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We dedicate this edition to Nicole and Katie who have brought love and joy to our lives.






Tim and Linda O’Leary live in the American South-
west and spend much of their time engaging
instructors and students in conversation about
learning. In fact, they have been talking about
learning for over 25 years. Something in those
early conversations convinced them to write
a book, to bring their interest in the learning
process to the printed page. Today, they are as
concerned as ever about learning, about tech-
nology, and about the challenges of presenting
material in new ways, in terms of both content

and method of delivery.

A powerful and creative team, Tim combines his
25 years of classroom teaching experience with Linda’s background as a
consultant and corporate trainer. Tim has taught courses at Stark Tech-
nical College in Canton, Ohio, and at Rochester Institute of Technol-
ogy in upstate New York, and is currently a professor at Arizona State
University in Tempe, Arizona. Linda offered her expertise at ASU for
several years as an academic advisor. She also presented and developed
materials for major corporations such as Motorola, Intel, Honeywell,

and AT&T, as well as various community colleges in the Phoenix area.

Tim and Linda have talked to and taught numerous students, all of them
with a desire to learn something about computers and applications that

make their lives easier, more interesting, and more productive.

Each new edition of an O’Leary text, supplement, or learning aid has
benefited from these students and their instructors who daily stand
in front of them (or over their shoulders). The O’Leary Series is no

exception.
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The 20th century brought us the dawn of the digital information age and
unprecedented changes in information technology. There is no indication
that this rapid rate of change will be slowing—it may even be increasing.
As we begin the 21st century, computer literacy is undoubtedly becoming
a prerequisite in whatever career you choose.

The goal of the O’Leary Series is to provide you with the necessary
skills to efficiently use these applications. Equally important is the goal to
provide a foundation for students to readily and easily learn to use future
versions of this software. This series does this by providing detailed step-
by-step instructions combined with careful selection and presentation of
essential concepts.

Times are changing, technology is changing, and this text is changing
too. As students of today, you are different from those of yesterday. You
put much effort toward the things that interest you and the things that are
relevant to you. Your efforts directed at learning application programs and
exploring the Web seem, at times, limitless.

On the other hand, students often can be shortsighted, thinking that
learning the skills to use the application is the only objective. The mission
of the series is to build upon and extend this interest by not only teaching
the specific application skills but by introducing the concepts that are
common to all applications, providing students with the confidence,
knowledge, and ability to easily learn the next generation of applications.

Instructor’s Resource CD-ROM

The Instructor’s Resource CD-ROM contains a computerized Test Bank,
an Instructor’s Manual, and PowerPoint Presentation Slides. Features of
the Instructor’s Resource are described below.

e Instructor’s Manual CD-ROM The Instructor’s Manual, authored by
Harry Knight of Franklin University, contains lab objectives, concepts,
outlines, lecture notes, and command summaries. Also included are
answers to all end-of-chapter material, tips for covering difficult mate-
rials, additional exercises, and a schedule showing how much time is
required to cover text material.

e Computerized Test Bank The test bank, authored by Harry Knight,
contains over 1,300 multiple choice, true/false, and discussion ques-
tions. Each question will be accompanied by the correct answer, the
level of learning difficulty, and corresponding page references. Our
flexible EZ Test software allows you to easily generate custom exams.

Preface



e PowerPoint Presentation Slides The presentation slides, authored
by Linda Mehlinger of Morgan State University, include lab objectives,
concepts, outlines, text figures, and speaker’s notes. Also included are
bullets to illustrate key terms and FAQs.

o Online Learning Center/Web Site

Found at www.mhhe.com/olearyseries2007, this site provides additional
learning and instructional tools to enhance the comprehension of the text.
The OLC/Web site is divided into these three areas:

e Information Center Contains core information about the text, sup-
plements, and the authors.

e Instructor Center Offers instructional materials, downloads, and
other relevant links for professors.

e Student Center Contains data files, chapter competencies, chapter
concepts, self-quizzes, flashcards, additional Web links, and more.

Simnet Assessment for Office Applications

Simnet Assessment for Office Applications provides a way for you to test
students’ software skills in a simulated environment. Simnet is available
for Microsoft Office 2007 and provides flexibility for you in your
applications course by offering:

Pre-testing options

Post-testing options

Course placement testing

Diagnostic capabilities to reinforce skills
Web delivery of test

MCAS preparation exams

Learning verification reports

For more information on skills assessment software, please contact your
local sales representative, or visit us at www.mhhe.com.

O’Leary Series

The O’Leary Application Series for Microsoft Office is available separately
or packaged with Computing Essentials. The O’Leary Application Series
offers a step-by-step approach to learning computer applications and is
available in both brief and introductory versions. The introductory books
are MCAS Certified and prepare students for the Microsoft Certified
Applications Specialist exam.



o Computing Goncepts

Computing Essentials 2008 offers a unique, visual orientation that gives
students a basic understanding of computing concepts. Computing
Essentials encourages “active” learning with exercises, explorations, visual
illustrations, and inclusion of screen shots and numbered steps. While
combining the “active” learning style with current topics and technology,
this text provides an accurate snapshot of computing trends. When
bundled with software application lab manuals, students are given a
complete representation of the fundamental issues surrounding the
personal computing environment.



GUIDE TO THE O’LEARY SERIES

The O’Leary Series is full of features designed to make learning productive and hassle free. On the follow-
ing pages you will see the kind of engaging, helpful pedagogical features that have helped countless students
master Microsoft Windows Vista.

EASY-TO-FOLLOW INTRODUCTORY MATERIALS

Before You Begin
To the Student:

The following assumptions have been made:
o Your computer uses the Windows Vista operating system.
e If available the Aero user interface is on.
® You have a user account established.
® You have Internet access.
e The data files needed to complete the labs are provided by your
instructor.
Note: Data files are also available for download from the O'Leary Series Web site. See Appendix A to
learn how to access and download these files.
To the Instructor:
It is assumed that the following Windows Vista settings are in effect. They
include the following:
e The Windows Vista Theme is used with the Windows Vista Aurora
desktop background.
e Windows and buttons are in the Windows Vista style.
® The following Taskbar settings are on:
e Lock the taskbar
o Keep the taskbar on top of other windows
o Group similar taskbar buttons
e Show Quick Launch

e Show window previews (thumbnails)

e Notification area hides inactive icons.

e All System icons are displayed in the Notification area.

® Al default Start menu options are on.

Nindouws Vista Overview | © Fe

o Show preview and filters

e Open each folder in the same window

e Use double-click to open an item (single-click to select)

e All default folder view settings are on except Remember each
folder’s view settings, which is off to maintain the original default

Software is the set of instructions that directs the computer to process folder settings each time a folder is opened.

information. These instructions also are called programs. Without e All default Search options are on

software, the computer cannot work. A commonly used analogy is that the

computer hardware is the engine, while the software is the fuel that allows

the engine to operate. Without software, the hardware would be useless.

There are two types of software: system software and application software.

. System Software

System software consists of four kinds of programs designed to handle the
physical complexities of how computer hardware works.

The default Computer folder window view is Tiles.
The default Document folder window view is Details.
The Navigation pane and Details pane are displayed.
WordPad is associated with .RTF file types.

If available the Aero interface is on.

e The bootstrap loader is a program that is stored permanently in the Before You Begin wo.3

computer’s electronic circuitry. When you turn on your computer, the
bootstrap loader obtains the operating system from your hard disk (or
floppy disk) and loads it into memory. This is commonly called
booting the system.

e The diagnostic routines are also programs stored in the computer’s
electronic circuitry. They start up when you turn on the machine. They
test the primary storage, the central processing unit (CPU), and other
parts of the system. Their purpose is to make sure the computer is
running properly. On some computers, the screen may say “Testing
RAM” (a form of computer memory) while these routines are running.

e The basic input-output system consists of service programs stored in ,

irm;arydslo];agc. T?csc pro-glafnsv cr?abl-c thc‘compulcl Lo‘mlcrp-rcl EaCh teXt in the O Leary SerleS
eyboard characters and transmit characters to the monitor or a

storage device, such as a disk. o

e The operating system provides the interface between the user and the
computer and oversees the processing of the application programs and . . .
all input and output of the system, Without the operating system, you specific application features.
could not use the application software programs provided with this
book. The operating system controls computer system resources and
coordinates the flow of data to and from the microprocessor and to and
from input and output devices such as the keyboard and the monitor.

also provides an overview of the

The operating system is usually provided by the computer manufacturer.
The various types of computers require different types of operating systems in
order to operate. Some of the most popular are Mac OS, Windows, and Unix.

Application Software

Application software is designed for specific uses, or “applications,” such

as word processing, graphics, or spreadsheet analysis. Application

software can be custom written but is usually purchased ready-made.
wvo.1




ENGAGING LAB INTRODUCTIONS

Windows Vista

Objectives

After completing thisfab, you wil know how to:
Start Windows Vista.

Use a mouse.

f0f0f0
H

ze, move, arrange, and close windows.

]

2

cro

Il a window.

e Help and Support.

rint a Help topic.

(-]

se dialog boxes,

LA 1

OBJECTIVES

( Each lab opens with a list of objectives clearly

outlining skills covered in each lab.

CASE STUDIES

e Folder windows.

ange folder layouts and view:

(=]

Navigate and sort files and fold:

(<]

jiew and organize pictures.

=

=]

H

ut down Windows Vista.

Casestudiesintroduceareal-lifesetting
that is interwoven throughout the lab.
Providing the basis for understanding
the use of Windows Vista.

FEATURE INTRODUCTION

N\

Screen shots of the major features allow you

to preview what will be accomplished.

L J

:— 31— o\
L

. -
Folder windows display the contents ™
of folders on your computer.

&S m 3

wia

XiX



STEP-BY-STEP INSTRUCTION

NUMBERED AND BULLETED STEPS

Numbered and bulleted steps provide

clear step-by-step instructions on how
to complete a task, or series of tasks.

You will log on to the computer by selecting your user account.

Move the mouse in all
directions (up, down,
left, and right) and
note the movement of
the mouse pointer.

Click on your user
account icon.

Your screen should be
similar to Figure 1.2

Figure 1.2

Clicking on your user account icon displays only your account icon and a
password text box in the window. A text box is a box in which you type
information. A blinking vertical bar called an insertion point appears in
the text box indicating it is ready to accept your entry. If the insertion
point is not displayed, activate the text box by clicking in it. The password
will appear as a series of dots as you type to maintain the privacy of the
password.

Your instructor will provide
the necessary user name an
password information.

Windows Visa desktop ([ Yindows sidebar

@ Type your password

and click [EJ or press
to complete
the entry.

Additional:nformation

password, click
response to the advisory
message, and re-enter it
correctly.

Your screen should be
similar to Figure 1.3

All steps and bullets appear in
the left-hand margin, making
it easy not to miss a step.

Ciick N
to display the o
Start menu list.

Point to Recent ltems
in the right pane to
display a submenu of

recently opened items.

Your screen should be
similar to Figure 1.8

() Ciick outside the Start menu box on a blank area of the desktop to close the menu.

Another Method

Figure 1.3

Starting Windows Vista w19

Figure 1.8

Developing the skill for moving the mouse and correctly positioning the
pointer takes some time. If you accidentally find yourself in the wrong
location or in a command that you did not intend to select, cancel the
selected menu as you did above and try again.

Starting Windows Help and Support

Next, you will use the Start menu to open Windows Vista Help and
Support. As you are learning to use a program, you will find that using the
program’s Help feature is an invaluable source of information about
commands and procedures.

Clicking most icons in the Start menu starts a program or accesses the
item or feature immediately.

Using Windows Vista Wy1.15




AND EASY-TO-FOLLOW DESIGN |

TABLES

Tables provide quick summaries of

concepts and procedures for specific

tasks.

Drag the scroll box to - e
the top of the scroll B i Goeres
bar.
[ — crol box at to
—
Click on the scroll bar

below the scroll box.

Point to [+] and hold
down the left mouse
button for a few
seconds to
continuously scroll to
the top of the window.

Your screen should be
similar to Figure 1.17

Figure 1.17

The scroll box is at the top of the scroll bar when the information at the
top of the window is displayed.

Using Help and Support

Windows Help and Support is used to access information about using
‘Windows Vista. The toolbar displayed below the title bar contains buttons
that help you use and navigate within Windows Help and Support. The
| toolbar buttons are described in the following table.

' Button Des

0—0 Click the Click to Open

Desktop Background
link.

Your screen should be
similar to Figure 1.35

Grouped taskbar buttons are
always displayed in the same
area of the taskbar so you
can find your documents
easily.

Wv1.38

Lab 1: Windows Vista Basic Skills

Two open windows

Displays previous page of information

Displays next page of information after [ is used.

Aero interface shows
transparent windows

Displays the opening (Home) page of the Help and
Support Center.

Provides a table of contents list of topics from which you
can select to access subtopics.

Prints the current page of information displayed in the
Help and Support window.

Provides links to customer support and additional
resources for getting help.

Displays options to modify Help and Support settings.

The main window arca displays a list of Help topics you can select.

e
( Two taskbar |
buttons.

button.

A second window opens on the ’sklop and the taskbar displays a button

for this open window. If you are
windows are transparent and dis|
programs running at the same
Desktop Background.

As more windows are opene
automatically to fit in the taskbal
many documents open in the sa
documents into one taskbar butts
and a triangle. To access a dod
document from the list of the dod

The Desktop Background win
that is currently in use. You can|
taskbar button appears pressed
window button is lighter in color|
can be open on the desktop at
time.

When a new window is opene]
last used and in any location on

automatically the active windofv

windows on the desktop. To see
and make it the active window,
button or anywhere on the wind

Active window's

Lab 1: Windows Vista Basic Skills ([ owmihe comolenryserieszony

Figure 1.35

is dark

sing the Aero user interface, parts of the
lay underlying items. There are now two
ime: Windows Help and Support and

the taskbar buttons resize themselves
Additionally, to save space, if there are
ne program, Windows combines all the
In that is labeled with the program name
iment, click the button and select the
iment names

ow is the active window, the window
tell it is the active window because the
in and darker, wher tive

FIGURES

s the in:

along the top portion. Multiple windows
ce, but only one window is active at a .
. S Large screen figures make it easy to
, it appears in the size in which it was
he desktop. The newly open window is
and appears on top of other open
window that is below another window
vou can click on the window's taskbar
w if it is visible.

identify elements and read screen
content.

www.mhhe.com/olearyseries2007 )

SCREEN CALLOUTS

Meaningful screen callouts identify the
results of the steps as well as reinforce
the associated concept.




SUPPORTIVE MARGIN NOTES

ANOTHER METHOD

o-. Click on the green

Additiofial Information
Pointing to a defined term
displays the tooltip, View
Definition.

WV1.26 _ Lab 1: Windows Vista Basic Skills

Scroll the window to
see all of the available
topics and subtopics.

Ip content on worl

Click Working with
windows in the
Desktop fundamentals
main topic.

Your screen should be
similar to Figure 1.20

Figure 1.20

The window now displays a page of content about working with windows.
The page also displays a list of links to the major topics of the article to
help you quickly jump to the selected topic.

Additionally, whenever you see a green word in a Help topic, you can
click on it to see a definition of the term.

‘words “operating ! ‘. -

system.” finition for
" operating system”

ADDITIONAL INFORMATION

Additional Information offers brief

asides with expanded coverage of

content.

Your screen should be
similar to Figure 1.21

Click [i Show

Launch toolbar to
A pop-up box a definition of an ing system
Because there is a lot of information about this topic, the
small, indicating that a small amount of the total available i
displayed in the window. You will increase the size of the H
view more information and then scroll to the bottom of the |
links to additional related topics.

windows.

Another Method

(_www.mhhe com/olearyzer

Another
additional ways to perform a

procedure.

Method  offers

Desktop on the Quick

restore the minimized

Resize and position
the two windows

Your screen should be
similar to Figure 1.43

Closes window.

Only the windows and dialog boxes that were open on the desktop at the
time they were minimized are r
by-side window arrangement before changing to the stacked arrangement,
you had to individually resize and position the windows to restore them to
how they were prior to using the automatic window arrangement feature.

Closing a Window

Now that you are finished using Windows Help and Support, you will exit
the program. The [i&a button in the title bar is used to close a window
and exit a program.

WV1.46 Lab 1: Windows Vista Basic Skills

Figure 1.43
Show Desktop restores

all open window:

they were minimized

stored. Because you did not Undo the side-

(__www.mhhe.com/olearyseries2007 )




SUPPORTIVE MARGIN NOTES

e—a Click on Search Pane

to choose it.

Your screen should be
similar to Figure 1.47

Click [T and
select Layout.

Choose Search Pane to
hide this pane.

If necessary, change
the layout of the
Computer window to
display the Details and
Navigation panes only.

After making a menu choice,
the Organize menu s closed.
If you need to make another
selection, open the menu
again.

Your screen should be
similar to Figure 1.48

dimmed are not available for selection until certain other conditions are
met. Options that are already selected (on) appear highlighted.

The Layout submenu includes a command to display a menu bar as
well as the four folder window panes. The panes that are displayed in your
Computer window are highlighted. You will turn on and then off the
Search pane.

 Search pane displayed

e .
: W= LB
- By

Figure 1.47

The menu closes and the Search pane is displayed above the toolbar. It is
used to help you locate files in the current folder or subfolders. You will
learn more about this feature shortly. Next, you will set your Computer
window layout to display only the Details and Navigation panes.

Search pane not displayed |

Navigation and Details
panes displayed

HAVING TROUBLE

Having Trouble helps resolve

Figure 1.48

Using Folder Windows Wv1.51

potential problems as students
work through each lab.




REAL-WORLD APPLICATION

CONTINUING CASE STUDIES

The same case study is used throughout the
Windows Vista text to provide consistency
while demonstrating the concepts and
procedures.

_. rately. In this lab, you

As advertising coordinator, you create many differ-
ent types of files that are used for different purposes
to promote the Adventure Travel Tours company.
You often find that it takes you a considerable
amount of time to locate a file. Consequently, you
decide you need to organize the files on your com-
puter. Organizational skills are very important skills
in any profession. When you are disorganized, it
takes much longer to

complete tasks accu-

will learn to use
Windows Explorer to
organize the folders
and files on your disk
You will learn how to
create folders and
copy and move files
into folders to make it
easy to quickly locate
files. Additionally, you
will learn about many

other file management features and shortcuts that
will improve your efficiency.

Frequently while working, you want to quickly jot
down ideas or reminders. A simple application pro-
gram that is included with Windows Vista, Notepad,
can be used to create basic text documents quickly.
You will use Notepad to create a simple list of items
toinclude in a packing list for a Colorado River kayak-

ing adventure. The fea-
tures you will use to
edit and print this doc-
ument are features
that are commeon to all
applications that run
| under Windows. Lear-
ning about many of
these features now
will make it easier for
you to learn to use
new applications in
the future.




