apple computer to operate
both Windows and the Macintosh OS on a single
computer.
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The price of your laptop depends on several
factors. You are the only person who can
decide which features are most important to
you, and what your budget should be.

Price
Price
Price FeaturesFeaturesFeatures

Features
Features that affect the price of a laptop include
the brand, version, and speed of the processor; the
amount of available memory; battery life; size of the
monitor; and its ability to handle graphics. Several
of these features are covered in more detail in this
chapter. Remember that you should only spend
money on features that you need. Do not buy a
feature that you do not really need, such as a fancy
graphics card. Also remember that you can upgrade
some features of a laptop after you buy it, if your
needs change.

F l y - B y - N i g h t  L a p t o p s
F l y - B y - N i g h t  L a p t o p s

Smart Compewtors Cheep
Buy Now!!! Buy Now!!! Buy Now!!! 

All Computers Sold As Is
Cash Only

Smart Compewtors Cheep
Buy Now!!! Buy Now!!! Buy Now!!! 

All Computers Sold As Is
Cash Only

$

$$$$
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Select a
Price Range

Consider the Source
You can buy a laptop from a discount store or the
manufacturer, and prices vary accordingly. You can
often have a less expensive laptop custom-made
by a company that builds products from parts that
they obtain from different sources. You can pay a
bit more to buy a name-brand computer, or to get
special warranties or follow-up support from a
manufacturer. You can even buy a computer from an
auction site, such as eBay; in this case, you would
be dealing with individuals or small businesses that
are unfamiliar to you, although many are reputable.
Price should be weighed against your comfort
with the seller and their ability to support you after
the sale.
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18 Pounds
18 Pounds
18 Pounds

2 Pounds
2 Pounds
2 Pounds

Laptop
LaptopWeight
Weight

LaptopWeight

Laptops started out as portable computing
devices for people who spent a great deal
of time traveling. Today you can find
ultra-portable laptops that weigh as little
as 2 pounds, but you can also buy a
desktop laptop that weighs as much as
18 pounds. With laptops becoming more
affordable and including multimedia
features and larger screen sizes, many
people are adopting them as stay-at-home
models.

Stay-at-Home Laptops
Some people are beginning to use laptops at home.
They take up less space than a computer tower, and
it is easier to plug external devices into them without
having to crawl around on the floor or turn around
a heavy tower. Although weight is less of an issue in
this situation, consider whether you might want to
carry such a computer from room to room on a
regular basis before you choose the heaviest model. 

Select the
Right Weight Buying Your Laptop chapter3

Portability
If you need a laptop to get work done while on the
road, you should consider lighter-weight laptops.
These range in weight from a couple of pounds to
seven or eight pounds. There is sometimes a
tradeoff in features and price when you buy a very
light-weight laptop. A two-pound laptop may be
more expensive, and may be less able to handle
larger programs or run at faster speeds. A larger
portable laptop may offer more speed or features,
but it may be difficult to carry on long trips. 
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Look at Wireless
Capabilities

Wireless computing offers you the ability
to connect to the Internet to communicate
from almost anywhere without cable
connections or a phone line. If you are
taking your laptop on the road, the ability
to connect to wireless networks while
traveling, or at your destination, can be
very important.

How Wireless Works
There are wireless devices, such as a wireless mouse,
that work by transmitting a one-way radio signal.
There is also the wireless Internet, which requires a
wireless card or device and an Internet access point
for two-way communication. You can subscribe to
Wireless Wide Area Network (WWAN) services from
popular providers such as Cingular and Verizon to
pick up their signal when you travel. You can also
take advantage of wireless ‘hot spots’ in restaurants,
airports, and hotels to connect for free or for a fee.
The transmission speed for wireless networks varies,
depending on the quality of the connection, and the
wireless device installed in your laptop.

Wireless Laptops
When you buy a laptop, you should make sure that it
includes wireless technology. There have been several
versions of wireless technology protocols, including
Bluetooth and WiFi, also referred to as 802.11. WiFi
versions include a, b, and g, with the most recent
version being 802.11n. Equipment rated for wireless
version n boosts your wireless range significantly. If
your computer does not include wireless capability,
you can also insert a wireless connection SIM card
(sometimes called an air card) into a slot in your
laptop to obtain it. 
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If you take your laptop on the road,
battery life is important. Battery life
represents the number of hours your
computer can operate on a fully
charged battery.

How Many Hours Do You Need?
Some desktop-model laptops offer under an hour
of battery life because you can keep them plugged
into your power source. Some so-called road warrior
laptops offer as much as four or more hours of
battery life. Choose the battery life rating that fits
how and where you use your laptop.

What Affects Battery Life
Battery life depends on the type of battery, and how
you are using your laptop. A large monitor display
drains a battery faster. If you keep your computer in
standby mode, your battery will not drain as quickly
as if you are actively working with software or an
online connection. Your battery might also be
affected by extreme weather conditions.

+

BATTERY LIFE SIGNS

BATTERY LIFE SIGNS

BATTERY LIFE SIGNS

+

–
+

–

Understanding
Battery Life Buying Your Laptop chapter3
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Add a Second Battery
One option to extend your battery life is to carry
a second charged battery with you; when the first
one runs low, simply swap them out. You have to
purchase an additional battery, and it adds weight
to what you have to carry on the road, but it
may be worth it to you to extend your available
working time. 

3rd3rd3rd 2nd2nd2nd 1st1st1st

+

–

+

–HEIR ‘NA SPARE
HEIR ‘NA SPARE
HEIR ‘NA SPARE
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Choose the
Best Battery

There are different types of batteries
and new ones are coming along all the
time. Knowing the latest battery
technology before you buy can help you
get a laptop that will serve you for years 
to come.

Battery Types 
Batteries are being improved all the time to provide
longer battery life at lighter weights. As of this
writing, the latest type of battery is Lithium ion, or
Li-ion. Although light and able to hold a charge for
a long time, this battery type is expensive. Nickel
metal hydride, or NiMH, batteries are still common
in laptops today and less expensive than Li-ion, but
they can suffer from something called memory
effect, which can cause the battery to be less
efficient. Nickel cadmium, or Ni-Cd, batteries can
be powerful but have even more problems with
memory effect. To overcome memory effect, you can
let the battery run down to empty before recharging.
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Laptop displays range in size from a tiny
five inches to 20 inches. These displays
can also vary in the quality of their image.
The monitor that you need depends on
how many hours you will spend in front
of it and what functions you need to
perform. 

Display Size
If you mainly need to check e-mail and type a few
documents on the road, a smaller monitor might be
adequate. However, if you spend hours reading
reports, studying graphs, and viewing high-end
graphics, a larger monitor is best. Of course, monitor
size affects portability, with larger monitors best
suited for a desktop-model laptop.

800x600800x600800x600800x600800x600

1920x12001920x12001920x12001920x12001920x1200

Hi Mom....

Thanks for the

birthday card

and money....

Office Expenses

Choose a
Monitor Buying Your Laptop chapter3

Display Quality
Laptop monitors use liquid crystal displays, or LCDs,
and they vary widely in quality. You will hear various
terms such as backlit and reflective, active matrix
and passive matrix, and TFT. Generally speaking, TFT
active-matrix, backlit displays are superior for use in
laptops. You should check the screen resolution,
which refers to the number of pixels that form an
image on the screen. The higher the numbers are, the
crisper the display. These days, you should look for a
resolution of at least 1024 x 768 pixels, and much
higher if you use graphics-intensive applications.

Keep in mind that laptop monitors are notoriously
fragile. Avoid scratching them or submitting them to
extreme temperatures.
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Determine Memory
and Storage Needs
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Hard Drive Capacity
You should buy a hard drive with enough capacity to handle your 
day-to-day data storage needs. Remember that a 60GB hard drive is
pretty much the minimum standard today. If you need more storage
capacity, look for at least a 120GB hard drive. A faster hard-drive
rotational speed (how fast it spins) of about 7,200 RPM can also be
useful to power users and gamers.

120 GB120 GB120 GB120 GB120 GB

7,200 RPM7,200 RPM7,200 RPM7,200 RPM7,200 RPM

Your computer needs a certain amount
of random access memory, or RAM,
to run programs and load files. More
memory can also help your computer
run faster. Your hard drive is where
you store data.

RAM
RAM is the memory required to access data and run programs. The more
RAM your system has, the faster items load on your computer. There have
been several varieties of RAM chips, including dynamic random access
memory (DRAM) and synchronous dynamic random access memory
(SDRAM), as well as the latest variety, double-data-rate 2 synchronous
dynamic random access memory (DDR2). RAM chips are rated by their
maximum clock rate — which relates to how quickly they can request
data to appear — and by their memory size. RAM chip speed is measured
in megahertz (MHz), and its size is measured in megabytes (MB) or
gigabytes (GB).

Memory Card Readers
Your laptop may include a slot where you can insert a memory card to
add to your system memory. You can add these memory cards after you
buy your system if you find that your memory needs change. 
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Everyday Use
In reality, minimum requirements for operating systems are
not enough for a smooth computing experience. If it fits in
your budget, you should probably look for at least 1GB of
RAM and an 80GB hard drive.

Basic Requirements
Windows Vista requires 512MB of system memory (RAM) and a
20GB hard drive to run properly. Mac OS X requires a minimum
of 256MB of RAM, and the smallest-capacity hard drive on any
Mac laptop is currently 60GB. 512MB RAM

512MB RAM
20 GB HD20 GB HD

512MB RAM
20 GB HD

256MB RAM
256MB RAM
60 GB HD
60 GB HD

256MB RAM
60 GB HD

512 MB
RAM

20 GB
Hard Drive 1 GB

RAM

80 GB
Hard Drive

MailMail

CardsCards

Graphics
Graphics

CalendarCalendar

multimulti
taskertasker
multimulti
taskertasker
multimulti
taskertasker
multi
taskerExc

elExc
el

WordWord

2GB
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2
G
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Buying Your Laptop chapter3

Power Users
You may need to run several programs at once (called multitasking).
For example, you may want to check your e-mail while running a
PowerPoint presentation and opening a Word document. In this case,
you may want a little more memory than for everyday use. 

Graphics and Gaming
For the graphics professional or hardcore gamer, look for 2GB of
RAM, and a 120GB or greater hard drive. Also, the cache rating
of your processor can translate into faster speeds, with 1MB being
sufficient, and 4MB being a powerful feature that is desirable for
these higher-end applications.
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The microprocessor is the chip in your computer. The type
of microprocessor that your laptop comes with can make a
big difference in the speed of its performance.

AMD

  intel

pentium 4

AMD Turion

intel

Core 2 Duo

Choose a Microprocessor
If you need long battery life for a laptop that you
travel with frequently, you might look for a Mobile
Core 2 Duo, which uses less power (about 34 watts)
while providing the advantages of dual processors.
Whichever microprocessor you choose, look for a
clock speed of at least 1GHz for processing efficiency.

Microprocessors
Microprocessors, or simply processors, are the brains
of any computer, enabling it to perform calculations
and process data. A microprocessor comes in the
form of a computer chip. These chips are constantly
being improved to include more processing power on
a chip, handle multiple tasks concurrently, and
generate less heat. 

Brands of Microprocessors
Although Macintosh laptops used to come with an
IBM processor chip, they have recently made the
switch to Intel chips. For Windows-based PCs, Intel
and their competitor AMD are the two biggest
processor manufacturers. 

Processor Efficiency
Older computers may have Pentium, Celeron M
(standing for “mobile”), or Core Solo single-core
chips, which did not use power efficiently. Intel
recently introduced the Core 2 Duo, which, along
with its predecessor the Core Duo, has two
processors. AMD’s latest offering is the Turion X2 Dual
Core chip. These dual processors enable your
computer to more efficiently run several tasks at
once, at faster processing speeds (measured in GHz)
and with lower power usage.
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Graphics cards (also called video
cards) are what generate images on
your display. They are particularly
important when playing games or
running animations. 

Graphics Cards
Graphics cards contain a graphics processing unit
(a GPU) with a specific speed and amount of
memory. However, for most users, the graphics card
that comes installed on a laptop is sufficient. The
largest manufacturers and the ones that you are
likely to see preloaded on your laptop are ATI, Intel,
and NVIDIA. 

CPU/Graphics Card
Matchmaking service
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Review Graphics
Capabilities Buying Your Laptop chapter3

Multimedia and Gaming
If you use graphics-rich applications, such as any
design or animation software or games, the more
memory and speed your graphics card has, the better.
Your graphics card has to be a good match for your
CPU; a very powerful graphics card with a slower or
older CPU would be wasted. Also, be aware that not
all graphics cards work on all computers. Be sure to
check the frame rate if you are playing advanced
video games, as lower rates can slow down video
and animations.  
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The Keyboard
The keyboards on laptops can vary from those that
are condensed for space — depending on function keys
to provide full functionality — to expansive, desktop-style
keyboards with number pads and special shortcut keys.
Your choice of keyboard is mostly related to the size and
weight of laptop that you need.

Try before
you BUY!
Try before
you BUY!
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Examine the
Keyboard and Mouse

The keyboard and mouse are the tools
that you use to interact with installed
applications and the Internet. Laptops
offer a variety of styles and a range of
quality in keyboards and mouse devices.
The choice often comes down to your
own personal preference and comfort.

Choosing a Keyboard 
One of the most important features of a laptop is how the
keyboard feels to you. If possible, try out the keyboard before
you buy. If you are buying online, try to find any laptop model
from the same manufacturer to test in person. The feel of the
keys under your hands, the heat on your wrists as you rest
them on the laptop case, and the size of the keyboard should
all be important factors in your choice of laptop.
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Laptop Mouse Options
Built-in mouse devices are typically of the touchpad or
button variety. A touchpad allows you to pass your finger
over a flat panel below the keyboard to move the mouse
onscreen. A button is often embedded in the middle of
the keyboard and requires that you press it with your
finger. Both methods require some getting used to, and
so you should try out both to see which comes more
naturally to you.

Using a Corded or Wireless Mouse
There are several portable mouse devices on the market
that can connect to your laptop via a USB port or via a
wireless connection. These are smaller than your desktop
mouse so they are easy to take with you when you travel
with your laptop. Some even fit on a keychain.

The Mouse
Laptops all have integrated mouse devices so that you
can function without adding on equipment when you
go on the road. If you like, you can attach a wireless
mouse through a USB port to add more traditional
mouse functionality to your laptop.

BluetoothBluetooth
MoGoMoGo
MouseMouse

O Sakana MouseO Sakana Mouse
by Elecomby Elecom

Slim G4Slim G4
Laptop MouseLaptop Mouse
by Samsungby Samsung

Bluetooth
MoGo
Mouse

O Sakana Mouse
by Elecom

Slim G4
Laptop Mouse
by Samsung

Buying Your Laptop chapter3
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When you are ready to buy your laptop, you will find that many stores and
manufacturers offer you a mind-boggling array of adds-ons to choose from.
Selecting the best options for your needs can keep the price down and get
you the system you want.

USB SLOTUSB SLOTUSB SLOTUSB SLOTUSB SLOT

USB SLOTUSB SLOTUSB SLOTUSB SLOTUSB SLOT

USB SLOTUSB SLOTUSB SLOTUSB SLOTUSB SLOT

USB SLOTUSB SLOTUSB SLOTUSB SLOTUSB SLOT
Laptops Q-Z

Laptops J-P

Laptops A-J
Laptop Comparisons

Com
par

ison
s

L
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p

Laptop Bells & Whistles

20088

Set a Budget
As you add extras to your purchase, you can quickly
see a $999 system run up to $1,800 or more with
added options. Sometimes it pays to start with a
basic system and add features, and sometimes it
makes sense to buy a loaded system for a higher
price depending on your needs.

Pre-installed Software
Trial versions of programs such as Microsoft Office are
usually pre-loaded on your computer. However, some
free programs may be included. Look for a basic
productivity suite such as Microsoft Works. It may
save you time and money to have the manufacturer
install other programs when they configure your
system. Also, look for the most current version of an
operating system, and if a new one is imminent,
consider waiting for its release or buying a new
version-compatible model.

Expandability
Although it is next to impossible to access the inside
of your laptop and change out hard drives or swap
out your monitor, you can expand certain features to
ensure that your current system serves your future
needs. Look for several USB slots where you can add
memory modules or network adapter cards. You also
need these slots to add peripherals such as an
external DVD drive or printer.

Do Your Homework
Features and technologies change all the time. When
they do, stores try to sell off the old technology at a
discount. If you do not need the latest features, then
this can be good news for you. However, if you buy a
last-generation laptop today, it may too soon become
obsolete, and unable to run the software that comes
out a year after you buy it. Also check out the audio
card and speakers if you need good quality sound.
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Social Meeting Notes

1. Birthday Party

   next Wednesday

2. Norris buys flowers

3. Joni picks up cake

4. Ronda & Jill

   decorate break room

Buying Your Laptop chapter3
Extras
When purchasing your laptop, you may want to
pick up a few extra items, such as a laptop case; a
docking station that you can plug into when you are
using your laptop at home or the office; an extended
warranty; a service agreement; or flash drives
(also called USB sticks). These can add to the price,
and may be less expensive from a discount computer
store than from the laptop manufacturer.

Wear and Tear
There are several models of rugged laptops on the
market. These models can be used in rugged terrain
with somewhat extreme temperatures, and you can
even drop them from a height of a few feet without
damaging them. If you intend to take your laptop to
the Sahara or a construction site, consider a rugged
laptop model.

Tablet PCs
One variation on typical laptop forms is the tablet
PC, available from several manufacturers. These
models offer a legal pad-like design and the ability to
“write” on the screen with a stylus using a technology
called Ink. They are typically lightweight, and have
features that allow you to transcribe handwriting
into word-processed text. If you need portability and
the ability to handwrite notes, a tablet PC might be
for you.

Security
One other item that you might consider when
buying a laptop is its security features. Today, laptops
can come with everything, from your name engraved
on the chassis to a locking cable and a wireless
fingerprint sensor. If you are carrying secure data on
your laptop, check into its available security features
before you buy.
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Setting Up Your
New Laptop 

When you bring home a
new laptop, there are
some things that you need
to do to get it charged up
and connected, so that
you can start to use it.
This chapter guides you
through these steps so
that you are ready to get
to work quickly. 

Charge Battery!
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Open the Laptop
Laptops typically latch on the front of the chassis with
a slider mechanism. You move the slider to the right
and the top releases. Do not force the top open or
you may break the latch.

Open a Tablet PC
Tablet PCs come in two different styles. The clamshell
variety looks like a standard laptop; you unlatch the
slider to open it, and when you want to use it in
Tablet PC mode, you swivel the monitor display to lay
flat on the computer. With the other tablet PC type,
there is nothing to open; the computer screen is like
a pad that you can write directly on, and you can use
an onscreen keyboard to input text or connect an
external keyboard using a port. 

Close the Laptop
Closing the lid of your laptop is simply a matter of
pushing it shut. The slider mechanism automatically
engages. If you are using a clamshell-style tablet PC,
you have to swivel the screen back to a standard
laptop configuration, and then close it.

clickclickclick

Care for the Screen
Laptop screens are typically liquid crystal displays
(LCDs). They are somewhat soft to the touch, and
unfortunately can be damaged rather easily. For that
reason, be careful not to scratch, poke, or somehow
dent the screen or it may become unusable. Although
it is possible to have your manufacturer replace the
screen or to buy and install a replacement yourself, it
is expensive to do this.

CAUTIONFRAGILE!

!

Examine 
the Laptop

62

If you have never owned a laptop computer, you should take a moment to get used to how
the computer opens and closes, and how to take care of the screen. Models differ slightly in
how the shells latch, but most work in a similar fashion.
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Attach Devices
USB stands for universal serial bus, a small port that is
used to connect a variety of devices, from monitors to
printers. Most laptops provide several USB ports so
that you can connect several devices at once. USB
ports can also be used to insert flash drives that allow
you to back up your computer files. In case your device
cannot use a USB connector, some laptops also
include a monitor port or serial port for a printer.

Connect a Phone Line or Network
Most laptops also provide a jack for plugging in a
phone line to the internal modem to use a dial-up
connection, and an Ethernet jack to connect to a
wired network. An Ethernet jack looks similar to a
phone jack, although it is slightly bigger.

12

4

5
6

7 8 9
0

3

PC Card Slots and Memory Card Readers
PC cards can be used to add memory or functionality,
such as a fingerprint reader for laptop security. The
slot is long and narrow, with a button to release the
card when you want to take it out. A memory card
reader looks like a smaller PC card slot. Memory card
readers are often used to insert a storage card from a
digital camera so that you can upload photos to your
computer.

Memory CardReader

PC CARD

IEEE 1394 Port
Also called a FireWire (the term used by Apple, which
developed the technology), IEEE 1394 connections
are used for high-speed data transfer. IEEE 1394
connections are great for transferring video files to
and from your laptop.

Connect Cables 
and Peripherals chapter4

The location of connections for different cables varies, depending on your laptop model.
Check the user’s manual or setup sheet that came with your unit for specifics, if they are
available. 

Setting Up Your New Laptop 
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Avoid Battery Memory Effect
Some types of rechargeable batteries have a problem
called a memory effect. This means that if you charge
them when they are not completely or nearly drained,
they may lose some of their battery life capacity. For
this type of battery, it is important that you let it run
down almost completely before charging it again.
Check your user’s manual for warnings about this
effect with your model’s battery. Most newer batteries
do not experience the memory effect.

Charge Battery!

Charge the Battery
Charging your battery simply involves plugging the
electrical cord that came with your laptop into a wall
outlet. The charging time can vary, so consult your
user’s manual. With some older battery types, leaving
the laptop plugged in after the battery is charged can
damage the battery. Temperature can also affect
battery charge time.

Take a Spare
Many people like to purchase and take along a spare
battery to double the time that they have to work
while on the road. It is usually easy to pop out one
laptop battery and insert another. See your user’s
manual for instructions on how to do this on your
computer model. 

Ni-MH

Back Up
Ni-MH

Back Up

HMH
Ni-M

BB
k Up

MH-MHBaaBa Ni-M

B

When you open the box containing your new laptop, the battery may or may not hold a
charge. You can use it right away by connecting it to your wall outlet, but to use battery
power only, you may have to charge the battery first.

Battery Life
When not plugged into an electrical outlet using a
cord that comes with your laptop, your computer runs
on battery power. Laptop batteries have what is called
a battery life (that is, how long the computer runs
before the battery is drained). Their battery life can be
anywhere from a couple of hours to five or six hours.
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11
22

Turn the Laptop On and Off

Turning a laptop on is pretty
similar to turning on a desktop
computer model. Once you find
the On button, you press it!
Putting laptops in sleep mode
and turning them off may work
slightly differently than with
your desktop model.

The Power button on a laptop is
typically located inside. Once you
open the lid, look for a small
button somewhere near the hinges
of the laptop.

TURN ON A LAPTOP

1 Press the Power button.

In a few moments, the computer boots
up and your operating system’s
welcome screen appears.

Turn the Laptop 
On and Off

TURN OFF A LAPTOP

1 To turn off a Windows-based laptop,
click Start ( ).

2 Click the Power button ( ).

Note: If you have a Macintosh laptop, click the Apple
icon, and then click Shut Down. In the dialog box that
appears, choose Shut Down. 

Setting Up Your New Laptop chapter4

07_171110 ch04.qxp  9/25/07  10:30 PM  Page 65



When you begin to use your
laptop, you may have to install
software, from frequently used
programs to device drivers that
run peripheral devices such as
a printer. This task covers
installing a Windows-based
program.

1 Insert your software disc into your
internal or external CD or DVD drive.

Note: In most cases, the software displays a window to guide
you through the installation. If you have to install the
software from the Internet, continue with the following steps.

2 Open your Web browser and locate the
program online using your browser
Search feature.

Note: See Chapter 11 for information about using your
browser.

3 Click the Download Now button or link.

Note: If you are paying for the software, you may have to
proceed through several screens to enter your credit card
information.

33

44

22

THESAURUS

DICTIONARY

Install a Program

Install a 
Program

66

4 Click Open or Run.

The program downloads; you may have
to follow directions to install the
program once it is downloaded.
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11

22

Touchpad

Button

Mouse

Use a Touchpad or Button Mouse

Although you can connect a
traditional mouse to a USB port
or by using wireless technology,
the built-in mouse device on
your laptop can deliver full
mouse capabilities. The two
common types of laptop mouse
devices are the touchpad and the
button mouse.

USE A TOUCHPAD 

1 Place your finger on the touchpad.

Note the position of the mouse cursor
on your monitor.

2 Slide your finger around the touchpad.

Note how the mouse cursor moves on
the screen.

Use a Touchpad
or Button Mouse

USE A BUTTON MOUSE 

1 Gently press your finger onto the
button.

2 Move your finger across the button.

Note how the onscreen cursor moves
in sync with your finger.

l For laptops with either a touchpad
or button mouse, you will have two
large buttons somewhere beneath
your keyboard that you can press for
traditional left- and right-mouse button
functions. 

Setting Up Your New Laptop chapter4
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Input with 
a Tablet PC

Stylus
A stylus for a tablet PC is not just a plastic stick,
although it looks like one. It is actually an
electromagnetic pen that enables it to send a digital
signal through the screen. A stylus is included with
your tablet PC, although you can buy additional ones
from your manufacturer or a computer supply store.

The Stylus sendsa digital signalthrough the screen.         §

Change Writing to Text
Tablet PC software often has an ink-to-text feature
that allows you to select what you have written with
the stylus and convert it to a regular computer font.
In this way, you can handwrite notes or a report and
then convert it to text.

Wkly Mtg.
Kyle will be going to

the Gem and Jewelry

show to note trends and

place orders for basics. 

Jim will cover for h
er

until she returns. After

she presents her findings, 

we’ll place orders for

on-trend items.

Wkly Mtg.
Kyle will be going tothe Gem and Jewelryshow to note trends andplace orders for basics. Jim will cover for heruntil she returns. Aftershe presents her findings, we’ll place orders foron-trend items.

Use the Onscreen Keyboard
Another way to input text or move around your tablet
PC environment is to use an onscreen keyboard.
Once it displays, you can ‘type’ on this keyboard
using your stylus.

Q W E R T Y U I O P ^

A S D F G H J K L

Z X C V B N M ,.?

: “

ABC

Onscreen keyboard

A tablet PC uses different methods of input from a standard laptop. You can actually ‘write’
on the screen using a special device called a stylus. You can also use an onscreen keyboard to
enter text and navigate around Windows.

Work with Ink
Tablet PCs use a technology from Microsoft called Ink,
which allows you to write or draw on the computer
screen. Whatever you input on the screen is
transferred into a document in whatever application
you have open at the time. 
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Use a Wireless 
Mouse Setting Up Your New Laptop chapter4

How a Wireless Mouse Works
When you plug a wireless mouse into your laptop, it
overrides the built-in mouse function. You may have
to install driver software for your wireless mouse
model so that your computer knows how to run it.

Choose the Mouse
You can find a wireless mouse specifically designed
for laptop users. They are smaller than a traditional
mouse, and so they are easy to fit in a tiny space
such as an airplane seatback tray. 

1 2 3 4

Make the Connection
The best style of wireless mouse for a laptop is one
that connects to the laptop through a transmitter you
insert into a USB port. You simply plug in the stick
that comes with the mouse, and start using it.

U
S
B

st
ic

k

A wireless mouse is a natural addition to any laptop. It does not require cables, it is
lightweight and easy to take along, and it replaces the sometimes awkward touchpad or
button mouse on your laptop with the familiar functionality of the desktop mouse.

The Elements of a Mouse
There are different styles of mouse, but most today
include a right and left button and a scroll wheel. The
left button is used for clicking in a document to place
your cursor, and clicking and dragging to select
objects and text. The right button is used to display
shortcut menus. The scroll button helps you scroll
through documents by simply rolling the wheel.
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In addition to the alphanumeric
keys that you press to enter text,
laptops often include specialized
keys. For example, the Windows
key is used to open the Windows
Start menu on a laptop running
Windows. Apple laptops include
special Option and Command
keys, which are pressed in
combination with other keys as a
shortcut to perform specific
actions.
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Navigation Keys
Because a laptop mouse can be hard
to maneuver for some users, consider
trying the following keys to navigate:

; ; and ; ; 

and the directional keys , , 
, and .

Home

Modifying Keys
There are several keys on your
keyboard that you use to
modify actions. For example,

, , and , when
pressed with another key,
modify how that key works.

+ pastes copied text,
and plus a letter
capitalizes the letter. 

Function Keys 
Function keys are available on all
keyboards to provide shortcuts to
functions in programs. Function keys
marked to initiate different
actions, depending on the program
you are working in. On a laptop
where space is at a premium, there
is often a key labeled ; by
pressing this key along with a
function key, you can initiate a
different function than you would by
pressing the function key alone.
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Escape
The Escape key, labeled , stops a current action
and can be useful if you want to back out of an
action or leave without saving an entry.

Caps Lock
The Caps Lock key turns the Caps Lock feature on
and off. With Caps Lock on, anything that you type
appears in uppercase. With Caps Lock off, everything
that you type is lowercase, and you need to press

to capitalize a letter, such as the first letter of
the first word in a sentence, or the word “I”. 
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Enter, Spacebar, Delete, and Backspace
The key is used to start a new paragraph
in a text document or to accept an entry in a dialog
box or a cell in a table. The is used
to add a space between letters in a sentence. Press

or to delete a selected object or text.
Press to move your cursor back one letter.

Programmable Keys
Programmable keys are available on most keyboards
for accessing the Internet or playing music. These
keys can be programmed to perform different
functions, but in most cases you should probably
leave them at the manufacturer’s settings to avoid
confusion.
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On your desktop keyboard, you
probably have a numeric keypad
to the far right. You can use 
this keypad if you are in an
application where you need to
enter a lot of numbers, such as a
spreadsheet program.
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Examine the Embedded Numeric Keypad
On laptops, where space is limited, clever designers
came up with a way of embedding the number pad
functionality within the letter keys. When you turn on
NumLock, pressing those keys turns them into
numeric keypad keys.

How the Numeric Keypad Works
Because many people are used to entering
numbers using a calculator or adding machine, the
arrangement of numbers across the top of the
keyboard can be difficult to use when you have to
enter a lot of numbers. Therefore, most keyboards
include a numeric keypad that resembles a calculator
to speed number entry. To shift functionality to the
numeric keypad, you press .
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BRIGHTNESS
You can adjust the brightness
of your laptop screen. This
allows you to have the best
image in different lighting,
such as in your office or on a
darkened airplane.

Your Laptop Screen
Laptop screens are made up of small dots called
pixels. Light coming from behind the screen passes
through these pixels. Liquid crystals in the display
(hence the name liquid crystal display or LCD) are
modified by an electrical signal to adjust the color
and brightness that you see. When you adjust
screen brightness, you are actually changing the
electric field and the alignment of those crystals.