AND INTEGRATION

Choose Edit/Select All.

Choose Edit/Copy.

r Method

Your screen should be
similar to Figure 3.22

Minimize the Paint
application window.

Right-click on the
South America Flyer
Revised fil 3

Choose Open
With/WordPad from
the shortcut menu.

Press (<Enter) to
insert a blank line
above the title.

Press (1) to move
back to the top of
the document.

Point to the handle in
the lower-right corner
and drag the box
outline inward until it
is approximately a
3-inch square.

Deselect the graphic
by clicking outside the
image.

Your screen should be
similar to Figure 3.26

€ poube-ciick the

graphic.

Another Method

Your screen should be
similar to Figure 3.27

Wv3.28

Lab 3: Using Applications

Graphic size reduced and
i ed

Now Tours to

Figure 3.26

Editing an Embedded Object

After looking at the inserted graphic, you decide you want to add some

WordPad.

Paint application open
- o
= ol

iy

to South America

Figure 3.27

Paint (the server application) is opened within WordPad and the graphic
appears in its own editing window. Notice that there is still only one Paint
application button in the taskbar. This indicates that the Paint program
has not been opened a second time in its own application window. Also
notice that the title bar still displays “WordPad” and, if you scroll down,
the text of the announcement is still displayed. You now have access to the
Paint menu and toolbar so you can edit the object while you are still in the
WordPad document.

Slearyseriesz007 )

Entire graphic selected

Figure 3.22

A dotted line identifies the selected area. The contents of the selected area
have been copied to the Clipboard.

Copying to Another File

You are now ready to insert the picture into the WordPad document. You
would like the palm tree picture that is stored in the Clipboard to be
centered at the top of the flyer.

urs to South America

o el din Wordpad |

igure 3.23

Copying between Documents Wv3.25
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REINFORGED CONGEPTS

CONCEPT PREVIEW

Concept Previews provide an overview
to the concepts that will be presented
throughout the lab.

Concept Preview

The following concepts will be introduced in this lab:

Hierarchy The graphic representation of the organization of folders on a disk is called a
hierarchy.

File and Folder Names When a file or folder is created, it must be assigned a file name that
identifies its contents.

Copy and Move All Windows applications include features that allow you to copy and move
selected information from one location to another.

Filter, Group, and Stack To help you find files that share something in common, you can
filter, group, and stack files.

Drag and Drop Common to all Windows applications is the ability to copy or move selections
using the drag-and-drop feature.

Instant Search The Instant Search feature looks for matching text to your search term in file
names, properties, and file content and, as you type the search term, it filters the view to

CONCEPT BOXES

display only those items meeting the criteria.

documents.

Editing One of the advantages of using a computer is that you can easily change or edit your

Concept boxes appear throughout
the lab providing clear, concise

explanations and serving as a

valuable study aid.

Saving Files When you save a document you are working on, a permanent copy of your
onscreen document is electronically stored as a file on a disk or other storage device.

Working with Folders

to create folders to help organize the files.

As the advertising coordinator for Adventure Travel Tours, you create
many different types of documents to promote the different products
offered by the company. As you create more files, it is taking you longer to
locate the file you want to use because they are not organized. You decide

Using the Folders list,
make the Documents
folder (or the location
where you will store
your work) current.

CLE

Close the Folders list.

If necessary, change
the view to Tiles.

New Folder icon ready to be named

Click [N and

then choose New

Folder. \/\_/—\/—\_
Your screen should be Figure 2.11

similar to Figure 2.11

A New Folder icon is displayed in the file list. The temporary folder name
is highlighted and the insertion point is displayed at the end of the folder
name. This indicates that Windows Vista is waiting for you to replace the
default name with a descriptive name for the folder you are creating.

File and Folder Names

Concept 2

When a folder or file is created, it must be assigned a file name that identifies its contents. The name
you assign a file must be unique for the folder it is in. For example, if you give a new file the same name
as an existing file in the same folder, the contents of the original file will be replaced by the contents of
the new file. Folder names also must be unique.

In addition to a file name, a file name extension may be added. A file name extension is up to four
characters and is separated from the file name by a period. Generally, a file name extension is used to
identify the type of file. This information establishes the file association that Windows uses to identify
the proper program to use to open the file. Most application programs automatically add the identify-
ing file name extension to any files created using the program. For instance, a file created using Microsoft
Word 2007 has a file name extension of “docx.” A folder extension is not generally used and is never
supplied by the operating system.

The parts of a file name are shown below.

Safari Itinerary.docx

File }ame File nanl extension

Windows Vista and programs that are designed to operate under Windows Vista allow you to use
long folder and file names of up to 215 characters, including spaces. They can contain the letters A to
Z, the numbers 0 to 9, and any of the following special characters: underscore (_), caret (*), dollar sign
($), tilde (~), exclamation point (1), number sign (#), percent sign (%), ampersand (€t), hyphen (-), braces
({}), parentheses [()], “at” sign (@), apostrophe (), and the grave accent (). Spaces are allowed in file
names, but the following characters are not allowed: \ / : * ? > < |. The same character restrictions apply
to file name extensions.

J

Working with Folders wy2.13
Windows Vista

hhe.com/olearyseries2007




REINFORCED CONGEPTS

CONCEPT SUMMARIES

The Concept Summary offers a visual
summary of the concepts presented

throughout the lab.

GConcept Summary

Hierarchy (WV2.6)

The graphic representation of the
organization of folders on a disk is
called a hierarchy.

ile and Folder Names  (WV2.13)

When a file or folder is created, it must
be assigned a file name that identifies
its contents.

Copy and Move (WV2.20)

All Windows applications include

features that allow you to copy and

move selected information from one
\_location to another.

Drag and Drop  (WV2.30)
Common to all Windows applications is

the ability to copy or move selections
\_using the drag-and-drop feature. J

Filter, Group, and Stack  (WV2.27) ]

To help you find files that share
something in common, you can filter,
_group, and stack files

Filter, Group,
and Stack

Wy2.48 Lab 2: Organizing Your Work

www.mhhe com/olearyseries2007

Instant Search |

Instant Search  (WV2.37)

The Instant Search feature looks for
matching text to your search term in file
names, properties, and file content and,
as you type the search term, it filters the.
view to display only those items.

. meeting the criteria.

Editing  (WV2.43)

One of the advantages of using a
computer is that you can easily change
\_or edit your documents

When you save a document you are
working on, a permanent copy of your
onscreen document is electronically

*_ stored as a file on a disk.

Concept Summary Wv2.49




KEY TERMS

LAB REVIEW

command summary

Command

B v

B Lo
Lok

Shortcut

[ 1™
v 1.

==

R s Lo cons
B Loge 1cons
| Vedium lcons
B /sl icons
B

[ 0etois
[~

el

[

@+

B sack

B Forward
I3 Home
B
[ contents
=
=

Includes a list of all bolded
terms with page references.

Folder Window

Help and Support

Lab Review

COMMAND SUMMARY

® ( Command Summaries provide a table of commands,

Action

Keeps session in memory and puts computer in a sleep

shortcuts, and their associated action for all commands

s used in the lab.

Locks the computer without turning it off

Opens the Lock menu

Closes active window

Turns on/off display of Search, Details, Preview, and
Navigation panes.

Cycles through Details, Ties, Large Icons, and List views
Displays extra large icons of graphic files

Displays large icons of graphic files

Displays medium icons of graphic files

Displays small icons of graphic files

Displays objects in a st

Displays objects with medium icons and file n)
Displays picutres in folder as a full-screen tim .
Diplystheselecte image s Windows Pho Lab Exercises
other selected application

Opens the Windows Photo Gallery applicatiof

Displays previously viewed Help topic
Displays next-viewed Help topic after using [l

Displays Help home page

Prints displayed Help topic
Displays Help table of contents st 3k
4. -

5. dialog box

. ®

Accesses other sources of Help.

Changes Help settings

Lab Review

£
(8- &
ES =] h.

9. window

END-OF-CHAPTER

MATERIALS

To.

@ Cicle the corect
1. I

<. program
d. software
2. Th

c. desktop
d. monitor

a. Menus
b. Dialog boxes

€. Tcons

d. all the above

Am) indicate
o @

»

b ©®
.
d B
.7 Lab 1: Windows Vista Basic Skills

Match the letter to the correct item in the numbered list.

a.
2. scroll bar b. a mouse pointer

angular section on the scree
ation and other program|

. puts computer into sleep state

j. closes a window

multiple choice

ponse to the questions below.
ograms that helps the computer manage its re
r and the computer is called a(n)

is the opening screen for Windows Vista,
& provide ways for the user to interact with a progral

hat an option is a mutually exclusi

. restores a maximized window

c. opens the Start menu
d. used to provide information to complete a command
. displays Help home page
. minimizes a window

sed to bring additional information into view in a window

Lab Exercises

screen identi ion

1. In the following Windows Vista screen, several items are identified by letters
Enter the correct term for each item in the space providet

0 thatis weed to display

Lab Exercises

6. The information a computer uses is stored electronically as a variety of

different folders on a dis True False
7. Amaximized window cannot be custom sized. True False
8. Windows arranged in the stacked format are arranged vertically across the

window space. True False
9. The Lock feature prevents other user from accessing the computer: True False
10, All objects have properties associated with them. True False

Complete the following statements by filling in the blanks with the correct terms.

1AM

I means that features you see in Windows Vista will be
found in programs that run under Windows,

2. The program controls computer system resources and coordinates the flow of data

to input and output devices.

‘When you turn the computer on to start Windows Vista, you have performed a(n)

-

Each object consists of settings and attributes called that are unique to the object.

Lab Exercises reinforce the terminology and

concepts presented in the lab through Screen
Identification, Matching, Multiple Choice, True/
False, and Fill-In questions.

5. Storing related files in keeps the disk organized and makes it much easier to locate
files.

6. The is displayed in the Address bar.

7. A provides a connection to information at another location.

8. Am) scroll box indicates that only a small amount of the total available information
is displayed in the window.

9. The three window are and

10. The capability to run several different programs at the same time is called

Lab 1: Windows Vista Basic Skills
)




AND SKILL DEVELOPMENT

LAB EXERCISES

Lab Exercises provide hands-on practice and develop critical-
thinking skills through step-by-step and on-your-own practice
exercises.

ON YOUR OWN

STEP-BY-STEP

Lab Exercises

Hands-On Exercises

Lab Exercises

* Easy
* % Moderate
ok Difficult

step-by-step

Commes ] Reiforcing You Knowledge +

1. Windows Help and Support includes a Windows Vista Tour, which introduces and explains many
Searching your Computer of the basic Windows Vista features. This problem will use the tour to reinforce many of the
features presented in this lab.

1. The Search command on the Start menu can be used to locate files on your computer. Use Search

tolocate all the files on your local hard drive (C:) that contain the word “window” in the name. a.In the Windows

How many were found? Refine the search to locate “Windows Vista.” How many were located? Help and Support

Next, locate all documents that were modified during the last month. How many files did you window, type Demos

find? Finally, locate all picture files containing the text “leaves.” How many files did you find? in the search box.

What is the Advanced Search pane used for? Try finding a file using this pane. When you are done, b. Choose Windows

close the Search window. Vista demos from
Create document using Notepad containing the answers to the above questions. Include your the list

name and the current date in the document. Save the document as Search Results to your solution

Inder the Get
fille location. Print the document ¢. Under the Getting

started heading,
Choose the Desktoj
Organizing a Group Project % * basics liak P

2. You are working on a group project with 12 other students. You have been allocated space on a

server for the files you will create and share. As project manager, you want to organize the files to

ck. Use Notepad to describe the folder structure you
plan to use that would allocate a private folder for each student and additional folders for the
accounting, research, and cost management projects the students will be working on. Include your
name and date in the document. Save your completed document as Project Folder Structure to your
solution file location. Print the document.

&

Choose the Watch
the demo link and
then answer these
questions:

1) What are the four main areas of the Windows Vista desktop called?

Learning about Hard Disk Construction * % 2) To begin using Windows Vista, where on the desktop is the best place to begin?
3. While using the Computer window, you looked at the files stored on the hard disk of your § .
3) What does the Start menu provide access to?
computer. Using your text and the library as a resource, learn about the construction of the hard
disk and explain how a hard disk stores data. Use Notepad to create a short document about your 4) What do you click on to view a complete list of programs installed on your computer?
findings. Include your name and the date in the document. Save the file as Hard Disk to your 5) Rather than using the All Programs menu, what s another method for finding a particular
solution file location. Print the document program on your computer?

A . 6) What is a program displayed in?
Working with Files % % =
4. The Briefcase and Sync Center tools are tools that allow you to casily transfer files betw
computers on a network location. Use Help to learn more about the Briefcase tool. Then use

When a program is open, what is displayed on the taskbar?

8) How do you use the taskbar to switch between open programs?

Notepad to write a brief report explaining both tools. Be sure to include answers to the following 9) What button do you click to make a program fill the entire screen?
questions: 10) What button do you click to hide a program?

a. What is the purpose of Bricfcase? Sync Center? 11) What button do you click when you're done using a program?

b. What is synchronization? How do you synchronize files between the Briefcase and the main 12) Windows Sidebar holds small programs called what?

o 2
omputer . When you are done, exit the tour.

What are the steps for using the Briefcase?

d. When you are copying files from your main computer into Briefcase, the two computers must
be connected by what means?

Lab Exercises w179

RATING SYSTEM

These exercises have a rating system from easy to difficult

and test your ability to apply the knowledge you have gained
in each lab. Exercises that build off of previous exercises are
noted with a Continuing Exercises icon ‘@) .

Senos®

Using the Calculator »
1. Windows Vista includes many addi

15 designed to help you g
) find out about and use the Cakculator

nal application prog ¢ some

basic work completedl. In this problem, you will use Help

% Easy
% % Moderate
% % % Difficult

XXIX
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Command

@ start

Shortcut

Windows Vista
Command Summary

o—

Action

Opens Start menu

Opens the Documents folder
Opens the Computer folder

Opens Windows Help and Support

Locates files and folders on disks

Keeps session in memory and puts computer in a
sleep state

Locks the computer without turning it off

Opens the Lock menu

Folder Window

= close
O eyou

I /New Folder
O clete
R Rename
O /Undo
O cut
IO /copy
O Paste
R select Al

@ + D

Closes active window

Turns on/off display of Search, Details, Preview,
and Navigation panes

Creates a new folder
Sends selected item to Recycle Bin

Changes name of selected item

Undoes the last command o action

Removes selected object and places it in Clipboard
Copies selected object to Clipboard

Pastes object from Clipboard to new location

Selects all items in active window

Windows Vista Command Summary wyes.1

COMPREHENSIVE COMMAND SUMMARY

Provides a table of commands, shortcuts, and
their associated action for all commands used
throughout each text in the O’Leary Series.

aactive window The window you can work in
1t is displayed in the foreground and the title
bar is a different color or intensity to
distinguish it from other open windows

application software Software that is
designed for specific uses, such as to
accomplish a task like creating a letter.

associated file A file that has a specific
application program attached to it that will
open when the file is opened.

bitmap Graphics that are made up of many
small dots on the screen.

button An object commonly found in toolbars
that initiates an action when clicked. Buttons
are generally square and may contain a picture
of the item they represent. When selected, they
appear depressed.

capacity The maximum number of bytes a disk
can hold.

cascade A window arrangement that layers
open windows, displaying the active window
fully and only the title bars of all other open
windows behind it.

cascading menu A menu that appears with
additional options under another menu. Also a
submenu.

click To press and release a mouse button.

Clipboard  An area of memory that tempo
stores copied information to be copied or

s and appli

cold start Turning on the power to the
computer and starting Windows.

moved within or between fil

compound document A document that is
‘made up of objects created in multiple
applications.

copy To duplicate an item.

current folder The folder that is selected and
will be affected by your next action.

Glossary of Hey Terms

data files Files created using a software
application program.

desktop The opening Windows screen used to
display items on your screen in a similar way
you might organize the work on your desk.

destination The location where you want to
place a copy of the information stored in the
Clipboard.

destination document The file receiving the
copy of the object.

dialog box A window that requests or provides
information needed to complete a command.

disk size The total capacity or amount of data
the disk is capable of holding.

double-click To quickly press and release a
mouse button twice.

download To copy a file from a remote
computer to your computer:

drag To move the mouse pointer while holding
down a mouse button.

drag and drop To copy or move a selected
item by dragging it with the mouse to the new
location.

drawing area The workspace area in Paint
where you create the drawing.

drawing program  An application program
used to create line art drawings and
illustrations.

edit The process of correcting or changing
existing text.

embedded object An object that is stored in a
compound document that can be edited from
within the document without changing the
source object.

file A program or document stored on a disk. A
disk can hold many files of different types.

file name A name assigned to a file or a folder.
1t can be up to 255 characters in length.

Glossary of Key Terms wyG.1

GLOSSARY

Bolded terms found in the O’Leary Series
Microsoft Windows Vista are defined in the
glossary.
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fppendix A

"7 DOWNLOADING FILES AND EXTRACTING A ZIP FILE

he M

APPENDICES A and B

e

Start your browser
program.

Maximize the window.

Type www.mhhe.
‘com/olearyseries2007
in the Address box.

Press (Erior)

Your screen should be
similar to Figure A-1

Downloading Files wvA.1

Yo screen shout be
simisr 0 e B-1

fippendix B

FING THE DESKTOP

Figure B-1

Change the Desktop Background wvaB.1

REFERENCE 1 - DATA FILE LIST

The Data File List is a reference guide
that helps organize data and solution
files. It identifies the names of the
original and saved files.

~

.

Appendices A and B appear at the end
of the Windows Vista text. Appendix A,
Downloading Files and Extracting a Zip
File, provides step-by-step directions
on how to download the student data
files from the O’Leary Series Web site
and how to extract the files to a folder.
Appendix B, Customizing the Desktop,
demonstrates how to change the
desktop background and how to hide
and display the Sidebar and add and
remove Sidebar gadgets.

Reference |

1 Data File List

Calculatortxt

Safar Packing Tips.tet
ion 1900-1950.docx
60-Present docx

e 1900.docx




ONLINE LEARNING CENTER (OLC)

www.mhhe.com/olearyseries2007

The Online Learning Center follows The O'Leary Series lab by lab, offering all kinds of supplementary help

/= Microsoft Office 2007 Series Information Center: - Intemnet Explorer

-, j http://highered.mcgraw-hill.com/sites/0073519162/information_center_view0/

:% LearningCenter

Student Edition ‘

Instructor Edition

O'LEARY

TIMBTHY
LINDA

Microsoft Office 2007 Series

Timothy J. O'Leary, Arizona State University
Linda I. O'Leary

ISBN: 0073519162
Copyright year: 2008

The O’Leary Office 2007 text is crafted to allow students to easily develop Microsoft Office
application skills. The text design emphasizes step-by-step instructions with full screen
captures that illustrate the results of each step performed. Each Lab, designed to be covered
in 1 hour of class time, combines conceptual coverage with detailed software-specific
instructions. Each Lab opens with a running case study that highlights real-world applications
of each software program and leads students from problem to solution.