Adjust Brightness
With most laptops, you adjust screen brightness using
the key in combination with a function key
such as . Look for a function key that has a
symbol of a little bright sun or something similar.
However, note that the brighter the screen is, the
greater the drain on your battery power.
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chapter 

5
Working with
a Macintosh

If you decide that a
Macintosh is the best
laptop for you, you will find
that some things work in
a similar way to Windows,
but some things are
different. In this chapter,
you will discover some of
the basics of using a
MacBook or MacBook Pro
and the Leopard operating
system.
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Buy Your 
Mac Laptop
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The Newest
The Newest
The Newest

MacBook & MacBook Pro
MacBook & MacBook Pro
MacBook & MacBookPro
MacBook & MacBookPro

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM

$1,
00

0

$1,800
$2,800

INTEL
POWER CO.
I

R CO.WER
L

Unlike Windows-based
computers, the MacBook and
MacBook Pro laptops are only
manufactured by Apple. This
means that you do not have to
choose among several brands,
but you do get to choose the
features you need. U-Pick

Apples

Price
There is a big jump in price when you go from the
MacBook to the higher-end MacBook Pro. Expect to
spend around $1,000 for a basic MacBook and
$1,800 to as much as $2,800 for a MacBook Pro,
depending on the features you want to add. You can
purchase directly from Apple, which never offers
sale prices, or from distributors such as MacMall or
MacConnection, where you may see rebates or
savings of about $100 from Apple’s prices. These
third-party stores may also offer software bundles
that will save you money.

Processor Power
Processor speed affects how fast your Mac runs
applications. Recently, Apple switched to Intel
processors, which have been one of the standard
Windows processors for years. The most recent
processor is an Intel Core 2 Duo, just like the one
found in Windows laptops. As of this writing, you
can choose a MacBook or MacBook Pro with speeds
ranging from 2 to 2.4 GHz, with a cache as large
as 4MB. 
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Mac Advantages
If you are weighing the pros and cons of buying a Mac,
there are a few things to consider. There are far fewer
viruses that can invade a Mac, both because it has
strong security and because many more hackers target
Microsoft than Apple. Macs come with just about every
driver you need so that you do not have to download
drivers for peripheral devices. Finally, Macs are known
for being great computers for working with graphics
and highly graphical game programs. You can save files
in both Mac and Windows formats in most applications,
although you may still have some file compatibility
issues. However, one warning: it is tricky to set up a
Mac to work on a PC-based home network.

Screen Size and Weight
MacBooks come with a 13-inch screen. MacBook Pros
come with either a 15-inch or 17-inch screen. Of
course, the larger screens bring with them added
weight. For example, a 13-inch MacBook weighs a
little over 5 pounds, while a 17-inch MacBook Pro
weighs 6.8 pounds.
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Virus

Protection

Graphics

Included Programs
Macs come with a lot of useful programs, many of
which are part of the iLife suite, such as iWeb for
Web publishing, iPhoto for image manipulation,
Address Book for contact management, and the Safari
browser. Widgets provide a lot of smaller application
functionality, such as a calculator, clock, and
dictionary. If you want a suite of applications to get
your work done, you can purchase iWorks or
Microsoft Office for the Mac. 

Run Windows Programs
In the past, it was difficult to run Windows files or
programs on a Mac, but today, you can buy software
that allows your Mac to run Windows Vista and other
Windows programs. You can use a software program
such as Bootcamp 1.3 or Parallels Desktop for Mac,
along with a copy of Windows XP or Windows Vista,
to run both the Mac and Windows operating systems
on your MacBook or MacBook Pro.

VISTA
VISTABOOTBOOT

CAM
P

CAM
P

BOOT

CAM
P
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As with Windows-based
computers, you can set up a lot
of preferences for how your Mac
works. You can do this through
the System Preferences.
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Set Up 
Your Mac
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Set System Preferences
You can access System Preferences by clicking the
Apple menu icon ( ) and choosing System
Preferences. The System Preferences window has
four major categories of settings: Personal, Hardware,
Internet & Network, and System. Clicking any of the
icons in these categories displays a pane with
detailed settings.

Get Started with Setup Assistant
The first time you start up your Mac laptop (by
pressing the Power button), the Setup Assistant
appears. Follow this easy-to-use procedure to set up
a user account for your Mac, set up your Internet
connection, and register with Apple.

Personal
Personal

Hardware
Hardware
Internet
Internet&Network
Network

System
System
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Personal 
The Personal category of settings allows you to set
up the appearance of your screen, desktop, and
the Dock. You can also control Exposé window
management, what language your Mac uses, and
security settings, and you can modify the order in
which the Spotlight search feature displays results.

Hardware
Hardware settings help you to control your input
devices, display, printers, faxes, sound, storage media,
and wireless connections. Another very important
hardware-related feature for laptop users is Energy
Saver, which controls useful power management
settings.

Internet & Network
The four items in this category of settings help you
to set up a trial or paid membership with .Mac, an
online hosted service from Apple that you can use
for communicating and sharing files; set up your
wireless or Ethernet network; set up QuickTime
multimedia software architecture to play multimedia
files; and control file sharing settings.

System
The settings in the System category help you to
control user accounts, and specify settings for the
date and time, accessibility, parental controls, and
speech. You can also use features in this category to
update your software, and manage the Time Machine
file backup feature.

     PARENTAL CONTROLS   USER ACCOUNTS

     TIME MACHINE

               SPEECH

QuickTime

File Share

.Mac

Network

Working with a Macintosh chapter5
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The Mac desktop is your central location for
accessing applications, working with folders and
files, and using a variety of useful tools called
Widgets.

Explore the 
Mac Desktop

80

The Dock
The Dock contains icons representing various tools in
your Mac. From here, you can launch the Safari browser,
your Address Book, the Dashboard, Trash, and other
programs.

Finder
The Finder is the equivalent of Windows Explorer. It is a
window that allows you to access the contents of your
computer, including your drives, folders, files, and
applications. From this window, you can also create new
folders and arrange desktop icons by various criteria.

Menu Bar Icons
On the right of the Menu Bar are a series of icons
that let you access some common settings, such as
your wireless connection, speaker volume, and date
and time.

Desktop Icons
You can place programs, files, and folders on your
desktop, and double-click them to manage or view
them within windows. 

Menu Bar
The Menu Bar across
the top of the desktop
is where the currently
open application’s
commands are located.
If no application is
open, then the Finder
menus appear here.
There is also an Apple
menu that includes
System Preferences and
commands for tasks
such as shutting off
your system or putting
it to sleep, updating
your software,
controlling the position
of the Dock, and
opening recently used
documents and
applications.
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Working with a Macintosh chapter5

The Dashboard 
The Dashboard allows you to display
widgets. These useful little tools can
include a calculator, clock, weather
forecast, and calendar. 

Widget Bar
You can customize the Dashboard to
show any number of widgets from the
Widget Bar.
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The Dock is a strip of icons that
provide shortcuts to a world of
functionality. You can quickly
launch items from the Dock.
You can also customize the Dock
to contain items that you use
most often. 

LAUNCH AN ITEM

1 Move your mouse over an icon on the
Dock.

l The icon name appears.

2 Click the icon.

11 22

33

Whenever you launch an application,
its icon appears on the Dock while it is
active.

Work with the Dock

Work with 
the Dock

82

The application window appears.

3 Click Close ( ).

The application closes.
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CUSTOMIZE THE DOCK

1 Click Finder on the Dock.

2 Click Go on the Finder menu bar.

3 Click Applications.

44

22

33

66

55

Working with a Macintosh chapter5

83

Can I remove an application from
the Dock?
Yes. Press and hold

and then click
the icon that you
want to remove from
the Dock. A small
menu pops up,
displaying a
command to remove
the item from the Dock.
You can also remove an
application from the Dock
by simply clicking its icon and dragging
it off of the Dock to the desktop.

What are the other
commands that
are available
when I -click
a Dock item?
You can choose
the Show in
Finder command,
that quickly opens
Finder with that
application already
selected. You can also
choose Open at Login to
have the application open every
time you login to your system.

CtrlCtrl
clickclickclickclickclick

The Applications window appears.

4 Double-click an application that is not on
the Dock.

The application opens and its icon appears
on the Dock.

5 Press and hold while you click the
application icon.

6 Click Keep in Dock.

The item is now included in the Dock,
even when it is inactive.
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Finder is similar to Windows
Explorer, in that it is a window
that contains lists of folders and
devices on your computer. When
you select a folder or device
(such as your Macintosh hard
drive) the contents are displayed
in a main pane. 

LOCATING AND OPENING ITEMS

1 Click Finder.

2 Click an item in the Sidebar to open it.

The contents of that item display.

Note: If you click an item with subfolders, you will need
to click an arrow to display those subfolders.

3 Double-click an item to open it.

11

44

22

33

FIN
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Explore the Finder

Explore 
the Finder

84

l Sub-folders display for the item that
you opened. 

You can double-click one of these items
to open it.

4 Click .

The window closes.
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CHANGE FINDER VIEWS

1 With Finder open, click a view button.

Note: You can also click the Options menu, choose View,
and then select a view from the submenu that appears.

2 Click the Options button.

3 Click Show View Options.

66

44

77

22

33

55

11
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The Size column in the Finder just
contains two dashed lines. How can I get
file sizes to display?
You can click the
Options button
and select Show
View Options. In
the pane that
appears, click the
Calculate All
Sizes check box
( changes to ).

Show
 View Options
Show
 View Options

OPTIONS

Calculate
All Sizes
Calculate
All Sizes

What does clicking the
Use as Defaults button in
the View Options
dialog box do?
Once you have
made changes to
these settings, you
can click the Use as
Defaults button to
restore all settings
for the Finder view
back to their default
settings. This saves you
from having to revert these
changes one by one.

The Desktop dialog appears.

4 Click here to select the icon size you want
to view ( changes to ).

5 Click here and select the text size you want.

6 Click the columns you want to display 
( changes to ).

l Click other options to use settings such as
showing icon previews ( changes to ).

7 Click .

Mac OS X applies your setting changes.
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Work with the Keyboard 
and Trackpad

Use Trackpad Gestures 
You can modify your trackpad settings in System
Preferences to use Gestures. Gestures allow you to
set up the trackpad so that tapping the pad area,
rather than the button area, performs a clicking
action. If you select the Gestures clicking option, you
can also enable dragging options that allow you to
double-tap an item in the pad area to select it, and
then drag the selected item around by moving your
finger over the pad.

Finder   File   Edit   View   Go   Window   Help Mon  12:00 

MacBook and MacBook Pro Function Keys
Because a laptop usually has a smaller keyboard, some
actions are built into function key commands. On your
MacBook or MacBook Pro, you have an Fn key that you
can press along with another key to invoke an action,
such as Fn+ to enter a forward slash character (/).
You can also press any of the numbered function keys
along the top of the keyboard to perform different
tasks. For example, pressing or controls screen
brightness, to control speaker volume, and

ejects disks.
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Customize the Keyboard
You can customize your keyboard shortcut settings
through System Preferences. In the System Preferences
window, you simply double-click a shortcut and then
press the new keystroke combination that you want to
use to invoke the shortcut. If you ever decide to go
back to the original settings—for example, if another
Mac user is using your laptop—then you can click the
Restore Defaults button in the Keyboard & Mouse
pane of System Preferences. 

Your portable Mac includes some special keys that add functionality to the more
compact keyboard. In addition, you can customize some options for the built-in
trackpad mouse. 

Use the Trackpad
Mac laptops use a trackpad-style mouse. This consists
of a flat panel over which you move your finger to
direct mouse actions, and a button area at the bottom
that you tap to perform a clicking action. You can use
System Preferences to modify the speeds for tracking
and double-clicking when you use the trackpad.

Finder   File   Edit   View   Go   Window   Help Mon  12:00 

Screen Shots
     Save picture of screen as a file
     Copy picture of screen to the clipboard
     Save picture of selected area as a file
     Copy picture of selected area to the clipboard

Universal Access
     Turn zoom on or off
     Zoom
     Contrast
     Reverse black and white

On     Description Shortcut

To change a shortcut, double-click the shortcut and hold down the new keys.

Keyboard       Mouse       Keyboard Shortcuts

Keyboard & Mouse

Show All

Restore Defaults

zÒ3

zÒ4
z Ò3

z Ò4

z 8

z 8
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Manage Windows 
with Exposé Working with a Macintosh chapter5

Understanding Exposé
Exposé is always on and available to you. It operates
through three function keys, which allow you to
miniaturize and realign windows in a variety of ways.
You can also use Exposé to scroll through currently
open application windows.

Miniaturize and Realign All Windows
You can press the key to miniaturize and arrange
all open windows on your screen. Moving your
mouse over a window displays its name. Pressing

shows the front-most application, with other
open applications dimmed in the background. You
can press to scroll through the applications.

Hide All Windows
You can instantly hide all open windows by pressing

. This moves open windows off to the far edges
of the screen, allowing you to access other desktop
items, such as folders and files.

Finder   File   Edit   View   Go   Window   Help Mon  12:00 

Finder   File   Edit   View   Go   Window   Help Mon  12:00 

Exposé is a feature that helps you instantly control the
arrangement of open windows on your Mac desktop to get
rid of clutter.

Assign Hot Corners
If you are not fond of function keys, you can also
assign Exposé functions to any of the four corners of
your screen, so that when you move your mouse over
a corner, a function is invoked. You can set up these
so-called hot corners using the System Preferences,
Exposé, and Spaces pane.
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Before Windows Vista had
gadgets, Macs had widgets.
These are small applications that
provide handy items such as a
clock, a calculator, or a display of
the current weather information.
You can display these widgets
in the Dashboard, and choose
which widgets you want to see.

OPEN THE DASHBOARD AND
WIDGET BAR

1 Click Dashboard.

2 Move your mouse over a widget.

3 Click the information symbol ( ).

Note: Some widgets, such as the calculator, do not have
settings.

22

33

55

11

WIDGETSWIDGETS
NEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAY

gMap MoonExploration

Starry Night

Soduku

AccWeather

Work with Widgets

Work with 
Widgets

88

Settings appear for that widget.

4 Change the settings as needed.

5 Click Done.

The changes take effect.
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ADD WIDGETS TO THE DASHBOARD

1 Click the plus sign ( ). 

11

22

33

Working with a Macintosh chapter5

89

How do I remove a widget
from the Dashboard?
When you click the
plus sign ( ) with
the Dashboard
displayed, it not
only displays the
Widget Bar but it
also displays small
X buttons on each
widget on the
Dashboard (see the
fourth figure above).
Click the button on the widget that you do
not need to remove it from the Dashboard.

WIDGETSWIDGETS
NEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAYNEW MAC TIP EVERY DAY

gMap MoonExploration

Starry Night AccWeather

Soduku

Are there more
Widgets available?
Yes. Go to
www.apple.com/
downloads/
dashboard and
you will find a list
of Top Widgets
such as Wikipedia
or Flapple, and a
Widget Browser that
lets you search for
Widgets in a variety of
categories.

Widgets
Ahead

Widgets
Ahead

l The Widget Bar appears.

2 Click the arrows ( and ) at either end
to display more widgets.

3 Click and drag a widget onto the desktop.

Note: You can click anywhere on the desktop to hide the
Widget Bar and Dashboard.
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Safari is the browser that is built into
the Mac operating system. It offers
familiar browser tools, such as
bookmarks and the ability to view
your browsing history.

90

Explore the Internet 
with Safari

Safari Button
Click this button to open the Safari browser.

Safari Menus
Use the commands on these menus to change
Safari settings, customize toolbars, edit text and
modify text size, or view browsing history.  

Address Bar
Enter the URL for the site you want to visit here,
and press Enter.

Navigation Keys
Click the Show Next Page or Show Previous Page
buttons to move among recently displayed Web
pages.

Bookmark Bar
Bookmarked sites display on this bar. 

Add a Bookmark
Click here to bookmark the currently displayed
page.
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Work with Power 
Management Working with a Macintosh chapter5

Sleep Mode
Your laptop uses much less power in sleep mode.
You can set up sleep modes to activate for both the
computer screen and the computer processor. 

processo

rprocesso

rprocesso

r

sl
eep

 modesl
eep

 modesl
eep

 mode

screenscreenscreen

sl
eep

 modesl
eep

 modesl
eep

 mode

Energy Saver Pane
In the System Preferences window, you will find an
Energy Saver icon. Click it to display the Energy Saver
pane. Here you can select settings to put your
computer or screen to sleep when the computer has
been inactive for a certain period of time. You can
also set up your screen saver from this pane.

TIME TOTIME TO
SLEEPSLEEP

TIME TOTIME TO
SLEEPSLEEP

TIME TO
SLEEP

Energy-Saving Tips
You can be your most important energy-saving
resource. Remember these tips. Turn off the Airport
and Bluetooth wireless connection if there are no
wireless networks nearby or you do not intend to use
the Internet. Be sure the built-in iSight camera is
turned off if you are not working with an application
that requires it. Avoid working from DVDs or CDs, which
require that the laptop motor spins and drains power.
Instead, copy the files you need to your laptop and
remove the disc. Finally, MacBooks contain a backlight
in their keyboards that can be very helpful when
working in dim lighting, but that consumes energy. Use
the Backlight toggle key on your keyboard to turn it off.

ONONON

OFFOFFOFF

ISIGHTISIGHTISIGHT DVDDVDDVD BACKLIGHTBACKLIGHTBACKLIGHT

ISIGHTISIGHTISIGHT AIRPORTAIRPORTAIRPORT BLUETOOTHBLUETOOTHBLUETOOTH

ONONON

OFFOFFFOFFFFFFFOFOF

ONONON

OFFOFFOFF

ONONON

OFFOFFFFFFFFFFFF

ONONON

OFFOFFFFFFFFFFFF

ONONON

OFFOFFFFFFFFFFFFF

Battery Settings
You can go through the Energy Saver pane in System
Preferences (see the section “Energy Saver Pane”
section earlier in this chapter) to change the battery
optimization setting. The Better Battery Life setting
will give you the longest battery life.

BETTER BATTERY LIFE

BETTER BATTERY LIFE

BETTER BATTERY LIFE

When you work on a laptop, you can use power
management to keep your computer working longer
between battery charges.
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6 
chapter 

Exploring
Windows Vista

The Windows Vista operating
system is installed on most
laptops on the market today.
It enables you to run
programs and manage files,
and provides some useful
mini-applications. Learning
your way around the
Windows environment is
your first step to laptop
productivity.

Recycle BinRecycle Bin

FeedbackFeedback
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The Windows Vista desktop is what you
see onscreen when you are not working in
an application. It is from here that you
access programs, files, and settings for
Windows Vista.

94

Get to Know 
the Desktop

Start Menu
Button
Click the Start
button to display
a menu of
available
programs, or
to go to the
Windows Help
and Support
area or the
Control Panel. 

Desktop
Shortcuts
Rather than go
through the Start
menu, you can
create a shortcut
for a program or
document and
launch it by
double-clicking
the desktop
shortcut icon.

Windows Vista Sidebar
New to Windows Vista, the
Sidebar is where you can display
various useful little programs,
such as a clock, calculator, or
stock market ticker.

Taskbar
The taskbar displays a button for
each open application window
that has been minimized (shrunk
down to a button on the taskbar),
as well as buttons to launch tools
such as the system volume.

Quick Launch Bar
If you want convenient access to
programs that you use frequently
but do not want to use desktop
shortcuts, you can place buttons
for these programs on the Quick
Launch bar and click the buttons
to launch the programs.
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11

33

22

Access the Start Menu

The Start menu is where you
can access and open installed
software, useful accessory
programs that are built into
Windows Vista (such as Paint),
and settings for Windows.

1 Click the Start button ( ).

Note: You can also press the Start key on your
keyboard (with the Windows logo on it) to display the
Start menu.

Access the 
Start Menu

2 Click All Programs.

All installed programs display in the
left panel of the Start menu.

3 Click the Accessories folder.

You may have to use the scroll bar to
locate this folder.

Windows Vista lists the accessory
programs.

Exploring Windows Vista chapter6
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Desktop shortcuts can provide a
quick way to access your most
commonly used programs or
documents. Your laptop
probably came with some
shortcuts, such as the Recycle
Bin and some pre-installed
applications, but you can also
add your own.

1 Click the Start button ( ).

The Start menu opens.

2 Click All Programs.

11

33

22

SHORT
CUT 
SHORT
CUT 
SHORT
CUT 

Add a Desktop Shortcut

Add a Desktop 
Shortcut

96

All installed programs display in the left
panel of the Start menu.

3 Right-click the program for which you
want to create a shortcut.
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A menu appears.

4 Click Send To.

5 Click Desktop (create shortcut).

44 55

Exploring Windows Vista chapter6
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Sometimes I prefer a less cluttered look on
the desktop. Is there an easy way to hide all
desktop shortcuts from view?
Yes. Right-click the desktop and click View in the
menu that appears. Click the Show Desktop Icons
option to deselect it. To redisplay the icons, repeat
this procedure.

SHORT
CUT SHORT
CUT SHORT
CUT 

HIDEHIDEHIDEHIDEHIDE

l The shortcut appears on the desktop.

09_171110 ch06.qxp  9/25/07  10:33 PM  Page 97



The Recycle Bin is a desktop
shortcut that accesses the folder
where any deleted items are stored
before Windows completely
removes them. If you delete
something and you want it back,
you can look for it here. To save
memory, you should also
periodically empty the Recycle Bin.

RESTORE A DELETED ITEM

1 Double-click the Recycle Bin shortcut
icon.

l The Recycle Bin folder opens in
Windows Explorer.

11

22 33

Work with the Recycle Bin

Work with the 
Recycle Bin

98

2 Click an item to select it.

3 Click Restore.

The item is restored to the folder where
it was stored when you deleted it.
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EMPTY THE RECYCLE BIN

1 Right-click the Recycle Bin shortcut.

A shortcut menu appears.

2 Click Empty Recycle Bin.

11

33

22
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I cannot find the Recycle Bin.
How can I display it?
Right-click the desktop
and click Personalize.
In the Personalize
options, click the
Change Desktop
Items link on the left.
In the dialog box that
appears, click the
Recycle Bin check box
to select it, and then click
OK. The desktop shortcut
icon appears for the Recycle Bin.

Once I have emptied
the Recycle Bin, can
I be sure that my
files are gone from
my computer’s
hard drive?
No. Because hard
drives use magnetic
recording, they can
contain residual data, even
after you ‘permanently’ delete files. If you are
selling or getting rid of your computer, you still
run the risk of old files being restored by an
ambitious hacker. Removing the hard drive may
be your only completely secure option.

A confirmation dialog box appears.

3 Click Yes.

All items in the Recycle Bin are
permanently deleted.
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The Windows Vista taskbar
contains a shortcut for adjusting
your system volume. You can
also quickly mute your speakers
by using this feature.
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You can make more detailed settings
to your system volume through the
Hardware and Sound area of the
Control Panel.

100

Adjust System 
Volume

1 Click the Megaphone icon on the
taskbar.

The volume slider appears.

Adjust System Volume

2 Click and drag the slider ( ) to adjust
the volume up or down.

3 Click the Mute button ( ).

A red circle appears on the Mute
button, to indicate that your speakers
are muted. To restore sound, you can
repeat Step 3.
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Display and Close the Sidebar

The Sidebar is a new feature in
Windows Vista. It contains items
called gadgets that perform useful
functions, such as calculating
numbers or displaying current
news items.

1 Click the Windows Sidebar icon ( )
on the taskbar.

Note: The Sidebar displays by default. If it is closed, the
Sidebar icon should appear in the taskbar.

Display and Close 
the Sidebar

2 Right-click anywhere on the Sidebar.

A shortcut menu appears.

3 Click Close Sidebar.

The Sidebar disappears from
your screen.

Exploring Windows Vista chapter6
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Gadgets are the little programs
that you can place on the
Windows Vista Sidebar. These
are very useful tools that can
display updated online content
such as stock quotes, or tools
like a calculator or a tiny
notepad.

ADD A GADGET TO THE SIDEBAR

1 With the Sidebar displayed, click the
Gadgets button ( ).

Note: To display the Sidebar, see the task “Display and
Close the Sidebar.”

11

22

STOCKS

WEATHER
WEATHER

Work with Gadgets

Work with 
Gadgets

102

The Gadgets dialog box appears.

2 Click and drag a gadget to the Sidebar.

The gadget appears on the Sidebar.
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MOVE A GADGET TO THE DESKTOP

1 With the Sidebar displayed, move your
mouse over a gadget.

l Small tool icons appear to the right of the
gadget.

2 Click the Move tool ( ) 

2211

33

Exploring Windows Vista chapter6
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I want to remove a gadget from the
Sidebar. How do I do that?
Simply click the Close button, labeled with
an X, to close the gadget. You can redisplay
it by clicking the Gadgets button and then
clicking and dragging the gadget from the
Gadgets dialog box to the Sidebar.

STOCKS

3 Drag the gadget to the desktop.

The gadget disappears from the Sidebar
and appears on the desktop.

➥continued
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Once you have placed gadgets on
your Windows sidebar, you can
modify how some of them work.
For example, if you display a
clock gadget, you can change
your time zone or specify
whether to display a second
hand.

MODIFY GADGET SETTINGS

1 With the Sidebar displayed, move your
mouse over a gadget.

Note: To display the Windows Sidebar, see the task
“Display and Close the Sidebar.”

l Small tool icons appear to the right of
the gadget.

2 Click the wrench-shaped tool.

22
11

33

44

Choose City

888888°°°°°°°°°°°78°78°

Choose CityChoose City INDIANAPOLIS

Work with Gadgets (continued)

Work with Gadgets 
(continued)

104

A pop-up window appears with gadget
settings.

Note: Some tools have no settings, and therefore no
wrench icon appears.

3 Make the appropriate settings for that
gadget.

4 Click OK to save the settings.
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I have a lot of gadgets in my collection.
How can I easily find the one I want?
You can use the Search feature in the
Gadgets dialog box. Just type in a keyword,
and press . 

SHORT
CUT SHORT
CUT SHORT
CUT 

CTRLCTRLCTRL
SHIF

T
SHIF

T
SHIF

T

clickclickclickclickclick

GET MORE GADGETS ONLINE

1 With the Sidebar displayed, click the
Gadgets button ( ).

The Gadgets dialog box appears.

2 Click Get more gadgets online.

22

33

11
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Your Web browser opens, displaying the
Personalize Windows Vista Sidebar Web page. 

l You can click the categories to look for
specific gadgets.

3 When you find the gadget you want, click the
Download button.

Note: Instructions may appear to help you complete the
download. 

The gadget is now available in the Gadgets
dialog box to add to your Sidebar. 
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Windows Explorer is a Windows
Vista feature that you can use to
locate various files and folders
that you have saved on your
computer. 

1 Right-click the Start button ( ).

A shortcut menu appears.

2 Click Explore.
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Work with Windows Explorer

Work with 
Windows Explorer

106

The Windows Explorer window
appears.

3 Click a folder.
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4 If necessary, click a series of folders to
locate the file that you want to open.

44

55
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I use files from the Documents folder
all the time. Is there a quick way to
open it? 
Yes. The Start
menu lists several
commonly used
folders, including
Documents,
Pictures, and
Music. Just click
the Start button
and then click
Documents to open
the Documents folder.

I cannot remember a filename, but I
know I worked on it yesterday. Is there
a way to see what date a file was last
saved in Windows Explorer?
Yes. With Windows
Explorer open, click
the Views button
and then click
Details. The Details
view lists information
about each folder and file,
including the date it was
last modified.

VIEWS

Details
 Date........ Size........
Modified...
Modified...

V

5 Double-click the file.

The contents of the file display in the
Explorer window.
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Your screen resolution setting
controls the crispness of the
image on your monitor. A higher
resolution results in more pixels
per inch, making the screen image
smaller and crisper. A lower
resolution causes items to appear
larger, but less clearly defined
on your screen.

1 Right-click the Windows Vista desktop.

11

22

Change the Screen Resolution

Change the Screen
Resolution

108

A shortcut menu appears.

2 Click Personalize.
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Which resolution setting will
allow me to see more of my
document onscreen at one
time?
A higher resolution allows more
of your document to fit on your
screen. Remember, you can also
use the View tools in individual
software applications to display
your document in a larger or
smaller view.

800 x 600800 x 600800 x 600800 x 600800 x 600

1280 x 9601280 x 9601280 x 9601280 x 9601280 x 960

The Personalize appearance and sounds
options appear.

3 Click Display Settings.

66

33

44

55
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The Display Settings dialog box appears.

4 Click and drag the Resolution slider ( )
to change the resolution.

5 Click Apply to apply the resolution
setting.

6 Click OK to close the dialog box.
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The background on your desktop
can be a simple solid color.
However, if you want a little more
variety, you can display a picture
that comes with Windows Vista,
or a picture of your own that you
have saved to your computer.

1 Right-click the desktop.

A shortcut menu appears.

2 Click Personalize.

11

22

33

Change the Desktop Background

Change the Desktop
Background

110

The Personalize appearance and
sounds options appear.

3 Click Desktop Background.
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I applied a desktop theme and
my background changed. Why?
A desktop theme contains a
background setting, as well as other
settings such as a color scheme. If
you apply a desktop theme, then
it overrides whatever background
you have selected.

USS MESSAGES

USS MESSAGES

USS MESSAGES

4 Click the Picture Location and select a
category of desktop background options.

5 Click the image you want to use.

55

66

77

44
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6 Click a positioning option for the image
( changes to ):

Fit to Screen stretches a single copy of
the image across the screen.

Tile displays several copies of the image
across the desktop.

Center centers a single image against a
colored background.

7 Click OK.

Windows Vista applies the settings.
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4 Click any topic.

A set of sub-topic folders and/or search
results indicated by a question mark
( ). displays.

5 If necessary, click a sub-topic results.

The information displays. 

Note: You may have to click several levels of sub-topics
to access the topic information.

The Windows Vista Help and Support
feature allows you to look through
various help topics and sub-topics. If
you are connected to the Internet,
Windows Vista also searches for the
latest help information in the
Microsoft Knowledge database.

EXPLORE THE HELP TABLE OF
CONTENTS

1 Click Start ( ).

2 Click Help and Support.

The Windows Help and Support
window appears.

3 Click Table of Contents.

A list of major topics is displayed.

11

44

55

33

Get Help

Get
Help

112
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SEARCH FOR HELP

1 Type in a search term.

2 Click Search Help ( ).

11 22

33
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What are the words in green
within topic information?
In some topics, terms that
include a definition appear
in green. Click these terms
to display their definition.
Click anywhere outside of the
definition window to close it.

DEFINITIONS
DEFINITIONS

The search results display.

3 Click a link to display the topic.

Windows displays the topic you selected.
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You can use the Remote Assistance
feature in Windows Vista Help to
invite a friend to help you. Using
this feature, someone else can take
over your computer to view and fix
a problem — with your permission.

1 Click Start ( ).

2 Click Help and Support.

The Windows Help and Support
window appears.

3 Click the Windows Remote
Assistance link.

The Windows Remote Assistance
dialog box appears. 

4 Click Invite Someone You Trust
to Help You.
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Famous
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Famous
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Ask for Remote Assistance

Ask for Remote
Assistance

114

Windows asks you how to contact
your helper.

5 Click Use e-mail to send an
invitation.

l Clicking Save this invitation as a
file enables you to send the file as
an attachment.

09_171110 ch06.qxp  9/25/07  10:33 PM  Page 114



Windows asks you for a password for
connecting to your computer.

6 Type in a password.

7 Type the password again.

8 Click Next.

A blank e-mail form opens in your default
e-mail program.