To obtain an instructor login for this Online Learning Center, ask your local sales representative. If you're an instructor
thinking about adopting this textbook, request a free copy for review.

®2008 McGrav-Hill Higher Education
Any use is subject to the Terms of Use and Privacy Policy.
McGraw-Hill Higher Education is one of the many fine businesses of The McGrav~-Hill Companies.

for you. OLC features include:

Learning Objectives
Student Data Files

Chapter Competencies

Chapter Concepts
Self-Grading Quizzes
Additional Web Links

§:



Windows Vista Overview

Software is the set of instructions that directs the computer to process
information. These instructions also are called programs. Without
software, the computer cannot work. A commonly used analogy is that the
computer hardware is the engine, while the software is the fuel that allows
the engine to operate. Without software, the hardware would be useless.
There are two types of software: system software and application software.

Jystem Software

System software consists of four kinds of programs designed to handle the
physical complexities of how computer hardware works.

e The bootstrap loader is a program that is stored permanently in the
computer’s electronic circuitry. When you turn on your computer, the
bootstrap loader obtains the operating system from your hard disk (or
floppy disk) and loads it into memory. This is commonly called
booting the system.

e The diagnostic routines are also programs stored in the computer’s
electronic circuitry. They start up when you turn on the machine. They
test the primary storage, the central processing unit (CPU), and other
parts of the system. Their purpose is to make sure the computer is
running properly. On some computers, the screen may say “Testing
RAM” (a form of computer memory) while these routines are running.

e The basic input-output system consists of service programs stored in
primary storage. These programs enable the computer to interpret
keyboard characters and transmit characters to the monitor or a
storage device, such as a disk.

e The operating system provides the interface between the user and the
computer and oversees the processing of the application programs and
all input and output of the system. Without the operating system, you
could not use the application software programs provided with this
book. The operating system controls computer system resources and
coordinates the flow of data to and from the microprocessor and to and
from input and output devices such as the keyboard and the monitor.

The operating system is usually provided by the computer manufacturer.
The various types of computers require different types of operating systems in
order to operate. Some of the most popular are Mac OS, Windows, and Unix.

.Application Software

Application software is designed for specific uses, or “applications,” such

as word processing, graphics, or spreadsheet analysis. Application

software can be custom written but is usually purchased ready-made.
WV0.1
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Windows Vista Overview (

Normally, to use an application program, you load the program into the
computer’s memory; execute (run) the program; and then create, edit, or
update a file. When you finish, you need to save the work you have done
on a disk. If you do not save your work and you turn off the computer, it is
erased from memory and everything you have done will be lost.

The operating system acts as a communications link between the
hardware and the application program. It is responsible for loading the
application software into memory and then starting the program. It also
retrieves data files and saves them to disk when directed. When you
finish using the application software, you are returned to the operating
system.

.Microsoft Windows Vista

The most widely used operating system for personal computers is
Microsoft Windows. Windows Vista is the newest version of the Windows
operating system. Like earlier versions, it has a graphical user interface
(GUI, pronounced “gooey”). This kind of interface displays graphical
objects called icons, which represent the items you use. The icons when
selected activate the item.

All programs that use the Windows operating system have a common
user interface that makes it easy to learn and use different programs that
run under Windows. A common user interface means that programs have
common features such as the same menu commands. For example, you
will find the command to open a file is the same in all Windows
applications.

The Windows operating system gets its name from its use of
rectangular boxes, called windows, that are used to display information
and other programs. Multiple windows can be open at the same time,
making it easy to move from one task to another. This is how people work.
More than likely, you have several projects you are working on during the
day and need to be able to switch easily from one to the other.

JCase Study for Windows Vista Tutorials

As a recent college graduate, you have accepted a job as advertising
coordinator for Adventure Travel Tours, a specialty travel company that
organizes active adventure vacations. The company is headquartered in
Los Angeles and has locations in other major cities throughout the
country. You are responsible for coordination of the advertising program
for all locations. Your duties include the creation of brochures, flyers,
form letters, news releases, advertisements, and a monthly newsletter, all
of which promote Adventure Travel Tour’s programs.

The company has recently upgraded to the Windows Vista operating
system and you have decided that this is a good time to both learn how
the new operating system works and organize the files on your
computer. You will begin by using many of the basic Windows features
such as using Help, moving and sizing windows, and printing. Then you
will learn how to organize the files on your computer and how to use
several different application programs that are included with Windows
Vista. Finally, you will learn about customizing your desktop and using
the Windows Sidebar feature.
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Before You Begin

To the Student:

The following assumptions have been made:

Your computer uses the Windows Vista operating system.
If available the Aero user interface is on.

You have a user account established.

You have Internet access.

The data files needed to complete the labs are provided by your
instructor.

Note: Data files are also available for download from the O’Leary Series Web site. See Appendix A to
learn how to access and download these files.

To the Instructor:

It is assumed that the following Windows Vista settings are in effect. They
include the following:

The Windows Vista Theme is used with the Windows Vista Aurora
desktop background.

Windows and buttons are in the Windows Vista style.
The following Taskbar settings are on:

Lock the taskbar

Keep the taskbar on top of other windows

Group similar taskbar buttons

Show Quick Launch

Show window previews (thumbnails)

Notification area hides inactive icons.

All System icons are displayed in the Notification area.
All default Start menu options are on.

The following Folder options are on:

Show preview and filters

Open each folder in the same window

Use double-click to open an item (single-click to select)

All default folder view settings are on except Remember each
folder’s view settings, which is off to maintain the original default
folder settings each time a folder is opened.

e All default Search options are on

The default Computer folder window view is Tiles.
The default Document folder window view is Details.
The Navigation pane and Details pane are displayed.
WordPad is associated with .RTF file types.

If available the Aero interface is on.

Before You Begin Wvo.3
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Windows Vista Overview

Note: If the computers in your labs are unable to support the Aero feature, margin notes in
the text explain the minor differences that students will encounter with this feature off.

e The Sidebar is displayed.

All figures in the manual reflect the use of a standard VGA display monitor
set at 1024 by 768. If another monitor setting is used, there may be more or
fewer lines of information displayed in the windows than in the figures.

The data files for students to use to complete the Windows Vista labs
are located on the computer’s local hard drive in the Student Data
Files\Windows Vista subfolder. If your school uses a different location or
folder name you need to provide alternative instructions for your students.

Additionally, it is assumed that students have user accounts established
and Internet access is available.

JInstructional Conventions

Hands-on instructions you are to perform appear as a sequence of
numbered steps. Within each step, a series of bullets identifies the specific
actions that must be performed. Step numbering begins over within each
topic heading throughout the lab.

Commands

Commands that are initiated using a command button and the mouse appear
following the word “Click.” The icon (and the icon name if the icon does not
include text) is displayed following “Click.” If there is another way to perform
the same action, it appears in an Another Method margin note when the
action is first introduced, as shown in Example A. As you become more
familiar with the application, commands will appear as shown in Example B.

Example A

Click € Start.
Click EEEEE.

Example B

04 Choose @) Start/Documents.

File Names and Information to Type

Plain blue text identifies file names you need to select or enter. Information
you are asked to type appears in blue and bold. (See Example C.)

Example C

Open the file wv01_Safari Tips.

Type Packing List.
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Windows Vista

Basic Skills

Objectives

After completing this lab, you will know how to:

Start Windows Vista.

(2]

Use a mouse.

®

Use the Start menu.

L~

Size, move, arrange, and close windows.

)

Scroll a window.

c
(7]

e Help and Support.

-

rint a Help topic.

©

Use dialog boxes.

Use Folder windows.

(7]

=)

Change folder layouts and views.

D

Navigate and sort files and folders.

12/

View and organize pictures.

®

Shut down Windows Vista.




Case Study

As a recent college graduate, you have accepted a
job as advertising coordinator for Adventure Travel
Tours, a specialty travel company that organizes
active adventure vacations. The company is head-
quartered in Los Angeles and has locations in other
major cities throughout the country. You are respon-
sible for coordinating
the advertising pro-
gram for all
tions.

loca-
Your duties
include the creation
of brochures, flyers,
form

letters, news

releases, advertise-
ments, and a monthly
newsletter, all of which
promote Adventure
Travel Tour's programs.

The company has
recently upgraded to
the Windows Vista
operating system and
you have decided
that this is a good
time to both learn

Wv1.2

how the new operating system works and organize
the files on your computer. You will begin by using
many of the basic Windows features that are needed
to use a personal computer. This includes learning
how to use a mouse, use menus and dialog boxes,
start programs, manipulate windows, use the Help
system, and explore
the contents of your
computer.

Learning to use
these features is the
foundation upon
which your computer
skills will continue to
grow as you apply
and expand your
knowledge. This is
because the features
and concepts that
are presented are
common to all pro-
grams that use the
Windows operating
system.
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The Start menu provides quick access
to features, programs, and files on
your computer.

The Help and Support Center provides
answers to your questions about
Windows Vista.

o
|
B
]

Choase a desktop badkground
Chek 0 puctuse 10 make & your deshtep bachgreund. Te ute » pucture that's net kited,
browse to the pacture and double cick &

Pusorn Location | Windoms Walpapers

Folder windows display the contents
of folders on your computer.

How ihoutd the picture e poutianed!

-

Multiple open windows can be displayed in
different arrangements on the desktop.
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Concept Preview

The following concepts will be introduced in this lab:

~

Operating System An operating system is a collection of programs that helps the computer
manage its resources and that acts as the interface between the user and the computer.

Desktop The desktop is the opening screen for Windows Vista and is the place where you
begin your work using the computer.

Menu A menu is one of many methods used to tell a program what you want it to do. When
opened, a menu displays a list of commands.

Window A window is a rectangular section of the screen that is used to display information
and other programs.

Dialog Box A dialog box is a window that is displayed whenever the program requires
additional information from you in order to complete a task.

Folders A folder is a named area on a disk that is used to store related subfolders and files. Y,

JStarting Windows Vista

The primary purpose of a computer is to run application software, such
as a word processor, designed to help you accomplish a task. However, in
order to run application software, all computers must first load an
operating system that controls the overall activity of the computer. (See
Concept 1: Operating System)

The operating system you will learn about is Microsoft Windows Vista,
the newest version of the Windows operating system. Windows Vista has a
Home Basic version, a Home Premium version, an Ultimate version, an
Enterprise version, and a Business version. The Business version can be
used on individual machines and small noncorporate networks. The
Enterprise edition is used for large corporate networks with over 25
machines.

Additional Information

Refer to the Overview for a
discussion of software.

Wwv1.4 Lab 1: Windows Vista Basic Skills (
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Concept 1

Operating System

Manage resources

User interface

Running application software Loads programs designed for specific uses such as word

The operating system is the software that helps the computer manage its resources and that acts as the\
interface between the user and the computer. Like all software, the operating system software consists
of a collection of programs. Programs are a sequence of instructions that direct the computer to per-
form different tasks and are stored as files on the computer. A file is the named unit of storage in your
computer that enables the computer to distinguish between one set of information and another.

The three main functions of an operating system are to manage resources, provide a user interface,
and run application software.

Coordinates the different parts of the computer system so that
all parts work together. This includes coordinating the flow of
data to and from the system unit and to and from input and
output devices like the keyboard and the display screen. This
controls computer system resources and includes providing the
means to manage and store information on the computer.

Provides the means for users to interact with the computer
consisting of both hardware and software.

processing, graphics, and spreadsheet analysis.

J

Windows uses a graphical user interface (GUI) that uses pictures to
represent familiar objects. The hardware required to interact with the
computer includes a monitor, mouse, and keyboard. Messages are
displayed on the monitor that you respond to using a mouse or keyboard.
The messages that appear are provided by the software. The Windows
operating system and applications that can be used with this operating
system all use the same interface features. The use of a common user
interface makes it easier and faster to learn other applications.

The Windows Vista Business, Enterprise, Home Premium, and Ultimate
versions also include Windows Aero, a feature that displays transparent
glass designs with subtle window animations and new window colors. To
use this feature, certain minimum hardware requirements must be met.
The Windows Aero user interface is shown in these labs.

Note: If you are not able to use the Aero feature, your screens will look slightly different and

some features may operate differently. These differences are minor and will be addressed in
Additional Information margin notes.

Starting Windows Vista Wv1.5



If your computer is on:

Turning on the Computer

The first thing you need to do is to turn on the computer. When you turn it
on, system and hardware checks are performed and the Windows Vista
operating system program is loaded into main memory automatically.
This process is called a cold start. Flipping the power switch located on
the back or right side of your computer or pushing the button on the front
of your computer turns on most computers.

When your computer is on, you can hear the fan running and, on most
machines, lights are lit on the front. The monitor, however, may be dark or
may be displaying a moving picture called a screen saver. When a
computer has not been used in a while, it goes to “sleep” to conserve
energy. You may simply need to “wake up” the system by pressing any key
on the keyboard. If the monitor is off, you need to turn it on and adjust the
color and brightness. The button to turn it on and the dials to adjust it are
generally located on the front of the monitor.

If necessary, press any key or click the mouse button to “wake up” the computer.

If necessary, turn your monitor on and adjust the contrast and brightness.

If your computer is not on:
Turn on the power.

If necessary, turn your
monitor on and adjust
the contrast and
brightness.

Your screen should be
similar to Figure 1.1

Additional Information

Use a “strong” password, one
that is hard to break. It should
be a minimum of seven
characters, contain a symbol
character in the second
through sixth position, and be
different from prior passwords.
Do not use your name or a
common word or name.

WV1.6

Lab 1: Windows Vista Basic Skills (

L3

| Account user icons

&

Figure 1.1

The Windows Welcome screen appears and displays user icons for each
user account on the system. At home and in business, multiple users on a
single computer are common. As a security measure, separate user
accounts for each user can be created to control access to information
stored on the computer. Each user account requires a user name. In
addition, a password may be required. The user account can be set up to
limit the user’s access to the computer and to restrict use of that user’s
documents and programs by others. Finally, because people like to work
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Additional Information

The picture associated with

in different ways, each user account automatically stores the user’s
personal settings and preferences that are activated when the user logs on.

the user account is assigned To gain access to the computer, you need to log on by selecting a user
at random when the account account and entering a password, if needed. To interact with items on the

is created; however, it can

changed to another of your

choice.

be | screen you use the mouse and keyboard.

Using the Mouse

Additional Information

In a network environment,
the network administrator
creates user accounts and

passwords and defines the
level of access available on

each account.

The [ symbol on your screen is the mouse pointer. It is controlled by the
hardware device called a mouse that is attached to your computer. Most
commonly, the mouse is a handheld device that you move across the
surface of your desk. There are two common types of mice: a wheeled
mouse, which uses a rubber-coated ball, and an optical mouse, which uses
a light-emitting diode (LED). For the wheeled mouse, the rubber-coated

Left button

ball on the bottom of the mouse moves as you move the mouse. For the
optical mouse, the LED at the bottom of the mouse bounces light off the
surface beneath it to calculate coordinates. The movement of the ball or
LED is translated into signals that tell the computer how to move the
onscreen pointer. The direction the ball or LED moves controls the
direction the pointer moves on the screen.

Cable

Connects and sends
electronic signals from
mouse to system unit

Optical sensor

Single-click item to
select it; double-click
to perform an action

Right button
Single-clicking on an
object typically displays a
shortcut menu of options

Roller ball )
Converts movements

of the mouse into

electronic signals /\

Wheeled mouse Optical mouse

Some computers use a trackball, a stick, or a touch pad to move the
mouse pointer. The direction that you move the ball or stick with your
fingertips or drag your finger on the pad is the direction the mouse
pointer moves on the screen.

Starting Windows Vista Wv1.7



The mouse pointer changes shape on the screen depending on what it is
pointing to. Some of the most common shapes are shown in the table
below.

Pointer Shape Meaning

[s Normal select

L Link select

I 1-beam Move the insertion point
e Area is not available

(9] Busy

= I Horizontal/vertical resize
" Diagonal resize

On top of the mouse are two or three buttons that are used to choose

Additional Information

wWher fiTee BUtions are items on the screen. If your system has a stick, ball, or touch pad, the
available, the middle button buttons are located adjacent to the device. The buttons are used to point,
can be programmed as the click, double-click, and drag. These mouse actions are described in the

doub table below. Some mice include a wheel button located between the two

buttons. The wheel is used differently by different applications but is
commonly used to quickly move through information displayed on the

screen.
Point Move the mouse so the mouse pointer is positioned
on the item you want to use.
Click Press and release the left mouse button.
Right-click Press and release the right mouse button.
Double-click Quickly press and release the left mouse button twice.
Drag Move the mouse while holding down the left or right
mouse button.
Wv1.8 Lab 1: Windows Vista Basic Skills ( www.mhhe.com/olearyseries2007 )




You will log on to the computer by selecting your user account.

Move the mouse in all
directions (up, down,
left, and right) and
note the movement of
the mouse pointer.

@ Click on your user
account icon.

Your screen should be User Name .
similar to Figure 1.2 =

Switch User

Type password

e

"ﬁ Windows Vista

Figure 1.2

Clicking on your user account icon displays only your account icon and a
Your instructor will provide password text box in the window. A text box is a box in which you type
the necessary user name and information. A blinking vertical bar called an insertion point appears in
password information. the text box indicating it is ready to accept your entry. If the insertion
point is not displayed, activate the text box by clicking in it. The password
will appear as a series of dots as you type to maintain the privacy of the

password.
[ Windows Vista desktop ] e BT

Additional Information

Type your password

and click [&J or press
to complete :

the entry.

Additional Information

If you enter an Incorrect
password, click in
response to the advisory
message, and reenter it S ke o
Correctly. U.S. to admit 7,000 1.

Kobe wants Lakers t.
Mouse pointer
How much higher ca

Your screen should be
similar to Figure 1.3

THCTHE G 340

Figure 1.3
Starting Windows Vista Wv1.9



Windows Vista loads the personal settings associated with the user
account and the Windows screen is displayed. Your screen may be slightly
different, depending upon how your school has set up the computers.

Exploring the Desktop

The Windows screen, called the desktop, is used to access the tools you
need to use the computer.