Note: If you have not set up an e-mail account on your
laptop, a series of dialog boxes appear for you to fill out.
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I cannot seem to make a Remote Assistance
connection. Why not?
You probably have to enable the feature. Click Start,
click Control Panel, click System and Maintenance,
click System, and then click Remote Settings. On
the Remote tab of the dialog box that appears,
select the Allow Remote Assistance Connections
to this Computer check box ( changes to ).
Click OK, and you should be able to use the
feature.

9 Fill out the e-mail address, and add to or
edit the message if you want.

0 Click Send.

When a connection is made, you can use
the tools in the Windows Remote
Assistance window to change settings;
chat with your friend; send a file; or
pause, cancel, or stop sharing your
computer.
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chapter 

7
File Management
Basics

Windows Vista and the
Macintosh OS use a file
and folder system to
organize your documents —
a metaphor for the manila
files and hanging folders
that you find for organizing
paper documents in most
offices. Understanding how
to work with files and
folders helps you to be
much more efficient.
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COPYCOPY
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Create a New Folder ........................................118

Copy a File..........................................................120

Move a File ........................................................122

Rename a File....................................................124

Compress Files ..................................................126

Work with File Formats ..................................128

Save Files............................................................130

Back Up Files ....................................................132

Delete Files ........................................................136

Burn Files to a CD/DVD ..................................138

Search for Files and Folders ..........................140

Open Recently Used Files ..............................142
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Windows comes with some folders
already created, such as Documents,
Pictures, and Music. You can also
create additional folders for specific
projects, clients, or interests.

1 Right-click Start ( ).

2 Click Explore.

11

33

22

44

Pictures

Reports
Music

ContactsDocu
men

ts

Create a New Folder

Create a
New Folder

118

Windows Explorer appears.

3 Click Organize.

4 Click New Folder.

A new folder appears with its name
highlighted for editing.

10_171110 ch07.qxp  9/25/07  10:35 PM  Page 118



5 Type a folder name.

77

55

66
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I have related projects that I
would like to keep together.
How would I do that?
You can create folders and then
place them into another folder, as
subfolders. Just open one folder in
Windows Explorer and then follow
Steps 3 to 7 to create a subfolder
within that folder. 

6 Press .

7 Click Close ( ) to close
Windows Explorer.

File Management Basics chapter7
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You may want to keep a copy of
a file in two different folders.
For example, you might want to
have a copy of a letter to your
client in both the general client
folder and in a project folder.

1 Right-click .

2 Click Explore.
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Copy a File

Copy a
File

120

Windows Explorer appears.

3 Click any folder in the left panel to
open its contents.

Note: You may have to click on a series of folders and
sub-folders to locate the file you want.

4 Right-click the file you want to copy.

5 Click Copy.
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6 Double-click the folder into which you
want to place the copied file.

l You can use the Folders list on the left
side of the Explorer window to find a file.

66

77

88

121

Is there any other way to copy a
file from one folder to another? 
Yes. You can click and drag a file
between two open Explorer windows.
Click the file and hold down .
When you drag the file to the other
folder, a copy is placed there. 

optionoption
option 

7 Right-click the Explorer window.

8 Click Paste.

The copy of the file appears listed
in the folder contents.

File Management Basics chapter7
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After you save a file in one folder,
you may decide to move it into
another folder, perhaps when you
are archiving old documents or
reorganizing your files. 

1 Right-click .

2 Click Explore.

11

33
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Reports

The Gem & Jewelry
The Gem & JewelryShowShow

Chicago, IllChicago, Ill

Trends ‘08

Move a File

Move
a File

122

Windows Explorer appears.

3 Click a folder in the left pane to display
its contents.

Note: You may have to click on a folder and sub-folders
to locate the file you need.

Right-click the file you want to move.

4 Click Cut.

10_171110 ch07.qxp  9/25/07  10:35 PM  Page 122



5 Double-click the folder in which you want
to place the file.

l You can use the Folders list on the left
side of the Explorer window to find a file. 55

66

77
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Is there a click-and-drag
method for moving files?
Yes. Open two Explorer
windows (right-click

and choose
Explore two times
in a row). Click and
drag the file you
want to move, but
without holding down

as you do to copy
a file. The file is removed
from one folder and placed in
another.

I cut a file, but before I could
paste it, I was called away from
the computer. When I came
back, it seemed to be
gone. Is there a way
to retrieve it?
Yes. When you cut the
file, it was placed in
the Recycle Bin folder.
Go to your desktop
and open the Recycle
Bin folder. Click the file
and then click Restore
this Item.

6 Right-click the Explorer window.

7 Click Paste.

The file appears listed in the folder
contents.

File Management Basics chapter7
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If your project name changes or
you realize that your filename
has a typo or resembles another
name too closely, you may want
to rename the file.

1 Right-click .

2 Click Explore.

11

33
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44

TrendsYou cannot have two files in the same
folder with the same name, but you
can have two files with the same name
in different folders. Try to avoid
naming two files with the same name
to avoid confusion.

Rename a File

Rename
a File

124

Windows Explorer appears.

3 Right-click the file.

4 Click Rename.

Windows highlights the filename
for editing.
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5 Type a new name.

55

125

I renamed a file and now I
cannot remember the new
name. How can I find it?
You can easily search for
files and folders by using a
variety of criteria, such as
the last time it was modified
or by words contained in
the document. See the task
“Search for Files and Folders”
later in this chapter.

6 Press .

l The file appears with its new name.

File Management Basics chapter7
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Compressing files essentially
squeezes them down to a smaller
size. You can then extract the
files at a later time to work with
them again.

1 Right-click .

2 Click Explore.

11

33

44
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55

Compress Files

Compress
Files

126

Windows Explorer appears.

3 Right-click a file.

4 Click Send to.

5 Click Compressed (zipped) Folder.
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A dialog box appears, displaying the
progress of the compression operation.

66

127

I want to compress several
files. Can I do that?
Yes. To compress several files
together, click one file and
then press and select
contiguous files, or -click
non-contiguous files before
you right-click.

l A new folder appears, with its name
highlighted for editing.

6 Type a new name for the file.

7 Press .

The new name is saved for the
compressed file.

File Management Basics chapter7

I have a new computer with a huge
hard drive. What is the benefit of
compressing a file or folder?
It is true that a compressed file or folder
takes up less space on your computer. If
that is not of concern to you, you may
find other situations in which you want
to compress files. For example, you may
want to save space on a storage medium
such as a CD. Also, if you are attaching a
file or folder to an e-mail, you need to keep
the attachment size as small as possible so that
it can go through.

Jim@abc.com

Attachment
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Files can be saved in a variety of
formats recognizable to certain
programs. Understanding file
formats helps you to understand
how to find and open files easily.

D
O
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D

O
C

D
O

C
D

O
C

EPS
EPS

EPS
EPS

TIFFTIFF

TIFF TIFF

PNGPNG

PNG PNG

BMP
BMP

BMP
BMP

Work with
File Formats

128

Text Formats -
DOC, RTF, TXT

Image Formats -
JPEG, TIFF, BMP, PNG

Web Formats -
HTML, XML, MHTML

File Format Overview
Most files are saved by default in the format of the
program that is used to create them. Because this so-called
“native” format is often proprietary, other programs may or
may not be able to open these files.. However, many
programs today can open files saved in a variety of formats,
for example, text files to be opened by almost any word
processing application. There are also formats, such as
Adobe PDF, that can be read by any program; these require
a reader that can usually be downloaded for free.

Text Formats
When you save a text file, you can save it in the format of
the program you are working in, such as Word (DOC) or
WordPerfect (WKB). You can also save a text file in rich text
format (RTF), which is a format that many programs can
open and that retains most of your text formatting. Finally,
saving a file using the text format (TXT) saves the text, but
with no formatting. 

Do It Yourself Guide.txt

Do It Yourself Guide.txt

Quarterly Report.doc

Quarterly Report.doc

Bake Sale.rt
f
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Web Formats
If you want to post documents on the Web, you can
save to Web formats such as HTML, XML, or MHTML.
When posted to the Internet, these formats can be
read by Web browsers.

Macintosh File Formats
Macintosh program files usually cannot be opened by
Windows programs, and vice-versa. However, you can save
files from either type of program in another format that
can be recognized by the other operating system. You can
also set up a Macintosh to run the Windows operating
system in addition to the Macintosh operating system. This
requires that you purchase a software product called Boot
Camp from Apple.

Image Formats
Digital image files can be saved in several formats,
many of which can be inserted into most documents.
Each of those formats has certain characteristics. For
example, JPEG is a format that compresses a graphics
file to be smaller than some other formats. GIF format
is often used for low resolution graphics files that are
viewed online and that require image compression.
Other common graphics file formats include TIFF, BMP,
and PNG.

TIFF
BMP

PNG

html mhtml

xml

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM

bootboot
campcamp
boot
camp
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After creating a file — such as a
document where you enter text or
insert images — you have to save the
file before closing it if you want to
use it again.
You can save a file to your hard drive, 
or to media such as a CD or DVD.

1 With an application and new document
open, click File.

2 Click Save.

You can also press + or click a
Save button in most software
programs.

Note: If you have already saved the file, this is all you
have to do to save recent changes. If this is the first time
you have saved the file, continue with the following steps.

11

22

33

Sav
e

Save Files

Save
Files

130

3 Click the folder to which you want to
save the file.

You may need to click the a folder in
the list in the left pane to locate the
folder or drive where you want to save
the file.
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4 Click here and type a name for the
document.

5 Click Save.

44

55

131

How do I save a file in a
different format?
In the Save As dialog box, use
the Save as Type drop-down
list to select the format you
want to save to before
clicking Save. Save As

     (f
ormat)

l The filename appears in the title bar.
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It is important to save your files
to media such as a CD or DVD
in order to keep a backup copy.
To help you, Windows Vista
provides a feature to guide you
through backing up your
computer files.

1 Click .

2 Click Control Panel.

11

22

33

Brand

Backup

Back Up Files

Back Up
Files

132

The Control Panel window appears.

3 Click Back up your computer.
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I noticed that there is an option to
back up your computer. Why would I
do that?
When you first get your computer, it is
a good idea to create a set of backup
discs for it. Then, if you experience a
serious problem and have to restore
your computer to its original settings,
you can use those discs to do so.

My Documents (Backup)My Documents (Backup)My Documents (Backup)

Windows presents options for backing up
and restoring files.

4 Click Back up files.

Note: Windows does not run the backup procedure for
laptops if they are running on battery power.

55

66

44

133

The Back Up Files dialog box appears.

5 Click to select the backup destination.

You can choose to back up to media such
as a flash drive, or to a location on a
network.

6 Click Next.

File Management Basics chapter7
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The Windows Backup feature allows
you to choose a specific time to back
up files automatically; for example,
you can back up your files weekly on
Fridays at 10 pm. This ensures that
your computer periodically saves all
your important files, even if you
forget to.

7 Click to select the types of files that you
want to back up ( changes to ).

8 Click Next.

77

88

00

99

BACKING UP...
BACKING UP...

Back Up Files (continued)

Back Up Files
(continued)

134

9 Click to set the timing of the backup:

l How often sets the time increment.

l What day specifies the day to back
up.

l What time sets the time of day to
begin the backup.

0 Click Save settings and start
backup.
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Can I use the Backup procedure to save my
system files?
No. System files, executable files (such as application
installation files), and temporary files are not backed
up using the Backup procedure. You would have to
save copies of these files manually
onto a storage media such as a
CD or DVD. Another option is
to create a System Restore
point through the System
and Maintenance options
in the Control Panel that
saves your system files as
they are at a certain point
in time.

System

I have Windows Vista Home Basic
and I do not see a way to set up
regular backups. What is the
problem?
That version of Windows Vista
does not allow you to set
up periodic backups of
your files. However the
operating system will
remind you to perform
a backup periodically.

Ba
ck

up Reminder

Ba
ck

up Reminder

Ba
ck

up Reminder

Ba
ck

up Reminder

A progress window appears. 

l If you want to halt the backup you
can click the Stop Backup button
at any time.

!!

135

! When the backup is complete a
confirmation message appears;
click Close.
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When you no longer need a file
on your hard drive, you may want
to delete it to keep your computer
from becoming cluttered, or to save
memory. You can delete single files
or entire folders.

1 Right-click .

2 Click Explore.

11

33

44

22

FILE DELETION
WASTE REMOVAL CORP.

Delete Files

Delete
Files

136

Windows Explorer appears.

3 Click a folder in the left pane to locate
the file or sub-folder that you want
to delete.

4 Right-click the file or folder.
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What do I do if I delete a file and
then decide I want it back?
Your Recycle Bin settings dictate a
maximum size for the bin. When it is
exceeded, Windows will permanently
delete some files to make room for
new deletions. So, for a time, your file
is held in the Recycle Bin folder. Go
to your desktop and double-click the
Recycle Bin shortcut icon. Look in the
list of items to find the file you want,
select it, and then click the Restore this
Item button.

A shortcut menu appears.

5 Click Delete.

66

55

137

A confirmation dialog box appears.

6 Click Yes.

Windows moves the file to your
Recycle Bin folder.
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You may want to copy files to
storage media from time to time
to keep a backup copy or to
share large files like PowerPoint
presentations with others. 

1 Right-click .

2 Click Explore.

11

33

44

22

55

Burn Files to a CD/DVD

Burn Files to
a CD/DVD

138

Windows Explorer appears.

3 Right-click a file or folder.

If you want to burn multiple files, hold
down while clicking contiguous
files, or hold down while clicking
non-contiguous files.

4 Click Send to.

5 Click the drive containing the storage
media.
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Is there a way to quickly
copy a file or folder that
I saved to a DVD to my
Documents folder?
Yes. Using Windows
Explorer, right-click the
item and choose the
Sent to menu;
however, this time,
click Documents
rather than a drive to
send a copy from the
DVD to your Documents
folder.

Documents

Folder

What is the difference between the
Burn a Disc format options?
The Live File System option is the default,
and burns files to the disc immediately. The
Mastered format stores files in
a temporary staging area,
ready for you to burn
them to a disc at a later
time. With the Mastered
disc format you are also
not allowed to delete
files to make room for
the new data. Mastered
disc format is most useful
on older computers or with
CD or DVD players.

Send to

Documents

Folder

The Burn a Disc dialog box appears.

6 Type in a disc title.

7 Click Next.

8 Click the message that appears above the
taskbar, indicating you have files to burn. 

77

66

99

139

9 Click Burn to disc.

In the dialog box that appears, follow the
directions in order to complete burning
the files to disc.
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Sometimes you forget the name
of a file or where you stored it in
your folders. In that case, it is
useful to be able to search for files
or folders by a variety of criteria.
Windows offers both a simple and advanced
search feature that allows you to search
by criteria such as author, date created, or
file size.

1 Click .

2 Click Search.

11

33

22

Search for Files and Folders

Search for Files
and Folders

140

The Search Results window appears.

3 Type a search term in the Search field.

4 Press .

10_171110 ch07.qxp  9/25/07  10:35 PM  Page 140



A list of matching files displays.

5 Click Advanced Search.

66

55

77
88

141

My search returned a list of files, but
I would like to quickly identify the
last file that I used. Can I do that?
Yes. You can use the Date setting in the
advanced search window to do this, but
you can also simply click the Date column
heading in the search results to quickly
organize the results by date.

Additional search criteria appear.

6 Click to choose Location, Date, or Size.

7 Type identifying information in the Name,
Tags, or Authors fields.

Note: Sometimes, files are set as hidden by users. If you
want to search for hidden or system files, click the Include
non-indexed, hidden, and system files check box in
the Advanced Search window ( changes to ). 

8 Click Search.

The search results display.
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If the file you need is one that
you worked on recently, another
quick way to locate it is to look
for recently used files.

USE THE RECENT ITEMS FOLDER

1 Click .

2 Click Recent Items.

A list of files appears.

11

22

33

171110 art0104.eps

Quarterly Report.doc

Reviews.doc

Photo Delia.tif

171110 art0105.eps

Art schedule.doc

Book schedule.doc

Time sheet.xls

Overtime schedule.xls

Synopsis.doc

Recent FilesRecent Files

Open Recently Used Files

Open Recently
Used Files

142

3 Click the item you want to open.

The file opens in the program that
is associated with it.
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FIND RECENTLY OPENED FILES
IN AN APPLICATION

1 In an open application, click File.

Note: In Office 2007 applications, click the Office
button ( ) to open the File menu.

11

22

143

Can I clear out the recently used
files in the Start ( ) menu?
Yes. You might want to
do this if you do not
want others to see
the files you have
been working
on. Click and
then right-click
Recent Items.
Then click Clear
Recent Items List.

Recent FilesRecent Files

Synopsis.d

Synopsis.doc
171110 art010
171110 art0104.eps

Q
uarterly Re

Q
uarterly Report.doc

Review
s.doc

Review
s.doc

171110 art0105.eps

171110 art0105.eps

Art schedule.doc

Art schedule.doc k
sc

he
du

le
.d

oc

Bo
ok

 sc
he

du
le

.d
oc

Time sheet xl

Time sheet.xls

O
vertim

e schedu
O

vertim
e schedule.xls

im
e 

sc
he

du
le

.x
ls

O
ve

rt
im

e 
sc

he
du

le
.x

ls

Photo D
elia

Photo D
elia.tif

My computer opens word processor
documents in Microsoft Word, but I would
rather open them in Corel WordPerfect. Is
there a way to set this up?
Yes. You can associate files
with a particular program.
Open Windows Explorer,
click a file of the type
you want, and click
the Open button and
click Choose Default
Program. Click the
Browse button and locate
the program you want to use,
and click OK.

OPENOPEN

2 Click a file in the list of recently opened
files.

The file opens in the application window.
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8
chapter

Software
Basics

Several software applications
(also called programs)
come pre-installed on your
laptop, and you can install
others as you need them. You
should master a few basic
skills to become comfortable
with the look and feel of
common software elements.
This chapter explores both
traditional Windows-based
software and some of the
new tools in Microsoft Office
2007. See Chapter 5 for more
about Apple computers and
software.
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Install a Program ..............................................146

Open a Program................................................148

Switch between Programs ............................149

Open a Document ............................................150

Explore a Program Window ..........................152

Select a Command from a Menu..................153

Select a Command from a Toolbar ..............154

Tour Office 2007................................................155

Select Options from Dialog Boxes ..............157

Using Dialog Box Controls..............................158

Save a Document with a 
Different Name ............................................160

Print a Document ............................................162

Uninstall a Program ........................................164
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Whether you want to upgrade an
existing program to a new version,
or install a new piece of software,
there are simple procedures that
you can follow.

INSTALL FROM A CD-ROM OR DVD

1 Insert the CD-ROM or DVD into the
appropriate drive.

The AutoPlay dialog box appears.

2 Click the Run option.

22

33

In many cases, simply inserting a CD-ROM
or DVD causes a window to appear with
software-specific instructions for
installation.

Install a Program

Install a
Program

146

If instructions appear to install the
program, follow them. If the contents
of the disc appear in a Windows
Explorer window, proceed to Step 3.

3 Double-click the Setup.exe file
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INSTALL FROM A DOWNLOADED FILE

1 Download the installation file from the
software manufacturer’s or software
distributor’s Web site.

This usually involves clicking a Download
button or link.

2 In the dialog box that appears, click Run.

If you use a Macintosh computer, after
you download a file, double-click the file
in the Download Manager window.

22
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I have Windows XP. What should I
consider when installing programs
with that operating system?
Windows XP and previous versions of
Windows have an Add a Program
command in the Control Panel.
You can use that command,
but most software today
comes with its own
installation program. As
a result, even if you are
running Windows XP, all
you need to do is insert the
disc in the appropriate drive
and follow the directions.

I have a Mac and when I install
software I am asked for a name and
password. What is this?
These are the name
and password you
specified when
you set up your
Mac operating
system. If you have
more than one
user account, make
sure you use the
name and password
for that account.

A progress window appears.

3 Follow the instructions to install the
program.
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Before you can work on a document,
you have to launch the program that
allows you to create and work in that
kind of document. For example, you
can use Microsoft Word to create a
letter, or Adobe Photoshop to work
with photos. 

1 Click Start ( ).

Note: If the program that you need is listed in the first Start
menu, click it and skip the remaining steps in this task. 

2 Click All Programs.

11

33

22

Open a Program

Open a
Program

148

A list of programs appears.

3 Click the program or program folder you
want to use.

The program opens and Windows Vista adds
an item to the taskbar for the program.
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Switch between Programs

If you have more than one program
running simultaneously, such as a
Web browser and a word processing
application, you can switch between
them whenever you want.

1 Click an open application on the
taskbar.

Note: You can also press + and select
the program from the window that appears

Switch between
Programs

The program window appears.

Software Basics chapter8
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When you or another user create and
save a document, you can open and work
on it again in the program in which it
was created.

1 Launch the program in which you created the
document.

2 Click File.

If you are working in a Microsoft Office 2007
application, click the Office button ( ).

3 Click Open.

22

44

33

Open a Document

Open a
Document

150

4 In the dialog box that appears, click the folder
that contains the file you want to open.
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5 Double-click a subfolder to display its
contents.

55

66

77
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When I try to open a document, I get a message
that no program is available. What does this
mean?
This means that whatever program was used to create
the document is not installed on the computer on which
you are working. With Windows Vista, you
are offered the option of going online
to find a program. If the required
program is free for download, such
as a reader program, you can
simply download and install it; if
the program is a paid product, you
will have to either install a trial
version or buy the software to open
and work on the document.

Is there a quicker way to open the
document I last worked on?
Yes. If you open the Windows Start menu
by clicking , you can click Recent
Items and a list of files you worked on
most recently appears.
Most software
programs also
include a list
of recently used
files in their
File menu (or
whatever menu
they offer to
open a file).

clickclickclickclickclick

6 Click the document you want to open.

7 Click Open.

The document opens in the program
window.

Note: You can use the Favorite Links list on the left side
of the dialog box to find a file.
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Most Windows-based software has similar elements
that you can use to work with documents.

Explore a Program
Window

152

Toolbar
The toolbar contains buttons
that you click to access
common commands and
options. Some buttons initiate
a command, while others
display lists or dialog boxes
from which you can choose
commands.

Menu Bar
The menu bar consists of
drop-down menus and
submenus that you can
use to access commonly
used commands. These
commands may initiate
an action or open a
dialog box.

Minimize/Restore/
Close Buttons
Click these buttons to
reduce the size of the
program window,
restore the reduced
window to fill the entire
screen, or close the
program.

Status Bar
The status bar provides information
about the current status of the program or
document. For example, it might indicate
the current page number in a document,
or the current calculation in a spreadsheet.
Office 2007 applications also offer tools on
the status bar for changing views and
zooming in or out.

Title Bar
The title bar contains the
name of the currently
open document and
program. If the program
window is reduced, you
can move the program
window by clicking and
dragging the title bar.

Scroll bar
The scroll bar is useful for
navigating through the pages of a
document. The vertical scroll bar
along the right side allows you to
scroll up or down, while the
horizontal scroll bar along the
bottom of your screen allows you
to scroll from side to side.

Document Area
This is the central
area of a program
that you use to create
documents. It is where
you enter and edit
text and place images
that make up the
document contents.
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Select a Command from a Menu

Menus are used in many Windows-based
programs. They offer a list of commands
that you can choose from to perform
different actions. 

A command on a menu may initiate an action,
display a submenu, or open a dialog box.

RUN COMMANDS

1 Click a menu heading.

The drop-down menu appears.

Note: You can also display a menu by pressing and pressing the
underlined letter in the menu name.

2 Click a command.

The program runs the command.

If clicking the command displays a submenu, you
can move your cursor over to the submenu and
click the command you want.

Select a Command
from a Menu

TOGGLE COMMANDS ON AND OFF

1 Click a menu heading.

The program displays the menu, with check marks
indicating the commands that are activated.

2 Click the command.

If the menu displays a sub-menu, you can move
your mouse over the submenu and click the
commands you want to toggle on or off.

Note: When you click a toggle command, the program either turns
the feature on ( ) or off.

Software Basics chapter8
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Toolbars use a more graphical
approach to choosing commands.
They contain groups of buttons
that you click to access commonly
used features.

RUN A COMMAND USING A TOOL
BUTTON

1 Click a tool button.

Note: Some toolbar buttons stay activated after you click
them, which means that they toggle a function on and off.
You can click the button again to turn the feature off.

The program runs the command or
displays a dialog box, or a list of
choices such as font sizes drops down;
if you see a list, go to the next step.

22

11

Select a Command from a Toolbar

Select a Command
from a Toolbar

154

2 Click the command. 

The program runs the command.

Note: For more about using dialog boxes, see the task
“Selecting Options in Dialog Boxes.”
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The Office 2007 program window offers a new look with many new
tools for getting your work done. The Ribbon replaces toolbars and
menus in previous editions of Office programs. Galleries of options
allow you to preview results of choices before you apply them.
Contextual tools appear when and where you need them.

Ribbon Group
Tools on the Ribbon are
organized into groups by
their type of function.

Tour
Office 2007 Software Basics chapter8

Ribbon
Displays tabs that provide access
to many tools that used to be
embedded in dialog boxes.

Dialog Box Launcher
For groups with additional
functionality, click this 
to open a dialog box.

Ribbon Tabs
Display a different set of tools
by clicking the appropriate
Ribbon tab.

MiniBar
When you select text, this floating set
of formatting tools appears so that you
can quickly format the text.

➥continued
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Several new features in Office 2007 provide tools where and when
you need them. Galleries are sets of design options you can preview
before applying; contextual tabs appear to offer tools for special
types of content such as pictures when you select such content. View
buttons make it easy to change from view to view, and a Zoom tool
on the status bar makes zooming in or out quick and easy.

View Buttons
Click these buttons to quickly
switch between views in some
Office programs.

156

Tour Office 2007
(continued)

Contextual Tab
When you insert and select an
object such as a table or diagram,
the appropriate tools for that object
appear in a tab on the Ribbon.

Zoom
A new Zoom tool offers an easy-to-use
slider that is always available to zoom
in or out.

Gallery
Other tools offer preview
galleries of effects you can
apply, such as Themes or
Color Schemes.

11_171110 ch08.qxp  9/25/07  10:38 PM  Page 156



157

Dialog boxes appear when there are several settings that
you may want to make at one time, such as formatting
fonts or setting print options. There are various methods
of entering or selecting options in dialog boxes.

Select Options
from Dialog Boxes Software Basics chapter8

Drop-Down List 
A drop-down list box only
shows the currently selected
item in a list. Click the arrow
to open the drop-down list
and make another selection.

Check Box
Click a check box to toggle a
feature on and off. When you
turn a feature on, the check
box changes from to .
When you turn a feature off,
the check box changes from

to .

Text Box
You can enter text in a text
box; for example, you might
enter a page range to print in
the Print dialog box.

Option Button
An option button is a small
circle. When filled ( ), it
indicates an option is
selected; when empty ( ),
the option is not selected.
You can only select one
option in a group at any time.

Spin Box
You can use the up and down
arrows on a spin box to set a
value; click the up arrow to
increase the value and the
down arrow to decrease it.

List Box
A list box displays a list of
options. Click the item you
want to select. Scroll bars
allow you to move through a
longer list to see all available
options.

Tab
Tabs in a dialog box contain
different sets of options in logical
groupings. Click a tab to display it.

Command Button
Click a command button to initiate the command described
on the button label; for example, you can click Cancel to
close a dialog box without applying your settings, or click OK
to accept all settings you have made in the dialog box.
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You can use dialog boxes to control
how a feature of your program works.
Dialog boxes appear when you choose
certain commands on menus and
toolbars.

TYPE IN A TEXT BOX

1 Click in the text box.

A blinking vertical line, called a
cursor, appears inside the box.

2 Press or .

Any existing text is deleted.

3 Type the new text.

22

33

11

11

Dialog Box
Dialog Box

In Microsoft Office 2007 programs, you
click dialog box launchers on the Ribbon to
display dialog boxes with settings related
to a particular Ribbon group.

Using Dialog Box Controls

Using Dialog
Box Controls

158

ENTER A VALUE IN A SPIN BOX

1 Click the top arrow ( ).

The value increases.

2 Click the bottom arrow ( ).

The value decreases.

You can also type a value in the text
box next to the spinner arrows.
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SELECT A LIST BOX OPTION

1 Click to scroll down the list.

2 Click to scroll back up the list.

3 Click an item.

The item is selected.

22
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11
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33
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I cannot figure out what effect a certain
feature in a dialog box will have. How
can I find out more about it?
Most dialog boxes
contain a shortcut
to relevant help
topics. Look for
a Help button,
or a button
with a symbol
such as a
question mark
on it, and click it
to display a help
window.

Some options in dialog boxes are gray and not
available. Why?
In some cases you have to make one selection for
those other options to become available. For example,
if you do not select an underlining style in a Font
dialog box the underline color option
will not be available to you. In
other cases you may not have
hardware to support an
option. For example in making
show settings in PowerPoint if
you do not have two monitors
connected to your laptop, the
multiple monitor settings will
not be available to you.

ItalicItalicItalic

BoldBoldBold

Underline
Underline
Underline

SELECT AN OPTION FROM A 
DROP-DOWN LIST BOX

1 Click .

The drop-down list appears.

2 Click an item.

The item is selected.
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You can save a file with a
different name, which saves a
copy of it. Any changes that you
make to the copy do not affect
the original document.

1 Click File.

2 Click Save As.

11

22

33

Save a Document with a Different Name

Save a Document with
a Different Name

160

The Save As dialog box appears.

3 Click to find the folder to which you
want to save the file.
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4 Click and type the filename.

5 Click Save.

44

55
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Can I make a copy of a document
without opening the program in which
it was created?
Yes. You can locate the document file with
Windows Explorer (right-click the Windows
Start button and click Explore). Right-click
the file and click Copy. Go to a
different location (you
cannot save two files with
the same name in one
folder), right-click, and
click Paste. You can then
rename the file, if you like
(this procedure is covered
in Chapter 7).

PASTE
PASTE

I copied a folder and tried to paste it into
a folder but Windows said there was
already a file of that name. What do I do?
You cannot save two files with the same name in
a single folder. You could save the second file
in a different folder, but it is not a good idea to
have two files with the same
name even in separate
folders because you may
accidentally overwrite a
file if you save the file in
the wrong folder. You could
also rename the first file and
then paste the second file in
the same folder.

Vac
atio

n
Vac

atio
n

Pho
tos

Pho
tosVac

atio
n

Pho
tos

VacationPhotos

VacationPhotos
tiontion

VVV
hotott

Phot

l The new filename appears in the title bar.
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To obtain a hard copy of your
document to give to someone else or
keep in your files, you can print it. 

1 Turn on the printer.

2 Open the document.

3 Click File.

l In Office 2007 programs, click
the Office button ( ).

44

Before you print, you must connect your
computer to a printer or establish a
wireless connection to it.

Print a Document

Print a
Document

162

4 Click Print.

The Print dialog box appears. 

Note: The options shown may vary by program;
the Office 2007 version is shown here.
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5 Type in the number of copies.

6 Click to select the pages you want
to print ( changes to ).

In this example, pages 1 and 2 are
being printed.

7 Click OK. 66

77

55

Software Basics chapter8
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I want to print to a different printer than
the default printer. How can I do that?
In the Print dialog box, you
can use the drop-down
arrow on the printer
Name field to choose
a different printer
for this one operation.
See Chapter 2 for
more about connecting
to a default printer.

Print

Scan

Print

Scan

I see an option to print to a
fax. What does that do?
You can print to a fax,
which allows you to
use a fax software
program such as
Windows Fax and
Scan to create a
cover note and send
your document as a
fax via your phone line.

A print confirmation appears in
the document’s status bar while
printing is in progress.
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If you no longer need a program,
you can uninstall it to free up space
for other items on your computer.

1 Click Start ( ).

2 Click Control Panel.

11

22

33

Uninstall a Program

Uninstall a
Program 

164

The Control Panel window appears.

3 Click Uninstall a program.
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4 Click a program.

5 Click Uninstall.

In some cases, a dialog box appears,
offering you a choice between making
changes and uninstalling the program.

44

66

55
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6 If a confirmation dialog box appears,
click Yes.

Windows uninstalls the program.

I uninstalled a program but I now want to reinstall it.
However, I get a message that I have installed the software
too many times. What can I do?
Most software products allow you to install
the product on two computers. When you
try to register an additional copy, even if you
are reinstalling it on a computer that you
had installed it on previously, you may get
this message. Call the company’s customer
support line, explain what you are doing and
that you still have the product installed on no
more than the allowed number of computers.
They will probably provide you with a product key
to complete the installation.
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chapter 

9
Using
Software

Software applications allow you
to view and play with images,
listen to sound files, create and
design text documents and more.
Different program types are used
for different reasons. For example,
to write a report, you would use
a word processing application;
to manipulate numbers, you would
open a spreadsheet application.
Although applications produced
by different manufacturers provide
their own sets of tools and
features, each category of software
has several things in common. This
chapter covers several of those
features that many software
programs share.

Using Software 101
Using Software 101
Using Software 101
Using Software 101

• Create Word Processor Documents• Work with Numbers in a Spreadsheet• Build Presentations
• And more...
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Create Word Processing Documents ..........168

Work with Numbers in a Spreadsheet ........172

Build Presentations..........................................176

Organize Information in a Database ..........178

Insert and Manipulate Images......................180

Design Documents with Desktop 
Publishing Software ....................................182

Play Sounds and Music ..................................184

Play Games ........................................................185
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You can create documents with a word
processing application, by entering
and formatting text. You can even add
images for visual impact, and tables to
organize information.

24242424
24

Bui lding a BirdhouseNesting
nest (nést) 
pronunciation
n.1.
1. A container
or shelter
made by a bird
out of twigs,
grass, or other
material to
hold its eggs
and young.

The Windows operating system ships with a
simple word processing application called
WordPad, while Macintosh computers offer
TextEdit. Other popular word processing
applications are WordPerfect from Corel and
Microsoft Word for Mac.

Create Word
Processing Documents 

168

Change Font
You can use type design sets called fonts or
typefaces to add style to your documents. Most
word processing applications offer a formatting
toolbar and Font dialog box where you can choose
a font and apply text effects, or formats, such as
bold, italic, or underlined. 

Change Font Size
To make your document easier to read or to emphasize
text, you can adjust the font size. Font size relates to the
height of the font characters, which is measured in points.
(One inch equals 72 points.) Typically you use formatting
tools or the Font dialog box to change the font size.

11 p
t

10 pt

8 pt

7 pt

6 pt

9 pt
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Format Paragraphs
Paragraphs of text can be aligned along the left or
right side of the page, or justified to spread across
columns of text. You can also add indents to the first
line of a paragraph or the entire paragraph. You can
modify the spacing between lines in a paragraph,
as well as the spacing between paragraphs. These
changes are usually made in the Paragraph
dialog box.

Add Numbering or Bullets
You can organize lists with numbering and bullet
formats. Numbering is traditionally used for steps or
items that follow in sequence. Bullets are used for
lists of items in no particular sequence. You can
apply different styles of numbering (such as Arabic
numerals or outline format) and bullet symbols.

Apply Text Effects
Text effects, such as bold, italic, underline, or
strikethrough, are great for adding emphasis or to
make text more attractive or readable. For example,
you might apply bold or italic effects to a heading
in a report. This is usually done through formatting
toolbar buttons, or in the Font dialog box.

Using Software chapter9

   Lorem ipsum dolor sit amet,  
   consectetur adipisicing elit,  
   sed do eiusmod tempor inci
   didunt ut labore et dolore  
   magna aliqua. Ut enim ad
minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea com
modo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse
cillum dolore eu fugiat nulla pariatur. Ex
cepteur sint occaecat cupidatat non proi
dent sunt in culpa qui officia deserun

➥continued
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You can add visual interest to your documents with
illustrations, photos, tables, or drawings. These elements
can convey information in unique ways or simply make
your document more attractive.

170

Create Word Processing
Documents (continued)

Create Tables and Charts
Tables help to organize information into rows and columns. In
word processing applications, you can change the text format,
borders, and shading within the table. Charts provide data in a
visual format. In some word processing applications, such as
Microsoft Word, the chart program actually opens up the Microsoft
Excel spreadsheet application within Word, giving you access to
sophisticated charting features.

Draw
A drawing feature allows you to draw a variety of shapes, lines,
and special elements such as callout balloons and banners. You
click a drawing tool and then click and drag in your document to
insert a drawing. You can even combine drawn objects into simple
pictures.

Add Images
You can add a variety of image types to your documents. For
example, you might insert a photo or an illustration from a
clip art collection. These images help you to make a point, or
to just make your document more visually appealing.
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Before you finalize your document, make sure
the elements on the page fit properly and that
you have used correct spelling and grammar. 

Using Software chapter9

Check Spelling
You can ensure that your document is professional by running a
spell check feature in your word processing application.
Dictionaries are preinstalled with your program to spot misspelled
words and suggest corrections. You can add words to the
dictionaries and even install additional dictionaries for special
words such as medical or legal terms.

Check Grammar
A grammar checker helps you to spot awkward or incomplete
sentences, overuse of styles such as passive voice, and grammar
errors. If grammar is not your strength, consider running a
grammar check to correct your writing before you finalize your
document.

Set Up Pages
A page setup feature in a word processing application allows you
to perform tasks such as setting page margins, typing header and
footer text for pages (such as a document title or page number),
and choosing the orientation of the pages. Be sure to review the
page setup settings before you print a document. The Print
Preview feature in many word processors will help you see what a
page will look like before you print it.

P
O
R
T
R
A
I
T

LANDSCAPE

The 25th Annual Hamliton County

S P E L L I N G   B E E
The 25th Annual Hamliton County

S P E L L I N G   B E E
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Spreadsheet programs such as Microsoft Excel and Lotus 1-2-3
provide useful tools for working with numbers and data. With a
spreadsheet program, you can easily perform simple calculations
and handle complex formulas. 

Spreadsheets typically include individual worksheets
divided into columns and rows. You enter numbers
or text into individual cells.

Work with Numbers
in a Spreadsheet 

172

Column
A column is a vertical set of cells. Columns are
identified by a letter, with the leftmost column
being A, the one to its right B, and so on.

Cell
The intersection of a row
and column forms a cell.
You enter data into cells.

Row
A row is a horizontal
set of cells. Rows are
identified by a number,
with the topmost row
being 1, the next one
down 2, and so on.

Cell Address
Each cell in a
spreadsheet has an
address, which
combines its column
letter with its row
number, such as A2
for the cell located at
Column A, Row 2.

Range
You can group two
or more cells into a
range. The range
address consists of the
top-left cell and the
bottom-right cell, with
a colon in between.
For example, B2:E6 is
a cell range containing
20 cells.

Worksheet
Spreadsheet programs typically allow you to enter work in any number of
worksheets. For example, you might want a worksheet for each month of the
year to enter payroll information by a particular time period. You can click a
worksheet tab to display its contents.
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Add Data
You can enter text, numbers, or characters into any cell. You
click the cell and type the data, and the data appears in the
cell and in a formula bar, which usually appears above the
column headings. Press Enter to accept the entry. To edit a
cell entry, click the cell again and then make changes in
either the cell or the formula bar.

Using Software chapter9

October 2007 Budget

Add a Formula
A formula applies mathematical operations to sets
of numbers or to the values in specified cell addresses
or ranges. You enter a formula in a blank cell. For
most spreadsheet programs, a formula starts with the
equals symbol (=) and a formula such as E3-E2, which
subtracts the value in cell E2 from the value in cell
E3 and returns a result.

Add a Function
A function is a predefined formula that produces a
calculation, such as the average of a group of numbers or
a loan payment amount based on the amount, interest,
and time frame of the loan. All spreadsheet programs
contain a listing of predefined functions that you can use
separately or within formulas.

b

r

Quiz

Tom
orrow

TODAY’S
 LES

SON:

➥continued
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When you enter data into a spreadsheet, you can then
work with that data to organize it, perform calculations,
and add formatting to individual cells or ranges of cells.

Work with Numbers in
a Spreadsheet (continued)

174

Calculate Values
Most spreadsheet programs provide an AutoSum feature
that quickly totals the values of selected cells. An AutoSum
button makes this feature quick and easy to run.

Complete a Series Quickly
If you enter a series of values or data with a logical
progression, most spreadsheet programs offer a feature to
quickly complete the series for you. For example, if you
enter 20, 40, and 60, the program enters any subsequent
numbers in increments of 20. If you enter Monday, Tuesday,
and Wednesday and then drag across four other cells, the
program enters the rest of the days of the week.

ORGANIZEORGANIZEORGANIZE

OrganizeThings to do:

A BC D E F G H I J K

1
2
3
4
5
6
7
8
9
10
11

L

10
20

80

XL

Organize Data
You can use features in a spreadsheet program to sort data
in a column in an order based on a criterion, such as in
ascending numerical or alphabetical order. You can also filter
data so that only data that meets your criteria displays, such
as values over 5,000.
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Adjust Row and Column Sizes
You may need to adjust row and column sizes to
accommodate longer text or numerical values, or
to insert a picture or drawing. In most programs,
you move your cursor over the line between rows
or columns, and then click and drag to enlarge or
shrink them.

Add a Chart
Spreadsheet programs typically have useful charting
capabilities. You can choose from a variety of chart types,
such as bar charts and pie charts, and apply formatting
to the various elements. Charts graphically represent the
data that you select when you generate them.

Format Cells
Spreadsheet programs have tools that you can
use to format cells and ranges of cells. You
can add shading or color to a cell, and change
the font, font size, and effects. You can also
modify the appearance of the border lines
surrounding cells, or even remove the border
lines from view.

Using Software chapter9
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You can use presentation programs,
such as Microsoft PowerPoint or
Apple Keynote, to create slides that
you can use to help you communicate
ideas to others. These slide shows are
often used in training sessions, at
conferences, or in business or sales
meetings.

You can use a presentation to support a
live speaker, publish it to the Web, or set
it to run continuously or to be run by a
viewer at a setting such as a trade-show
booth or kiosk.

Build
Presentations

176

Slide Shows
A slide show is the mode in which you run a
series of slides for an audience. You can add effects
that transition from slide to slide, add sounds and
animation effects, and even record a narration to
accompany each slide.

Slides
Slides are individual pages of content in a
presentation. Each slide can contain text, images,
charts, and other content items that support a single
concept or idea. Bullet lists on slides are a way of
summarizing key ideas to help the audience viewing
the presentation to follow along.
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Add Text
Many slides in presentations include a slide title that
provides the slide topic, and a bullet list of key points
under that topic. You can enter text in presentation
placeholders on slides, and some presentation
software also offers a view where you can enter text
in an outline format or with free-floating text boxes.

Add Images
A variety of visual elements can add interest to slides.
You may have access to charts, tables, photos, and
clip art to help you add appeal to your slides and
reinforce your topic points.

Run a Presentation
You can specify settings for how you want to
navigate through your slide show. For example, you
might choose to advance to the next slide either
after a period of time, or manually when you click
your mouse. You can also set slides to continuously
loop, and run a narration for an unattended
presentation.

Where?
Public Radio
Local T.V.
Magazines

Where?
Public RadioLocal T.V.Magazines
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Add Animations 
Transition animations occur when you move from
one slide to another in a presentation. A typical
transition might cause a slide to appear to fly in from
one side of the screen or appear in a checkerboard
pattern. You can use custom animations to add
motion to your slide contents, for example, by
causing your bullet points to grow and shrink when
you click one.
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Database Basics

A database is a collection of data that you can organize, retrieve,
view, and manipulate in various ways. For example, you might use
a database to store customer records or a home inventory.

Popular database programs include Microsoft Access and
FileMaker Pro. Both programs are available for Windows
and Macintosh computers.

Organize Information
in a Database 

178

Record
A record is a collection of data about one item.
All of the information for one customer or
product can go into a single record, typically
located across a row in a database table.

Field
A field is a category
of data in a table.
For a product table,
a field might be a
product model
number or product
name listed in a
column.

Table
A table stores a
collection of related
data. This might
include information
about your products
and customers, or a
collection of photos. 

Field Name
The field name appears at the
top of a column of data in a
database, identifying the type
of data in that field.
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Run Queries
Queries are a way of finding information in a database
that matches certain criteria. For example, you could
run a query against a sales database that shows you
the salespeople based in the United States who
generate the highest sales.

View Reports
In database programs, you can run reports to easily view
the data contained in the database. You can design the
report to contain certain fields and records, and format it
to make the resulting document more attractive.

Enter Data
You can enter data in a spreadsheet-like
interface or in record forms, which you
can design to look anyway you like. 

USS ACCESS
USS ACCESS
USS ACCESS
USS ACCESS

Using Software chapter9
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You can manipulate photos,
drawings, and scanned images
using image-editing programs
such as Adobe Photoshop or
tools within presentation and
word processing programs.

Windows includes a program called
Paint that you can use to work with
images. Mac OS X also includes
iPhoto for image editing. 

Insert and
Manipulate Images

180

Digital Pictures
If you have a digital camera, you can upload your
pictures to your computer using a cable that comes
with your camera. Digital cameras often include
software for uploading, managing, and even
manipulating images.

Clip Art and Picture Files
Windows comes with a collection of photos, illustrations,
sound, and movie files called clip art. There are also some
sample pictures in your Pictures folder that you are free
to use. You can download additional images from
Microsoft’s Web site.

Clipa
rt 

Lib
Clipart Lib

3
Cli

par
t L

Ibra
ry
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Add Effects
Many image-editing programs allow you to retouch
images. For example, you can correct the red-eye
effect in photos, or add special effects by distorting
an image, adding a texture to it, or tinting it to
appear like an old photo.

Edit Video
There are also programs available that allow you to edit
video files. Microsoft Windows includes a program called
Microsoft Movie Maker, and the Apple iLife ‘06 suite
includes iMovie HD.

Manipulate Images
By using image-editing programs
or picture toolbars in other types of
programs, you can resize, crop, rotate,
and change the color and brightness
of certain types of images.

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13ESC

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM
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Headline One

Greetings

Greetings

Greetings

Microsoft Publisher, CorelDraw, and other
programs allow you to use publication
templates and sophisticated design tools to
create greeting cards, invitations, posters,
and other attractive publications.

Design Documents with
Desktop Publishing Software

182

Design Styles
There are also sets of design options, such as color
schemes, text formatting, and layouts, that you can
modify in your publications. Although most desktop
publishing software also allows you to build all of
these elements, the publication templates and design
styles can help you to save time.

Report Template

Report Template

 Report TemplateBrochure Template

Brochure Template

 Brochure Template

Letter TemplateLetter Template Letter Template

Report Template
Report Template
 Report Template Choose Color Scheme

Choose Layout Design

Choose Color Scheme

Choose Layout Design

Choose Text FormattingChoose Text Formatting

Brights

Earthy

Pastels

Choose a Type of Publication
Many desktop publishing applications offer a large
number of predesigned templates. You begin by
choosing a type of publication, such as a flyer or
poster. This allows you to start from a basic design
that might include some design elements and text
placeholders that you can modify for your particular
needs.

Although today’s word processing
programs can make your documents
look great, sometimes you need a
desktop publishing program to get
more design features. 
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Add Text 
If you are using a predesigned publication template,
it probably includes text placeholders that you can
click in and then type text. If you do not use a
template, you can draw text placeholders and place
them wherever you like.

Insert Images
In addition to text, you can insert images into your
publication. You can use built-in sets of design
images or your own images, or you can download
images from the Internet.

mark-o-matic

Text Here!Text Here!Text Here!Text Here!
YourYourYour

Move Objects on the Page
Desktop publishing programs allow you to modify
the layouts of your pages with more flexibility
than other programs. You can click and drag to
rearrange text and image placeholders in relation
to each other.

Arrange Text and Objects
Desktop publishing programs allow you to juxtapose
text and images on a page. You can wrap text
around images, and even set text to flow from one
placeholder to another placeholder on a different
page, as in a newsletter column.

Using Software chapter9
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Using a computer to store and play music has become a
common practice. There are several programs you can use
to organize and play music from a variety of sources.

184

Play Sounds
and Music 

Play Music
Media players such as Mac’s iTunes, and Windows-
based RealPlayer and Windows Media Player allow
you to organize libraries of music and play music on
your computer.

Album Name

• artist name

• song title

• rating

• play count

• composer

• file type

Album Name

• artist name

• song title

• rating

• play count

• composer

• file type
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Find Music
You can play music from a CD or DVD that you place
in your computer drive. You can also download music
from the Internet, and play music by accessing online
radio stations. 

Download and Share Music
Today many people are carrying small music players,
such as the iPod from Apple. You can use your
computer to sync with these devices to transfer music
to them.

Listen to Music Online
Internet radio stations allow you to tap into radio
station content from around the world. You can use a
media player to access these radio stations, which are
typically divided into categories such as jazz, rock, and
country. You can also use your browser to stream the
radio station content via their Web site.
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You can use your laptop to play games, which
is a great way to pass the time while sitting in
an airport or your doctor’s waiting room. 

Play
Games Using Software chapter9

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM
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Game Programs
You can purchase games and install them on your
computer, or download free games or trial versions
of games from the Internet at sites such as
http://games.yahoo.com. 

Play Online
Many sites on the Internet enable you to play a variety
of games with others. Some sites even provide virtual
worlds in which you can assume an identity, known
as an avatar, and interact with others. However,
gaming sites where you interact with strangers can
put you at risk if you share personal information.
Always use sites that you consider reputable, and
never share personal information with strangers.

Game Input Devices
Although most games allow you to operate them
using your keyboard and mouse, some people like to
attach a joystick or other type of game controller to
their computer. These devices are especially popular
in action games where you can use the controls to
quickly zap bad guys and opponents.

Windows Vista Games
Windows offers built-in games that you can
access from the All Programs folder of the Start
menu. These include card games such as Solitaire
and Hearts; Chess; strategy games such as
Minesweeper; and even Purple Palace, which
is meant for very young gamers.

12_171110 ch09.qxp  9/25/07  10:39 PM  Page 185



chapter 

Connecting to
a Network

You can connect multiple
computers to a network to
share files and equipment,
such as a printer. Today,
wireless networks are
available for you to set up
in your home or office, or
to connect to while on the
road with your laptop. 

Print

Scan

13_171110 ch10.qxp  9/25/07  10:40 PM  Page 186



Understanding Computer Networks ............188

Discover Network Devices..............................190

Understanding Wireless Computing ............192
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A network consists of any group of
connected computers. The Internet is
an example of a worldwide computer
network. A network connection can
be set up through cables or by using
a wireless connection.

Networks enable collaboration through
sharing of files and equipment.

Understanding
Computer Networks

188

Share Equipment
If you have two or more computers and a single
printer, scanner, or fax, everybody on the network
can share that piece of equipment. You can also
share hard drive space, as well as CD and DVD
drives, among networked computers.

Share Files
When you network two or more computers, they
can exchange files through the connection. You can
control access to files by using passwords or by
setting limits on the access that each network user
has to folders on the network.
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Share Internet Connections
If one computer on a network is connected to the
Internet, other users on the network can access that
connection. In this way, several computers can take
advantage of a single account with an Internet Service
Provider (ISP).

Print

Scan

Share Storage Space
You can use one computer on a network to store
copies of important files, which frees up space on
other computers. 

Save Money
Although you have to invest in some equipment to
set up your network, this can ultimately save you
money. For example, you can share equipment such
as a printer, and take advantage of a single Internet
connection fee for multiple computers. 

Connecting to a Network chapter10

Enjoy the Convenience
In a larger network, you have to spend time
administering the network, while most small home
networks require little administration and offer
considerable convenience. Users can easily access
each other’s files, instead of saving files to a DVD or
flash drive and walking it over to another computer to
copy these files. This convenience also allows for
greater collaboration between users.
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There are certain pieces of hardware that you need in
order to set up a network. Some hardware, such as a
network interface card, is likely to be included with
your computer. You have to purchase other hardware
when you decide to set up your network.

Discover
Network Devices
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Network Cable
If you choose to connect to a wired network, you can plug a
network cable into the NIC connector on your computer, or PC card
on your laptop. Data travels over the network through this cable.

Hubs
In wired networks, a hub provides a central connection point
for every computer on the network. Data traveling between
two computers on the network goes from one computer’s NIC,
through the cable to the hub, and then through another cable
to the second computer’s NIC.

Network Interface Card
Many computers have a built-in network interface card — also
called an NIC, network adapter, or network card. An NIC may be
built into your computer in the form of a circuit board, or you can
buy a PC card for your laptop that provides NIC functionality. You
need some form of NIC to connect your laptop to a network. 

Network
Interface

Card

Network
Interface

Card
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Local and Wide Area Networks
A local area network, or LAN, is useful for computers that are
in close proximity. You may sometimes connect your laptop
to a small office or home network that is set up as a LAN. A
wide area network, or WAN, is a collection of LANs that may
be more geographically remote. These LANs are connected
through fiber-optic phone lines or satellite links.

Peer-to-Peer and Client/Server Networks
Windows and Macintosh computers come with built-in 
peer-to-peer networking functionality. In this type of network,
each computer handles network tasks such as file storage and
resource sharing. In larger organizations, client/server networks
are most often used. In this setup, a server handles most
network tasks, and the client computers on the network are
freed up to deal with end-user tasks.

SECURITYSECURITY

SECURITYSECURITY

Network Architecture
The architecture of a network establishes exactly how data is
transmitted across the network. Ethernet and Fast Ethernet are
popular architectures. Each type of network transmits at different
speeds.

Router
A router is a bit more sophisticated than a hub, in that it
can route data to a particular network address. If you share
a high-speed Internet connection, a router acts as a traffic
cop, ensuring that requested data goes to the network
computer that requested it.

13_171110 ch10.qxp  9/25/07  10:40 PM  Page 191



Most laptops available today have built-in
wireless capabilities that allow them to connect
through radio signals. In many cases, you
only have to turn your computer on and let
it find the nearest wireless network. Still, it
can be helpful for you to understand just how
a wireless network works.

Understanding
Wireless Computing

192

Radio Signals and Transceivers
Wireless technology uses radio signals and a radio transceiver,
which in most cases can both transmit and receive radio signals.
A wireless keyboard is an example of a device that does not
have to receive data, and so it contains a transmitter that sends
a signal to a receiver that you attach to your computer.

Access Points
A wireless network includes two or more computers connected
through radio signals. To go online, these computers have to
connect through an access point that establishes the Internet
connection. You can set up an access point using a piece of
equipment called a router to allow your computers to share an
Internet connection.

Wireless Technologies
One of the most popular wireless technologies is Wireless Fidelity,
or WiFi. WiFi comes in several versions, including 802.11a, b, and
g, and the latest version, 802.11n. Each version has range and
speed limits, with 802.11n being the fastest. 
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Wireless Ranges
Wireless devices have a certain range limitation. Once
you move them out of range of a wireless network, access
point, or hotspot, they lose their connection. If you attach
wireless peripherals, such as a mouse, you can only use
them within a couple of feet of your computer. In a wireless
home network, you may have a range of between 75 and
150 feet, depending on the technology used by the router
and your laptop.

Wireless Speeds
Transmission speeds for wireless networks are measured in
megabits per second (Mbps). Using more sophisticated wireless
technology such as 802.11g or 802.11n provides much faster
connection speeds (as much as 100 Mbps with 802.11n), which
is useful when downloading data or communicating online.

MbpsMbps

Wireless Pros and Cons
Wireless networks can offer you freedom from cords and
cables. If you buy a new laptop and set up a home wireless
network, the laptop is likely to recognize and connect to the
network automatically. However, wireless networks can also
cause your laptop to disconnect if you move too far away
from them, or if there is interference from other electrical
devices. 

Wireless Hotspots
A wireless hotspot, such as those you find in cafés, hotels, and
airports, allows you to connect your laptop to the Internet as
you roam around town or travel across the country. 
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Windows Vista provides a useful
wizard to help you through the process
of setting up a wireless connection.

1 Turn on the computers that you want
to connect to the network.

2 On the computer that will share an
Internet connection, go online.

3 Click the Start button ( ).

4 Click Network.

55

44

33

Macintosh laptops use an AirPort card
to connect to wireless networks.
AirPort is equivalent to the Windows
WiFi technology. Open the Network
pane, choose System Preferences, and
then click the Network icon to find
AirPort on the Network Status screen.

Set Up a Wireless Connection

Set Up a Wireless
Connection

194

The Network window appears.

5 Click Network and Sharing Center.
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What do I have to do to set
up a wireless access point?
When you buy the device, the
manufacturer supplies
specific steps for setting
it up. However, you
should only have to
plug it into a power
source, plug an
Ethernet cable into
it and your main
computer, and turn
it on.

What do I need to access a
dial-up connection?
You will need a telephone cable
to connect your laptop
to a telephone jack,
and a local access
phone number.
You can obtain
the local access
phone number
from your Internet
service provider.

12

4

5
6

7 8 9
0

3

77777 8

The Network and Sharing Center window appears.

6 Click Set up a connection or network.

The Set Up a Connection or Network window
appears.

7 Click one of the five options:

Connect to the Internet walks you through the
steps to connect online via an Internet service
provider.

Set up a wireless router or access point helps
you set up a local wireless network.

Set up a dial-up connection enables you to set
up a connection via a phone line.

Connect to a workplace allows you to connect
via either a dial-up or virtual private network used
by many corporations.

8 Click Next.

9 Follow the steps supplied by the wizard for the
type of connection you have chosen.

Your network connection is configured.
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You can manually connect to a
network using a useful tool in the
Windows taskbar. Only networks
within range of your laptop are
available for you to connect to.

CONNECT TO A NETWORK

1 Right-click the Network icon ( )
on the Windows taskbar. 

2 Click Connect to a network.

11

22

33

44

You can also set up your laptop to
automatically be detected by other
computers on your network when
it is connected. 

Connect and Disconnect from a Network

Connect and Disconnect
from a Network

196

The Connect to a Network window
appears.

3 Click a network.

4 Click Connect.

l If the signal strength is sufficient,
usually showing 3 or more bars,
then you should be connected
to the network.
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ENABLE AUTOMATIC NETWORK
DISCOVERY

1 Open the Control Panel.

Note: To open the Control Panel in Windows Vista via the
Start menu, see Chapter 6.

2 Click View network status and tasks. 22

33

55
44
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I have connected to a wireless
network. How can I share files?
The simplest way to do
this is to place the
files in the Shared
folder on your
hard drive, which
you can find
listed under your
computer using
Windows Explorer.
Anybody on the
network should be
able to access files stored
in that folder.

I see another network listed when I try to
connect to my home wireless network.
What is this?
It is likely that a neighbor has a
wireless network and that is
what you see when you list
wireless networks within
range of your laptop.
Their security settings
should keep you from
accessing their network,
but if not, it is not good
etiquette to jump online
via a neighbor’s connection
without their permission.

The Network and Sharing Center window
appears.

3 Click here ( ) to see more options.

4 Click Turn on network discovery
( changes to ).

5 Click Apply.

Windows applies the new setting.
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11 
chapter 

Exploring the
Internet

The Internet has brought
a revolution to the way
we communicate, conduct
business, socialize, get
information, and learn.
You can make use of all
it has to offer with a few
simple-to-learn skills.
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The Internet is a huge global network of
computers that allows people to find information,
communicate with each other, access music and
movies, socialize, and play games.
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Instant Messaging
Instant Messaging
Kip has sent you a message.

Send

Me: How’s the weather there?Kip: It’s snowing! ALL it’s doing issnowing! Everywhere! Have you evertried to walk a 1 ft. tall Chihuahua in3 ft. of snow?! Mathematically, you just
can’t do it! And the snow’s supposed to last 5 days!
 

Kip: Jake! Good to hear from you!

What are you doing exposinga Chihuahua to the cold?!They hate it when you do that!

Introduction to
the Internet
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The World Wide Web
While the Internet is the computer network that enables online
activities and interactions, the World Wide Web is essentially the
system of document-sharing that resides on the Internet. This
linked collection of data uses Web sites made up of Web pages
where users can store and access a wide variety of data, images,
and other files.

Connecting to the Internet
To connect to the Internet, you need to sign up with an Internet
Service Provider, or ISP. AOL and MSN are examples of ISPs, and
there are many more regional and local ISPs. You can go online
using a phone line and modem (called a dial-up connection), or
use higher speed technologies such as DSL and cable modems.
You can also connect to the Internet through wireless hot spots,
such as those in airports and hotels.

The Growth of the Internet
In the 1960s, a U.S. government-sponsored initiative established
the infrastructure that was to become the Internet. They set up
a network of computers to enable universities, research labs, and
companies to work together with government agencies. In the
years that followed, that network has gone beyond government
use to be embraced by the public and to become global in its
reach.

INTERNET

INTERNET

INTERNET

INTERNET

INTERNET
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Instant Messaging
You can use instant messaging services to send and receive
messages instantaneously in real time. This is similar to a
conversation but it takes place using text. Instant messaging
is done both on desktop and laptop computers and
through mobile phones and handheld devices.

Entertainment
The Internet is a wonderful place to experience media
such as music files that you download to your hard drive,
or online radio stations, movies, and video clips.

Communicating
Electronic mail, or e-mail, is a way of sending text
messages, as well as attachments, to others. E-mail
typically arrives at another person’s Inbox a moment
after you send it and, it does not cost you anything
to send such a message. eMail

Chat InvitationChat Invitation

An Internet user has sent you a buddy chat invitation. Click
View Sender to see who the invitation is from, or click Go to
start chatting now. Since the sender is outside the service, 
the sender’s name, content of the invitation and chat room
are not bound by our TERMS OF SERVICE agreement.

Don’t show this message again until the next time I sign on.

Go       View Sender        Cancel

Chat InvitationChat Invitation

An Internet user has sent you a buddy chat invitation. Click
View Sender to see who the invitation is from, or click Go to
start chatting now. Since the sender is outside the service, 
the sender’s name, content of the invitation and chat room
are not bound by our TERMS OF SERVICE agreement.

Don’t show this message again until the next time I sign on.

Go       View Sender        Cancel

Instant MessagingInstant Messaging

File  Action  Tools  Help

My Status:
Jake (Online)

Joyce (Online)

Barry (Away)

Pamela Jo (Away)

Kip (Online)

Jill (Online)

Kaeppel (Idle)

+ ADD A CONTACT

Send an Instant Message

Instant MessagingInstant Messaging

Kip has sent you a message.