~

Concept 2

Desktop N

P28 The desktop is the opening screen for Windows Vista and is the place where you begin your work using
the computer. 1t is called a desktop because it provides quick access to the tools you need to complete
your work using the computer. The desktop is made up of many items called objects. Each object con-
sists of settings and attributes called properties that are unique to the object and that affect what the
object looks like, what the object can do, or what you can do to the object. Just about all the objects
on the desktop have properties associated with them. For example, the small pictures, called icons, on
the desktop are each made of properties that control what the icon does. The desktop itself is an object
that has properties. The properties can be viewed and changed if necessary to suit your needs. For exam-
ple, you can change the color of the desktop background.

Like your own desk at home or work, you can add and remove objects from the desktop, rearrange
them, or get rid of them by throwing them into the “trash.” You also can open some objects, much like
a drawer in your desk, to access other tools or materials you have stored in it. You can then place these
items on the desktop or take items off the desktop and place them in the “drawer.” Just like your own
desk, your most frequently used items should be on the desktop so you can quickly access them to begin
work. Those items that you use less frequently should be put away for easy access as needed, just as you
might put papers in a drawer or on a nearby shelf.

J

Initially, the Windows Vista desktop displays one icon for the Recycle Bin,
where deleted items are stored until they are permanently removed.
Because the desktop can be customized to suit individual needs, your
desktop may have been modified from the default Windows Vista layout.
For example, your desktop may display many additional icons in different
locations. Several common icons that may already appear on the desktop
are described in the following table.

The right side of the desktop may display Windows Sidebar, an area
This feature is explained in where you can keep information or tools that you frequently use for easy
Appendix B: Customizing the | access. Information is accessed through “gadgets,” which are small
Desktop. programs designed for specific purposes. Initially, a clock, a picture, and a

news headline gadget are displayed.

Icon Description

H Opens the Documents location where documents you
create using an application program are stored

Additional Information

'{,: Starts the Internet Explorer program
Starts the Microsoft Word 2007 program
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0% Point to the E

icon.

Your screen should be
similar to Figure 1.4

Tooltip about Recycle Bin

]

RecycleBinp\

Contains the files and folders that you have deleted.

Burglar steals police
Man eats dog to prot.
Boeing sued over CIA

Woman on support d.

Taskbar

Additional Information

The icons in the notification
area may be hidden if they
have not been used recently.
Clicking | displays the icons.

Having Trouble?

If your taskbar is not visible,
it may be set to hide
automatically when not in
use. To redisplay it, point to
the area of the screen (the
bottom by default) where the
taskbar is located.

Having Trouble?

Your taskbar may display
different icons than those
shown in Figure 1.4.

Additional Information

See Appendix B: Customizing
the Desktop to learn how to
resize the Quick Launch
toolbar.

< HeTME G 349oM

Figure 1.4
Quick Launch toolbar ]

A tooltip appears containing a brief description of the item you are
pointing to. You will find that tooltips are used throughout Windows
programs to quickly provide information about the object you are
pointing to. The tooltip disappears after a short period of time.

At the bottom of the desktop screen is the taskbar. The @ Start button
on the left end of the bar is used to start a program, open a document, get
help, find information, and change system settings. The center of the
taskbar in Figure 1.4 is currently blank. It will display taskbar buttons
representing currently active tasks as you use Windows, making switching
between tasks easy. The right end of the taskbar is the Notification area. Tt
displays the clock icon showing the time as maintained by your computer.
To the left of the clock are several icons that indicate those tools that are
automatically started when you turn on your computer and are running in
the background, such as a speaker if your system includes audio
hardware. This area also temporarily displays icons while a tool is in use,
such as a printer when printing is in progress.

In addition, the taskbar may display the Quick Launch toolbar. Tt
contains shortcuts to frequently used programs. Initially, it includes a
button to start the Microsoft Internet Explorer Web browser program that
is included with the Windows Vista operating system and a very handy

Show Desktop button that you will learn about shortly. It also includes

a B Switch between windows button that provides a quick and easy way
to switch between multiple open windows. Because the Quick Launch
toolbar can be customized, it may display additional buttons, such as
Windows Media Player. If a [ appears at the right end of the toolbar, it

means there are more buttons that cannot be displayed. Clicking [

Starting Windows Vista Wv1.11



accesses the hidden buttons. However, it is best to resize the toolbar to
display all the buttons to provide quick access to them.

Point to the
notification icons and
any buttons on the
taskbar to view their
tooltips.

@ Point to @ Start.

Your screen should be
similar to Figure 1.5

ek H=CE < HeT e 351 M

Click to open Start menu ]

Figure 1.5

The @ Start button is one of the most important features in Windows
Vista, as it is the starting point for most features on your computer.

JUsing Windows Vista

To use your computer, you need to start application programs and access
documents you have created. As you learn about Windows Vista, you will
find there are many ways to perform the same task.

Using the Start Menu

Using the € Start button is one of the best places to learn how to use
Windows Vista. It provides quick and easy access to most features you will
use frequently.

Wv1.12 Lab 1: Windows Vista Basic Skills (
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€ o cick @ start.

Another Method

You also can open the Start

menu by pressing or
+ on your keyboard.

Your screen should be
similar to Figure 1.6

Application software
program names

Pinned items list U —
Documents
£ Internet  — | ‘

& Intemet Bxplorer

. E-mail User Name
I3 Microsoft Office Outlook

LI

4' Welcome Center N Israeli aircraft hits ca.
Pictures Five common folders
y Paint Brown takes over La.

Music
gﬂ Windows Sidebar Educational films ret

Games

S| windows Media Pia Storms kill more tha
yer

| WordPad £ 4548 v
< Recent Items

@ Snagit Features that are used to
e S locate files and establish

@ Windows Media Center Network network connections

)] Notepad Connect To :\

&g Windows Live Messenger Download Control Panel | .
h Features that modify

computer settings
>  AllPrograms Help and Support and get help

Default Programs

—

- Ve oS ——————— el e LA
Opens list of
all programs

Figure 1.6

Search box

The Start menu is used to communicate with the operating system so you
can start programs and access features and items in your computer. It is
one of many menus you will see in Windows Vista.

Concept 3

A menu is a list of items from which you select to tell a program what you want it to do. A colored high-
light bar, called the selection cursor, appears over the selected item. If the selected item displays a [,
a submenu of additional items automatically appears. This is commonly called a cascading menu. Then,
to choose an item, you click on it. When the item is chosen, the associated action is performed.

~

~

J

The Start menu consists of items that are used to start programs, access
files and documents, customize your system, get help, search for items on
your computer, and more. It is divided into three basic areas.

The first area is the left pane of the Start menu. It displays a list of
names of application software programs. The program icons to the left of
each name are graphic representations of the feature.

The upper section of this pane is the pinned items list where the
names of programs that are always available are listed. The lower section
displays the names of frequently used programs in alphabetical order. You
can customize this list to display from 0 up to 30 programs. Programs you
have not recently used are removed from the list and replaced with the
more recently used programs. The All Programs button at the bottom of
the list provides a menu of all programs from which you can select.

Using Windows Vista Wv1.13




Additional Information

You will learn about folders
shortly.

94 Point to any item in

the Start menu and
read the tooltip.

@ Click

l » Al Programs | .

® Ciick to

open the item.

® Pointto [dre .

Another Method

You also can move the
selection cursor using the
four directional arrow keys
(€J#)>)®)) and then press
to choose a selected

item.

Your screen should be
similar to Figure 1.7

Wv1.14 Lab 1: Windows Vista Basic Skills (

The second area of the Start menu is the | stor searcn »| Search box
located in the lower left corner. It is used to search for open programs and
files on your computer by typing in search terms.

The third area is on the right pane of the Start menu. The upper section
displays your user icon and the names of five common folders, storage
locations for items, that are provided with Vista. The middle section
includes features that help you locate files and establish network
connections. The lower section provides access to features that are used to
modify computer settings and get program support. Because the Start
menu can be customized, yours may display different items.

Below the right pane are two buttons, Power and Lock,
that are used to shut down or restart the computer, lock the computer, or
end a user session. The [ next to the button displays a menu with
additional options for switching users, logging off, restarting, or shutting
down.

Pointing to an icon in the Start menu moves the selection cursor to the
item and displays a tooltip. Clicking on an item that displays a program
icon would then start the program. Clicking on an item that displays a [1]
displays a list of additional program or folder items.

All Programs list open
Documents
Windows Media Player u

Windows Meeting Space
B Windows Movie Maker User Name
Windows Photo Gallery
& Windows Update Documents

. < 1 Pakistan rejects milit
& Calculator 8  Accessories folder open

B¥ Command Prompt 10 police die in Afgh.
@9 Connect to a Network Prq
) Notepad

{ Pai
& Remy
i3] Run
R Snipping Tool Recent Items
1 Sound Recorder

@ Sync Center Comgaiter X
4 Welcome Center £ Tooltip

/8 Windows Explorer Network

3rd child dies after v.

Libby pays $250,000
Ci

8 Windows Mobility Center

B Windows Sidebar Connect To
=) WordPad

|, Ease of Access Control Panel

J. System Tools
Ji Tablet PC Default Programs

Help and Support
= a

< e ME G 355eM

Closes All Programs

menu Figure 1.7

Because the Accessories item is a folder, it displays another list of
additional items when selected. You will learn more about folders shortly.
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Click

to display the original
Start menu list.

Point to Recent Items g
in the right pane to (En Intemet

& Intemet Bxplorer

display a submenu of o i oo
recently opened items. @ vecomecenr Documents

5 U.S. troops die in A
Pictures

i{ Paint Dozens slain at kaqr.

Music

Your screen should be B windows Sidebar

Games

similar to Figure 1.8 Windows Media Player Feds: Top spammer

Search

4= s A 6164 v
] WordPad Recent Items gl & Hiking
L &) Machu Picchu
e Snaglt 8
g

Computer

@ Windows Media Center Network

ﬂ Notepad Connect To
8‘5 Windows Live Messenger Download RS EERE]

Default Programs

> Al Programs Help and Support

< HeTME G 357M

Figure 1.8

04 Click outside the Start menu box on a blank area of the desktop to close the menu.

Another Method Developing the skill for moving the mouse and correctly positioning the
| pointer takes some time. If you accidentally find yourself in the wrong
location or in a command that you did not intend to select, cancel the

again or press el + selected menu as you did above and try again.
to close the Start menu.

You also can click € Start

Starting Windows Help and Support

Next, you will use the Start menu to open Windows Vista Help and
Support. As you are learning to use a program, you will find that using the
program’s Help feature is an invaluable source of information about
commands and procedures.

Clicking most icons in the Start menu starts a program or accesses the
item or feature immediately.

Using Windows Vista Wv1.15



Open the Start menu
again.

Displays Windows
Help and Support m

[SE ==

Click n

the right pane to
choose this item.

&

Windows Basics Security and Windows Online Help
Maintenance

Another Method

Once an item is selected 1™ _
(highlighted), you also can g u] ? e
press to choose it.

Table of Contents Troubleshooting What's new? ‘ Russia won't extradi

U.K. combs alleged b.

Ask someone ‘

Use % Windows Remote Assistance to get help from a friend or offer
help.

China nightclub blast

Window border

Your screen should be
similar to Figure 1.9

Additional Information

Some features have ~
keyboard shortcuts that you hy?‘
can use in place of selecting
the command from the Taskbar button
menu. The keyboard
shortcut to start Windows
Help and Support is + v

. e TR 2 B O Window Repand < 5e GG 350PM

Post a question or search for an answer in Windows communities.

For technical assistance, contact Microsoft Customer Support online.

More support options...

Information from Microsoft

1. Find yourfiles and folders
2. Get your programs to work on this version of Windows

3. Update your drivers

b || % Ask someone or expand your search

a i Offline Help ~
for open window —

V

Figure 1.9

You have executed the Windows Help and Support item, the Start menu is
closed, and Windows Help and Support is started.

Having Trouble? ,Workillg With Willdows

Do not be concerned if your
window is a different size or
location. You will learn to use desktop. The taskbar displays a taskbar button for the open window.
the Windows Help and

Support window shortly.

The Windows Help and Support program displays in a window on the

~

Concept 4

~
A window is a box or frame that appears on the desktop and is used to display information and other
programs. Each program that you open is displayed in its own window. Multiple programs, each in its
own window, can be open at the same time. This makes it easy to switch from one project to another as
you work. The use of windows to display programs and other information is how the Windows operat-
ing system got its name.

Most windows have a title bar located at the top of the window that displays the program’s name,
in this case Windows Help and Support. The upper-right corner of a window displays three buttons that
are used to control the window. Below the title bar you often will see a menu bar or a toolbar contain-
ing commands that are used to work with the program. The menu bar generally displays menu titles that
when clicked on display a list of commands or a submenu of additional choices. Toolbars contain but-
tons that provide shortcuts for starting programs or using common features and commands. The con-
tent of the window is displayed in the large space below the toolbar.

J
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Sizing and Moving Windows

Sometimes the location and size of a window when it opens are not
convenient for what you want to do. To make the desktop more workable,
you can move and size windows.

The size of a window can be adjusted to just about any size you want.
Using the buttons in the title bar (described in the table below), you can
quickly minimize a window to its smallest size, maximize a window to its
largest size, restore a window to its previous size, or close a window
entirely.

Button Description

[ Minimize Reduces a window to its smallest size.

Maximize Enlarges a window to the full screen.

Restore Returns a window to its previous size after a window
has been maximized.

Close Used to exit the application running in the window and

to close the window.

In addition, a window can be custom sized by pointing to the window
border and dragging the border in the direction you want to size it.
Dragging inward decreases the size and dragging outward increases the
size. To change the height of a window, drag the top or bottom window
border. To change the width of a window, drag the side window border.
Dragging a corner changes the height and width simultaneously.

A window can be moved anywhere on the desktop. Moving a window
simply displays the window at another location on the desktop. It does not
change the size of the window. To move a window, point to the title bar
and drag the window to the new location on the desktop.

You will try out these features by sizing and moving the Windows Help
and Support window on your desktop. Your Windows Help and Support
window may be a different size than shown in Figure 1.9. This is because
Windows remembers and stores in your personal settings the size of a
window when you last used it and displays it the same size as it last
appeared.

First, you will maximize the window.
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H =g i i Maximized window
G_. Click Maximize in A fills entire screen

the Windows Help and

(3 Windows Help and Support

Support window title P
bar.

Find an answer

Additional Information j
A tooltip appears that ~

€

»

displays the button name Windows Basics Security and Maintenance Windows Online Help
when you point to a button. il 2 e
L
Table of Contents Troubleshooting What's new?

Your screen should be
similar to Figure 1.10

Ask someone
e Use = Windows Remote Assistance to get help from a friend or offer help.
o Post a question o search for an answer in Windows communities.
o Fortechnical assistance, contact Microsoft Customer Support online.
« More support options...

Information from Microsoft

1. Find yourfiles and folders
2. Get your programs to work on this version of Windows
3. Update your drivers

3 Forin-depth technical information, visit the Microsoft website for IT professionals.

@ For more information, visit Windows Online Help and Support.

Additional Information ©2007 Microsoft Corporation. All rights reserved.
If you are accessing online !

¥ Ask someone or expand your search

& 1
Help, the | “  will appear as {3 Offine Help v

B ' @ Windows Help and .. <59 WE & s00eM

. You will learn about

Fi 1.10
online Help shortly. igure

The Windows Help and Support window now appears the full size of the
screen and occupies the entire desktop. Maximizing a window is helpful
when you want to be able to view the maximum amount of content
possible in the window. When a window is maximized, the Maximize
button changes to Restore. This button is used to return a window to
its previous size.
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9—. Click k=il Restore. Window size restored ’

to previous size

e
Another Method ; & <2 T 2 Ak Options v
You also can double-click the
5 3 o Search Help

window title bar to maximize
or restore a window. Find an answer

Y hould b = e

Our screen s Ou e Windows Basics Security and Windows Online Help
similar to Figure 1.11 i

m e e
Table of Contents Troubleshooting What's new? Israeli aircraft hits ca

Brown takes over La

Ask someone

. . Educational films ret
® Use - Windows Remote Assistance to get help from a friend or offer

help.
Post a question or search for an answer in Windows communities.

Storms kill more tha

For technical assistance, contact Microsoft Customer Support online.
More support options...

Information from Microsoft

1. Find yourfiles and folders
2. Get your programs to work on this version of Windows
3. Update your drivers

% Ask someone or expand your search
i3 Offline Help ~

<

" @ Windows Help and .. | < ¢ W W 401 PM

Figure 1.11

The Windows Help and Support window is now the same size as it was
e T Tl before it was maximized. Next, you will custom size and shape the
that is maximized. window by adjusting the window borders. When you point to a window
border, the mouse pointer changes to a two-headed arrow <=:. The
directions in which the arrowheads point indicate the direction in which
you can drag the border. First, you will adjust the height and width of the
window.

Additional Information

Having Trouble?
Reminder: To drag, point to
an item and hold down the
left mouse button while
moving the mouse.
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Wv1.20

Point to a side border
of the Windows Help
and Support window
and, when the pointer
changes to <=, drag
the mouse inward and
outward to adjust the
width of the window.

Point to a top or
bottom window border
and when the pointer
changes to I, drag the
mouse inward and
outward to adjust the
height of the window.

Size the window using
the borders until the
window size is similar
to that shown in
Figure 1.12.

Your screen should be
similar to Figure 1.12

Point to a corner of the
window and when the
pointer changes to ",
drag the mouse
inward and outward to
adjust both the height
and width of the
window
simultaneously.

Size the Windows Help
and Support window
until the window size
is similar to that
shown in Figure 1.13.

Your screen should be
similar to Figure 1.13

Lab 1: Windows Vista Basic Skills (

Window size changed
by dragging window
borders

6 Windows Help and Suppo

Documents

Find an answer

-7} ’
-
td Windows Basics
Internet
Exploter

Security and Maintenance

| ?

Table of Contents

Windows Online Help

What's new?

Burglar steals police

Troubleshooting Man eats dog to prot
Boeing sued over CIA

Ask someone
‘Woman on support d.
« Use Windows Remote Assistance to get help from a friend or offer help.

o Post a question or search for an answer in Windows communities.
o Fortechnical assistance, contact Microsoft Customer Support online.
« More support options...

Information from Microsoft
1. Find your files and folders
2. Getyour programs to work on this version of Windows
3. Update your drivers
@ Ask someone or expand your search

i Offline Help ~

<TG & £02eM

| / \ sy =
% | (=] (= B | @ WindowsHelpand ..

Figure 1.12

Generally, it is faster to size a window by dragging the window corner,
because this adjusts both the height and width simultaneously. When you
point to a window corner, the pointer changes to %,.

Find an answer

d >

Security and Windows Online
Maintenance Help

e ? ©

Table of Contents  Troubleshooting What's new?