Send

Me: How’s the weather there?

Kip: It’s snowing! ALL it’s doing is
snowing! Everywhere! Have you ever
tried to walk a 1 ft. tall Chihuahua in
3 ft. of snow?! Mathematically, you just
can’t do it! And the snow’s supposed to 
last 5 days!
 

Kip: Jake! Good to hear from you!

What are you doing exposing
a Chihuahua to the cold?!
They hate it when you do that!

Instant MessagingInstant Messaging

Joyce has sent you a message.

Send

Joyce: Have you heard from Kip? I heard
his area got 3 feet of snow! Poor guy!
Me: Yes, I’m IM’ing him right now - he’s 
not too happy about it, and neither is 
his Chihuahua!

Joyce: Tell him we’re supposed to get to
105˚ today, so we’re going to be suffering,
too. His Chihuahua is invited to visit
any time!

I’m sure he’ll send his
sympathy - as soon as he
thaws out; the dog, however,
is packing her bags, and 
taking you up on your offer!
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My Red GuitarMy Red GuitarMy Red Guitar
Iron Rain

Buy Now
Add To Cart
Sample

Sharing
You can share files on the Internet. File Transfer Protocol,
or FTP, sites are convenient locations for document
sharing. You can also use software such as Microsoft’s
SharePoint or hosted services to create online
collaborative workspaces.

Sharing Files
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There are some things that you
need to do before you can connect
to the Internet for the first time.
For example, you must have certain
hardware in place, and choose your
Internet Service Provider.

WWWWWWWWW
Connecting. . . 
Connecting. . . 

Connect to
the Internet

202

DSL/Broadband
A Digital Subscriber Line, or DSL, also uses a phone
line, but without interrupting voice service on the
line. DSL is a form of broadband communication,
which may use phone lines and fiber-optic cables for
transmission. You have to subscribe to a broadband
service and pay a monthly fee for access.
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3 DSL Service
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Dial-Up Connections
Dial-up connections use a phone line to connect
you to the Internet. Although higher-end, faster
connection methods are quickly replacing this
system, if you are on the road with your laptop and
out of range of a wireless network, plugging your
computer into a phone line can still work. You need
a local access number from your ISP to connect to
their service from that location. You cannot use the
phone line for phone calls while you are connected.
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The Cost of Connecting
If you choose a phone connection, you can use your
standard phone line to connect, and pay only your
monthly phone bill. If you want broadband service,
you must also pay a monthly subscription fee. As you
travel with your laptop, you can find wireless hotspots
that you can access for free in hotels, airports, cafes,
and other public places. You may pay anywhere from
about $10 to $50 each month to an ISP for your
connection, although that cost should be part of your
DSL or cable bill if you use a 
broadband connection.

Connection Speeds
Internet connections are delivered at various
speeds. The faster the speed, the faster data can
be sent, and the faster Web pages and images can
display. Connection speeds used to be as low as
28.8 kilobits per second, or Kbps. Most broadband
connections average around 500 to 600 Kbps.
A file might take minutes to transfer over the
Internet at the lower speed, and only seconds at
a higher speed.

Choose a Provider
A few years ago, you signed up with a provider such
as AOL, which offered dial-up access. However, today
you are likely to pay a fee to access the Internet
through your telephone or cable provider; companies
such as AOL still offer dial-up connections, but have
become mainly content providers. On your laptop,
you are also likely to connect to wireless providers at
hotspots in locations such as hotels and airports.

Connection Hardware
Depending on your type of connection, you will
need different hardware. A broadband connection
uses an Ethernet cable and modem, as well as a
connection to your phone or cable line. Most laptops
come with a built-in modem and wireless technology
such as Bluetooth. You can also buy a wireless
CardBus adapter PC card, which helps your laptop
to pick up wireless signals.
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When you connect your computer
to the Internet, other people can
access your computer through that
connection and cause damage to
your files. To prevent this, you can
turn on a firewall setting in both
Windows and Mac OS.

1 Click the Start button ( ).

2 Click Control Panel.

33

22

11

To turn on a firewall on a Mac, click the Apple
icon to go to System Preferences, click Sharing,
and then use the Firewall setting to turn the
feature on or off.

Make Your Connection Secure

Make Your
Connection Secure

204

The Control Panel window appears.

3 Click Security.
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4 Click Turn Windows Firewall on or off.

In the window that appears, there will be
an indication that the firewall is on or off.
If it is off, proceed to Step 5.

44

55

66
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There is a message in the Windows Firewall
dialog box that says that I am not using
recommended settings. What does this mean?
In some cases, you may have another piece of
software installed, such as an antivirus program, and
you may also have specified that you want it to apply
its own firewall. This might have
overridden a Windows Firewall
setting. If you want to go
back to the standard
settings, click the Update
Settings Now link which
appears in the Windows
Firewall dialog box next to the
message regarding recommended
settings.

I want to use the Remote Assistance
feature of Windows to have a friend help
me solve a problem, but Firewall will not
let me. Is there a way around this, short
of turning Firewall off?
Yes, When you open the Security window
of the Control Panel, click the Allow a
Program Through Windows
Firewall link. In the
Windows Firewall Settings
dialog box that appears,
on the Exceptions tab,
click to select the program
you want to allow (in this
case Remote Assistance),
and then click OK.

Exceptions

5 Click On ( changes to ).

6 Click OK.

Windows Firewall is turned on.
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The Internet provides the
computer network that you
use to get online, but the
World Wide Web provides the
infrastructure for most of the
information that you find
online.
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Introduction to the
World Wide Web

206

Web Sites
A collection of Web pages from a particular
individual or organization is called a Web site. You
may visit Web sites for a variety of reasons, such as
to find information, socialize, buy or sell products,
play online games, or attend a distance-learning
class.
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Music Notes

DJ Cold Gold was seen with producer Sam

Ajax last night at Dirty Dog night club . . . 

could a contract be in the works? Newcomer 

Elisha Mann wrapped her second album, 

Everyone’s A Stranger. Look for it in May. 

Opera singer Ari Sanqunetti cancelled two 

performances because of contract 

disagreements. Irish rocker Sean Connaught 

is to perform for a charity concert.         m
ore 
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Web Pages
Information on the Web is delivered in Web pages.
These are downloaded to your computer by a Web
browser, such as Microsoft Internet Explorer and
Apple’s Safari. Web pages may include text, images,
sounds, and even videos. There are billions of Web
pages on almost every imaginable topic that are
created by individuals, businesses, governments,
and other organizations.
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Web Servers
Web sites are stored on Web servers. These servers
hold the Web pages so that people can browse
through their contents. Web servers can be set up
to handle heavy traffic, such as thousands of visitors,
at any point in time.

Web Browsers
A Web browser is software that you install on
your computer. You can use a Web browser to display
Web pages. Although all operating systems include a
Web browser, you can download other Web browsers,
such as Mozilla Firefox and Opera.

Click
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To Browse
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Web Addresses
Each Web site and page has its own Web address
that allows your Web browser to find it. You can enter
a Web address—also called a Uniform Resource
Locator, or URL—into the Address bar of your Web
browser, to display the corresponding Web page, such
as http://www.Microsoft.com.

http www. sweetthings .com

Home Page News

Exploring the Internet chapter11

URLs in Detail
A URL usually consists of four parts: the data transfer
method, such as http (for Hypertext Transfer Protocol);
the Web site top-level domain, such as .com for a
business, .edu for a school, or .uk for a British site; the
directory where the page is located (such as www.),
called the third-level domain; and the domain name
itself, such as Amazon or IRS. For example, a typical
URL would be http://www.understandingnano.com.
In many cases, you can reach the site without
including the data transfer method (http/s).
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What Web Browsers Do
A Web browser is software that you use to load and
read Web pages. Web browsers typically provide tools
such as a search feature, bookmarks to remember
favorite pages so that you can visit them again, and a
history of your browsing activity. 

HistoryHistoryDaily Journal - Blog
Sweet Things Candy
Quilting Fabrics
                   Comedy
         WWII Spitfire
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Bookmarks
Bookmarks
Bookmarks

Google.c
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Wiley.com

SEARCHSEARCHSEARCH

History

Windows Internet Explorer
The Web browser that comes with Microsoft Windows
is Internet Explorer. You can also download the latest
version of Internet Explorer from www.microsoft.com/
downloads.

Recycle BinRecycle Bin

Internet
Explorer

Apple’s Safari Web Browser
The built-in Web browser for Mac OS is Safari.
Safari is also available for use with Windows-based
computers. You can download the latest version of
Safari at www.apple.com/safari.

Finder   File   Edit   View   Go   Window   Help Mon  12:00 PM

SafariSafari

Other Web Browsers
There are several other Web browsers available,
including Opera and Mozilla Firefox. Each provides its
own set of features, but be aware that some Web
browsers may display Web page features differently. 

Yahoo Safari

FirefoxOpera

A Web browser is the software that you use to read documents on the
World Wide Web. Web browsers also provide search capabilities.
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Address Bar
All browsers offer an Address
bar where you enter the URL
that you want to browse. Once
you arrive at a site, the actual
address of that site displays in
the Address bar.

Navigation Buttons
Use Back and Next buttons to move from page to page.
For example, if you move to a music download page, and
then press Back to move back to the previous page, you
can then press Next to return to the music download page.
The names of these buttons might vary slightly from
browser to browser.

Web Browser
Features chapter11Exploring the Internet

Link
Browsers can take you from one Web page
to another by means of hyperlinks, also
called simply links. When you click colored,
underlined text, it takes you to another page
or to another location on the page. Buttons
and images can also function as links.

Search Box
All Web browsers include a
search feature. Enter a term in
the Search box and press
Enter to find Web sites and
documents that are related to
the search term. 

Menus
Most Web browsers include
menus that allow you to view
favorite sites and browsing
history, or to use tools to save
a page’s contents or send it to
others through e-mail.
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You can use a search feature in your
Web browser, or go to search engine
sites such as Google, Yahoo, or Ask.

Search
Online
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fabric - quil
hundreds of
bolts
fabric - quil
cotton
silk, and

fabric - quil
wholesale
also lace, ri

fabric - hard to find

heirloom sewing, quilting,

and other special projects.

Recently arrived fabrics and

Keywords
Keywords

fabric
Go To:

Search:

Music Forever Web

Music Forever Home

Stone Cold SoulStone Cold Soul

You can find information or
images for a specific topic by
using a search engine. 

Search within Sites
In addition to searching the World Wide Web, many
sites offer a search feature for finding information
within their own site. They typically provide a choice
to search the Web or just their site.

Search Engines
A search engine is a software utility that checks
against a catalog of sites based on keywords that
you enter. A particular site or document may have
several associated keywords. Search engines return
results based on a number of factors, including site
ranking for popularity and relevance to the search
term that you enter.
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Search Types
Several search engines offer you the option of
searching by types of media, such as documents,
images, and sound files.

Advanced Searches
Advanced search features let you go beyond entering
keywords. They might let you search for documents
and sites using specified languages, file format types,
domain types (such as .com or .edu), or the frequency
with which your search term appears on the page.

Advanced Searches

Languages

File format

RESULTS!!RESULTS!!Domain
 ty

pe

Search by:
Documents
Images
Sound files
Movies

Using Search Results
When search results display, they are typically listed
from the best match to matches that contain only a
small incidence of your search term, or only one of
the terms that you entered. To go to a site that is
returned in a search, click the colored text link that
usually appears at the top of each result.

TechView “Schematics of a WWII Fighter Planes”
Blueprints, photos, factories, journals . . .
techviewschematics.com 

WWII fighter planes in action
Movie clips of pilots, planes and fights. Memoirs, books
pilotsofyesterday.com
Pilots of WWII fighter planes
History of WWII from the air by a pilot who was there.
From Rockland University archives
rocklanduarchive.edu

We survived
First person account of the fights that were won . . . and

Pilots of WWII fighter planes
History of WWII from the air by a pilot who was there.
From Rockland University archives
planesof history.com

c
li
c
k

c
li
c
k

c
li
c
k

WWII fighter planes in action

SEARCH:games, avatar, action

Exploring the Internet chapter11

Search Tips
To narrow down your search results, use more than
one search term, such as “games, avatar, action.” To
search for an exact phrase, enclose it in quotation
marks. You can use also certain operators with some
search engines to make your search results more
specific. For example, instead of entering the term
“games” and getting millions of results, enter “games
NOT cards” or “games AND interactive.” 
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Most major network television and
cable television stations, newspapers,
and news magazines have Web sites
that you can visit to read news
stories.

25¢

10¢

5¢

Metropolitan News
Election Results Overthrown

Counties Affected

Metro
Election Resu

popo itann NewsNews
ults Overthrown

Counties Affected

You can also get current news from
news blogs, news portals, or RSS
syndications.

Read
News

212

Online Publications
You can locate online versions of your favorite magazines, often
referred to as e-zines, as well as newspapers. Some sites charge
a subscription fee to access their full electronic publications;
others offer at least their major stories for free, but charge for
access to archived stories. 

Metropolitan News

News

Sports

Weather

Entertainment

Weekend

Local

At our low monthly rate!

Blogs
Web logs, a term that has been shortened to blogs, may be
simply a collection of personal musings by an individual, but
there are also many news blogs. In fact, blogging started with
journalists in war zones using the Internet to get news out when
censors tried to stop them. You can find popular news blogs
at www.abcnews.go.com/Technology/Blogs/ or www.nytimes.
com/ref/topnews/blog-index.html. 

Today was spent quietly,wondering if they wouldstrike again, or whetherthey would lull us into afalse sense of security, thenstrike. It fills the quiet withtension; the absence of sound is ominous, rather

than soo
thing. W

hat

 is out t
here? W

HO is 

out there
? Another d

ay

goes by.
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RSS Feeds
RSS stands for Really Simple Syndication. This
program aggregates, or gathers, content that you
specify and sends it to you. You can then read the
content in an RSS reader. Firefox and Safari Web
browsers have built-in RSS readers.

Windows Vista Feed Headlines Gadget
You can place a newsfeed gadget on the sidebar
of your Windows Vista laptop. This gadget feeds top
stories to your desktop. Whenever you connect to the
Internet, these stories are updated. See Chapter 6 for
more about using gadgets.

News Portals
Sites such as http://news.google.com and
www.newsisfree.com are news portals. They gather
headlines from a variety of sources in one location.
You can click links to see full coverage on other sites.
Some of these portals have tools that let you create
your own custom news page.

Exploring the Internet chapter11

Brand

Peace Talks Continue

Latest he . . . . . 
. . . . . .

Bribery Ring Includ...

Latest he . . . . . 
. . . . . .

Election Results Ov...

Latest he . . . . . 
. . . . . .

Heat Worsens in Eu...

Latest he . . . . . 
. . . . . .

Election Results Overthrown!

11 C
ounties Affected

Offic
ials Claim Fra

ud

Heat Worsens in Europe

Death Toll Climbs

Peace Talks
Continue

Bribery Ring Includes13 Officials
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The Internet is a fantastic
resource for researching a wide
variety of topics. You can use
searches to locate information,
or you can visit research sites.

Research
Online

214

Museums
If you are interested in topics such as art, history,
architecture, science, or archeology, an online
museum may be a good source of information. Visit
www.coudal.com/moom to see the Museum of
Online Museums. Some museums offer interactive
online exhibits.

Maps of the World
Thesaurus
ThesaurusAtlastlas

Dictionary

Britannica

Britannica

Britannica

Back
Addres

s

Britann
ica.c

om-

File  Edit  View

Microsoft
 Intern

et Explorer

Favor
ites  

Tools
  Help

brita
nnica

.com

http://w
ww.

Museum
of
Architecture

Reference Materials
Online dictionaries such as Merriam Webster (www.
m-w.com) and encyclopedias such as Britannica
(www.britannica.com) provide useful research
information and tools. You can also find online
versions of atlases, maps, and other references.
Some sites, such as www.howthingswork.com and
www.wikipedia.org, are constantly updated with
contributions on the latest technologies and
other topics.
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Online Libraries
Online libraries and book collections allow you to
read books online, view archives of photos or videos,
or download files. Visit www.libraryspot.com/libraries
for a list of a wide variety of online libraries. Your
local library is also likely to have an online site.

Government Sites
Government agencies at all levels maintain Web sites
that offer a wealth of information. You can search for
statistics; view public records such as births, deaths,
and marriages; and find information about laws and
topics such as trademarks and immigration.

Com
par

ison
s

L
ap
to
p

Searching archives . . . 

Library

Places
Online mapping sites, such as Mapquest, allow you
to locate maps and get directions from one place to
another. Some locator sites, such as Google Earth at
http://earth.google.com, even allow you to access
satellite views of various locations. 

Start out at 277 Crow 
St., turn left onto 
Morden, then drive 6.7 
miles to Ellison. Turn 
right onto Ellison and 
drive 3.2 miles to 
Claxton. Turn left onto 
Claxton, drive 2.5 miles 
to the US 40 West ramp 
and merge onto the 
highway.  Drive 40 
miles to the Hampton 
St. exit and take the 
ramp to the stoplight. 
At the stoplight turn 
right, go one block, 
then turn right again at
Chesterton Dr. Follow 

History

Tracingacing

Geneology

Colin Jenner

b. Aug. 28, 1959

d. - ?

Daniel Jenner

b. May 13, 1900

d. May 2, 1961

Flora May

b. April 1
, 1903

d. July 30, 1989

Mark Cramer

b. March, 1909

d. July 30, 1932

Grace Evans

b. March, 1913

d. August 1, 1971

Robert Jenner

b. April 2
9, 1926

d. - ?

Jeanne McDonald

b. July 8, 1930

d. - ?

Cramer

ch, 1909

30, 1932

McDonaldd

y 8, 1930

d. - ?

ner
1959

Mark

b. Ma

d. July

Jeann
b. J

Certificate of Birth
Colin Jenner

Marriage License

Exploring the Internet chapter11

People
If you want to find biographical information about
somebody, try searching by their name, or go to
sites such as www.biography.com. If you are looking
for somebody’s contact information online, white
and yellow pages are a good resource. If it is your
ancestors that interest you, then you can use a
variety of online genealogy sites, such as www.
genealogy.com or www.familysearch.org.
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E-commerce is the term for
buying and selling online. Web
stores exist for just about any
kind of product or service that
you can imagine.

Collectibles

Antiques Guide

ACME

Buy and Sell on
the Internet

216

Online Shopping
Web stores sell a wide variety of products and
services. Many provide free shipping, competitive
prices, and hard-to-find items. There are online
stores for popular retailers, such as Target, and for
smaller specialty stores. All of these sites offer the
convenience of 24-hour-a-day, 7-day-a-week
shopping.

Big Name Retailer

Our online store is open to

serve you 24 hours a day!
START

SHOPPING!

Rare Finds
Antiquarian Books

Try our search service - we have 

connections with over 500 book

stores world w   ide. reply within 

th                     three working days.

Start your adventure NOW.

Rare Finds

Free
 Shi

ppin
g

on o
rder

s ov
er $

100
!

Rare
 Find

s

Shop and C
ompare!

We have no store, so we

no overhead! You get the

savings! Prices up to 80%

off retail! Shop now!

Purses
Shoes
Jewelry

Scarves
Sunglasses
Belts

ACME

Britanni

Britannica

Shopping Carts
To shop online, you typically place items in a virtual
shopping cart, also sometimes called a shopping
basket or bag. You can view your cart at any time to
review its contents, and use the cart to check out at
any time. Checkout involves providing payment and
shipping information. You can typically pay by credit
card or with an online check payment through
companies such as PayPal.

14_171110 ch11.qxp  9/25/07  10:42 PM  Page 216



217

Going once,

going twice,

SOLD! - for $475!

Privacy Policy
We do not sell, privacy state-
ment in order to demonstrate 
our firm commitment to pri-
vacy. The following discloses 
our information gathering 
and dissemination practices 
for this web site. We use the 
information gathered to serve

Secure Site

Consumer Reviews
Before you buy, either online or in a brick-and-mortar
store, take advantage of online product reviews. Many
online stores post customer reviews of their products
directly on their product page. You can also go to
consumer product review sites such as www.
consumerreview.com. 

I couldn’t
 believe ho

w much better

these shoe
s were in per

son than i
n

the photo.
 If you’ve

 ever shop
ped

online, yo
u know what I’m talking

about. But it wasn’t just
 how the 

shoes lo
oked, it

’s how they fe
lt;

comfortabl
e from the ver

y first

time I wore the
m. No break

ing-

in peri
od, no

 bliste
rs, jus

t bliss.

Dogs For Sale

Puppies
for sale

Six adorable pugglesneed loving home. Two females, four males, all frisky and affectionate. $400 each. Call 555-1111
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Security Issues
When you buy products or services online
and provide payment information, you have to be
careful to deal with reputable stores. Sites that begin
with https instead of http have added security.
Check the site’s privacy policy to make sure that they
do not sell your personal information to others. You
should use a credit card rather than a debit card
for online purchases, because credit cards provide
fraud protection in case a site misuses your
information.

Online Auctions
Sites such as eBay allow you to bid on items
for sale and to place your own items up for auction.
Thousands of auction sites offer specialized items
such as collectibles or cars. If you buy on an auction
site, you may be buying from an individual such as
yourself, or a person who runs an online auction
store. Using a payment service such as PayPal is a
safe way to transfer money in these transactions.
Always follow the auction site rules, and if others try
to circumvent those rules, treat them with suspicion.

Buying from Classified Sites
Craig’s List (www.craigslist.org) and other classified
sites offer a virtual version of classified ads, such
as those you find in your local newspaper. You can
find items in your local area or around the world.
Many of these sites also feature job and personal
listings.
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Most Web browsers allow you to
bookmark your favorite sites so that
you can easily return to them again.

Note: This example shows how to create bookmarks
using Internet Explorer. If you are using a different
Web browser, the actual steps may vary.

1 With Internet Explorer open, click
Add to Favorites ( ).

A drop-down menu appears.

2 Click Add to Favorites.

11

22

33

44

Bookmark features can help you to organize
your favorite sites. It is a good idea to
periodically clear out your bookmarks so
that you can easily find the ones you
currently use.

Bookmark Favorite Sites 

Bookmark
Favorite Sites

218

The Add a Favorite dialog box appears.

3 Type a name for the favorite.

4 Click Add.
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5 To display the list of bookmarked sites,
click the Favorites button ( ).

A pane appears listing all your
Favorite sites.

6 Click the name of a favorite site.

55

66

Exploring the Internet chapter11

219

I want to delete a site from the
Internet Explorer Favorites Center.
How do I do that?
Click the Add to
Favorites button ( )
and then choose
Organize Favorites.
In the Organize
Favorites dialog box,
click the item that
you want to remove,
and then click Delete. 

www.to
es

hoe
s.c

om

How do I bookmark sites in Safari?
The Safari toolbar contains a button
that looks like a plus sign. Click
it to add a bookmark to the
Bookmarks collection. You
can access a bookmark
from the collection by
clicking the Bookmark
Collection button—an
open book icon—which
appears on the Bookmarks
bar that is located beneath
the Address bar.

+

The site displays.
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Communicating
Online

The Internet provides many
ways to communicate and
connect with other people,
including e-mail, instant
messaging, VoIP phone
calls, and social networking
sites.

To:

CC:

BCC:

Subject:

Attachments:

roboto@email.com

Can I use a q
uote of you

rs

Dear Roboto,

Can I get
 your pe

rmission to

use a qu
otation 

of yours
 in 

my presen
tation? 

Here is t
he 

Quotation
:

“The w
orld pr

ogresse
s by 

riding 
on the 

shoulde
rs of 

good s
uggest

ions.” 

To:
CC:

BCC:
Subject:

Attachments:

hal@2001.com

Re: Can I use a quote of yours

Dear Hal,
Sure you can have mypermission to use a quote of mine in your presentation? Thanks for asking!  

 TTFN :-)
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E-mail has revolutionized the way that people
communicate because it delivers messages and files
almost instantly to others around the world.

Anybody who can access the Internet can use e-mail. You can send e-mail
anytime, whereas regular mail, now referred to as snail mail, can only be
sent and delivered at certain times. In addition, e-mail is virtually free.

Understanding 
E-mail

222

E-mail Features
E-mail programs typically include address books for
storing contact information; some design features
for formatting outgoing messages; and folders for
organizing and retrieving received e-mail messages. In
addition, many e-mail programs provide filters to flag
junk mail messages.

How E-mail Works
E-mail stands for electronic mail. An e-mail message is
sent through your Internet connection using your service
provider’s outgoing mail server. The message is then
routed and received by the recipient’s incoming mail
server. The message is stored in an Inbox. The next time
the recipient logs on to their mail service and checks for
messages, the message is delivered.

FORMATTIN
G

FORMATTIN
G

FILTERFILTER
FILTER

E-mail Accounts
You can use e-mail accounts from your ISP, or use
e-mail accounts provided by other organizations such
as Google or Hotmail. Some e-mail accounts are free,
while others are available through your ISP for a fee.
Most e-mail accounts today are Web-based, which
means that you can access your account without
installed software, from anywhere or any computer in
the world. This ease of access is especially important to
laptop owners.
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E-mail Programs
You can use a variety of e-mail programs to access
your e-mail. Some programs come from your ISP,
while others are provided by software companies,
such as Outlook from Microsoft and OSX Mail from
Apple. More robust e-mail programs may provide
features such as calendars, meeting schedules,
sophisticated contact management, and even project
management tools.

Organizing E-mail
Most e-mail programs allow you to save incoming
messages in folders. Some also provide folders where
messages that you send are automatically saved, and
where you can save drafts of e-mails. Other tools
allow you to delete or move e-mails into other
folders.

Family mail

Family mail

Friends’ mail

Friends’ mail

Conferenc

Conference mailSpecial interests

Special interests

BUSINESS MAIL

BUSINESS MAIL

Sent M
A

Sent M
AIL

Family mail

Friends’ mail

Conferenc
Special interests

BUSINESS MAIL

Sent M
A

E-Mail AccountsE-Mail AccountsE-Mail AccountsE-Mail Accounts
Eudora

Explorer
Google

Hushmail

Thunderbird

Yahoo

Outlook

Pegasus

Safa
ri

The 
Bat!

E-mail Storage
Your e-mail service provider allocates a certain
amount of storage on their server for e-mail
messages. You may need to pay an additional fee for
more storage space. Some free e-mail services, such
as Google Mail, offer as much as 2GB of storage for
free. If you clean out old e-mail on a regular basis,
you are not likely to ever run out of storage space.

E-mail Safety
When you use e-mail, you have to be aware of
certain safety issues, most of which rely on your own
behavior to maintain your safety. Spam is e-mail that
is sent out to thousands of accounts and that may
contain computer viruses. In addition, phishing
e-mails are financial scams that may encourage you
to enter information such as credit card numbers or
bank account numbers, which are then used to steal
from you.

FREEFRFRFRFFF EEERFRRF EERFRFF EREFR EEEEEEEREREFRRFRFRERF EEFRRF
IT!EDIT!CREC T!ITIDEDRERCC T!T!!!ITITTTDITDIEDDEEERRCCRCR
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E-mail addresses are made up of
characters that uniquely identify
your e-mail server Inbox. This
system ensures that a message is
only delivered to the intended
recipient.

DH
CPDH
CPDH
CP

DH
CP
DH
CP
DH
CP

Discover E-mail 
Addresses

224

Domain Name
A domain name is located just to the right of the @
symbol in a URL; it is the name of the company that
is providing your e-mail account, such as Yahoo,
Gmail, or MSN. A domain name can also be your
company or organization name. In the address,
SallyWrite@gmail.com, gmail is the domain name.

Username 
Your username is the first portion of your e-mail
address. For example, if your e-mail address were
SallyWrites@gmail.com, then SallyWrites would be
your username. An e-mail service requires a unique
username for every person who signs up with them.
Consequently, if you try to sign up with a service
and get a message that the name that you selected
is taken, you must choose another unique name. 

HELLO

my name is

Uniq
ue
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Address Extensions
The final part of an e-mail address is the extension
that identifies the type of organization sponsoring the
address. For example, JoeB7@university.edu uses the
.edu extension, indicating an educational entity such
as a university or high school. JoeB7@university.gov
indicates a government affiliation. The familiar .com
and .net extensions refer to individuals or businesses.

E-mail Address Books
Your e-mail program probably includes an address
book feature to help you organize your contacts. You
can use this feature to address your messages to
others, by selecting their address from a contact list.

H
E
LLO

m
y nam

e is

HELLO

m
y nam

e is

HELLO
my name is

HELLOmy name is

Robert Gilfoy

Owner

La Tour Restaurant

1 Revolving Tower

Hapsburg, Virginia

Beth Humphry
ProductionSupervisorKeyline PrintersAdobe, California

Dennis Wagner

Staff PsychologistHaven HillsLouisville, Kentucky

Anne Rolf

Branch Manager

Cottonwood Bank

Grenville, Illi
nois

Beth Humphry
ProductionSupervisorKeyline PrintersAdobe Calif

Anne Rolf

Branch Manager

Cottonwood Bankk

Grenville, Illi
n

To: iuadmit@indiana.eduFrom: Unique @minemail.comMessage: Admission
Hello! I’m a High School Senior and
I want to go to Indiana University next
semester. Please send admissioninformation to me.Thank You!

na U
nd a

to

To: senator_lugar@lugar.senate.gov

From: Unique @minemail.com

Message
: tours

Dear Senator Lugar:

I’d like to arrange a tour of the White

House for ten people September 25,

2008. Thank you for your assistance.

To: park@fallsoftheohio.org

From: Unique @minemail.com

Message: fossilsHi! Please send me information about

the fossilized coral reef at Clarksville,

Indiana. It’s hard to believe there was

an ocean where there are now fields

of corn.Thanks!

@indiana.edunique @minemail co

ar.senate.gov

email.com

k@fallsoftheohio.org

m Unique @minemail.com

Multiple E-mail Addresses
Many people today have multiple e-mail addresses.
Most e-mail providers offer you several e-mail
accounts, and with several providers such as Gmail
offering free accounts, you can create as many
accounts as you need. For example, some people use
one account for their company, one for their personal
use, and more for their family members. If you
socialize with strangers or buy items through online
auctions, it may be wise to create a separate e-mail
address to protect your main account from junk mail
or inappropriate contact.

Matt@wiley.com

Jake@wiley.com

Steve@wiley.com

Matt@wiley.com

Jake@wiley.com

Steve@wiley.com

Communicating Online chapter12

Anonymous E-mail Lists
You can create mailing lists of contacts and then hide
the addressees from view when you send e-mail to
the entire list. This can help to protect the privacy of
individuals from others when you include them in
group e-mails. Look for a group contact feature in
your e-mail program to determine how to create
group contacts.
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There are several features that most e-mail
programs have in common. These features help
you to send, receive, forward, and organize your
messages and contacts.

Features of an 
E-mail Program

226

Junk Mail Folder
Many e-mail programs contain a junk mail filter that
automatically places suspicious e-mail messages in a
special folder for you to review. 

Contacts
Most e-mail programs contain an address book feature
where you can store contact information. This makes
addressing e-mail messages quicker and easier.