Fa ™

Internet Windows Basics

Bears cut Tank Johns.
Dry cleaner wins in $.
Top court backs Bush

Message from seize.

Ask someone

Use 5 Windows Remote Assistance to get help from a
friend or offer help.

Post a question or search for an answer in Windows
communities.

For technical assistance, contact Microsoft Customer
Support online.

More support options...

Information from Microsoft

1 Find vour filec and folderc
& Ask someone or expand your search

i1 Offline Help ~

~
b, 2

< e ME G 50aPM

vl /2 B | ® WindowsHelpand..

Figure 1.13

Height and width of window
sized simultaneously

www.mhhe.com/olearyseries2007 ]




Point to the Windows
Help and Support
window title bar and
drag the window to
the lower-left corner
of the desktop.

Your screen should be
similar to Figure 1.14

Notice as the window is sized that information in the window is
reformatted as much as possible to display in the new window space.
Once a window has been custom sized, the only way to return it to the
original size is by resizing the window again.

You also can move a window to another location on the desktop by
dragging the window title bar.

Window moved by
dragging title bar

TE=EEExE)

Find an answer

# e @

Windows Basics ~ Securityand  Windows Online
Maintenance Help

e ? ©

Table of Contents  Troubleshooting What's new? Storms kill more tha

Israeli aircraft hits ca.

Brown takes over La

Educational films ret

m

Ask someone

e Use > Windows Remote Assistance to get help from a
friend or offer help.

o Post a question or search for an answer in Windows
communities.

o Fortechnical assistance, contact Microsoft Customer
Support online.

o More support options...

|
Information from Microsoft

1 Find vour filec and folderc
2 Ask someone or expand your search

i1 Offline Help +

(@ Windows Help and ... <5 MG G 4:05PM

Figure 1.14

Moving a window allows you to see information under it on the desktop or
in other open windows while still being able to view the information in the
window.

Often you will want to keep a window open for future reference, but
you do not want it to occupy space on the desktop. To do this, you can
minimize the window.
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Click Minimize in
the Windows Help and
Support window title
bar.

Your screen should be
similar to Figure 1.15

—— T e P
4 =] 2 B "(2)'Windows Help and ... <O 405PM

Figure 1.15

Help window open
but minimized

The window is no longer displayed on the desktop. The Windows Help and

Additional Information

fohera e notthe Ueer Support button in the taskbar, however, is still displayed. This indicates

interface, a tooltip with the the window is still open but minimized. To redisplay the window, simply

g?mf Of(';he object is click on its taskbar button. When you point to a taskbar button, a Live
isplayed.

Icon representing the content of the selected object is displayed.

Point to el T ETEE to see the Live Icon or tooltip.

click (3 Windows Help and ...

The Windows Help and Support window is redisplayed on the desktop in
the size and location it last appeared.

Scrolling a Window

As you resized the window, you were able to see more of the window contents
as the window was enlarged and less as it was made smaller. When there is
more information in the window than space, a scroll bar is displayed. It is

Additional Information

If there is no scroll box in the | used with a mouse to bring additional lines of information into view in a
scroll bar, this indicates the space. Scroll bars can run vertically along the right side or horizontally
er]t'c;e topic is visible in the along the bottom. The vertical scroll bar is used to move vertically and the
window.

horizontal scroll bar to move horizontally in the space. The scroll bar
consists of scroll arrows and a scroll box. Clicking the arrows moves the
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information in the direction of the arrows, allowing new information to be
displayed in the space.

Vertical scroll Bar Horizontal scroll Bar

Up scroll arrow A -
Left scroll arrow Right scroll arrow

Rl Tt Ll

1

Scroll box
Down scroll arrow F -

Move the Windows
Help and Support
window to the center
of the desktop.

1€ Windows Help and Support

Windows Basics ~ Securityand  Windows Online
Documents Maintenance Help

Reduce the size of the 73 Il ? e

- . El -~ Table of Contents Troubleshooting ~ What's new? 4
window similar to that [Bz¥%

R . Exploter
shown in Figure 1.16. Ask someone Kidnapped BBC repor

o Use Windows Remote Assistance to get help from a

friend or offer help. 8 timesaving tips for.

« Post a question or search for an answer in Windows

Click [~ | three times  [Eias [ pr————"-
to bring more
information into view
in the window.

8 timesaving tips for

Clicking down scroll arrow
scrolls window content up

Your screen should be
similar to Figure 1.16

= W @ WindowsHelpand ... | < He e G 6.08PM

Figure 1.16

The information in the window has moved up line by line, allowing new
information to be displayed in the space. Did you notice the movement of
the scroll box as you scrolled the pane? It moved down along the scroll bar
to show your relative position within the area of available information. In
many scroll bars, the size of the scroll box also indicates the relative
amount of information available. For example, a small box indicates that
only a small amount of the total available information is displayed, whereas
a large box indicates that almost all or a large portion of the total amount
of available information is displayed.

To move larger distances quickly, you can click above or below the scroll
box to move the information in the window up or down a window-full at a
time. Additionally, you can drag the scroll box to move to a general location
within the window. Finally, by holding down the scroll arrows, you can scroll
the window quickly line by line.
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bar. ey

Documents Find an answer

9& Drag the scroll box to : -
the top of the scroll et B e | N
P es window displayed V

Scroll box at top
of scroll bar

1
@ Click on the scroll bar
below the scroll box.

F
£ |

Windows Basics Security and Windows Online

L™~ Maintenance Help
Internet 5 »
Exploter .
@ Point to [~] and hold " ? ()
down the |eft mouse Table of Contents Troubleshooting ~ What's new? Audiocast: Top 10 tip
A Toyota most product.
button for a few z W e

seconds to L. iGOffiincHelp~ | Billy Graham Library
continuously scroll to =
the top of the window.

Your screen should be Figure 1.17
similar to Figure 1.17

The scroll box is at the top of the scroll bar when the information at the
top of the window is displayed.

,Using Help and Support

Windows Help and Support is used to access information about using
Windows Vista. The toolbar displayed below the title bar contains buttons
that help you use and navigate within Windows Help and Support. The
toolbar buttons are described in the following table.

Button Description

Displays previous page of information
Displays next page of information after is used.

Displays the opening (Home) page of the Help and
Support Center.

Provides a table of contents list of topics from which you
can select to access subtopics.

Prints the current page of information displayed in the
Help and Support window.

2 Ak Provides links to customer support and additional
resources for getting help.

Displays options to modify Help and Support settings.

EIE!E@**D

The main window area displays a list of Help topics you can select.
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Point to Windows
Basics.

Your screen should be MI‘:“SG PP‘;‘."er il aj{bk
similar to Figure 1.18 Documents when pointing to a hyperlin

™ lows B, Security and Windows Online

Maintenance Help

? e 3 Gls, 2 journalists s!.
e

Table of Contents Troubleshooting What's new? Rice tells Iran it's i

Intemet
Exploter

India clashes kill 18 i.
% Ask someone or expand your search

i Offline Help Economic growth sta

A 6568 v

Figure 1.18

AdditionaFINTERRETEn Notice that the topic you are pointing to appears ir} b'lue 'text and upderliped
The Windows Help system and that the mouse pointer appears as a 1. This indicates the item is a
uses Hypertext Markup hyperlink. Hyperlinks typically provide a connection to information at
Language (HTML), a simple another location. Clicking on a hyperlink jumps to that location and displays

programming language that
is used to create hyperlinks
and format and display

the information.

information.
9% Click Windows Basics. g Windows Basics
Recycle Bin Help page
Your screen should be

similar to Figure 1.19

Windows Basics: all topics

Windows Basics topics are designed to introduce you to
personal computing and the Windows operating system.
Whether you're a beginning computer user or someone

| with experience using a previous version of Windows, these
topics will help you understand the tasks and tools you

‘ need to use your computer successfully.

Learn about your computer [N
Spurs advance to NB.

! m ‘ « Introduction to computers
Hyperlinked subtopics & Bart ofa comoutss US. to admit 70001
- « Using your mouse

Kobe wants Lakers t.
2 Ask someone or expand your search

i Offline Help v How much higher ca

Figure 1.19

The Help and Support window now displays the Windows Basics Help
page and a list of main topics and hyperlinked subtopics. A page is a unit
of information contained in Windows Help. The window also displays a
scroll bar because there is more information than can be currently
displayed in the window. Clicking on a subtopic will display information
about the selected subtopic.
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Scroll the window to , Help content on working

. a a lort
see all of the available SR with windows -
i i T T
topics and subtopics.
[ sorcn Helo
Documents Working with windows
Click Working with WhenevagBuopena Inthisarticle
. . h fr:;grah,m& or ® Parts of a window
oioch eappearson e Moving a window
windows in the [‘;- SN NS 50 | g e st of
Desktop fundamentals [ window (hatwhere | LTS L
. - Exploter the Windows e
‘ g a window
main toplc' QP s  Switching between Pakistan rejects milit.

its name). Because

windows are windows
r@ everywhere in Arranging windows 10 police die in Afgh
2 Windows it's automatically
<

Micro: [

Your screen should be i R Ask someone o expand your search
similar to Figure 1.20 1 Offine Hep ~ | sy pays $250.00

3rd child dies after v.

Figure 1.20

The window now displays a page of content about working with windows.
The page also displays a list of links to the major topics of the article to
help you quickly jump to the selected topic.

Additionally, whenever you see a green word in a Help topic, you can
click on it to see a definition of the term.

Click on the green
words “operating -
system.” Definition for

"operating system”

Additional Information Wherievergouops A e etk
program, file, or o Parts of a window
Pointing to a defined term 7 * Moving a window
. 5 = Y e Changing the size of
displays the tooltip, View vindow
t
He Z Hidi d
Definition. g oW
Closing a window
— WP: Somalis voyage
The computer program that manages all other programs on the
computer, The operating system stores files, allows you to use software WP: Bush moves tor.

YOUr screen Should be ¢ programs, and coordinates the use of computer hardware (such as the
similar to Figure 1.21

WP: The ever-growin.

i Offline Help H WP: A test of ethics i

Figure 1.21

A pop-up box containing a definition of an operating system is displayed.
Because there is a lot of information about this topic, the scroll box is
small, indicating that a small amount of the total available information is
displayed in the window. You will increase the size of the Help window to
view more information and then scroll to the bottom of the window to see
links to additional related topics.

Wv1.26 Lab 1: Windows Vista Basic Skills (

www.mhhe.com/olearyseries2007 ]




@ o ciick outside the

definition box to clear
it.

s & <% " 2 Ak Options ~
information. You'l ften see dialog boxes when s program or
Windows needs a response from you to continue.

@ Increase the size of

the Help window 75 S rminrs

similar to that shown W Sy , ;

in Figure 1.22. B e T T

WP: “Microtargeting’.

@ Scroll the window and Offce Wo: DEigE st

read the Help 6 sl i I VeRan e

information on this Secaiso

topic and th ater

definitions. ist of links to The taskbar (overview)

additional related Windows Basics: all topics
Help pages =] LY

@ Scroll down to the
bottom of the page
. Recently viewed
and view the See also pages
list.

%) Windows Helpand ... | < BT HE G a20eM

Your screen should be Figure 1.22
similar to Figure 1.22

A list of additional related help topics is displayed. Clicking on one of
these links displays a new page of information about the selected topic.

Additional Information

Hyperlinks to recently viewed
pages appear in pink text.

Help content for

Click USIng menus, selected link displayed

buttons, bars, and

boxes. Displays previously @ N bl M
N | ESprre

Your screen should be ST T J— Ll

similar to Figure 1.23 v . k. oot

controls that you operate with Using scroll Bars
your mouse or keyboard. These
L™ controls allow you to select
Interet commands, change settings, or
Exploter work with windows. This section |
describes how to recognize and Using sliders
use controls that you'll Using text boxes

encounter frequently while Using drop-down lists
t using Windows. Using list boxes ‘Most severely woun

Using tabs

Using command buttons
Using option buttons
Using check boxes

Griffey passes McG.

Microsoft Using menus
Offi

Senators push immig.
Most programs contain dozens or even hundreds of commands

(actions) that you use to work the program. Many of these Blast kills 6 peaceke.
commands are organized under menus. Like a restaurant menu, a
program menu shows you a list of choices. To keep the screen
uncluttered, menus are hidden until you click their titles in the r[}nu
bar, located just undemeath the title bar. For example, clicking
"Image” in Paint's menu bar displays the Image menu:

A 4144 ¥

] Untitled - Paint

T—
T

& A= 2 B | @ Windows Help and.. <TG 21

Figure 1.23

A new page of information about this topic is displayed in the Help window.
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Navigating Help and Support

After viewing several Help topics, you may want to quickly return to a
topic you previously viewed. To do this, you use the 3| and & buttons on
the toolbar to move backward or forward through viewed topics. Notice
the [&] button is dimmed. A dimmed button indicates it is not available
until another action has been performed. In this case, it is not available
until after the K button has been used.

Using K& will display the last-viewed Help topics in the order in which

you displayed them.
- A - ¢
Click [ to display the § . —
previously viewed reon
page.
e Next page button |ith windows
® Scroll to the top of the is available bpen a program, file,  In this article
oTToTaerTCTppears on your Parts of a window
i S screen in 2 box or frame called a Movi d
window. o e Mot
Windows operating system gets e
et its name). Because windows are
E"-p[f::zr everywhere in Windows, it's AR —
R . important to understand how to Clising 8 windon
(] C||ck to d|sp|ay the iniove thismchange thir Seso Switching between Spurs advance to NB
- just make them go away. windows
i i Arranging wind it 7,
W|nd0ws Bas|cs: a“ i parte of 2 window al:;aor:g;:i:; ows USS. to admit 7,0001
Micro
i Although the contents of every o Dialog boxes Kobe wants Lakers t.
toplcs page' i window are different, all
windows share some things in common. For one thing, windows How much higher ca
always appear on the desktop—the main work area of your screen. In
addition, most windows have the same basic parts:

@ Click B to redisplay
the Working with
windows page.

3 @ 6

T T T
) Untitled - Notepad |
@||File Edit Format View Help |
| Al K
»

< | [

¥ Ask someone or expand your search

Your screen should be
similar to Figure 1.24

@ Windows Help and ... | < HeTHEK 423PM

Figure 1.24

You have moved back and forward through several pages of previously
displayed Help topics. You also can return quickly to the Windows Help
and Support opening window of information, called the home page,
using the ] Home button.
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9—. Click m Home. Displays Help home page

Your screen should be
similar to Figure 1.25

Find an answer

) > “

Windows Basics Security and Windows Online Help
Maintenance

.l , e Convoy attack kills a.
L

Table of Contents Troubleshooting What's new? American al-Qaida

The best ways to bu.
Ask someone
Jordin reportedly had.

Use  Windows Remote Assistance to get help from a friend or
offer help.

Post a question or search for an answer in Windows
communities.

For technical assistance, contact Microsoft Customer Support
online.

More support options...

Information from Microsoft

¥ Ask someone or expand your search
i3 Offline Help

" ® Windows Help and .. | < ¢ W@ 424PM

Figure 1.25

Using the Browse Help Feature

Another way to locate information is to use the Browse Help feature. This
feature displays a table of contents list of topics that you can use to locate
Help topics by subject.

0& Click [l Browse Help. .
B

Recycle Bin

Displays Help table
of contents

Your screen should be
similar to Figure 1.26 Sharch el
N

Documents Contents /

All Help

[l Getting started
Security and privacy

[l Maintenance and performance U.S. marks 4th of Jul.

Networking - connecting computers and devices
WP: ‘Microtargeting’.
Internet - going online and using the web
WP: Al-Qaida's "idiot.
W emai, , and other

Files and folders Iraq Embassy blunde.
Printers and printing
Programs, tools, and games

Pictures, videos, and movies

Music and sounds

Customize your computer

% Ask someone or expand your search
i Offline Help ~

@ WindowsHelpand ... | <L MG G 424PM

Figure 1.26
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eﬂ Click the topic Getting

Started.

@ Choose If you are new
to Windows — the
basics.

® Choose Desktop
Fundamentals.

@ Choose Working with
Windows.

Your screen should be
similar to Figure 1.27

Wv1.30 Lab 1: Windows Vista Basic Skills (

The page displays a complete list of subject headings. By clicking on one of
the headings, you access a list of Help topics or other subject headings that
pertain to the main heading. Topics preceded with [2] display additional

topics and those preceded with a g display the page of information on that
feature.

Search box ||
N <2 T 2 A Options ~

Working with windows

Whenever you open a program, file,  In this article
orfolder, it appears on your o Parts of a window
screen in a box or frame called a S Moting a Window
window (that's where the
Windows operating system gets
its name). Because windows are
everywhere in Windows, it's
important to understand how to
move them, change their size, or
just make them go away.

 Changing the size of 2
window
o Hiding a window
e Closing a window
® Switching between Bears cut Tank Johns.
windows
® Arranging windows Dry cleaner wins in $.
Parts of a window automatically
Although the contents of every * Dialog boxes N Top court backs Bush.
window are different, all
windows share some things in common. For one thing, windows Message from seize
always appear on the desktop—the main work area of your screen. In
addition, most windows have the same basic parts:

4» ) Untitled - Notepad

File Edit Format View Help

/BT E | " ® Windows Help and .. | < e WG G 425PM

Figure 1.27

You have navigated through the table of contents to again display the help
information on working with windows that you viewed earlier.

Searching Help

Another way to locate Help information on a specific topic is by typing a
word or phrase about the topic you want help on in the Search box. This
feature is particularly helpful when you have a good idea of what you are
looking for. The Search box is located below the toolbar of the Windows
Help and Support window. The Search box is a text box in which you type
information. For best search results, type a word or two in the text box
that you think are most descriptive of the content you want to find. The
less specific the search text, the greater the number of results that will be
located. You do not need to be concerned about capitalization, as the case
does not affect the results.
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Click in the Search 5 Search results
2 for "desktop

text box. > 2

P Ask Op 112

10
- desktop el JB \43
Type dESKtop' & @ Connect to tife Internet to get the most up-to-date &3 76\
content from|Windows Assistance online.
. Best 30 results for desktop

Click [] Search Help. b

m

. The desktop (overview)

. Add or remove icons from the desktop

Additional Information

. Show, hide, or resize desktop icans

. Change your desktop background (wallpaper)

You also can press to a=

start the search.

. Demo: Desktop basics

. Desktop management and monitoring tools for IT Pros

C ing the desktop: r links

Your screen should be
similar to Figure 1.28

. Desktop tips and tricks

L T Y R

. Show or hide common icons on the desktop

i
S

. Minimize all open windows to view the desktop

-

. Desktop (definition)

IS

. Change desktop theme

a
- K1

. Changing Remote Desktop settings -

Figure 1.28

After a few moments, the search is complete and Windows Help and

Additional Information

By default, the number of Support has identified a numbered list of located topics. Clicking one of
results displayed in each the numbered topics opens a page that displays information about the
page is 30. A link to more selected topic.