Folders
Program folders are where you can store your various
messages. Typical folders include your Inbox where
incoming messages appear; your Outbox where
outgoing messages may be held; a Sent folder
containing copies of sent messages; a Drafts folder for
messages that you have started but not yet sent; and a
Deleted folder for messages that you have thrown out.

Inbox
Incoming messages appear in your Inbox. When you
click any folder, its contents typically appear in a
central area of your e-mail program.

Message Preview
When you click a
message, many
e-mail programs
display the message
in a message pane.

Alerts
Next to messages in
your Inbox, you
often see icons that
indicate when a
message is urgent
or when it contains
an attachment.
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E-mail message forms may vary slightly from one e-mail program to
another, but they have several elements in common. You will find
features you can use to address a message, enter the message
content, and format the content in a variety of ways. 

Address fields
You can typically address an e-mail message to
multiple recipients, and also use Cc and Bcc fields for
additional recipients. Both send a copy to those
recipients, but only the Cc field recipients’ e-mail
addresses will be visible to other recipients.

Subject
The subject line is usually visible in the recipient’s
inbox, and what you enter here will help convey your
message topic and in some cases its urgency.

Message tools
Use these tools to save a draft, add an attachment, or
send your message.

Communicating Online chapter12

Message content
The central pane of most
e-mail message forms is
where you enter your
message contents. 

Formatting tools
Depending on your e-mail
program, you will have a
few simple formatting
tools or a toolset
comparable to some
word-processing
programs.
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When you know a person’s
e-mail address, you can send
e-mail messages to that address.
Messages are typically received
within seconds or minutes of
being sent.

If you send a message and that
message is returned as undeliverable,
you should check to ensure that you
entered the e-mail address correctly
and in its entirety.

Create and 
Send Messages
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Be Brief
E-mail was never designed for lengthy
communications. For one thing, it is not easy on the
eyes to read long messages on a computer screen.
For another, people reading e-mail may be busy, and
may therefore want you to get to the point quickly.
Keep your messages brief, and if you need to, attach
documents with additional information.

Address Messages
Your e-mail program probably contains an address
book. You can enter contact information there and
then use your address book to address e-mail
messages to one or more people. Some programs
have a feature that allows you to begin to type an
address or contact name, and the rest of the
address is filled in for you. With others, you select a
name from a list.

NAME     ADDRESS

      ED
IT

BU
SIN

ESS
H

O
M

E
PRO

PERTIES

NAME 

mylittleblackaddressbook

E-Mail Style:
Be Concise:
Saves time for both you
and the recipient

E-Mail Style:
Be Concise:
Saves time for both you
and the recipient
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Add Attachments
You can attach any kind of file to an e-mail, from
word-processed documents to pictures and even
sounds. Be careful not to attach very large items, as
some e-mail services will not accept them. 

Use Smileys and Abbreviations
An entire shorthand language has been created for
the Internet. Some, referred to as smileys or
emoticons, use punctuation to convey feelings. For
example, :-) looks like a smiling face turned on its
side. You can also use abbreviations such as “lol,”
which stands for laughing out loud.

;-)  a wink;-)  a wink;-)  a wink;-)  a wink;-)  a wink:-(  I’m sad:-(  I’m sad:-(  I’m sad:-(  I’m sad:-(  I’m sad

8-) I wear
    glasses
8-) I wear
    glasses
8-) I wear
    glasses
8-) I wear
    glasses
8-) I wear
    glasses

:-{) I have a
    moustache
:-{) I have a
    moustache
:-{) I have a
    moustache
:-{) I have a
    moustache
:-{) I have a
    moustache

To:
From:

Subject:

Attachment:

Message:

Mr. ReederBuyer

RE:12-String Guitar

I‘m sending you a picture of the guitar

in jpeg format. It’s really in great condition!
Dear Buyer, 

Guitar.jpeg
Guitarr

To:

Subject:

From:
Buyer

RE:12-String Guitar
Mr. Reeder

F

E

Proofread Messages
E-mails can be around for a long time, and be
forwarded to others without you knowing it. Whether
your message is a quick note or a few paragraphs,
taking the time to proofread it is worthwhile to avoid
the wrong tone or errors. Some people avoid typing
in the recipient’s e-mail address until the message
has been typed and proofed, to avoid inadvertently
sending off a draft before it’s finalized.

Copy Others
Just as with business letters where you can send
carbon copies (CC) or blind carbon copies (BCC)—left
over from the days of using carbon paper to make
duplicates of an original—you can send copies of
e-mail messages. Use the addressing feature and your
address book to add people to the CC: and BCC:
fields in an e-mail message form. A CC: addressee
will be visible to the main recipients, while a BCC:
addressee will not.

              for 
          your
      eyes 
 only

BCC
fo

r 

 your

eyes 

only
fo

r 

your

yes 

nly ese
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Your ISP or e-mail company can
store messages for you until you
retrieve them. When you retrieve
an e-mail message from somebody,
there are several things you can do
with it, such as read it, forward it,
and reply to it. 

To ReplyTo Read
To Forward

Receive and 
Forward Messages

230

Stay Secure
Incoming e-mail messages can contain dangerous
viruses in attachments that can damage data on your
computer hard drive, or worse. In addition, unwanted
e-mail, called spam, can be annoying, and phishing
e-mail can make phony offers that could put your
financial information at risk. If you do not know the
source of a message, treat it and any attachments
with care. Even messages from friends can contain
harmful attachments. See the next task for more
about dealing with attachments.

Check Your Inbox
Depending on your e-mail program, you typically
can click your Inbox folder to retrieve messages.
Other programs supply a Send and Receive
command or tool button. Messages are downloaded
to your Inbox, unless your e-mail program flags
them as junk mail, in which case they may be put
into a Junk Mail folder.

INBOX

0
2

4
6

8
10

12
14 16

18

20
2

2
24

26

28
30

Office Expenses
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Reply to a Message
With a message open, you can click a Reply button or
link in your e-mail program to open a new e-mail form
that is addressed to the person who sent you the original
message. You can also use a Reply All feature to include
all addressees on the original message in your reply.

Forward a Message
You can forward a message to other people who you think
might be interested. When you click a Forward button or
link, a new e-mail form opens containing the original
message. Enter a message of your own and the recipient’s
e-mail address, and then send it on its way. See the task
“E-mail Etiquette” for information about forwarding
messages.

File or Delete Messages
You can place incoming messages in folders to keep
them organized. You can also create new folders for
various projects and topics. It is a good practice to keep
your Inbox clear of clutter. You can also delete
messages that you do not need, or print a message
whose contents you want to keep a record of, and
delete the original. 

SchoolSchoolSchoolSchoolSchool

BusinessBusinessBusinessBusinessBusiness
Family & FriendsFamily & FriendsFamily & FriendsFamily & FriendsFamily & Friends

 RS VP

Thank You for inviting me,

   I shall certainly attend!

Mr. John Knightley

Won’t you join us

    for tea in the Garden?

Please do reply.

Miss EmmaWoodhouse

PLEASE

FORWARD

MESSAGE

PL
EA

SE
FO

RW
AR

D
M

ESSAGE

PLEASE
FORWARD

MESSAGE

PLEASE

FORWARD

MESSAGE

PLEASE

FORWARD

MESSAGE
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Attachments to e-mail are a
great way to send information or
media files to somebody else. It
is important to understand how
files get attached and some of
the risks involved in receiving
attachments with e-mail. 

e-maile-mail

ATTACHMENT

ATTACHMENT

ATTACHMENT

Work with 
Attachments

232

Add an Attachment
With a new e-mail message open, you can use the
Attach feature to choose files to attach. If you are
sending larger files, such as graphics files, you might
want to save them to a compressed file to reduce the
file size. See Chapter 7 for information about
compressing files on a Windows Vista-based
computer.

Understanding Attachments
Attachments are essentially electronic files that ride
along with an e-mail message. Attachments can be
in any file format, and created in any program. Be
aware that the recipient usually needs the originating
program to open the file. Some programs, such as
Abode Acrobat, can read any file saved in the PDF
format. Other programs, such as PowerPoint, let you
embed a reader in a file so a person without that
application can still view the file.

E-M

ail

E -M

ail
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Add Multiple Attachments
You can send more than one attachment with an
e-mail. The only limitation is how large an attachment
your e-mail program can handle, and how large an
attachment your recipient’s e-mail program can
handle. Keep in mind that some organizations also
limit the size or type of file that their system will
accept. 

Understanding Attachment Size
Even if your recipient’s e-mail program places no
limitation on file size, sending a very large attachment
can cause problems if the recipient has a slow
Internet connection. It can take a long time to
download a large file at slow speeds. If you have
several large files, sometimes it makes sense to send
them in a series of e-mails or post them to a file
transfer protocol, or FTP, site, if one is available to you.

Error: Too Big!Error: Too Big!

E-MAILLMA LE MAE MAE-M-MAMA LE

Attachment: 60 Mega-bytesAttachment: 60 Mega-bytesAttachment: 60 Mega-bytes

ATTACHMENT 4ATTACHMENT 4ATTACHMENT 4ATTACHMENT 4ATTACHMENT 4

ATTACHMENT 3ATTACHMENT 3ATTACHMENT 3ATTACHMENT 3ATTACHMENT 3

ATTACHMENT 2ATTACHMENT 2ATTACHMENT 2ATTACHMENT 2ATTACHMENT 2

ATTACHMENT 1ATTACHMENT 1ATTACHMENT 1

USS MESSAGES

USS MESSAGES

USS MESSAGES

Open an Attachment
When you receive an e-mail with an attachment, be
very careful; the attachment could be carrying a
computer virus. The most dangerous type of file is an
EXE file, because it carries a little program that will
execute when you open it. In addition to malicious
people who send you a virus, there are programs that
can co-opt your friends’ e-mail addresses and send out
dangerous attachments using your friends’ identities.
Many people also forward ‘cute’ attachments that
others send them, assuming that they are safe. Be
careful—they may in fact contain viruses or a malicious
executable file. 

Save an Attachment
When you open an attachment, typically by double-
clicking it in the e-mail message you receive, you are
offered the option of saving it to your hard drive or
opening it. If you save the attachment, you can
choose a folder on your hard drive or storage device
where you want to keep it.

ATTACHMENT

ATTACHMENT

ATTACHMENT

You’re a

WINNER

You’re a

WINNER
You’re a

WINNER

You’re a
WINNER
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Several rules have appeared for
how to behave when writing and
receiving e-mails. Known as
netiquette, they are a continually
evolving set of expected norms
that those who spend time
online have adopted to keep the
e-mail experience a pleasant one.

E-mail
  Etiquettemail

quette

www.onlinenetiquette.com

www.onlinenetiquette.comm

wwwww onlinenetiquette

ww onlinenetiquette

wwww ll tt tttttt

www.onlinenetiquette mmwww.emailreplies.comwww.emailreplies.comwww.emailreplies.com

www.albion.com/netiquette
www.albion.com/netiquett

www.getnetiquette.com

E-mail 
Etiquette
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Avoid Shouting
Entering a message in full caps is considered shouting.
It conveys a feeling of anger or aggression. You can
capitalize the occasional word or phrase for emphasis,
but avoid full caps in most of your message.

Keep Messages Concise
It is not considered polite to send very lengthy
e-mail messages. If you have that much to say,
consider putting it in an attached document or
simply picking up the phone. Also, make the subject
line of your message clear so that a busy recipient
can choose to read it now or put it aside for the
time being, without having to read the entire
message to understand what it is about.

HI ALL...WHAT A DULL SUMMER THIS HAS BEEN. WE HAD AN INVASION OF
JAPANESE BEETLES THAT WAS JUST HORRIBLE. THEY MUNCHED UP ALL TH
SUMMER ANNUALS WE HAD PLANTED AND COMPLETELY IGNORED THE
POISON WE SET OUT FOR THEM.  IT WOULD HAVE BEEN EVEN WORSE, EXC
THE CENTIPEDES ATE THEM ALL.....THANK HEAVENS! THE HEAT HAS BEEN
RECORD BREAKING AND THE HUMIDITY IS AWFUL. YOU’D THINK YOU WER
IN A STEAM BATH. THE RAIN HAS ONLY MADE IT WORSE. HOW I WOULD LO
TO GO TO THE SEASHORE, BUT THEN AGAIN, I’VE HEARD THE SHARKS HAV
BEEN MUNCHING ON PEOPLE LIKE HORS D'OEUVRES. SPEAKING OF WHIC
I FOUND THE BEST RECIPE. EVEN ETHEL LIKES THEM AND YOU KNOW HOW
PICKY SHE IS. YOU HAVE TO USE THOSE TINY HOT DOGS AND ROLL THEM
UP IN BISCUIT DOUGH WITH A LITTLE CHEESE. YUMYUM. SERVED THEM AT
A POOL PARTY AND THE WOODSON-SMYTHES ATE SO MANY SO QUICKLY
WHILE TALKING TOO FAST AND MANAGED TO SKEWER THEIR TONGUES
WITH THE TINY TOOTHPICKS. HA! HA! SERVES THEM RIGHT FOR SERVING
THOSE AWFUL BAIT (OOPS, SOOSHY) CANAPES AT THEIR LAST PARTY.  AL
THE GORE DID LOOK PRETTY AWFUL SINCE THEY WERE BOTH WEARING
WHITE. WHEN WILL THE WOODSO-SMYTHES LEARN THEY SHOULD NEVER
WEAR WHITE TOGETHER. WE MUST GO SHOPPING SOON. I’VE HEARD THE
70S HAVE COME BACK AND I DESPERATELY NEED SOME STRIPED POLYEST
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Reference the Original Message
To help the original sender remember the topic of
their message, it is helpful to either include the
original message or reference it in your subject line or
reply. Quoting a lengthy original message may be
overkill; cutting and pasting just the most important
original text may be a better option.

Get Permission to Forward
You may not intend for every communication that you
send to be shared with others. Similarly, when you
forward a message that has been sent to you, you
should ask for the sender’s permission. If there is any
chance that a message’s contents are private or not
meant for others to see, check with the sender before
forwarding it on.

To:

CC:

BCC:

Subject:

Attachments:

roboto@email.com

Can I use a q
uote of you

rs

Dear Roboto,

Can I get
 your pe

rmission to

use a qu
otation 

of yours
 in 

my presen
tation? 

Here is t
he 

Quotation
:

“The w
orld pr

ogresse
s by 

riding 
on the 

shoulde
rs of 

good s
uggest

ions.” 

To:
CC:

BCC:
Subject:

Attachments:

hal@2001.com

Re: Can I use a quote of yours

Dear Hal,
Sure you can have mypermission to use a quote of mine in your presentation? Thanks for asking!   TTFN :-)

Do Not Flame
A message that uses rude or insulting language is
called a flame. Just as you do not want to receive this
type of message, you should not send one. Replying
to an upsetting message in the heat of the moment is
not a good idea. Wait some time before replying to
make sure that you do not say something that you
will regret in a format that could be forwarded to
others.

Be Prompt
People who use e-mail often expect it to be a fast-
paced form of communication. If you use e-mail,
check it regularly and get back to people promptly.
Typically, you should take no longer than 24 hours to
reply, and even less time if the sender has indicated
some urgency.

To: Colin Tennant
From: David Payne
Subject:  Art Dept. Tour
Message:
Colin, we need to meet regarding the Art
Dept tour. When is good for you?

To: David Payne
From: Colin Tennant
Subject:  Re: Art Dept. Tour
Message:
David, I don’t want to wait...how about 
this afternoon at 2PM in my office?

Da
m

pt 

av
m:

Communicating Online chapter12

15_171110 ch12.qxp  9/25/07  10:43 PM  Page 235



Instant messaging allows you to
connect with people who are
online at the same time as you.
This is a real-time exchange
of information just like a
conversation, as opposed to
e-mail messages for which a
reply may take hours or days.

Instant Messaging
Instant Messaging
File  Action  Tools  HelpMy Status:Jerome (Online)

Ashley Jo (Online)

Barry (Away)

Pamela Jo (Away)

Jake (Online)

Jill (Online)

Kaeppel (Idle)

+ ADD A CONTACTSend an Instant Message

Instant Messaging
Instant Messaging
Logged in as: Jerome

Send

Jake: How’s the weather in Colorado?
Me: Not too bad, it’s snowing in June. 

Jake: Good thing i’m here in Palo Verde, 

      Ca. soaking up the sun!
Me: Yea, tell Uncle Steve I said Hi!

Instant MessagingInstant Messaging

File  Action  Tools  Help

My Status:
Jake (Online)

Ashley Jo (Online)

Barry (Away)

Pamela Jo (Away)

Jerome (Online)

Jill (Online)

Kaeppel (Idle)

+ ADD A CONTACT

Send an Instant Message

Instant MessagingInstant Messaging

Logged in as: Jake

Send

Me: How’s the weather in Colorado?

Jerome: Not too bad, it’s snowing in June. 

Me: Good thing i’m here in Palo Verde, 

      Ca. soaking up the sun!

Jerome: Yea, tell Uncle Steve I said Hi!

Oh I will.......

Me: How’s the weather 
      in Colorado?
Me: How’s the weather 
      in Colorado?
Me: How’s the weather 
      in Colorado?

Jerome: Not too bad, it’s 
         snowing in June. 

Jerome: Not too bad, it’s 
         snowing in June. 
Jerome: Not too bad, it’s 
         snowing in June. 

Communicate with 
Instant Messaging

236

Your Buddy List
You can get permission from people to include them
in your instant messenger program addresses,
typically called a buddy list. Once they have been
included on this list, every time they log on to the
Internet, you see them listed in the IM program and
you can contact them. 

Instant Messaging Programs
You use an instant messaging, or IM, program to
send and receive instant messages. Windows offers
the Windows Messenger program, and Mac OS
comes with iChat. You may also use messenger
programs from other companies, such as AOL
(www.aim.com) and Yahoo! (messenger.yahoo.com).

Windows Messenger

File  Actions  Tools  Help

My Status:

Steve (Online)

All Contacts (2/2)

Karen (Away)

Paul (Online

Instant Messages with Paul MHow’s the weather?
it’s snowing

Too bad! It’s nice and warm here.
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Online Status
Instant messenger programs typically allow you to set
your availability status, so that those who have placed
you on their buddy list can only see when you are
online if you want them to. For example, you can set
your status as unavailable or temporarily away from
your computer. You can also block certain senders
from whom you do not want to receive messages.

Send and Receive Messages
When an IM contact sends you an instant message, a
window pops up where you can read the sender’s
message and enter and send one of your own. The
messages are delivered within seconds, enabling you
to carry on a text conversation. 

Instant Message
from
Rob Roid

Hi Betty Bot....
Want to Meet me at the

Grease Spot? I’m in the

mood for an oil change!

I’m
Available

I’m
Not!

Compatibility
Most instant messaging systems are not compatible
with each other. If you have some friends who 
use AOL IM and others who use Windows Messenger,
you will need to use both programs to stay in 
touch, or use an IM client such as Trillian (www
.ceruleanstudios.com) which allows you to chat
across multiple IM platforms.

IM To Other Devices
Today, instant messages can be sent not just from
computer to computer, but among a variety of
devices, such as handheld computers, mobile phones,
and even pagers.

Ho
w’

s t
he

we
at

he
r

th
er

e?

Windows Media 4:29

4:29

Now Playing Menu

X510

80%

How’s the
weather
there?

How’s the
weather
there?

How
’s t

he

weat
her

the
re?

Ho
w’
s t

he

we
at

he
r

th
er

e?

COMPATIBILITY COUNSELINGCOMPATIBILITY COUNSELINGCOMPATIBILITY COUNSELING

DR.  TRILLIANDR.  TRILLIANDR.  TRILLIANDR.  TRILLIANDR.  TRILLIAN
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You can use a technology called
Voice Over Internet Protocol, or
VoIP, to make phone calls
around the world.

Windows Media 4:29

4:29

Now Playing Menu

X510

80%

How’s the
weather
there?

How’s the
weather
there?

Ho
w’
s t

he

we
at

he
r

th
er

e?

VoIPVoIPVoIP

Make Online Phone 
Calls with VoIP
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VoIP Providers
Services such as Skype and ViaTalk allow you to make
calls from your computer to another computer or a
traditional phone. Some VoIP companies are also
coming out with pocket-sized Internet phones that
work from wireless hot spots.

What Is VoIP?
VoIP is a technology that allows you to make phone
calls across the Internet through electronic packets
of data that contain your digitized voice. You can
also use VoIP services and a Web camera, or Web
cam, to exchange video images with someone
during a phone call.

Now Sending Phone Calls

Now Sending Phone Calls

ng Phone Calls
ng Phone Calls
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Save Money Phoning Online
You can sign up for VoIP for a subscription fee that is
often much less than you would pay for a traditional
phone service. In addition, there are usually no
connection or per-minute charges for your calls to
others on the same service, and only a small
additional fee for calls to those outside of your VoIP
network. 

Set Up VoIP
Getting started with VoIP is simple. Once you
subscribe to a service, you download a software
application, plug a microphone into your computer,
test for sound, and then make a test call. Typically
you connect with no problem, and you can begin to
call others on either their computer or phone,
anywhere in the world. 

12

4

5
6

7 8 9
0

3

Make Phone Calls
A VoIP service is similar to e-mail in that you enter
information for contacts, select a contact, and click a
button to initiate a phone call. You can even set your
computer up to save archived copies of your calls to
play back later.

Calling Features
VoIP services offer many features that you are used to
on your regular phone service, including voicemail,
caller ID, and call forwarding. You can also set your
system up to block calls for those times when you are
busy and do not want your computer to disturb you
by relaying incoming calls.

H
E
LLO

m
y nam

e is

HELLO

m
y nam

e is

HELLO
my name is

HELLOmy name is

12

4

5
6
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0

3
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In recent years, the use of the
Internet for social interaction
has increased dramatically. Blogs
are online journals where people
share their ideas and thoughts.
Social networking sites, such as
MySpace, provide an online
interactive environment.

My Jo
urna

l

My Jo
urna

l

My Jo
urna

l
R. Crusoc
R. Crusoe
R. Crusoc

Dec. 2
4. Much R

ain a
ll

      
     N

ight a
nd al

l Day,

      
     n

o stir
ring 

out.

Dec. 2
5. Rain a

ll Day.

Dec. 2
6. No Rain, 

and t
he

      
      

Earth 
much c

ooler

      
      

than 
befor

e, an
d

      
      

pleas
anter

.

Participate in Blogs 
and Social Sites
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What Is a Social Networking Site?
A social site is designed for social interaction. Sites
such as MySpace and Facebook allow people to post
personal information and interact with friends or the
general public. Online dating sites are another form
of social site that allow people to connect with others
with similar interests for romantic relationships. 

What Is a Blog?
Blog comes from the term Web log. Blogs began when
journalists used the Internet to record activity in war
zones where censors stopped them from filing stories.
Some blogs are still news-oriented, although many are
simply personal journals. Blogs are interactive, meaning
that the owner can post items and those visiting can
respond with their own comments. Online video sites
such as YouTube are a visual form of blogging where
people share video clips.

Ernie!
Great Post!

www.myspace.c
om

www.myspace.c
om

www.face
book.comwww.face
book.com

www.thirdage.cowww.thirdage.co
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Avoid Dangers
Both social networking sites and blogs can put you
at danger if you post a great deal of personal
information and set your information up to be
available to the general public, rather than just your
friends or family. Online predators use that personal
information to steal your identity, stalk you or your
family, or even know when it is safe to rob your
house if you reveal when you will be away from
home. You can stay safer by not revealing too much
personal information; not posting an identifiable
photo; and avoiding settings that could expose your
information to the public at large.

Create Your Own Blog
Blog services such as www.blogger.com and
www.blog.com can host your blog. Most blog services
charge a monthly fee, although some offer free blogs
if you agree to include advertising on your site. These
services also provide blog design tools and increased
storage capacity for additional fees.

My BlogMy Blog

What school 
do you go to?

Sign Up on a Social Site
Social networking sites, such as MySpace.com, are
typically free. You sign up by providing some personal
information such as your name, e-mail address, and
gender. You can also provide a photo if you want,
and then make some basic settings for which visitors
can view your postings and profile. A few sites, such
as ASMALLWORLD, are by invitation only or are
limited to people of a certain age or status, such as
college students.

What to Post
You can post your ideas, your thoughts on various
topics, or simply a journal about what is happening in
your life. You usually create a profile that has some
basic facts about you and perhaps a photo. You can
also post photos and other images on blogs and
social networking sites. 
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y
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y
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O
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Found the greatest little clutch
at Roselyn’s this weekend. It’s
faux ivory crocodile and would
be fab with the black & white
trend for fall! It’s only $150 and
comes with a cosmetic bag!

There is going to be a meeting
about property taxes next
Wednesday in the Town Hall
and I am going to go. People
can’t afford the new rates and
we need to let our officials know
wheat we think out it!

Betty Bot

Creche 631

3rd Ring

Saturn Colony

I love to shop!

I love my dog!

RobotSpace.comRobotSpace.com the online
robotic community

Pete Positron
Pete
@Neptune.org
interfacing
with the space
time continuum
is everything

Betty Bot
Betty
@3rd Ring.net

I love to shop!
I love my dog!

Carl Clone
Carl
@Jupiter.net

Are you the
widget I’m
looking for?

Andy Roid
Andy
@Luna.com

I love a
good torque!
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13 
chapter 

Managing 
Power

Laptops are first and
foremost great tools for
those who travel. But to
use your laptop on the
road, you need a charged
battery or a place to plug
into an electrical outlet to
recharge your battery.
Various settings in
Windows allow you to
control how your laptop
uses power and how to
know whether your power
is running low. 

+

–
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Discover Power Management ......................244

Choose a Power Plan ......................................246

Adjust Screen Brightness ..............................248

Using Batteries Efficiently ..............................250

Adjust Low Battery Notification 
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Manage Power with Windows Vista............254
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Power management means
understanding how your laptop
uses power, and how you can get
the most out of your battery.

Discover Power 
Management

244

What Drains Batteries Most
Obviously, leaving your computer on, or having a
computer that takes longer to power down or power
up, can drain your battery. A larger monitor with
higher resolution or one used at a higher brightness
setting can also drain a battery faster. Devices such as
an Ethernet adapter or infrared transceiver can drain
your battery, as well. 

Battery Life
When you are on the road with your laptop, away
from a power supply, you rely on your battery to
keep your laptop working. Laptop battery life can
range anywhere from one to six hours or more. By
using your computer in certain ways and modifying
settings, you can maximize your battery life.
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Sleep Mode
One thing you can do to help stretch your battery life is
to put your laptop into sleep mode when you are not
using it. Sleep mode turns off the screen and internal fan,
and generally uses less energy. This mode also preserves
the state of your system in RAM, meaning that when
your laptop comes out of sleep mode, whatever you
were doing when the laptop went into sleep mode is still
open and available for you to return to work.

Monitoring the Health of Your Battery
Batteries only last so long. At some point you may notice
signs that you need to get a new battery. These can
include a battery that never fully charges, a battery that
does not hold a charge as long as it used to, or a laptop
that gets hot after running on a battery for an hour or so.
You can contact your manufacturer to purchase a new
battery for your model.

Using Adapters
When you do have access to electricity, use your
adapter to power your laptop from a wall outlet and
recharge the battery. Keep in mind that your laptop is
likely to function only with the adapter designed for
your model.

Managing Power chapter13
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Windows Vista allows you to set
a power plan (called power
scheme in Windows XP) that
controls how your laptop uses
power. 

1 Click Start ( ).

2 Click Control Panel.

11

22

33

Macintosh laptops provide an Energy Saver
pane under System Preferences that you
can use to make choices about power
management. Use the Better Battery Life
option from the Optimization drop-down
list to maximize your battery life.

Choose a Power Plan

Choose a 
Power Plan

246

The Control Panel window appears.

3 Click Mobile PC.
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Windows displays the Mobile PC options.

4 Click Power Options.

55

66

44

247

The Power Saver plan seems good, but I
would like to change how
quickly the display turns
off when not in use.
Can I change that one
setting?
Yes. You can click the
Change Plan Settings
link in the Power
Options window for the
plan you want to modify. In
the dialog box that appears,
adjust the Turn Off the Display setting to choose
a longer time interval, and then click Save
Changes.

I have a few more settings in my power plan
than my friend has on her
laptop. Why?
Some manufacturers add
additional power
management features to
their models. This can
result in there being
additional settings in the
Power Options window.

Windows displays the power options and
prompts you to select a power plan.

5 Click a power plan to apply it 
( changes to ).

Balanced provides a balance between
saving power and providing higher
computing performance.

Power Saver is the optimum plan for
saving battery life.

High Performance will drain your battery
the fastest.

6 Click Close ( ) to close the Power
Options window.

Managing Power chapter13
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If your screen brightness is high,
it can drain your battery power
more quickly. 

1 Click .

2 Click Control Panel.

11

22

33

You can modify the screen brightness
to save battery power or to make the
screen easier to see in certain lighting.

Adjust Screen Brightness

Adjust Screen 
Brightness

248

The Control Panel window appears.

3 Click Mobile PC.
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Windows displays the Mobile PC options.

4 Click the Adjust screen brightness link.

55

44

66

249

The screen saver comes on when I am
giving a presentation
at conferences. How
can I change that?
In the Mobile PC
window, click the
Adjust settings before
giving a presentation
link. In the Presentation
Settings dialog box that
appears, click the Turn off
the screen saver check box
( changes to ).

Why does my Mac laptop screen dim itself
periodically?
Macintosh laptops have a
lights-out feature that
dims your screen
automatically when you
have been inactive for a
period of time. Just start
using your mouse or
keyboard and the screen
returns to normal
brightness.

The Windows Mobility Center dialog box
appears.

5 Click and drag the Display Brightness
slider ( ) to make the screen brighter or
dimmer.

6 Click Close ( ) to close the window
and save your settings.

Managing Power chapter13
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Using Batteries 
Efficiently

250

Develop Good Charging Habits
Getting in the habit of keeping your battery charged
will save you, for example, when your cross-country
flight reaches 10,000 feet and you realize you have
only minutes of battery life remaining. Unless you
have an older battery which requires that you wait
until your battery is practically drained before you
charge it, your motto should be: “Charge often!”

Battery Life Expectancy
Different types of batteries offer different durations
for both battery charge and life expectancy. Batteries
are being improved all the time, with the Lithium
ion battery in most recent laptops offering the
longest battery power and life. If you keep your
battery for more than a couple of years, you might
consider getting a new battery for your model, as all
batteries eventually wear down and can hold a
charge for less time than when they were new.

+

–

Your battery is like your
computer’s lifeblood when you
are on the road. Knowing how
to use and take care of it is vital
to keeping your battery charged.
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Carry a Spare Battery
The easiest way to stretch the time you have to work on
your laptop with a battery is to double your battery
power by carrying a spare. The tradeoff is that you have
to carry the added weight of a second battery.

Condition Your Battery
Your battery has a so-called “memory” for what constitutes
a full charge. When you first purchase your laptop it is a
good practice to charge it to 100 percent capacity, use the
charge up completely, and then charge it again to 100
percent capacity. This is called conditioning your battery.
Once you have done this, you no longer need to be
concerned about getting the charge down to zero again
before recharging.