Le;';g;'i)lfotchaﬁgst e Many of the topics in the list do not appear to include the information

you want. To change the search to more accurately locate the information
you want, you could change the search term or add additional descriptive
words to it. When searching on multiple words, the results include any
topics that include either word, thereby expanding the search. To narrow
the search, you can enter a phrase, enclosed in quotes. You will search on
“desktop background” to refine the search to locate only topics that
include that phrase, not the individual words.

AdditionaBETEREG When a text box already contains an entry, you can select or highlight
The mouse pointer appears the entry and then type the new entry. To select text, drag the mouse
as an l-beam | when pointing | pointer from one end of the entry to the other. Double-clicking on a word
to a text box. It is used to in the text box highlights the entire word. The highlighted text is replaced

E;iﬁfkr;: g i;nj:ﬁ::gzag%:t by the new text you type. Alternatively, you can change the existing entry

where you want the insertion by adding or deleting characters and words. Use to remove
point to be placed. characters to the left of the insertion point and to remove
characters to the right.
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9& Click at the beginning | re————— . Prints currently

displayed Help topic

of the entry in the e when more exact

« search term used
search box and type “. i

Documents 3 results for "desktop background™

@ Click at the end of the

entry’ press space’ and /K . Change your desktop background (wallpaper)
» ™ . The desktop (overview)
type baCkground . Internet . What's new for using your mobile PC in meetings?

. Personalizing your computer
Bush to host Putin in
. What is a user account?

‘ PI'eSS +'Enter|. . Save a picture from a webpage Accidents kill 100,00.

. Create a user account WP: Al-Qaida’s long

. What is Windows Mobility Center?
WP: Mexico's journal

. Adjust settings before giving a presentation
Your screen should be
. Demo: Understanding user accounts

similar to Figure 1.29 T

. User accounts: frequently asked questions

. Using Windows Mobility Center

. Ask someone or expand your search
{3 Offline Help ~

< HeTME G s28PM

Figure 1.29

Now the search located fewer results. They are, however, more directly
related to what you want to find.

Printing a Help Topic

Before leaving Windows Help and Support, you decide you want to view
and print a copy of the The Desktop (overview) help topic.

Choose The Desktop : —_

(overview).

|

General | Options

Select Printer
B 5 = A . % Add Printer
Click »_—_., Printin ts .SE|e_Cte.d printer oo Mi XPS Document Writer
is highlighted 'L ) Snaglt8

the toolbar.

[d ™ Status:  Ready

Internet Location:
Additional Information g e
" Page Range SNBCN T
You also can choc’)se Print oA Number of copies: 1 e
from the window's shortcut A socton ©CuertPage
menu. Office Wo. ©Pages: 1 Collate Spain lays claim to s
er a single page number or a single 71)3‘3‘ 71!313‘

Prints entire document ];e For example, 5-12 Ala. gowemuoy sigas 3.

Your screen should be
similar to Figure 1.30

< e ME G 430PM

Figure 1.30
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A dialog box is displayed in which you need to specify the print settings.

Concept 5

Dialog Box

I A dialog box is a window that is displayed whenever the program requires additional information to com-
plete a task. All dialog boxes have a title bar at the top, which displays a name identifying the contents
of the dialog box, and a [j&3s] button that is used to close the box. Inside the dialog box are command
buttons and areas to select or specify the needed information. Unlike a window, a dialog box cannot be
sized. 1t can be moved, however, just like a window.

The features shown in the table below may be found in dialog boxes; however, not all features are
found in every dialog box. Some features such as text boxes and scroll bars also are found in windows
and menus. Others are found only in dialog boxes.

Feature Use
[1 | Text box An area where you type in the requested information.
[one)  [] Drop-down list box A text box that displays the currently selected item

@ Option button

Check box

-
List box

[ ok | Command button Instructs Windows to carry out the instructions on the

~

~

and a [+] button. Clicking the [+] button displays a
drop-down list of items from which you can select, or
you can type the information in the text box.

Used to select from a group of options. The selected
option displays a black dot in the option button. Only
one option can be selected from a list of option
buttons.

Used to select from a group of options. The selected
option displays a checkmark. More than one option
can be selected from a list of check box options.

A box displaying a list of information from which you
can select.

button. The two most common command buttons are

[ ok ]and [ cancel |. Others you will see are
[ Save I, [ Print J, and .

Additional Information

Dialog boxes always have
one command button that is
the default button. This
button appears with a dark
border line. It also can be
selected by simply pressing
(«Enter).

From the Print dialog box, you need to specify the printer you will be
using and the print settings. The printer that is currently selected is
highlighted in the Select Printer section of the dialog box.
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The Page Range area of the Print dialog box lets you specify how much
of the topic you want printed. The range options are described in the
following table:

All Prints entire document.

Current page Prints selected page (the page the insertion point is on)
of a multiple-page document.

Pages Prints pages you specify by typing page numbers in the
text box.
Selection Prints portion of text you selected (by highlighting).

In Help, the default range setting, All, will print the entire displayed Help
topic. In the Copies section, the default setting of one copy of the topic is
acceptable.

If you need to change the selected printer to another printer, click on the appropriate printer (your instructor will
tell you which printer to select) to select it.

Click [ Fei_.

Wv1.34 Lab 1: Windows Vista Basic Skills (

The dialog box is closed and your printer should be printing out the Help
topic.

Using the Options Menu

The B8 menu includes many features that access and modify Help
features. These include menu equivalents for printing a Help topic and
browsing Help. Additionally, using this menu you can change the size of
the text in the Help window, locate specific words in a page, and turn on
or off Windows Online Help. You will take a quick look at these three
features next.
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H Opens menu of options
Click m and select to modify Help features

Text Size.
Largest text option displays
ycleB larger text in window -
Chose Largest. 5 2 S L
"desktop background”
» Show all =
Your screen should be

The desktop (overview)

similar to Figure 1.31

The desktop is the main In this article

™ screen area that you see o Where did my

T et after you turn on your desktop go?

Explofer computer and log on to ® Working with
Windows. Like the top of desktop icons Bush nominates Zoel
an actual desk, it serves
as a surface for your
work. When you open
programs or folders,
they appear on the desktop. You can also put things Thompson to test ‘08
on the desktop, such as files and folders, and arrange
them however you want.

® The Recycle Bin
® Picking a desktop
background Search in Baghdad fo.

Dad shoots teen he

The desktop is sometimes defined more broadly to
include the taskbar and Windows Sidebar. The
taskbar sits at the bottom of your screen. It shows
you which programs are running and allows you to

cwitch hetween them Tt alen containe the Start
< it

¥ Ask someone or expand your search

= 2 B @ WindowsHelpand... | < e HE G 131PM

Figure 1.31

The text is much larger and therefore easier to see. However, less
information can be displayed in a window. Next, you will use the Find
feature to quickly find every occurrence of the word “background” in the
current help topic.

94 Click 22 and

choose Find (on this 5 C <k - =ex
page). & o & <% T 2 Ak options ~

mind and decide you need a deleted file, you can get
Documents it back. See Recover files from the Recycle Bin.

® Type background in
the Find text box.

L~ 3
Internet R -
. Exploter :
o Click _
. | Find ‘
4 times. ot [backgond 10 police die in Afgh
[Z] Match whole word only [C] Match case 3rd child dies after v.
Your screen should be e~ o
similar to Figure 1.32 Picking a desktop background A 58 v

One of the easiest ways to personalize your
computer is to change the desktop background, also
called the wallpaper. You can choose one of the

&s provided with Windows, pick a favorite
I

Find option locates and
highlights every occur-
rence of specified text

Figure 1.32
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Each time you clicked [ Net |, the next occurrence of the word in the
Help page was located and highlighted. This feature is particularly helpful
in long Help pages where you are looking for information on a specific
item.

The last feature you will look at is how to turn on/off Online Help. Then
you will restore the text size to Medium.

Click [s&3s] to close

the Find box. Rl Turns on/off Online Help
e Se
Searcfi results
C'ICk and - L{mw.ww&imﬂdpad&m‘mmm
- search for help
choose Settings. Getthe mostupto-dat cortent fom Windows Onine Help

when youte connected to the Intemet.

Help Experience Improvement program

Your screen should be e [F] Join the Help Experience mprovement program &
similar to Figure 1.33 By paticpatingyou can helpusimprove he quaty and WP: Cheney and e

relevance of your Help experience. It is anonymous and
we will not collect any contact information.
Soft

Cameron Diaz says s

Read the privacy statement online Can Iragis can hold U.

U.S. sets charitable g

One of the easiest ways to personalize your

computer is to change the desktop background, also
called the wallpaper. You can choose one of the
s provided with Windows, pick a favorite

< | m

" [/ % Ask someone or expand your search

= 2 W @ WindowsHelpand ... | T M 438PM

Figure 1.33

The Help Settings dialog box contains options for connecting to the
When you use Online Help Internet to access Online Help and to get involved with the Help
you also can mark a topicas a | Experience improvement program. When Online Help is on, the option

Additional Information

Favorite so that it is easy to displays a checkmark and the Windows Online Help Web site is accessed
find a2 DF whenever you use Help. The second option, when selected, includes you in
selecting the topic from the . . .

B rites list. a program to rate the quality of the Help information.

Next, you will restore the text size to Medium and then take a look at
the topic on changing the desktop background.

Another Method

You also can click
SRR or

at the bottom

of the Help window to turn
on/off Online Help and
access the Settings menu.

Wv1.36 Lab 1: Windows Vista Basic Skills (
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@ o ciick to Text size returned |

close the Help Settings 8 Wodet 45 Medium

i i @ g Q. <2 | 2. Ask Options v
dlalo_g box without : LA
making any changes. Cdeskopbadkgonay/ 2

Change vour desktop background

Scuments
Indicates clicking item
. = will open program bround (also called wallpaper) can be a
@ Click 222, select R

Windows. You can also select a color for your

H desktop background or use a color to frame your
Text Size, and choose e ks e :
. xplore
Medlum' W98 thedeskiop backnround k WP: Somalis voyage
. 3 Click to open Desktop Background.
. Click the picture or color you want for your desktop WP: Bush moves tor.
background.
® Scroll the window and 0 If the picture you want to use is not in the lst of AR
desktop background pictures, click Browse to Spiecae
1] search for the picture on your computer. When you :
Choose the Change find the picture you want, double-click it. It will
become your desktop background and appear in A 7376 v
your desktop the it b deckiop backgmurd
S . Under How should the picture be positioned,
background = choose to have the picture it the screen,tl, or be
" 7] I. k . ~ centered on the screen, and then click OK.
(wallpaper)” link in — Note
icki = il I you choose t
the picking a desktop = S\
background topic. : -
Your screen should be

similar to Figure 1.34

@ Windows Helpand ... | <5 HE G a35PM

Figure 1.34

The text size of the Help window is restored to the original setting and the
selected topic is displayed.

+Working with Multiple Windows

It is very common when using your computer that you will have more
than one application running at the same time. Each program is displayed
in its own window. The capability to run multiple programs at the same
time is called multitasking. This makes using your computer more like
you would actually work, allowing you to switch easily between tasks
without having to put one away before beginning the other.

Opening a Second Window

Additional Information Notice the & preceding the link in the first numbered step. This indicates
More typically, the Desktop that clicking this link will open the associated item, such as a program,
Background window is . . . .

S that is stored on your computer. In this case, it will open the Desktop
opened by choosing it from .
the Control Panel, which is Background window.

found in the Start menu.
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Click the Click to open
Desktop Background
link.

Your screen should be
similar to Figure 1.35

Additional Information

Grouped taskbar buttons are
always displayed in the same
area of the taskbar so you
can find your documents
easily.

Wv1.38

Lab 1: Windows Vista Basic Skills (

Aero interface shows ’

[ Two open windows ] transparent windows

» Desktop Backg v | 42 || searcn

Choose a desktop background

Click a picture to make it your desktop background. To use a picture that's not listed, browse to the picture
and double clickit.

Picture Location Windows Wallpapers =] [ Browse..

Vistas (9) b

LT
= b= T

Russia won't extradi
U.K. combs alleged b.
China nightclub blast.

Chinese eat dinosaur.

~3 UEE
=1L

How should the picture be positioned?

<ETHE G 437PM

Figure 1.35

Two taskbar Active window's

buttons button is dark
A second window opens on the desktop and the taskbar displays a button
for this open window. If you are using the Aero user interface, parts of the
windows are transparent and display underlying items. There are now two
programs running at the same time: Windows Help and Support and
Desktop Background.

As more windows are opened, the taskbar buttons resize themselves
automatically to fit in the taskbar. Additionally, to save space, if there are
many documents open in the same program, Windows combines all the
documents into one taskbar button that is labeled with the program name
and a triangle. To access a document, click the button and select the
document from the list of the document names.

The Desktop Background window is the active window, the window
that is currently in use. You can tell it is the active window because the
taskbar button appears pressed in and darker, whereas the inactive
window button is lighter in color along the top portion. Multiple windows
can be open on the desktop at once, but only one window is active at a
time.

When a new window is opened, it appears in the size in which it was
last used and in any location on the desktop. The newly open window is
automatically the active window and appears on top of other open
windows on the desktop. To see a window that is below another window
and make it the active window, you can click on the window’s taskbar
button or anywhere on the window if it is visible.
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94 To make the Help . :
. . . Windows Help and S =
window active, click i - o
R " 4 Ask Optio . 2
anywhere in the Help o 5
. . o « ization » Desktop “desktop background” ) o
window or click the . “(6\ E
Change your desktop background B
Hel taskbar buﬁon. Choose a desktop background
P Click a picture to make it your desktop background (wallpapet)
and double click it. Your desktop background (also called wallpaper) can be a

digital picture from your personal collection or one that

Picture Location |Windows Wallpapers i comes with Windows. You can also select a color for your
Another Method m—

desktop background or use a color to frame your

background picture.

The keyboard shortcut to Vistas 9) T chisie the deskiton bcksjrotind
switch between open items is

1. 3 Click to open Desktop Background.
o) gy =
If the picture you want to use is not in the list of b

desktop background pictures, click Browse to

m

Yo houl search for the picture on your computer, When you
our screen should be ___ find the picture you want, double-click t. It will
.. ) r 1 A become your desktop background and appear in m
similar to Flgul'e 1.36 - X the list of desktop backgrounds.
— o S
3. Under How should the picture be positioned,
choose to have the picture fit the screen, tile, or be
centered on the screen, and then click OK.
I How should the picture be positioned? Note
) . o If you choose to have a centered picture as your
o I
® e e e i S,
2 Ask someone or expand your search
{3 Offline Help ~
/ —
¥

Figure 1.36

[ Help window is active ]

Now the Help and Support window is on top of the Desktop Background
window and the taskbar button is dark.

Arranging Windows

When working with multiple open windows, it is often convenient to use
Windows Vista’s standard window-arranging features. There are three
ways to arrange windows on the desktop: cascade, side-by-side, and
stacked, as described in the following table.
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Feature Description

Cascade Layers open windows, display- . l=olx]

. : : Gl et 2
ing the active window fully and L — ’ﬁ[x_h

only the title bars of all other

open windows behind it.
Foeiit Neme  Type  ToblSie  FreeSpace
i oo Hard Disk Drves ) -
| || B picurs o ol e RECCVER 1) |
p Music 735 GB free of 101 GB v 641 GB free of 9.99 GB
More » Devices with Removable Storage 2 “
Folders v| fA
N T @ DVD/CD-RW D (E) = RemovableDik F)
[E User Name
. Publc
1 Computer
| &oso L
o RECOVERY(D) | N
3 DVD/CD-RW Drve
! e Removable Disk ()
& Network
[& Control Panel l
-1~ ==
- LINDA-PC Workgroup: WORKGROUP
| Processor. AMD Turiontm) 64 X2 Mobil Technclogy TL-56
\ * Memory: 137 68

Side-by-side Resizes each open window and
arranges the windows horizon-

tally side-by-side.
 Computr i
Lo F oo f
s OOV tomcust Dt § B
et 0 sl ‘:V"‘"F S Caiey
e by
& iamen ' il ™
¥ couity ih
£ heoyed i
e PTG R i |
i Y
::: naPout Vo
| N from Microsoft B G
1 e s
L i 4 ot 04 the veses of Mindoes Bra | Ix2
1 Updee sou diven | ')y-
Bt
Y B (LL}
§ 1o o et s mmpon Lt Mo mer b ke A Cemputn
| Mo LI (2
R | 11 e
* SO et} 6 12 Mot Tec. | <
wa )

Stacked Resizes each open window and
arranges the windows vertically
stacked.

o » 0

Wagoas Ly oty o Martimnce Kosean Orins ey
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Cascading windows is useful if you want to work primarily in one window,
but you want to see the titles of other open windows. Tiling is most useful
when you want to work in several applications simultaneously, because it
allows you to quickly see the contents of all open windows and move
between them. However, the greater the number of open windows, the
smaller is the space available to display the tiled window contents.

To access the commands to change window arrangements, you need to
open the taskbar shortcut menu. A shortcut menu is a menu that appears
when you right-click on an item or on the desktop. The options in the
shortcut menu reflect the most frequently used commands for the item
you clicked on. If there are additional menu items for the object, you can
hold down while right-clicking the object to display every available
command for that object in the shortcut menu.

You will open the taskbar shortcut menu to cascade the two open
windows.

- . Open windows in
0—. Right-click an empty ( cascade arrangement

area on the taskbar. —
7| © Windows Help and Support
Toolbars » e — =
e & <2 T 2 Ak options ~
Cascade Windows
Show Windows Stacked Heskiopbeckyiotit 2
Show Windows Side by Side i diticon baik 3 "
Show the Desktop ange your desktop background (wallpaper)
Your desktop background (also called wallpaper) can be a digital picture from your personal collection or one that comes with Windows.
Task Manager You can also select a color for your desktop background or use a color to frame your background picture.
v Lockthe Taskbar To change the desktop background
Properties 1. 3 Click to open Desktop Background.
2. Click the picture or color you want for your desktop background.
If the picture you want to use is not in the list of desktop background pictures, click Browse to search for the picture on your
computer. When you find the picture you want, double-click it. It will become your desktop background and appear in the list of i N
o Choose Cascade desktop backgrounds.
. 3. Under How should the picture be positioned, choose to have the picture fit the screen, tle, or be centered on the screen, and then Brown takes over La
Windows. clck OK.
Note Educational films ret
o Ifyou choose to have a centered picture as your desktop background, you can also have a color background to frame your picture. SR,
Under How should the picture be positioned, click Change background color, click a color, and then click OK.
H H . inn Sat ac NDacltan
similar to Figure 1.37

i3 Offline Help ~

~T Desktop Background <5 GG 438 PM

Figure 1.37

L= /2 @ "2 Windows Help and o

The windows are resized and they overlap with the title bars visible.