Determine How Much Charge You Have
Your laptop alerts you about your battery charge in a
couple of ways. First, in the Windows taskbar, you can
display a battery meter that shows you how much
charge you have left. In addition, you can download a
Windows Vista gadget that you can display in the
Sidebar to reflect battery levels. You can also set a low-
battery alarm to alert you when power is just about to
run out.

VOLTAGE

BATTERYLIFE
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If you are working on a vital
document and your battery is
low, it is helpful to receive an
alert that gives you time to save
your document and shut down
before your computer does.

1 Display the Mobile PC section of the
Control Panel.

Note: To display Mobile PC options, see the section
“Choose a Power Plan.”

2 Click Power Options.

22

33

You can change the definition of what
constitutes low and critical battery
levels so that the notification alarm
provides you with enough time to act.

Adjust Low Battery Notification Settings

Adjust Low Battery 
Notification Settings

252

The Select a Power Plan window
appears.

3 Click the Change plan settings link
for the power plan you are using.
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The current power plan’s settings appear.

4 Click the Change advanced power
settings link.

44

77

55
66

99

253

I had the notification set for 10 minutes,
but I never got a notification. Did I do
something wrong? 
No. It is possible that the
setting for Low Battery
Notification in the Power
Options dialog box is
turned off. Check to see if
the On Battery low
battery notification says
Off. If it does, click the
setting and choose On from
the drop-down list that appears. 

+

–

My laptop has slots for two batteries. Which
battery is the battery meter
reading reflecting?
If your laptop has two
batteries, the battery
meter reflects the
combined remaining
charge. To see each
individual battery’s level,
hover your mouse over
the battery meter and the
information appears in a pop-
up window. 

++

–

5 In the Power Options dialog box that
appears, click the plus sign ( ) next to
Battery.

You may have to scroll down the list to
locate this option.

6 Click either Low battery level or
Critical battery level to display details.

7 Click the current setting and use the
arrows ( ) to modify the setting. 

8 Repeat Step 7 for all four possible low and
critical battery-level settings.

9 Click OK to apply your changes.

Managing Power chapter13
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Windows Vista has brought
several changes to the way that
Windows manages power.
Understanding how Vista
handles power helps you to use
your laptop more efficiently.

Manage Power 
with Windows Vista

254

Rapid Startup
When you push the power button on your laptop
in Windows Vista you put the computer into a
hibernating state. This means that your last settings
and any open programs or documents are held in
RAM. When you turn the computer on again, your
computer returns to its previous state much faster
than it would if you had to reboot it. 

How Windows Vista Manages Power
Vista has changed the way your laptop uses power.
First, it is designed for a quicker on/off procedure,
so that you do not have to wait minutes for your
computer to power down or power up. Second,
Vista reduces energy usage if you are plugged in
with a power cord.
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Let Vista Put the Laptop to Sleep
Prior to Windows Vista, you were given the option of
choosing to put your computer into a sleep or standby
mode, or turning it off. With Windows Vista, you can
simply click the Power button at the bottom of the Start
menu and let Vista put your computer to sleep. If you
truly want to power down, click the arrow in the bottom
right corner of the Start menu and choose Shut Down
from the menu that appears.

Understand the Battery Meter Appearance
With Windows Vista, your battery icon changes depending
on the charge you have left. Beyond showing you the
battery icon filled to a certain level, when your charge is
over 25 percent, the icon will be green. When the charge
reaches 25 percent, a yellow triangle and exclamation
point appear over the battery icon. When the charge is
extremely low, a red circle filled with a white X appears.

Rapid Shutdown 
To shut your computer off Windows Vista uses a feature
called Rapid Shutdown. Your computer shuts down
much faster than it would if you had to power it down.
This is because your system is not taking the time to
give notice to applications and services that you are
about to shut down and giving them each time to
close. Because your current state is kept in RAM and
you are not actually powering down, no damage will be
done. 

POWERPOWER
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chapter 

14 4
Maintaining 
Your Laptop

There are both hardware
and software maintenance
procedures that you can
follow to keep your laptop
in good condition. You can
keep your operating system
up to date, use Windows
Vista tools to keep your
hard drive running well,
and perform regular
maintenance on your
screen and keyboard.

Maintaining...
Maintaining...
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Update Windows Vista ....................................258

Check Your Hard Drive for Errors ................260

Defragment a Hard Drive ..............................262

Free Disk Space ................................................264

Clean the Keyboard ........................................266

Protect and Clean Your Screen ....................268
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Windows is set by default to
automatically download and
install updates. You can change
that setting in the Windows
Security Center. If automatic
downloading of updates is
turned off, you can manually
update Windows by following
the steps in this task.

1 Click Start ( ).

2 Click All Programs.

3 Click Windows Update.

11

33

44

Vista

ClosedClosedtemporarlytemporarly
Automatically

downloadingand installingupdates

Updating...Updating...Updating...Updating...

Update Windows Vista

Update 
Windows Vista

258

The Windows Update window appears.

4 Click the Check for updates link.

Note: By default, Windows Update is set to periodically
check for updates for your computer, and so you may see
updates already listed in this window before you run this
check. 
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Windows displays the Windows Update
with Windows Ultimate Extras page.

5 Click the View available updates link.

77

66

55
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How do I know which types of updates I
should install?
Click the Updates:
Frequently Asked
Questions link in the
Windows Update
window to find out how
updates work and which
types of updates are most
important.

UUUpdate BUpdate BUUUUpdate
Update A

How do I find updates for my Mac laptop?
You can do this by logging onto the Internet and
clicking the Apple icon in the
upper-left corner of your
screen. Click Software
Updates in the menu
that appears. Mac OS
checks for updates and
displays a Software
Update window. Use 
the check boxes here 
( changes to ) to choose what you want to
install, and then click the Install button.

Clic
k

Clic
k

Clic
k

A list of updates appears.

6 Click the updates that you want to install
( changes to ).

7 Click Install.

A progress bar indicates the download
status. When the updates have been
successfully installed, a message appears
to let you know. 

8 Click either Restart Now to reboot your
computer, or the Close button ( ) if
you would rather reboot later. 
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If your hard drive experiences an
error, then the files that you
have stored on it—including
your system files—can become
corrupted. When that happens,
you may find that you have
trouble working with programs
and files. You can use a utility in
your operating system, or from a
vendor, to check for hard drive
errors.

Checking 
Hard Drive...

Checking 
Hard Drive...

Check Your Hard Drive 
for Errors

260

File System Errors
If you have ever seen a file system error message,
you may have wondered what this means. Essentially,
parts of your files are stored all over your hard drive.
When your operating system loses track of all of the
parts while trying to retrieve or save a single file, a file
system error message appears. 

How Often Should You Check Your Hard Drive? 
You should perform a hard drive check once a week,
if possible. Windows offers a more detailed check
that you can use every month to locate more
obscure problems. This more detailed check can
take a while to perform, depending on the size of
your hard drive and the data that you have stored
on it.
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STOP!

System Error!
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Bad Sectors
Your computer saves data onto sectors of your hard
drive. Each sector can hold a set amount of data. If
one sector is damaged, your operating system cannot
use the sector or retrieve data that is stored there.
Checking for errors includes checking for these bad
sectors.

Use Utility Software
There are software programs available that you can
use to help locate and repair errors on your hard
drive. Check into features of programs such as
Registry Smart (www.registrysmart.com) and
PConPoint (www.PConPoint.com) to see if one is
right for you.

Bad Sectors Do not cross!

Windows Vista Utilities
In Windows Vista, you can go to your Computer in
Windows Explorer and right-click a drive. Click
Properties, and on the Tools tab, click Check Now. In
the dialog box that appears, choose from the
available options and then click Start to run the
check.

Mac OS Utilities
Mac OS has an Apple Disk Utility that includes tools
to repair your hard drive. This utility is located in the
Utilities subfolder of the Applications folder. First
select the disk to repair on the left, and then click the
First Aid tab. Click Verify Disk to check for hard
drive errors and Repair Disk to perform repairs.

Utilit
ies

Utilit
ies

Utilit
ies

Running
Diagnostics

clink

clank

Results
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Your operating system saves each
file in small, non-contiguous
sectors of your hard drive. This
arrangement of file parts can
eventually slow down your
computer as it looks for all of
the parts of each file. 

1 Click .

2 Click Control Panel.

11

22

33

You can defragment your hard drive to
better organize these file parts and
make it easier for your operating
system to find and open files.

Defragment a Hard Drive

Defragment a 
Hard Drive

262

The Control Panel window appears.

3 Click System and Maintenance.
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The System and Maintenance options
display.

4 Click the Defragment your hard drive
link.

66

55

44
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Should I work on my computer while the
disk is being
defragmented?
You can work while
defragmenting, but
because defragmenting
can take a few hours
and may slow down
your computer’s
performance slightly, you
may want to run the
procedure when you are not
at work on your laptop.

Computer
defragmenting

slow
down

Can I set up Windows to defragment my
hard disk on a regular basis?
By default Windows
performs a defragmenting
routine once a week.
You can modify this to
occur at a different
interval. In the Disk
Defragmenter window
click the Modify
Schedule button and
choose a different interval
from the dialog box that appears.

AUGAUGEvery

MondayMonday

Tuesday

The Disk Defragmenter window appears.

5 Click Defragment now.

The process can take several minutes or
longer. When defragmentation is complete,
you can continue to the next step.

6 Click OK.

The Disk Defragmenter window closes with
your saved settings.

17_171110 ch14.qxp  9/25/07  10:45 PM  Page 263



One way to optimize your
computer performance is to free
up disk space by getting rid of
deleted or temporary files on
your hard drive. You can use the
Windows Vista Disk Cleanup
utility to get rid of these
unneeded files.

1 Click .

2 Click Control Panel.

11

22

33

Disc Cleanup Utility
FILE REMOVAL CORP.

Free Disk Space

Free Disk 
Space

264

The Control Panel window appears.

3 Click System and Maintenance.
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The System and Maintenance options
appear.

4 Click the Free up disk space link.

The Disk Cleanup Options dialog box
appears.

5 Click to select the files you want to clean up.

If you select your files, a dialog box appears,
asking you to confirm which drive to
defragment; choose the appropriate drive
from the drop-down list and then click OK.

A dialog box appears, telling you how much
space you can free up.

6 Click to select additional files to delete 
( changes to ).

7 Click OK.

The disk cleanup process begins; this may
take a few minutes.

55

66

77
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I am a bit worried about the files that Disk
Cleanup wants to delete. How can I find out
more about these files?
You can easily access more details about these
files. Click the View Files
button in the Disk Cleanup
dialog box to view details
about the files that
Windows Vista suggests
deleting. These details
include the size of the
files, when they were
created, and when you last
accessed them.

Details

Before I clean up my hard disk, is there a
quick way for me to check the free space on
my hard disk?
Yes. Click the Start menu and
then click Computer. Click on
the disk you want to check.
The available space is
listed there; for example,
42.1 GB free of 64.1,
indicating that you have
about two-thirds of your
hard disk available.

42.1 GB

of 64.1 GB

42.1 GB

of 64.1 GB
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Keyboards are somewhat open to
the outside world, with spaces
between the keys where crumbs
and dust can get in. It is a good
idea to clean your keyboard
periodically to keep keys from
becoming stuck or damaged.

Clean the 
Keyboard

266

Clean the Keys
You can use a few methods to clean keys. You can
buy a miniature vacuum cleaner and run it between
the keys to pick up dust and crumbs that have fallen
in. You can also use a non-abrasive liquid cleaner to
clean the surface of the keys. Never apply the cleaner
to the actual keyboard because too much of the
liquid can damage it. Instead, spray a soft cloth and
then wipe the keys with the cloth. Always remove the
battery from your laptop before applying liquid
cleaner to any part of it.

Avoid Spills
It is a good idea to avoid eating or drinking around
your laptop. Spilled crumbs of food can be cleaned
out, but spilled liquids can be disastrous. If you
must eat while working on your laptop, try to keep
any liquids at a safe distance.

POPCORN

Brand
F5 F6 F7 F8 F9 F10

%
5

^
6

*
8

(
9

C V B N M <
,

R T Y U I O

F G H J K L

l
l

Alt

& 7
7

8 9

4 5

1 2

17_171110 ch14.qxp  9/25/07  10:45 PM  Page 266



267

Replace a Damaged Key
You should check your owner’s manual to see if your
manufacturer recommends replacing damaged keys.
With some laptop keyboards, you can do even more
damage trying to remove keys. Others are easy to
work with, allowing you to pry each key up easily
(but gently!) with a screwdriver or coin. Also be
aware that it is slightly more difficult to remove larger
keys such as the Spacebar, because they have a metal
bar across them to keep them balanced when you
hit them. Again, check your manufacturer’s
recommendations before trying to replace a key.
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Clean under the Keys
If you have a keyboard that allows you to easily
remove keys, you can pry up some or all of the keys
and then use an appropriate cleaner to clean
underneath them. 
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Laptop screens are somewhat
more delicate than desktop
monitors, and if you damage
them, it can be costly to replace
them. Take good care of your
laptop screen if you want to get
years of use out of it.

Recycle BinRecycle Bin

Fragile - handle with care

Protect and Clean 
Your Screen

268

Clean the Surface Properly
Remove the battery before cleaning your screen,
especially if you are using cleaning liquids. Use a
special microfiber cloth (typically made of polyester
and nylon) to dust the screen, and never press too
hard on the screen with the cloth.

LCD Screens
Liquid crystal display, or LCD, screens hold a thin
layer of crystals between two layers of film. Denting
the film can damage crystals and therefore cause
irregularities in your images, and puncturing the film
can ruin your display.

Brand
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Cleaning Agents
Ammonia-based cleaning liquids, such as Windex, can
damage your screen by removing anti-glare and anti-
static coatings on the surface. Instead, you should use
isopropyl alcohol. Do not ever spray or pour a cleaner
on the monitor surface; instead, coat a cloth or Q-tip
with the cleaner and rub that gently on the screen.

Protect Your Screen from Damage
When you are not using your laptop, close the
clamshell lid. If you are using a tablet PC model, then
buy a case for it and put it in the case when not in
use. Never place sharp objects such as pens or
fingernails against your screen. Extreme temperatures
can also cause problems with laptop displays.

Isopropyl

Alcohol
pyly
ol WindowWindow

CleanClean
Window

Clean

Now with
Ammonia

Replace a Damaged Screen
You can replace a damaged screen, although you may
want to pay a professional to do it for you, because
you could damage the small electronics on the side
of the screen. Check your manufacturer’s site for
information about replacement screens, or search
online to find the right replacement screen for your
model.

Laptop Monitor Warranties
Many manufacturers will not guarantee laptop
screens against damage; others offer protection
programs that cover parts and even onsite service.
Some laptop insurance policies will cover certain
types of damage to your screen. Check with your
manufacturer and consider whether a monitor
protection plan is right for you.

Brandan

Monitor Warranty
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15 
chapter 

Computer 
Security

While most of us have
learned to use our
computers and the Internet
in productive ways, there
are some people who have
taken advantage of the
Internet to invade your
privacy, steal your identity,
and spread malicious
viruses. There are several
ways that you can protect
yourself and your family
from these threats and
enjoy your time online
without fear.
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Being connected online means that you
can access a great deal, but it also
means that others can reach you and
your computer. You can take certain
steps to prevent that access and keep
yourself safe.

Understanding 
Computer Security

272

Viruses
A virus is a software program
created with some malicious intent,
hence the term malware. Many
viruses are sent along with e-mail,
although some can be downloaded
along with other files. A virus can
have a range of effects, from
destroying data on your hard drive
to modifying your operating
system. See the task, “Stay Safe
from Viruses,” to find out how to
guard against this danger. 

How Intruders Reach You
Very inventive bad guys are
figuring out new ways of
exploiting the Internet every day.
Some create viruses that are
delivered through e-mail
attachments, including those cute
stories or animations that your
closest friends forward to you, not
knowing what else these
attachments might do to your
computer. Still others use
keystroke-tracking software that
you download to your computer
along with shareware, to follow
you around online. Some simply
gather information that you have
placed online on a blog or social
site, to steal your identity or even
sell that information to others. 

Spyware
Spyware attaches to other software
that you download, and installs
itself on your computer. Spyware
can take control of your computer
without your knowledge. For
example, spyware might collect
personal information, redirect your
browser to alternate sites, or install
other software.
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Pop-Ups
A form of spyware called adware is designed to
display advertising on your computer, often referred
to as pop-ups. A site that downloads adware to your
site may receive a fee for each download from
advertising services. Besides being annoying, if you
click a pop-up, the person controlling the site may
collect your e-mail address to send spam or sell your
contact information to others.

Cookies
Cookies are not necessarily harmful. Often they are
downloaded to your computer so that when you
return to an online store, you are greeted by name
and receive purchase recommendations. Still, they are
installed on your computer to help sites identify you,
and many people consider this a violation of privacy.
You can set up your browser to not accept cookies.
Cookie manager programs such as Cookie Crusher
(www.thelimitsoft.com) can also help you gain control
of cookies.

Firewalls
A firewall is a software program that stops certain
types of data from passing from the Internet to your
laptop or desktop computer. A firewall can help to
keep unwanted intruders out of your computer. Most
operating systems include a firewall feature, as do
many routers and wireless gateways.

Secure Site Indicators
If you submit a registration or other form online,
there is a chance that the information you enter can
be stolen. Look for secure site indicators, which tells
you that your data is sent in a secure, encrypted form.
The https prefix in a site address is an indication of a
secure site.

Computer Security chapter15
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One of the best ways to protect
yourself online is to modify your
own behavior. Just as you would
not give personal information to
a stranger on the street, you
must learn to protect your
identity and information online.

Protect Yourself 
Online

274

Check Credentials
You can check consumer sites, such as
www.consumerreview.com, for customer comments
about online businesses. You can also go to the
online Better Business Bureau (www.bbb.org) to
check a store’s reputation. Remember, customer
reviews and comments on a site are not always
reliable because they may be fake.

Be Careful Where You Go
You do not walk in the worst part of town at
midnight. In the same way, you should only submit
information or purchase items online at sites that
you trust. Doing business with stores in person is
one option. Another is to ask friends and associates
about their experiences with an online business.
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Do Not Give Out Personal Information
If you choose to register with a site and provide
personal information, make sure that the site is secure
and that they do not make your information public.
Many social networking and blog sites make your
profile publicly available by default; you have to
change the default setting to make your information
private. Do not post personal information on your
publicly available blog. Information about your location,
your family, your income, or your activities can provide
what a predator needs to locate, stalk, or rob you.

Be Careful About What Images You Post
Today many people are posting images on blogs or
social networking sites. Posting images is fine, but be
careful what they reveal. Is your street address or
house visible in the image? Are you in a sexually
suggestive pose? Is your daughter wearing a
sweatshirt with her school name on it? Such images
can be used to pinpoint your location, or may be
modified and reposted on unsavory sites. 

Do Not Fall for Scams
You have learned in your everyday life that nothing is
free, and to suspect an offer that sounds too good to
be true. The same is true online. Avoid store
promotions that offer you the world; they are
probably trying to collect your personal data to sell it
or steal your identity. Immediately delete e-mails
from somebody who makes unbelievable claims, for
example, that you will receive a million dollars if you
will only provide your bank account number for them
to transfer it into. Common sense is your best friend
online. 

Socialize Safely
If you choose to interact with people online, whether
through social networking sites, in chat sites, or in
online gaming rooms, be careful what you expose
about yourself. If you make a friend online, do not
meet that ‘friend’ in person unless it is in a very
public place. You should also bring another person
along for protection.

Computer Security chapter15
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Your laptop is especially
vulnerable because of both its
small size and the fact that you
may take it with you to a variety
of places and occasionally leave it
unattended.

Protect Your Laptop 
on the Road

276

Attach a Cable Lock
To prevent theft of your laptop, you may want to buy a
cable lock. You can attach this cable to your laptop and
lock it, and then loop the other end around an object
such as a chair or your suitcase handle. This makes it
less likely that a thief in an airport or hotel can simply
walk away with your laptop. Check out cable locks
from companies such as Targus (www.targus.com) and
PC Guardian (www.pcguardian.com).

Fingerprint Readers
Some laptops incorporate a fingerprint reader. You
can scan in your fingerprint, and then use your
finger rather than a password to gain access to your
system. You can also buy external fingerprint readers
that perform the same function. If you are on the
road with your laptop, this can be a valuable
safeguard; if the computer is stolen, thieves cannot
access your personal information.

There are several steps you can take to
protect your laptop from theft and to
protect your data from prying eyes.
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Password Protection
In the event that your laptop is stolen or accessed by
somebody you do not know, your basic means of
securing your information is to set a password at the
operating system level. See the next task,
“Understand and Use Password Protection,” for more
about how to do this.

Use Tracking Software
FBI statistics say that one in ten laptops will be stolen
in the first 12 months of ownership. You can install
software such as Inspice (www.inspice.com) to help
you track your lost or stolen laptop. The software can
be set up to e-mail you with the location of your
laptop, and allow you to remotely destroy data on it
to keep people from accessing it.

*****

Insure Your Laptop
You insure your car, so why not your laptop? Although
your homeowner’s insurance policy may not cover
your laptop while you are on the road, you can
purchase special laptop insurance that covers theft,
accidental damage, or damage from a power surge.
You may be able to get a rider for your home
insurance policy to cover your laptop while away
from home. You can also check with companies such
as Safeware (www.safeware.com) to find out what
their policies cover.

Register and Engrave Your Laptop
When you purchase a laptop, you may have the
option of having your name engraved on the outside.
This can discourage thieves who want to resell your
computer from stealing it, or help you to get it back
after it has been stolen. 
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You can use passwords to
prevent access to your computer.
For example, passwords can be
set on your operating system so
that an intruder cannot access
your system or individual files.

Understand and Use 
Password Protection

278

Picking a Safe Password
Passwords are not foolproof. Some, such as your
birthdate, can be easily guessed by a person who has
visited your blog or stolen your wallet. Others can be
found by people using special software that runs
through millions of possible combinations of words.
For example, a dictionary attack uses software that
runs through common words found in the dictionary
in minutes.

How Passwords Work
You can set up a file or operating system to require
a password. If you or someone else cannot supply
the password, then you cannot get in. This is useful
to deter intruders; however, if you set a password
and forget it, you will not be able to access it either.
It is okay to write down your passwords, but you
should never keep them near your laptop.
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Do Not Use Personal Information
Generally speaking, it is wise to avoid using personal
information for your password. Your car model,
daughter’s or pet’s name, or street name can be
guessed by those who come into contact with you at
work or in your personal life. 

Use Random Characters
The safest passwords use a combination of letters,
characters such as $, %, or *, and numbers. These are
not vulnerable to a dictionary attack, nor can they be
guessed by those who know some personal facts
about you. Another trick is to use misspellings of
words. A good password would be $67DtlZ*2. A bad
password would be JSmith. Even though random
passwords are harder to remember, the
inconvenience of having your identity stolen far
outweighs the effort of memorizing a safe password.
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Change Your Password Frequently
You may be able to set up your operating system to
require that you change your password on a regular
basis, or simply remind yourself to do so. If
somebody has somehow gained access to your
password, changing it can protect you from future
intrusions. Also, do not use the same password
everywhere, such as on your laptop operating system
and for your online banking or store accounts. If a
thief discovers one instance of the password, they
then have access to all of your accounts and data.

Disable the Guest Account
Even though you set a password on your computer, if
somebody is able to log on as a guest, that person
may be able to access shared files or set himself up
as an Administrator with access to your other
accounts. You can disable the guest account. For
example, in Windows Vista, open the Control Panel,
click User Accounts and Family Safety, click User
Accounts, and then click Manage Accounts. Click the
Guest account icon and change the setting to off.

Brand

STOP!STOP!
Guest Account
Guest Account

Disabled!Disabled!

STOP!
Guest Account

Disabled!
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Viruses are created with the
intent of destroying or damaging
your computer data. They can
access your computer from a
variety of sources, and you must
take steps to keep your computer
virus-free.

Stay Safe 
from Viruses

280

How Are Viruses Transmitted?
Viruses are programs. They often come attached to
e-mail programs, but you can also get a virus by
copying a file from a disc onto your hard drive. Some
viruses are set up to co-opt your e-mail address book
and send themselves out to every one of your
contacts. Thinking the message is from you, they may
trust it and their computers will be infected.

What Can Viruses Do?
A virus can damage or destroy data on your
computer, make changes to your operating system
settings that open up security gaps, or simply be
annoying, such as a virus that makes your word-
processed documents fill up with garbage text, or
one that makes thousands of copies of a file until
your computer memory is overwhelmed.

To:

Jim@River.comrer
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Use Antivirus Software
Antivirus software, such as Norton AntiVirus or McAfee,
can be installed and set up to run regular scans for
viruses and spyware. Also be sure to regularly run the
update virus definitions feature, as new viruses appear all
the time. Keep in mind that antivirus and anti-spyware
programs use system resources, which may be a reason
to buy a laptop with extra RAM and CPU-processing
speed.

Read in Plain Text
In some cases, messages in the HTML format may contain
scripts that are unsafe. These scripts can run when you
open the message without ever downloading an
attachment. If you use settings on your e-mail program to
read messages in plain text instead of HTML, you will be
protected from these scripts. 

Be Alert to Attachments
You should learn to take care when dealing with e-mail
attachments. Any file with an .exe extension at the end
is an executable file, and these are most likely to
contain a virus. If you are not expecting an attachment
from someone, do not open it without confirming with
that person that they sent it to you. Do not open an
attachment that has been forwarded around the
Internet, even if it comes from somebody you know.
Check to be sure that your e-mail program scans for
viruses before it downloads attachments. If it does not,
find an e-mail program that does.

.e
x
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Antivirus

This is your only opportunity to cash in on the
boom in real estate. Time shares are going for
incredibly low prices, and this is your chance to
own valuable property or make money from 
selling property. We have lakeside and seaside
timeshares just waiting to be discovered. They
won’t stay secret for long - act now. Call us for
information on how you can make your future
secure - maybe even retire a millionaire. You
have until Tuesday midnight to call; after that,
all offers will be withdrawn. Is this the year you

Read In Plain Text
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Spam is commercial e-mail that
you have not requested. Spam
messages typically ask you to
click a link to go to a page in
order to buy a product or
service. Some contain offensive
content; others seem harmless,
but if you click a link in them,
you may go to an offensive site
or download spyware.

Pet
Psychics

BUY NOW!!

PsyUY N

incredibleoffer!

Inves
t In

Your Fu
ture

How the Stars

Lose Weight
You can usually set up your e-mail
program to filter spam and place it in a
junk mail folder.

Reduce 
E-mail Spam
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Never Respond to Spam
Do not send a reply to a spam message, and never
click a button or link that purports to remove you
from the mailing list. Any response confirms for the
sender that your e-mail account is active. In fact,
never click any link in an e-mail message, as that can
take you to a site that contains questionable content
or that downloads spyware to your computer.

Never Open Spam
If you receive a message that you suspect may be
spam, do not open it. Opening it can notify the
sender that your e-mail account is active. The sender
will then send you more spam, or sell your verified
active e-mail address to others. 

incredibleoffer!

Pet

PsychicsBUY NOW!

Invest In
Your Future

How the Stars
Lose Weight

SUBMIT

Junkmail.com
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Block Images and Other Content
A Web bug is essentially a graphic within an e-mail
message that is downloaded from the sender’s site
when you view the image. You can set up your e-mail
program to block images. For example, to do this in
Outlook Express, click Tools, click Options, click the
Security tab, and then click Block Images and Other
External Content in HTML E-mail ( changes to ).

Use An Alternate Address
One way to prevent spam is to avoid giving your
e-mail address to too many people or businesses. For
example, when you register with a site to obtain
services or make a purchase, you should set up a free
e-mail account with Google or Hotmail for any
confirmations to be sent to. If that account begins to
receive too much spam, close it down and open a
new one.

Free
FreeAccount

Account

FreeAccount

Personal
PersonalAccount
Account

PersonalAccount

Business
BusinessAccount
Account

BusinessAccount

Anti-Spam Software
There are some anti-spam software products on the
market, such as Spamkiller from McAfee
(www.spamkiller.com). These programs essentially
filter your mail, based on rules and lists that you set
up. For example, you could set up a rule to block any
e-mail with the word “sex” in the title. Many of these
programs also have a feature for reporting spam and
protecting you from known spammers.

Do Not Post Your E-mail Address Online
If you participate in online discussions or post
product reviews on sites, never include your regular
e-mail address. People who send out spam regularly
troll through those public sites to locate e-mail
addresses in order to target additional victims.

SpamSpamSpam
MailMailMailJim@abc.com

Jim@abc.com
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When you send and receive
e-mails, you run the risk that
people will access your message
and use the contents
inappropriately. 

I hear that Bill’s going to

for sending out resumes on

company computer. He doesn’t

yet, so don’t tell anyone. The comp

has been quietly interviewing peop

for his position. I’m looking for a job

too, but I do it on my own time

swear, if I have to work for that
Crenshaw six more monthsinsane! Remember, don’t

be fired
his

IidiotI’ll gotell!

You can also be vulnerable to people
opening up your e-mail program if you
leave your laptop unattended.

Improve 
E-mail Privacy
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E-mail Signatures
Most e-mail programs allow you to add a signature to
all of your e-mails automatically. Although this can be
a convenient way to let people know your contact
information when you send a message, it can also
provide contact information to people who you do
not want to access it. Either avoid using a signature
or keep the information that it contains to a
minimum. Remember, everybody that receives e-mail
from you can see your e-mail address already as a
way to contact you.

Set Passwords
Just as you can set up a password to protect access
to your computer or individual files, most e-mail
programs allow you to set up a password for
accessing your e-mail account. See the task,
“Understand and Use Password Protection,” for
more about creating safe passwords.

Email password protected.
Enter password below

**********
W. 555-555-1234H. 555-555-5678322 West Main St.

Greentown, IN 46140
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Digital Certificates
To encrypt a message, you can use a digital ID. This
certificate is given by a trusted certification authority and
assures that the public key is authentic. You can include
your public key in any outgoing encrypted messages that
you send. Go to VeriSign (www.verisign.com) or GeoTrust
(www.geotrust.com) to obtain digital ID certificates.

Encrypt Messages
To encrypt a message, you have to activate your e-mail
program’s encryption feature. You can encrypt messages to
people who have provided you with their public key.
Encrypted messages are typically indicated by a small lock-
shaped icon.

Public Key Encryption
When e-mail is in transit, it can be intercepted by
others. To avoid this, you can encrypt messages.
Encrypting a message scrambles it in a way that makes
the contents unreadable by anybody. Public-key
encryption buries a key value in the message, and only
somebody with the key can unscramble the message. 

Computer Security chapter15
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You may give your children
access to your laptop or even
give them one of their own. If
you do, be aware that children
may be at special risk online,
because they are not as
experienced at protecting privacy
as adults, and because online
predators often target them.
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Keep Kids 
Safe Online

286

Keep The Computer Public
The very best way to protect your children online is to
keep the computer in a public room such as your
living room. When children, including teens, are
allowed to have a computer behind closed doors, you
cannot control who they have contact with or what
activities they engage in. 