Additional Information . X .. . .
Winde rethatare minmsed Again, you can click on any visible part of the window or on the window’s

are not arranged. taskbar button to make it active.

Additional Information

When using the Aero
interface, you also can click
&l Switch between windows
in the Quick Launch toolbar.
All open windows are
arranged in a three-
dimensional stack that you
can quickly flip through. This
feature is called Flip 3D.
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Make the Desktop
. on top of stack

Background window

active.

B « Personalization » Desktop Background v |49 il Search

Choose a desktop background
Your screen ShOUId be Click a picture to make it your desktop background. To use a picture that's not listed, browse to the

Slmi/ar to ,_-igure 1. 38 picture and double click it.

Picture Location | Windows Wallpapers ] [ Browse.. |

H Spurs advance to NB.
Vistas (9) A L9
N U.S. to admit 7,0001
- | [ Kobe wants Lakers t
—
How much higher ca

T ——————— > S5 e e et
(2)'Windows Helpand .. | [Z] Desktop Background <5 G 440 PM

Figure 1.38

The Desktop Background window is pulled to the front of the stack and
covers the other cascaded window.

To restore the window size and arrangement as it was prior to
cascading the windows, you can use the Undo feature. The Undo feature
allows you to reverse your last action or command. This feature is
available in most software application programs and commonly appears
as a [9] toolbar button. In some programs, you can undo multiple actions,
up to a certain limit. Others, as in Windows Vista, allow you to undo only
your last action. You will find that some actions you perform cannot be
undone. If the Undo command is unavailable, it appears dimmed and you
cannot cancel your last action.

Wv1.42 Lab 1: Windows Vista Basic Skills (
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Dlsplay the taskbar Cascade arrangement undone

and windows restored to

shortcut menu. previous size and position

Additional Information

The Undo option appears in
the taskbar shortcut menu

only after windows have been S® = zation » Desktop Backg | Edeskion bectarolng
arranged.

Change your desktop background
(wallpaper)

Choose a desktop background

Click a picture to make it your desktop background
and double click it. Your desktop background (also called walipaper) can be a
Choose Undo Cascade_ digital picture from your personal collection or one that
Picture Location |Windows Wallpapers i comes with Windows. You can also select a color for your
desktop background or use a color to frame your
background picture.

. . Vistas (9) To change the desktop background
Convoy attack kills a.
Click on the Windows 1. Clcktoopen Dskop Bckground,
i i Ameri I-Qaid
Help and 8upport 2. E:::gt::)euy:\:.ture or color you want for your desktop merican al-Qaida
window taskbar Ifthe picture you want to use is not in the it of e ekl ways to b
desktop background pictures, click Browse to e
: search for the picture on your computer, When you ordin reportedly hax
button to aCtlvate the P> find the picture you want, double-click it. It will
. A become your desktop background and appear in
window. the s of deskop backgrounds.
. Under How should the picture be positioned,
choose to have the picture fit the screen, tile, or be
centered on the screen, and then click OK.
Your screen should be How should the picture be positioned? —
.. ) [ i o Ifyou choose to have a centered picture as your
similar to Figure 1.39 @ | @ A e e i A

2 Ask someone or expand your search
i3 Offline Help ~

M G 40 PM

Figure 1.39

The windows are arranged and sized again as they were before using the
Cascade command. If you do not undo the arrangement before switching
to another arrangement, the windows remain in the size and position set
by the second arrangement and cannot be returned to their original size
without custom sizing and moving the windows. Next, you will arrange
the windows on the desktop without overlapping.
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Choose Show Two windows displayed
ide-by-sid

Windows Side by Side T

from the taskbar

shortcut menu.

| & « DesktopB... ~ | %3 W Search
| "desktop b nd"
e op Choose a desktop background
Your screen should be Change your desktop background (wallpaper S i e s
similar to Figure 1.40 Vour desktop background (also called wallpaper) can be a digital picture from your double click it

personal collection or one that comes with Windows. You can also select a color for

your desktop background or use a color to frame your background picture. Picture Location

Windows Wallpapers v

To change the desktop background Browse..

1. 3 Click to open Desktop Background.

2. Click the picture or color you want for your desktop background.

If the picture you want to use is not in the list of desktop background pictures,
click Browse to search for the picture on your computer. When you find the
picture you want, double-click it. It will become your desktop background and
appear in the list of desktop backgrounds.

Under How should the picture be positioned, choose to have the picture fit
the screen, tile, or be centered on the screen, and then click OK.

Note

I you choose to have a centered picture as your desktop background, you can
also have a color background to frame your picture. Under How should the

picture be positioned, click Change background color, click a color, and then
click OK. Textures (7) -

Tip
* You can make any picture on your computer your desktop background by right- __-_w_;

clicking the picture, and then clicking Set as Desktop Background.

How should the picture be positioned?

See also
 Change desktop theme

& Ask someone or expand your search
Cancel

I A1 P

Figure 1.40

The two windows are horizontally arranged side-by-side on the desktop,
each taking up one-half of the horizontal space. Next, you will change the
window arrangement to stacked.

eﬂ Choose Show

Windows Stacked
from the taskbar
shortcut menu.

"desktop background”

Change your desktop background (wallpaper)

Your desktop background (also called walipaper) can be a digital picture from your personal collection or one that comes with Windows. You can also select a color for your desktop
background or use a color to frame your background picture.

1

To change the desktop background
1. Click to open Desktop Background.

Your screen should be
similar to Figure 1.41

2. Click the picture or color you want for your desktop background.

I the picture you want to use is not in the list of desktop background pictures, click Browse to search for the picture on your computer. When you find the picture you want,
double-click it. It will become your desktop background and appear in the list of desktop backgrounds.

Under How should the picture be positioned, choose to have the picture fit the screen, tile, or be centered on the screen, and then click OK.

i3 Offline Help ~
Ol X ||

L)) & » Control Panel » A

Choose a desktop background

Click a picture to make it your desktop background. To use a picture that's not listed, browse to the picture and double click it.

Picture Location Windows Wallpapers | [ Browse..

Two windows
stacked

(2) Windows Help and .. ' L-I Desktop Background <R G £43PM

Figure 1.41

Wv1.44 Lab 1: Windows Vista Basic Skills (
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Now the two windows are vertically stacked on the desktop, each taking
up one-half of the vertical space.

Minimizing All Open Windows

Sometimes you may want to minimize all open windows at once so that
you can quickly see the entire desktop. You can do this using Show
Desktop on the Quick Launch toolbar.

0% Undo the stacked

window arrangement.

® Click |=| Show
Desktop in the Quick
Launch toolbar of the
taskbar.

Another Method

You also could choose
Show Desktop from the
taskbar shortcut menu or use
the keyboard shortcut

+ M.

Your screen should be
similar to Figure 1.42

77/ Windows Helpand .. | =] Desktop Background <ETHE G saapM

Figure 1.42

Show the Desktop mini-
mizes all open windows

All open windows have been minimized and the desktop window is
displayed. This is much quicker than minimizing each window
individually. If a dialog box were open, it would be minimized also.
However, it would not appear as a taskbar button. Next, you will quickly
restore all open windows to the desktop.

Working with Multiple Windows Wv1.45



@) cick [ show
Desktop on the Quick
Launch toolbar to
restore the minimized

windows.

Another Method

You also can choose Undo
Minimize All from the taskbar
shortcut menu.

i Resize and position
the two windows
similar to that shown
in Figure 1.43.

Your screen should be
similar to Figure 1.43

Wv1.46 Lab 1: Windows Vista Basic Skills (

Closes window

o« jization » Desktop |43 [ searen allpaper)
be a digital

Z | fles with
Choose a desktop background background

Click a picture to make it your desktop background. To use a picture that's not listed,
browse to the picture and double click it.

Picture Location Windows Wallpapers ~] [ Browse.. |

p

Audiocast: Top 10 tip.

" e esktop
FUR T he picture % a
Y A Audiocast: Top 10 tip.
4 AR want,
( round
Toyota most product.

joose to

5 ‘ Billy Graham Library.
Vistas (9) ~ 8 on the

3-56 ¥

sktop

to frame
[Bsitioned,
then click

=

How should the picture be positioned?

) Wi lows Helpand | (] Desktzy Background | < STHE G sa7PM

Figure 1.43

Show Desktop restores
all open windows after
they were minimized

Only the windows and dialog boxes that were open on the desktop at the
time they were minimized are restored. Because you did not Undo the side-
by-side window arrangement before changing to the stacked arrangement,
you had to individually resize and position the windows to restore them to
how they were prior to using the automatic window arrangement feature.

Closing a Window

Now that you are finished using Windows Help and Support, you will exit
the program. The [[g&& button in the title bar is used to close a window
and exit a program.
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Click in the
Desktop Background
window.

Documents

Close the Help

window. ,
m -

Internet
Exploter

Underwood's QB boy.

Another Method

The keyboard shortcut to China nabs man fo 3
close the active window is Microsoft P mawaee
+ ' Lugovoi: UK. part of

A 6972 v

Your screen should be
similar to Figure 1.44

< 5THE G s48PM

7 Figure 1.44
Both windows closed
and no taskbar buttons
displayed

Additional Information

If a window is minimized, you
can quickly close the program
without restoring the window
first by choosing Close from Both windows are closed and the taskbar buttons are removed, indicating

::eenthkbar button’s shortcut | ). ,oorams are no longer active.

JUsing Folder Windows

The next feature in Windows Vista that you will look at is how to view and
access the contents of your hard disk, network locations, or removable
media such as CD and DVD disks and removable memory cards—the
areas of your computer that can be used to store files. Files, as you know,
store program instructions or data. Program files contain the software
instructions that you use to run the program. The information you create
while using an application program is stored in document or data files.
For example, if you write a letter to a friend using a word processing
application program, the contents of the letter are stored as a document
file. In addition, to organize the file contents, folders are used.

Using Folder Windows Wv1.47



Concept 6

Folders

(8 A folder is a named area on a disk that is used to store related files. Folders are used to organize the

information stored on a disk. This is similar to how you store related information in separate folders in

a file drawer. You also can create subfolders, folders within folders, to further refine the organization of
your files. Because folders create categories for related items, it makes it easier to locate files.

Four folders included on the Windows Vista Start menu—Documents, Pictures, Music, and Games—

are provided by default to help you organize your document files, image and picture files, and audio files.

In addition, there are several Windows folders that provide links to specialized tasks. Among these spe-

cialized folders are Computer, Control Panel, and Network to name a few. In addition, Windows includes

your personal folder, the folder that is labeled with the user name. The personal folder is a folder that

contains your most frequently used folders, making it a quick and convenient method to access those

~

J

folders.
Exploring the Computer Window
To look at the contents of your computer, you will start by displaying the
Computer folder window.
Computer folder
Open the Start menu [W window apon pv——
and choose A displays location T

.

Size and position the
CGomputer window
similar to that shown
in Figure 1.45.

Your screen should be
similar to Figure 1.45

Wv1.48 Lab 1: Windows Vista Basic Skills (

Navigation pane

qro T ST *

& Orgonize ~ | 5= View

~ ¥ System properties gl Umnrta\!mchangeapmgram " Map network drive >

Name Total Size

: Type Free Space
T — Hard Disk Drives (2) ~

B Music &/ 765 GB free of 101 GB S 5.1 6B free of 999 GB

# Recently Changed Devices with Removable Storage (1) ~
B searches

&4 ’
), Public @ DVD/CD-RW Drive (E:)

Court throws out spy.

N m US. ready for a blac.

Man opens fire in La.

Search ends for bodi.

~

DA-PC Workgroup: WORKGROUP
Processor: AMD Turion(tm) 64 X2 Mobile Technology TL-56
Memory: 137 GB

Figure 1.45

The Computer window includes an Address bar at the top of the window
that displays the location you are currently viewing, in this case, the
Computer folder. The location is any disk drive, folder, or other place in
which you can store files and folders. The location consists of a series of
links separated by arrows [»]. As you view other locations, the Address bar
displays the current location. To the right of the Address bar is a Search
text box where you can enter text to locate files in the current location.
Below the Address bar is a toolbar that contains both menu and task-
specific buttons. The buttons it displays depends on the type of folder you
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Additional Information

Menu buttons display M to
the right of the button name.

Ll and B

are viewing; however, all folder windows include the

menu buttons and a Help task button. Clicking on a menu button
displays a drop-down menu of commands from which you can select.
Clicking on a task button immediately opens the related task feature.
These buttons, as well as several of the task-specific buttons, are described
in the table below.

§ Organie - Used to perform basic file tasks such as renaming,
moving, copying, and deleting. It contains com-
mands for controlling the layout options and the
configuration of the folder window.

5= Views ~ Controls the display of the folder by allowing you
to view Details, Tiles, or Large Icons.

System properties Shows information about your computer such as
the manufacturer and the processor speed

Task-Specific Buttons

Help Opens Windows Help and Support and displays
help information about the current window.

@1 Uninstall'or change a program Uninstalls (removes) or changes the installation of a
program on your computer.

% Map network drive Creates a shortcut to a shared folder or computer
on a network.

J

i Open Used to open a selected file folder or document.
R Share Used to share a selected file folder or document

with other people on a network.

Used to burn the selected file folder or document
to disk.

B Slide Show Used to display all or selected pictures and videos
as a slide show.

o)
=
3

® Playall Used to play all or the selected music files in the
selected folder.

The main window space of the Computer window displays the file list. The
file list displays icons representing the folders and files at the selected
location and is always displayed. Since the Computer folder is the current
folder, the locations where files can be stored, including the hard-disk
drive, network drives, removable storage devices, and any folders in the
Computer folder, are displayed.

The main window space also can display up to four panes, described
below. The panes can be turned on or off. Initially, the Computer window
area displays the Navigation and Details panes. If your Computer window
displays a different window configuration, this is because Windows
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Additional Information

If the window is not large
enough, the left pane is not
displayed.

Click to
display the drop-
down menu.

Point to the Layout
command to display
the submenu.

Your screen should be
similar to Figure 1.46

WV1.50

Lab 1: Windows Vista Basic Skills (

remembers the layout settings for each window and displays the window
as it last appeared.

Pane Description

Search pane Displays the names of saved searches so that they can
be selected and quickly run again.

Displays details about a selected file such as the file
size and the last modified date.

Details pane

Preview pane Displays a preview of the contents of the selected file.

Navigation pane Displays a list of Favorite links (shortcuts to folders
you frequently use), saved searches, and an expand-
able list of folders. Use to move to locations that con-

tain the files you want to see.

Because no items are selected in the file list area, the Details pane
displays general information about your computer, including the
processor and memory information.

Changing the Window Layout

Now that you understand the parts of the folder window, you will use
several of the features to change its appearance. First you will use the
Layout command on the menu to hide and display different
folder window elements.

. Organize menu | [ )
N » Comoasf ]

i Sy b i “ =" " £
W) Organize | 3= Virws v §2 System properties it Uninstall or change a program 'Map network drive > ©)

New Folder .

- Total Size  Free Space
) Dimmed commands
s are not available RECOVERY (D:)
Copy | = O
| Paste @7 76.5 GE free of 101 GB S 6.41 GB frec 01000 GB

Undo Devices with Removable Storage (1)
Redo

2 e
DVD/CD-RW Drive (E:)
Select All =

Layout » Menu Bar

Folder and Search Options &

Search Pane Will job gains raise i

X Delete Details Pane
More gunfire at radic
0= iew Pane

Pane

Selected options
Close are highlighted

FoTdEr

L

Musharraf's plane re.

WP: Cancer therapy

LINDA-PC Workgroup: WORKGROUP

1 Processor: AMD Turion(tm) 64 X2 Mobile Technology TL-56
Memory: 137 GB

Figure 1.46

The drop-down list of commands contains similar features to the Start
menu such as the [»] to indicate a submenu will be displayed and operates
in a similar fashion to the Start menu. In addition, commands that appear
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Click on Search Pane
to choose it.

Your screen should be
similar to Figure 1.47

€) o ciick and

select Layout.

® Choose Search Pane to
hide this pane.

@ If necessary, change
the layout of the
Computer window to
display the Details and
Navigation panes only.

Having Trouble?
After making a menu choice,
the Organize menu is closed.
If you need to make another
selection, open the menu
again.

Your screen should be
similar to Figure 1.48

dimmed are not available for selection until certain other conditions are
met. Options that are already selected (on) appear highlighted.

The Layout submenu includes a command to display a menu bar as
well as the four folder window panes. The panes that are displayed in your
Computer window are highlighted. You will turn on and then off the
Search pane.

[ Search pane displayed ]

FRGORE RS Name Type 2 Total Size Free Space

B Documents Hard Disk Drives (2) ~

B Ficus _ s© o recour)

B Music &f 76.5 GB free of 101 GB 7 6.41 6B free 01099 GB

& Recently Changed Devices with Removable Storage (1) & A

B Searches A =

J Public @ DVD/CD-RW Drive (E) &
China nightclub blast.

% Chinese eat dinosaur.

U.S. marks 4th of Jul
WP: ‘Microtargeting’”

Folders A A 2124 v

LINDA-PC Workgroup: WORKGROUP
i Processor: AMD Turion(tm) 64 X2 Mobile Technology TL-56
Memory: 1.37 GB

Figure 1.47

The menu closes and the Search pane is displayed above the toolbar. It is
used to help you locate files in the current folder or subfolders. You will
learn more about this feature shortly. Next, you will set your Computer
window layout to display only the Details and Navigation panes.

Search pane not displayed ]

Favorite Links Name Type TotalSize  Free Space

A — Hard Disk Drives (2) ~

B Pictures _ 05©) : _ RECOVERY (D)
B Music 76.5 GB free of 101 GB 7 6.41 6B free o109 GB

(% Recently Changed Devices with Removable Storage (1) »
B Searches A
) Public @ DVD/CD-RW Drive (E})
=

Educational films ret.

/ Storms kill more tha.

. . . Free love: Was there.
Navigation and Details
panes displayed

Movies and more wi.

~

A 5760 v

LINDA-PC Workgroup: WORKGROUP
Processor: AMD Turion(tm) 64 X2 Mobile Technology TL-56
Memory: 137 GB

Figure 1.48
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Additional Information

Many computers have their
hard disk drive space divided
into several local hard disk
drives.

1 Y —
(or the appropriate
hard disk drive for
your system) to select
it.

Your screen should be
similar to Figure 1.49

Additional Information

Refer to Concept 2: Desktop
to review objects and
properties.

Additional Information

Other features will be used to
navigate as you continue to
explore Windows Vista.