Explain the Dangers
Children brought up with cell phones, instant
messaging, and online games do not seem to
recognize that they are often interacting with
complete strangers, some of whom can be trusted,
and some who cannot. They do, however,
understand that there are dangerous people in the
world, and that leaving the door to your house
unlocked at night puts your entire family at risk. Get
them to understand that providing their name,
school name, home address (or even town), and
other information (for example, when your family
will be away on vacation or when they attend after-
school activities) to the general public or an
unknown online contact is just as dangerous as
leaving your house unlocked.

RULES

Don’t open emails

from a stranger

Don’t give a stranger

personal information

Don’t meet anyone 

you’ve met online

without an adult

present

Histor
History
Historyryyry

Mathematics

Rather than prohibit online access and thereby
shut kids off from some wonderful resources,
learn how to advise and protect them about
how to behave online, just as you do in the
real world. A good site for advice about how
to do this is Look Both Ways, located at
www.look-both-ways.com.
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Avoid Publicly Accessible Information
If your children participate in social networking sites
such as MySpace, make sure that their profiles are not
publicly available, or if they are, that they do not
reveal too much about the children. If you blog, do
not provide too much information about yourself or
your children. The information that exists about us
online is cumulative, and predators can piece together
a pretty complete picture of us from it if they want to.

Recognize Signs of Dangerous Activities
If your children start to receive e-mails or phone calls
late at night, or if they suddenly have more money
than you think they should, they may be involved in a
relationship or activity online that is unhealthy. If they
spend too much time in a social or gaming site, they
may be developing an undesirable addiction or
relationship.

Brand

2:00 A.M.

Are you awake? Would you

like to talk? I’m alone here,

and I’d like someone to

share secrets with. 

My family is Daddy, Mommy, me, my little sister Amy and baby 
Aaron. I like going to the park with Amy. Sometimes Mommy 
can’t come along, but I’m old enough to take care of me and 
Amy.
Monday we go on vacation for A WHOLE WEEK!!! We’re going to 
see Gramma and Grampa in Florida. I like oranges, and there I 
can have oranges every day. I also like to swim in the water. I’ll 
show you a picture of me in my swimsuit with stars on it when I 
get back. 
Daddy likes going to Florida, but he’s sad because he has to 
leave his brand new motorcycle at home. He put it in the 
garage and put a blanket over it so no body steals it.  Don’t tell, 
okay?
I won’t be here, but the computer will be here, so leave me 
emails, okay?

Pick the Right Images
If your children post images and those images are
publicly accessible, make sure that they are not
personally identifiable in them, that they do not wear
clothing that gives away their school or town name,
and that they are not giving away personal
information about your family or their friends in the
images.

Filtering Software and Browsing History
You can buy filtering software that blocks your
children from certain sites, based on keywords or
rules that you enter. This software is not foolproof,
but it can provide some peace of mind. NetNanny
(www.netnanny.com) is one filtering program that is
popular among parents. You can also periodically
check your browser’s history to see where your family
members are browsing to when they use your laptop.

Safe SurfSafe Surf
Don’t worry about what your kids are seeing

SECURE

A filtering program designed

to protect your family

A Pleasant Town

Our House, 322 West Cumberland St., Greenfield
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By using Wired Equivalent Privacy (WEP) you can
protect data that you transmit across local area networks.

WEP and 
WPA 

288

Encryption 
To send data over a wireless connection in a secure
way, that data is encrypted. Encryption is a way to
change data into a code that cannot be read without
a key or password to decrypt it.

Understanding Wireless Standards
An organization called IEEE (Institute of Electrical
and Electronics Engineers) sets standards for local
area networks. IEEE 802.11 standards are used
around the world for wireless connections. WEP is a
security protocol defined in the 802.b standard; WPA
improves on the security features of WEP and will
eventually become part of the 802.11i standard.

IEEE 802.11

WEP 802.b

WPA 802.11i

IEEE 802.11

WEP 802.b

WPA 802.11i

$70,000 in shares 

ENCRYPTION
ENCRYPTION

User Authentication
User authentication is the process of identifying a
user of a network by their hardware’s media access
control (MAC) address. Each computer has a unique
MAC address. User authentication can be used to
ensure that an unknown computer cannot access the
network.

WPA versus WEP
WEP is the privacy feature built into the 802.11
standard and uses encryption to protect transmitted
data. WPA improves upon WEP in two important
ways: by adding user authentication and improving
upon WEP’s encryption features.

Authenticated00-02-2D-11-55-4D
00-02-2D-11-55-4D

WPAWPA WEPWEPWPA WEPWPA WEP
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Malware is any software program that is intended to either damage or infiltrate
your computer. You can take several steps to block or detect and remove malware.  

Types of Malware
Malware includes several types of programs,
including viruses, trojan horses, adware, and
spyware.  Some of these, such as viruses, can
actually damage the data on your hard drive. Others
such as adware are merely annoying; they may
display pop-up advertisements or redirect your
browser to a particular site. 

How Malware Gets onto Your Laptop
Malware may come attached to an e-mail message,
or may be downloaded to your computer when you
click a link you find in an e-mail or on a Web site.
Avoid clicking on sponsored sites that appear in
search engine results and pop-up ads as these are
known to put you at higher risk for malware
downloads.

Block 
Malware Computer Security chapter15

Blocking Malware and Spyware
There are several antispyware and antivirus software
products available that you can set up to block
suspicious downloads to your laptop. Turning on
Windows Firewall will also provide protection against
unwanted downloads.

Detecting and Removing Malware and Spyware
Antispyware and antivirus programs can also detect
and remove malware from your computer. You can
typically run different levels of scans using these
programs. A quick scan checks the most likely
locations on your hard drive; a complete or full scan
checks your entire system. You can make settings to
have scans run at regular intervals.
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Windows Security Center is a
central place from which you can
review and modify all your
security settings, including
Windows Defender, Windows
Firewall, your Internet Explorer
security settings, and Windows
Update.

OPEN WINDOWS SECURITY CENTER

1 Click Start ( ).

2 Click Control Panel.

The Control Panel opens

22

11

33

Windows Security CenterWindows Security CenterWindows Security Center

SECURITYSECURITY
SECURITYSECURITYWindows Defender

Windows Firewall

IE Security Settings

Windows Update

Protect Your Laptop with Windows Security Center

Protect Your Laptop with 
Windows Security Center

290

3 Click Check this computer’s security
status.

The Windows Security Center window
appears.

18_171110 ch15.qxp  9/25/07  10:47 PM  Page 290



MODIFY SETTINGS

1 To view current settings for any item, click
the arrow to the right of it.

2 To make settings for any of the four
security features, click a link.

The associated feature opens in a window.

22

11

33

44

291

I hear that it is a good idea to have an
antivirus program on my computer. Does
Windows Security Center provide antivirus
protection?
No. Windows offers a firewall feature and spyware
protection which manages programs that track
your online activities or place pop-ups in your
browser, but it does not provide antivirus
protection. For that, you need to purchase a third-
party program such as McAfee or Norton.
Antivirus programs can not only
block unwanted downloads, but
can also scan your system to
locate and delete or isolate
viruses that have reached your
hard drive either from an
online source or from a disc
you have run on your system.

SECURITYSECURITY

Windows recommends enabling its firewall.
What exactly does a firewall do?
A firewall prevents any program from being
downloaded to your computer without your
knowledge. If you get a message asking if you
want to download a program or allow an online
site to access your computer,
you are, in essence, giving
permission to open the
firewall up to let that
program through. Be careful
to whom you give such
permission if you want to
keep your computer safe from
damaging programs or files.

3 Use the settings in the various windows to
turn a feature on or off or modify its
behavior.

4 Click Close ( ).

The feature window closes.

5 Click .

Windows Security Center closes.

Computer Security chapter15
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Windows Defender is a program
that helps to protect your
computer from malware. You
can make settings to control how
the various features of Windows
Defender work. 

OPEN WINDOWS DEFENDER

1 Click Start ( ).

2 Click All Programs.

3 Click Windows Defender.

11

33

44

A

Q

1

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13

2 3 4 5 6 7 8 9 0 - +

W E R T Y U I O P [ ] \

S D F G H

B N M , . /VCXZ

CAPS LOCK

SHIFT

TAB

ESC

`

SHIFT

CTRL CTRLOPT OPT

J K L :; “’ RETURN

DELETE

SECURITYSECURITY

Windows
WindowsDefender

Defender

WindowsDefender

Windows Defender is one of the
programs you can monitor from Windows
Security Center. For more information,
see the section “Protect Your Laptop with
Windows Security Center.”

Make Settings for Windows Defender

Make Settings for 
Windows Defender

292

The Windows Defender dialog box
opens.

4 Click Tools.
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CHANGE WINDOWS DEFENDER SETTINGS

The Tools and Settings page appears.

5 Click Options.

77

55

293

What is the SpyNet community?
Microsoft’s SpyNet Community is a Web site
where users of Microsoft Windows can share
information about spyware programs they have
encountered. Some programs that fall under the
category of spyware are harmless, and may simply
allow you to view your own buying history at a
favorite online store. By
reviewing postings on this
community site you can
see how other users
rank programs that have
not yet been ranked for
risk by Windows to help
you decide whether to
allow them.

I have used antivirus software in the past
and it required that you update definitions
regularly. Do you need to do this with
Windows Defender, too?
Updates are required to make Windows Defender
most effective in guarding against spyware.
Windows Defender works hand in hand with
Windows Update, so those updates are run
automatically with no effort on your
part. If you are not using Windows
Update, you can choose to have
Windows Defender update
definitions before running a
scan by choosing that check
box in the Windows Defender
Options dialog box. The option
should be selected by default.

Windows
WindowsDefender

Defender

WindowsDefenderUPDATING...

The Options page appears.

6 Take any of the following actions:

l Click to turn Automatic Scanning on ( changes to )
or off ( changes to ).

l Click here and select either Daily or a day of the week to
run a scan.

l Click here and select the time of day to run a scan.

l Click here and select the type of scan to run.

Note: You can also change the default settings for how Windows Defender
responds to various levels of threat.

7 Click Save.

Your new settings take effect.

Computer Security chapter15
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A
Adobe Acrobat, 232
AC power, 20
access points, 192
accessories

backpacks, 26
briefcases, 26
fashion laptop bags, 27
headphones, 37
laptop messengers, 27
laptop sleeves, 26
microphones, 38–41
power accessories, 36
wheeled laptops, 27

adapters
compatibility, 36
to recharge batteries, 245
travel, 24

Add a Program command, 147
Address Bar, 90
address books, 222
address fields, 227
AirPort cards, 194
alarms, 34
alerts, 226
animations, 177
anti-spam software, 283
antivirus software, 281, 291
Apple Disk Utility, 262
Apple Macintosh. See Macintosh
attach devices, 63
attachments

Adobe Acrobat, 232
adding, 232, 233
opening, 233
overview, 232–233
PowerPoint, 232
saving, 233
size, 229, 233
viruses, 281

auctions, online, 217
AutoSum feature, 174
avatars, 185

B
back up data, 18
backpacks, 26
backspace key, 71
batteries

charging, 20, 64, 250, 251
conditioning, 251
defining, 5
draining, 244
efficient use of, 250–251
lifecycle, 20, 49, 64, 244, 250
memory effect, 50, 64
meters, 251
monitoring, 245
purchasing, 50
spare, 251
travel, 36
types, 20, 36, 50

Better Business Bureau, 273
blind carbon copies (BCC), 227, 229
blogs, 212, 240–241
Bookmark Bar, 90
bookmarking, 218–219
Boot Camp, 129
briefcases, 26
broadband connections, 203
buddy list, 236
built-in microphones, 41
bullet formats, 169
Burn a Disc format options, 139
button mouse, 67

C
cable locks, 34, 276
cables, 63
caps lock key, 71
carbon copies (CC), 227, 229
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cases, 26–27
CD/DVD drives, 28
CDs (compact discs), 18
cell addresses, 172
cells, 172, 175
charts, 170, 175
check boxes, 157
chips, 54
classified sites, 217
cleaning, 269
client/server networks, 191
clip art, 180
clock speed, 21
close buttons, 152
columns, 172, 175
command buttons, 157
conditioning, 251
connectors, 24
consumer reviews, 217
contacts, 226
contextual tab, 156
Cookie Crusher, 273
cookies, 273
cooling pads, 35
corded mouse, 57
Corel WordPerfect, 143
CorelDraw, 182

D
Dashboard, 89
data

adding, 173
entering, 179
organizing, 174
retrieval, 16
transfer cables, 24

data storage
back up data, 18–19
CDs, 18
DVDs, 19

external, 28
flash drives, 19
hard drives, 14

databases, 178–179
defragmenting, 262–263
Delete folders, 226
Delete key, 71
desktop background, 110–111
desktop shortcuts, 96–97
desktops, 10
Dialog Box launcher, 155
dialog boxes

controls, 158–159
options, 157

dial-up connections, 195, 202
digital certificates, 285
Digital Subscriber Line (DSL)/broadband connections, 13, 202
Disk Cleanup utility, 265
displays, 51
dock

customizing, 83
launching items, 82

docking stations, 35
document area, 152
document design

adding text, 183
arranging text, 183
design styles, 182
inserting images, 183
object manipulation, 183
publication types, 182

Documents folder, 107
domain names, 224
double data rate two (DDR2), 17
Drafts folders, 226
drawing feature, 170
drop-down list boxes, 157
dual core microprocessors, 21
dual processors, 54
durability, 9
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DVD drives, 5
DVDs, 19
dynamic random access memory (DRAM), 17

E
eBay, 217
e-commerce, 216
e-mail

accounts, 222
address books, 222, 225
address extensions, 225
address fields, 227
address messages, 228
addresses, 224–225
alerts, 226
alternate addresses, 283
anonymous lists, 225
anti-spam software, 283
attachments, 229
brevity, 228
conciseness, 234
contacts, 226
copying, 229
defining, 201
digital certificates, 285
domain names, 224
encryption, 285
etiquette, 234–235
features, 222
file/delete, 231
filters, 222
flame, 235
folders, 222, 226
formatting tools, 227
forwarding, 231
forwarding permission, 235
how to, 222
inbox, 226, 230
junk mail folder, 226
messages, 227–229

multiple addresses, 225
organizing, 223
overview, 222–223
passwords, 284
privacy, 284–285
program features, 226–227
programs, 223
promptness, 235
proofreading, 229
public key encryption, 285
receive/forward, 230–231
referencing original message, 235
replying to, 231
safety, 223
security, 230
signatures, 284
smileys/abbreviations, 229
spam, 282–283
storage, 223
subjects, 227
username, 224
Web-based, 222

embedded numeric keypads, 72
Energy Saver pane, 91
Enter key, 71
Escape key, 71
Ethernet adapters, 244
Ethernet jacks, 13, 63
executable (EXE) files, 233, 281
expandability, 58
exposé, 87
external data storage
e-zines, 212

F
favorites, 219
faxes, 163
field names, 178
fields, 178
File Transfer Protocol (FTP) sites, 201, 233
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files
back up, 132–135
burning, 138–139
click-and-drag method, 123
copying, 121
deleting, 136–137
formats, 128–129
recently used, 142–143
retrieving cut files, 123
saving, 130–131
searching for, 140–141

filters, 222
finder

changing views, 85
defining, 84–85
locating/opening items, 84

fingerprint readers, 34, 276
firewalls, 204–205, 273, 291
Firewire, 24, 63
firewire cables, 24
flash drives, 19, 28
folders, 222, 226
fonts, 168
formatting tools, 227
formulas, 173
Forward button, 231
forwarding, 235
free disk space, 264–265
function keys, 5, 70
functions, 173

G
gadgets

adding to sidebars, 102
defining, 101
modifying settings, 104
moving to desktop, 103
online, 105
in Windows Vista, 102–105

gallery, 156

game controllers, 25
games, 11, 185
GeoTrust, 285
gigabytes (GB), 17
Google Mail, 223
government sites, 215
grammar checker, 171
graphics capabilities, 55
graphics processing unit (GPU), 55
graphics/gaming, 53
green words, 113

H
handbags, 27
handhelds, 11
hard drives

bad sectors, 261
capacity, 17, 52
data retrieval, 16
data storage, 14
defining, 14–17
defragmenting, 262–263
error checks, 260–261
file system errors, 260
MAC OS utilities, 261
partitions, 16
RAM, 17
read/write heads, 15
sectors/tracks, 15
use utility software, 261
windows vista utilities, 261

headphones
combined with microphones, 39
jacks, 13, 37
styles, 37
wireless, 37

hibernating state, 254
hot corners, 87
hubs, 190
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I
iAlertU, 34
iChat, 236
IEEE 1394 ports, 12, 63
IM clients, 237
image formats, 129
image-editing, 181
inbox, 226, 230
infrared transceivers, 244
ink-to-text feature, 68
input devices, 25
instant messaging

buddy list, 236
compatibility, 237
defining, 201
online status, 237
to other devices, 237
overview, 236–237
programs, 236
send/ receive messages, 237

Institute of Electrical and Electronics Engineers (IEEE), 288
insurance, 270, 277
Intel chips, 54
Internet. See also instant messaging

advanced searches, 211
auctions, 217
bookmarking, 218–219
buying/selling, 216–217
communicating, 201
connections, 195, 202–203
consumer reviews, 217
cost of connecting, 203
dial-up connections, 202
DSL/broadband, 202
entertainment, 201
growth, 200
news, 212–213
overview, 200–210
providers, 203
research, 214–215

searching, 210–211
security, 204–205, 217
sharing, 201
shopping, 216
Web addresses, 207
Web browsers, 208–209
Web pages, 206
Web servers, 207
Web sites, 206
World Wide Web, 200, 206–207

Internet Service Providers (ISPs), 200
iTunes, 184

J
jacks, 13
joysticks, 25
JPEG format, 129
junk mail folders, 226

K
keyboards

caps lock, 71
choosing, 56
cleaning, 266–267
configurations, 4
damaged key replacement, 267
Enter, Spacebar, Delete, and Backspace, 71
escape, 71
function keys, 70
laptops, 56
MacBook Pro function keys, 86
modifying keys, 70
navigation keys, 70
onscreen, 68
programmable keys, 71
types, 25

keystroke-tracking software, 272

L
libraries, 215
links, 209
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liquid crystal displays (LCDs), 51, 62, 269
lithium ion (Li-ion) batteries, 50
local area network (LAN), 13, 191
locator sites, 215
logic circuitry, 21
Low Battery Notification, 253

M
Mac OS X, 53
MacBook

defining, 8
function keys, 86
price, 76

MacBook Pro
defining, 8
function keys, 86
price, 76

Macintosh
advantages, 77
battery settings, 91
Dashboard, 81
desktop

Dashboard, 81
Dock, 80
Finder, 80
icons, 80
menu bar, 80
menu bar icons, 80
Widget Bar, 81

Dock
application removal, 83
customizing, 83
defining, 80
launch an item, 82

Energy Saver pane, 91
energy-saving tips, 91
exposé, 87
file formats, 129
Finder

change views, 85
defining, 80

file size display, 85
locating/opening items, 84
overview, 84–85

hardware, 79
Internet/network, 79
keyboard shortcut settings, 86
keyboards, 86
menu bar, 80
navigation keys, 90
Personal category settings, 79
power management, 91
programs, 77
purchasing

advantages, 77
included programs, 77
price, 76
processor power, 76
run Windows programs, 77
screen size/weight, 77

Safari, 90
screen size, 77
setup assistant, 78
sleep mode, 91
System category, 79
System Preferences, 78
trackpad, 86
Use as Defaults button, 85
weight, 77
Widget Bar, 81, 88
widgets, 88–89
Windows compatibility, 77

maintenance
free disk space, 264–265
hard drives

bad sectors, 261
defragmenting, 262–263
error checks, 260–261
file system errors, 260
Mac OS utilities, 261
use utility software, 261
Windows Vista utilities, 261
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keyboards
cleaning, 266–267
damaged key replacement, 267

screens
cleaning agents, 269
cleaning surfaces, 268
LCD screens, 268
protecting/cleaning, 268–269
replacing, 269
warranties, 269

updating Windows Vista, 258–259
malware, 272, 289
media access control (MAC) address, 288
Media Player, 184
memory

basic requirements, 53
card readers, 52
everyday use, 53
graphics/gaming, 53
hard drive capacity, 52
power users, 53
RAM, 52

memory card readers, 13, 52, 63
memory effect, 50, 64
menu bars, 152
message content, 227
message previews, 226
message tools, 227
messenger bags, 27
microphones

built-in, 41
mute feature, 41
overview, 38–41

microprocessors
brands, 54
clock speed, 21
defining, 21
design, 21
dual core, 21
efficiency, 54
logic circuitry, 21
types, 21

Microsoft Publisher, 182
Microsoft Windows. See Windows
MiniBars, 155
minimize buttons, 152
modem jacks, 13
modifying keys, 70
monitors

defining, 4, 12
display quality, 51
display size, 51
laptops versus desktops, 7
ports, 4, 12

motion sensors, 34
mouse

elements, 69
options, 57
purchasing, 56–57
touchpad, 4
wireless, 25, 69

multimedia/gaming, 11, 55
museums, 214, 215
MySpace, 241, 287

N
navigation keys, 70
netiquette, 234
network interface cards (NICs), 190
networks

access points, 192
architecture, 191
cables, 190
client/server, 191
connecting/disconnecting, 196–197
convenience, 189
devices, 190–191
file exchanges, 188, 197
hubs, 190
interface cards, 190
Internet connections, 189
local/wide area networks, 191
peer-to-peer, 191
radio signals/transceivers, 192
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routers, 191
server networks, 191
sharing equipment, 188
sharing files, 188
storage space, 189
wireless advantages/disadvantages, 193
wireless computing, 192–193
wireless connections, 194–195

news
blogs, 212
news portals, 213
online publications, 212
portals, 213
RSS feeds, 213
windows vista feed headlines gadget, 213

nickel cadmium (Ni-Cd) batteries, 50
nickel metal hydride (NiMH) batteries, 50
numbering formats, 169

O
Office 2007

contextual tab, 156
dialog box launcher, 155
gallery, 156
minibar, 155
overview, 155–156
Ribbon, 155
view buttons, 156
zoom, 156

online backup services, 28
onscreen keyboards, 68
operating systems (OS)

for Apple Macintosh, 45
defining, 44
extras, 44
Microsoft Windows, 45
upgrading, 45

option buttons, 157
Outbox folders, 226

P
page setup feature, 171
paragraphs formats, 169

partitions, 16
password protection, 277, 278–279
PayPal, 217
PC cards

adding memory, 31
adding security devices, 31
adding sound/video, 31
defining, 30–31
description, 63
inserting/removing, 30
slots, 12, 63
types, 30
working with networks, 31

PC Guardian, 276
PConPoint, 262
peer-to-peer networks, 191
pen drives, 19
peripherals

CD/DVD drives, 28
connectors, 24
cooling pads, 35
data storage devices, saving to, 29
data transfer cables, 24
docking stations, 35
external data storage, 28
flash drives, 28
input devices, 25
joystick, 25
keyboards, 25
laptop cases, 26–27
online backup services, 28
PC cards

adding memory, 31
adding security devices, 31
adding sound/video, 31
inserting, 30
removing, 30
types, 30
working with networks, 31

port replicators, 35
portable hard drives, 28
printers, 32–33
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stylus, 25
travel adapters, 24
USB and firewire cables, 24
wireless mouse, 25

Personal Computer Memory Card International Association
(PCMCIA) slots, 12

phishing, 223, 230
phone cables, 24
pixels, 73
plain text, 281
pop-ups, 273
port replicators, 35
portability, 10, 47
portable hard drives, 28
ports, 12
posting, 241
power accessories, 36
power management

adapters, 245
batteries

charging, 250, 251
conditioning, 251
drains on, 244
lifecycle, 244, 250
low battery notification settings, 252–253
monitoring, 245
spare, 251
using efficiently, 250–251

for Macintosh, 91
power plans, 246–247
screen brightness, 248–249
sleep mode, 245
with windows vista, 254–255

power options, 20
power plans, 246–247
Power Saver plan, 247
power scheme, 246
power sources, 7
PowerPoint, 232
pre-installed software, 58

presentations, 176, 177
Print dialog box, 163
printers

connecting, 33
installing driver, 32

programmable keys, 71
proofreading, 229
public key encryption, 285
Publisher, 182
purchasing

batteries, 50
budget, 58
corded mouse, 57
display quality, 51
display size, 51
expandability, 58
extras, 59
graphics capabilities, 55
keyboards, 56–57
laptops, 46
Macintosh laptops

advantages, 77
included programs, 77
price, 76
processor power, 76
running Windows programs, 77
screen size/weight, 77

memory, 52–53
microprocessors, 54
monitors, 51
mouse, 56–57
multimedia/gaming, 55
pre-installed software, 58
researching, 58
security, 59
storage, 52–53
tablet PCs, 59
wear and tear, 59
wireless laptops, 48
wireless mouse, 57
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Q
queries, 179

R
radio signals, 192
radio transceivers, 192
random access memory (RAM), 17, 52
ranges, 172
read/write heads, 15
Really Simple Syndication (RSS), 213
RealPlayer, 184
Recent Items option, 151
records, 178
Recycle Bin, 98–99, 137
reference materials, 214
Registry Smart, 262
reinstalling programs, 165
Remote Assistance feature, 114–115, 205
Reply All feature, 231
Reply button, 231
reports, 179
research

government sites, 215
museums, 215
online libraries, 215
reference materials, 214

restore buttons, 152
Ribbon, 155
rich text format (RTF), 128
routers, 190
rows, 172, 175
rugged laptops, 9
run commands, 153
run queries, 179

S
Safari

bookmarking sites, 219
defining, 90
menus, 90

Safeware, 277
screen savers, 249
screens

brightness, 73, 248–249
cleaning, 268–269
LCD screens, 268
protecting/cleaning, 268–269
replacing, 269
resolution, 51, 108–109
warranties, 269

scroll bars, 152
search engines, 210–211
Search for Files and Folders task, 125
sectors, 15, 261
security

alternate addresses, 283
anti-spam software, 283
antivirus software, 281
attachments, 281
blocking spam, 230
cable locks, 34, 276
cookies, 273
credentials, 274
digital certificates, 285
e-mail privacy, 284–285
e-mail spam, 282–283
encryption, 285, 288
fingerprint readers, 34, 276
firewalls, 273
insurance, 277
intruders, 272
kids online, 286–287
malware, 289
overview, 272–273
password protection, 277, 278–279
passwords, 284
personal information, 275
plain text, 281
pop-ups, 273
posting images, 275
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public key encryption, 285
registering/engraving laptops, 277
scams, 275
secure site indicators, 273
sensors and alarms, 34
signatures, 284
socializing, 275
spyware, 272
tracking software, 277
user authentication, 288
viruses, 272, 280–281
WEP and WPA, 288
while traveling, 34, 276–277
Windows Defender, 292–293
Windows Security Center, 290–291
wireless standards, 288

sensors, 34
Sent folders, 226
shopping, 216–217
shorthand language, 229
Sidebars

gadget removal, 103
modifying gadget settings, 104
online gadgets, 104
in Windows Vista, 101

Skype, 238
sleep mode

defining, 245
in Macintosh, 91

sleeves, 26
slide shows, 176–177
slots, 12
smileys/abbreviations, 229
social sites, 240–241
software. See also spreadsheets; word processing documents

adding effects, 181
anti-spam, 283
antivirus, 281
audio, 184
check box, 157
clip art/picture files, 180

command button, 157
databases, 178–179
dialog boxes, 157–159
digital pictures, 180
document areas, 152
document design, 182–183
download/share music, 184
drop-down list, 157
edit video, 181
find music, 184
games, 185
for image manipulation, 180–181
installing programs, 146–147
list box, 157
listening to music online, 184
menu bar, 152
menu commands, 153–154
minimize/restore/close buttons, 152
Office 2007, 155–156
opening documents, 150–151
opening programs, 148
pre-installed, 58
for presentations, 176–177
printing documents, 162–163
program window, 152
run commands, 153
saving documents with different names, 160–161
scroll bar, 152
spin box, 157
status bar, 152
switching between programs, 149
text box, 157
title bar, 152
toggle commands, 153
toolbars, 152
uninstalling programs, 164–165

sound cards, 31
Spacebar key, 71
spam, 223, 230, 282–283
Spamkiller, 283
spell check feature, 171
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spin boxes, 157
spreadsheets

adding data, 173
adjusting row and column sizes, 175
AutoSum feature, 174
calculating values, 174
cells, 172, 175
charts, 175
columns, 172
entering series, 174
formulas, 173
functions, 173
numbers, 172–175
organizing data, 174
ranges, 172
rows, 172
series, 174
worksheets, 172

SpyNet Community, 293
spyware, 272
start menus, 95
status bars, 152
stay-at-home laptops, 47
storage

basic requirements, 53
everyday use, 53
graphics/gaming, 53
hard drive capacity, 52
memory card readers, 52
power users, 53
RAM, 52

stylus, 25, 68
subfolders, 119
subject lines, 227

T
tables, 170, 178
Tablet PCs, 8, 9, 59, 68
tabs, 157
Targus, 276
text, 177

text boxes, 157
text effects, 169
text formats, 128
title bars, 152
toggle commands, 153
toolbars, 152
touchpads, 4, 67
tracking software, 277
trackpads, 86
tracks, 15
Trillian, 237
typefaces, 168

U
ultra portable laptops, 10
Uniform Resource Locators (URLs), 207
universal serial bus (USB)

cables, 24
connectors, 24
ports, 12, 63
sticks, 19, 28

upgrading, 45
usernames, 224

V
VeriSign, 285
ViaTalk, 238
video capture cards, 31
video editing, 181
View buttons, 156
viruses

antivirus software, 281
attachments, 281
identifying, 272
plain text, 281
transmitting, 280–281

Voice Over Internet Protocol (VoIP), 238–239

W
Web addresses, 207
Web browsers, 208–209
Web bugs, 283
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Web formats, 129
Web log, 240
Web pages, 206
Web servers, 207
Web sites, 206
Web-based e-mail, 222
weight, 47
wheeled laptops, 27
wide area network (WAN), 191
widgets, 88–89
Windows Backup feature, 134
Windows Defender, 292–293
Windows Explorer, 106–107
Windows Messenger, 236
Windows Security Center, 290–291
Windows Vista

desktop
background, 110–111
shortcuts, 94, 96–97

feed headlines gadget, 213
gadgets, 102–105
Help and Support feature, 112–113
Quick Launch bar, 94
Recycle Bin, 98–99
remote assistance, 114–115
requirements, 53
screen resolution, 108–109
sidebars, 94, 101
Start menu, 94, 95
system volume, 100
taskbar, 94
Windows Explorer, 106–107

wireless
advantages/disadvantages, 193
connections, 194–195
headphones, 37
hotspots, 193
laptops, 48
mouse, 25, 57, 69
ranges, 193
speeds, 193

Wireless Equivalent Privacy (WEP), 288
Wireless Fidelity (WIFI), 192
Wireless Wide Area Network (WWAN), 48
word processing documents

drawings, 170
fonts, 168
formatting paragraphs, 169
grammar, 171
images, 170
numbering or bullets, 169
page set up, 171
spelling, 171
tables and charts, 170
text effects, 169

WordPerfect, 143
worksheets, 172
World Wide Web, 200, 206–207

Z
Zoom tools, 156
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