Wv1.52 Lab 1: Windows Vista Basic Skills (

Navigating the Folder Window

The Computer folder provides an overall view of the organization of the
drives on your computer. Next you will view the files and folders on the
hard disk drive of your computer. On most computers, the local hard disk
drive is the C drive.

R B D S
Selected item ... ]

= == s highlighted e —

iz E . - )it change a program > ©)

Name Type Total Size
Hard Disk Drives (2)

Favorite Links Free Space

[EI Documents
B Pictures 05 (C) RECOVERY (D:)
el —
B Music 76.5 GB free of 101 GB 7 641 6B frec 07999 GB

& Recently Changed Devices with Removable Storage (1) -
Searches

o)
) Public @ DVD/CD-RW Drive (E)

Live Earth kicks off i
West sizzles in recor.
FBE: U.K. terror susp.
Nigerian kidnappers

Folders ~

0S (C) Spaceused: WM IFile system: NTFS
= Space free: 76.5 GB

- Total size: 101 GB

A 14 v

| Details pane displays
information about
selected item

= 2 B | @ computer <TG s59om

Figure 1.49

The local hard drive icon you selected is highlighted and the Details pane
displays some basic information about the properties of the selected
object. In this case, it tells you information about the total size of the disk
and the amount of free or available disk space. Disk size is the total
capacity or amount of data the disk is capable of holding.

To actually see the contents of the C drive, you need to change to that
location. There are several methods that can be used to navigate in a
folder window. You can use the Address bar and either type or click a new
location. From the file list, you can double-click on any displayed folder
icon to make it the current location. Finally, you can use the features in
the Navigation pane. You will use several of these methods now to
demonstrate these features.
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Click to return
to previous
location

@) @ Doube click
e .

Address bar displays
path to current location

Your screen should be
similar to Figure 1.50

Toolbar buttons
display tasks

Name Date modified Type

L ATI 5/21/20077:38 AM  File Folder

[E| Documents :
you may need B picturss Ju DELL 5/18/2007 258 PM  File Folder
|| doctemp 5/18/2007 2:58 PM  File Folder
B Music | Drivers 5/18/2007 2:58 PM  File Folder
(& Recently Changed 1. Program Files 7/6/2007 5:08 PM File Folder
IB Searches |, Screens 7/5/200711:13 AM  File Folder
Public | Snaglt Catalog 7/5/2007220PM  File Folder
) 1| Student Data Files 5/16/2007 415PM  File Folder
/ |, Student Solution Files ~ 7/6/20075:23PM  File Folder

I, Users 5/21/20073:49PM  File Folder

Favorite links J. Windows 5/21/20073:41PM  File Folder Seach in Haghdad 10,
still available || BOOTSECT.BAK 5/21/20074:25PM  BAKFile 8 KB :

Folder icon = | Systeminfo 1/31/20077:38 A Configuration Sett... 1K8 Moot

Burglar steals police

Man eats dog to prot.

File icon N A 939 v

Folders ~

13 items

Displays —>
Folders list -

Folders and files at current
location displayed in file list

Figure 1.50

AdditionaFIEREEEN Now the Address bar displays the path or route followed by the operating
The Address bar also is called | System to the selected location. The first item in the Address bar identifies
the “breadcrumb” bar, a the starting point of the path—in this case, the name of the Computer
nickname that refers to a folder. This is followed by the subfolder names, each separated by a [»]. To
navigation path that lists all his 1 . 1d h d th h inf . 0 th
the places you have visited or | £€t to this location, you could have typed the path information in the
the route you have taken. Address bar. However, you must know the exact folder names and type the
This term comes from the entry correctly.

fairy tale “Hansel and The folders and files on your C drive are displayed in the file list. The
Gretel,” where Hansel leaves

a trail of breadcrumbs to help | information and appearance of these items may be different than shown
them find their way out of the | in Figure 1.50. Again, this is because the last-used view is displayed when
forest. the folder is displayed. Finally, the information in the taskbar button is
updated to reflect the change in location.

The files and folders are identified by names that are descriptive of the

Having Trouble? contents of the file or folder. The folder names are listed first and appear in
Do not be concerned if the
icons on your screen appear alphabetical order. They are preceded with folder icons | ' | |. The individual

different than in Figure 1.50. . . . .. .
You will learn about changing | files are listed following the folders, again in alphabetical order. They also

the icon view shortly. are preceded with icons that represent different types of files.
The Navigation pane Favorite Links list is not context-specific and does
not change as you select different folders and files on your computer.
However, notice the items in the toolbar have changed to reflect more
accurately tasks that you may want to use with the items in the current
folder. Also the Details pane tells you the number of items in the current
location.
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Next, you will use the Address bar to quickly return to the Computer
folder. Then you will use a Favorite link in the Navigation pane to display
the contents of the Documents folder and display the Folder list.

i i Contents of Documents
Click on complIter n folder displayed in file list

the Address bar.

/AN
SR O S o EHees
I » i tame Noeumens » 4]
, ‘

Another Method

Date modified

You also could click the

Favorite Lir Type
Back to return to the [ Documents

1. My Google Gadgets 7/9/2007 9:54 AM File Folder
g |_| Computer Competency  9/16/2009 3:34 PM Text Document 2KB
Computer folder. B P HHiking 0/0/2009 11:44 PM  Paintbrush Picture 31 ke
B Music ) Letter 0/9/200011:44 PM  Microsoft Office ... 11KB
More » ] Lions 5/17/200711:37 AM  JPEG Image 18Ke

Folders v | #)Machu Picchu 9/9/200911:46 PM  Microsoft Office ... 11KB

&) Memo 9/9/200911:44 PM  Microsoft Office ... 11 KB

@ Click Documents in -&)ﬁzfzame “ | ) Travel Tips 9/9/200911:45PM  Microsoft Office .. 1K8
the Favorite Links

section of the
Navigation pane.

Packing; {

Packing; ‘

E Contacts
W Desktop
| Documents
| My Google Gadg,
Downloads

Vital Signs of a War.

Al-Qaida's No. 2 app.

Folders list

Cyberterror, ID theft
opened

Favorites

Links
. T Eis. | location cuplayed ’ o
@ If necessary, click 1 svedGomes | file list < 135
= ~] at - ———
the bottom of & dems
Navigation pane to
display the Folders
list.
Figure 1.51
Your screen should be

similar to Figure 1.51

The file list displays the folders and files in the Documents folder (your
screen will display different folders and files than in Figure 1.51) and the
Address bar reflects the new location. Notice the first item in the Address
bar is the user name, followed by the Documents folder name.

The Folders list in the Navigation pane is opened and displays a
hierarchical list of folders. The selected location is highlighted and
displays the same folders as in the file list. Looking at the Folders list, you
can see the organization of folders on the C drive. The Documents folder is
located in the Users Name folder, which is located on the desktop of the C
drive.

You will use the Folders list to return to the Computer folder and then
close the Folders list.

Additional Information

You will learn more about the
Folders list in Lab 2.

Wv1.54 Lab 1: Windows Vista Basic Skills (
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Ga Scroll down the

Folders list to see the
Computer folder.

® Click on Computer in
the Folders list.

@ Click
| Folders N, | tO
close the Folders list.

Your screen should be
similar to Figure 1.52

Additional Information

Each supplied folder in
Windows Vista has a default
folder view. Tiles view (shown
in Figure 1.52) is the default
view for the Computer
window.

Computer folder

' is current location

Views v j System properties gl Uninstall or change a program

Name

Type TotalSize  Free Space

B Documents Hard Disk Drives (2) ~
B Picures 05 (C:) RECOVERY (D)
. = e’, —— N | == s 0
m Music 76.5 GB free of 101 GB y 6.41 GB free of 9.99 GB
(% Recently Changed Devices with Removable Storage (1) ~
BB Searches §a

Public $ DVD/CD-RW Drive (E:)

% Al Gore's son arreste.

6 NATO soldiers kille.

Files list displays

Kidnapped BBC repor.
contents of

Computer folder 8 timesaving tips for.
Folders list closed
A 2932 v

Folders A

LINDA-PC Workgroup: WORKGROUP

|
| * ‘ Processor: AMD Turion(tm) 64 X2 Mobile Technology TL-56 /

Memory: 1.37 GB

—

Figure 1.52

The file list again displays the icons for the storage locations on your
computer.

Changing Folder Views

Next, you will change how the folders and file icons are displayed in the
file list. Icons in a folder window can be viewed or displayed in seven
different ways. These views change the icon size, the display order, and the
amount of information about the files and folders. Depending upon what
you are doing, one view may be more helpful than another. That is why, as
you navigate to different locations, different views are displayed. The
views are described in the following table.

View Description

Extra Large Icons Displays extra large icons across rows with the
name below.

Large Icons Displays large icons across rows with the name
below.

Medium Icons Displays medium icons across rows with the name
below.

Small Icons Displays small icons across rows with the name to
the right.

List Displays very small icons down a multiple-column

list with the name to the right.

Details Displays small icons in a single column list with
details about each item in separate columns to the
right.

Tiles Displays medium icons across rows with the name,

type, and size to the right.
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Additional Information
The default view for the

The

tlad menu in the toolbar contains the commands to change the icon
display. This button is a split button that consists of two separate parts.
Each time you click &, the folder view switches to one of these four

views: Tiles, Large Icons, List, and Details. Clicking the |d part of the

slide-bar pointer selects the view that will be displayed.

Click to display next view

‘ oz Tiles
‘

[ = Largelcons
\

‘ZE Details

Click to display
Slide bar menu

Extra Large Icons

> = Largelcons

» % Medium lcons

2% small leons

List
iZZ Details

oz Tiles

=ed button displays all the view choices on a slider bar. Dragging the

You will first change your location to the Documents folder so you can see
folders and files rather than storage locations. Then you will change the

Documents folder is Details view.
view.
WV1.56 Lab 1: Windows Vista Basic Skills
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Documents folder
displayed in Tiles view

Change the location to
the Documents folder.

Split button
=)
Name > Documers Tem T —

@ Click [§d to open the

SR drop-down B i
list. B Pictures

B Music Hiking
5 Recently Changed F‘amtbéu:»}' Picture

Searches
| Public

Size Tags

l My Google Gadgets LN TC:T;U?{’E:TPetency
File Folder t Docume

Additional Information

'!

The slide-bar pointer next to
an option indicates it is
selected. Blast kills 6 peaceke.

Thumbnail

Senators push immig.

Israeli aircraft hits ca.

Brown takes over La

® Drag the slide-bar
pointer to select each
of the view options to
see the change in the
window.

@ Point to the Tiles
option and release the
mouse pointer. Tiles view displays medium icons in a multiple-column list with the file

name and type information displayed to the right of the icon. The number

Another Method o8 of columns will be determined by the size of the window. The icons that

You also can click on the view | represent picture files are small images called thumbnails of actual

Figure 1.53

to immediately choose it. content. The other icons represent different types of files: program files,
associated files, or another type of file (generally an unassociated

Your screen should be document file). An associated file is a file that has a specific application

similar to Figure 1.53 program attached to it that will open when the file is opened. The

following table describes several common file icons.

Icon Type of File

Plain text document

)

Rich Text document

Paint graphic

Microsoft Word document

Microsoft Excel document

Next, you will change to List view. Another way to change the view is to
simply click on the view you want to use from the slider-bar menu.
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Open the
drop-down list.

Click on List to choose
it.

Your screen should be
similar to Figure 1.54

Click the =&

button until Details
view is displayed as in
Figure 1.55.

@ If necessary, scroll the
window to see the file
icons.

@ Click on a file icon to
select it.

Your screen should be
similar to Figure 1.55

Wv1.58 Lab 1: Windows Vista Basic Skills

K5 .J5 [l » UserName » Documents » ~ [ 43 [l search
e/ | J

W Organize ~ =
R —— Name Date modified  Type Size Tags

| My Google Gadgets
|| Computer Competency

<" Bum

[E| Documents

B Pictures F)Hiking

B Music ) Letter

@ Recently Changed Bllions::
] Machu Picchu

B searches 1M

), Public ) Travel Tips

Spain lays claim to s.

Ala. governor signs s.

Files and folders 5 U.S. troops die in A
in List view

Dozens slain at Iraq 1.

Figure 1.54

This view displays very small icons with the file name to the right
arranged alphabetically down a column rather than across the rows.
Notice that the picture file icons are no longer thumbnails that represent
content. They are simply icons that represent a graphic file type. Using
this view, you can see many more items in the window at one time. The
last view setting you will use displays the file details such as total file size,
type, and the date and time of creation/modification.

Date and time
file was last
modified

Folders and files
in alphabetical
order by name

Tags associated
with file

Date modified

e I My Google Gadgets ~ 7/9/20079:54 AM  File Folder

|| Computer Competency 9/16/20093:34PM  Text Document 28
B Pictures FHiking 9/9/200911:44PM  Paintbrush Picture 31KB
B Music ] Letter 9/9/200911:44PM  Microsoft Office .. 1K8
(&) Recently Changed [ ]Lions 5/17/200711:37 AM  JPEG Image 18KB
B Searches ) Machu Picchu 9/9/200911:46 PM  Microsoft Office ... 11K8

) Public ) Memo
) Travel Tips

9/9/200911:44 PM  Microsoft Office ... 11KB
/9/200911:45PM  Microsoft Office ... 11KB

Boyfriend charged in

New Los Alamos sec

Bears cut Tank Johns.

File list displayed

T LlEp Details pane displays
in Details view

information about Dry cleaner wins in §
selected file
Folders A TG
y -]
'W= L Machu Picchu Title: Add a title Date modified: 9/9/2009 11:46 PM
=& Microsoft Office Word Document Authors: Carol Tags: Peru; South America

Size: 10.6 KB

Figure 1.55

Again, very small folder and file icons appear in a single column down the
window with additional file information displayed in columns to the right.
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AdditionaPIRTERHEIGT The columns are labeled with column headings. The columns display the

You will learn about tags file or folder name, the date and time the file was last modified, the file
shortly. type, the file size (in bytes), and tags. Depending on the type of folder you
are viewing, the columns that are displayed in Details view vary. The other
file and folder details that can be displayed include the date created, the

Additional Information author, the rating, and the number of pages, to name a few.

The columns to display can This additional information takes up a lot of space in the window. Also,
be changed by right-clicking . . . . .

N T uan because the items appear in a single column, if there were many files, you
headings and selecting the would need to scroll the window to locate a file or folder that is not visible.
desired options. Additionally, most of the same information is displayed in the Details pane

when an object is selected. However, this view is useful if you want to
compare details between objects.
Finally, you will switch to Large Icons view.

Additional Information

You can drag the column
header divider lines to
increase or decrease the size
of the columns.

Large Icons view displays
file name below large icon

Click =22 until
Large Icons view is
displayed as in Figure
1.56. I Documents

Name Date modified  Type

B Pictures
B Music ’
% Recently Changed ',
Your screen should be B Seorches MyGoogle  Computer

)\ Public Gadgets Competency

similar to Figure 1.56

Machu Picchu Memo Travel Tips

Movies an

Folders ~

| W Machu Picchu Title: Add a title Date modified: 9/9/2009 11:46 PM
I 1 - Microsoft Office Word Document Authors: Carol Tags: Pery; South America
Size: 10.6 KB

Figure 1.56

Each icon appears as a large icon with the folder or file name below it.

Additional Information . . . .
You also can choose a single The objects are arranged across rows in alphabetical order. Graphic file

picture to identify a folder. icons display a thumbnail of actual content again.
The picture does not have to
be stored in the folder.

Sorting Files and Folders

Regardless of the view you are using, folders initially appear first as a
group, followed by files. Typically, folders and files are displayed in
ascending alphabetical order by name. Sometimes, however, this order is
not convenient. For example, you may be unable to remember the name of
the file, but you can remember the approximate date you last modified it.

In all views, the top of the file list area displays headings. In Details
view, the folder and file information is displayed in columns below each
heading. In other views, the file list headings are used to control how the
items are sorted. Clicking a heading sorts the files and folders by the

Using Folder Windows Wv1.59



04 Change to Details

view.

@ Click on the Date
Modified column
heading to sort by
date.

@ Click on the Date
Modified column
heading again to
change the order from
descending to
ascending date order.

Your screen should be
similar to Figure 1.57

Additional Information

Ascending sort order is the
default order for all file list
headings.

Switch to Tiles view.

Click on the Name
heading.

Your screen should be
similar to Figure 1.58

WV1.60 Lab 1: Windows Vista Basic Skills

selected column header. Clicking it again switches the display order
between ascending and descending order. To see how this works, you will
arrange the files by date modified rather than name. You will do this in
Details view so that you can actually see the dates.

File order changed to
descending date order

@Yg [l » UserName » Documents » /|

& Orgeniz Views v (O Open ~ s Print B8 E-mail | Share AQ Burn

Favorite Links Name Date modified Type Size Tags
e | My Google Gadgets  7/9/20079:54 A FieFolder
E #Hiking 5/17/200711:37 AM  Paintbrush Picture 31K8
e [ Lions 9/9/200911:44 PM  JPEG Image 18KB Africa; el
B Music ] Letter 9/9/2009 1144 PM  Microsoft Office .. 11KB Packing:
& Recently Changed & Memo 9/9/200911:44 PM  Microsoft Office ... 11KB Packing;
B searches ) Travel Tips 9/9/20091145PM  Microsoft Office .. 11KB Packing:
I Public &) Machu Picchu 9/3/200911:46PM  Microsoft Office . 11KB  Per; Soy
| Computer Competency 9/16/20093:34PM  Text Document 2k8
Court throws out spy.
U.S. ready for a blac.
Man opens fire in La
Search ends for bodi.
Folders A e = |
] Machu Picchu Title: Add a title Date modifiec: 9/9/2009 11:46 PM
PEIZ  Vicrosoft Office Word Document Authors: Carol Tags: Peru; South America
Size: 106 KB

Figure 1.57

Looking at the Date Modified column of information, you can see that the
folders are arranged in ascending sorted order by date followed by the
files in the same order. The heading by which they are sorted appears
highlighted and displays # to indicate ascending sort order or = for
decending order.

You will return the folder display to Tiles view, sorted by name.

Tiles view sorted
by name = ==

S |
1T

S S O | R T |
W) Organize v G- Views ~ (I Open ~ it Priit MM E-ma Ry share (@ Burn (

1| » UserName » Documents »

— Name Date modified\  Type Size Tags

| Documents | || MyGoogle Gadgets by (Compiter Competency

— i || e

B Music Hiking

@ Recently Changed W Bt

o]

Searches s Vi

) Public A PG Image Yord Docu..
8 timesaving tips for.
Federer, Roddick beg
Existing-home sales
Emergency declared

Folders -~

e~ Machu Picchu Title: Add a title Date modified: 9/9/2009 11:46 PM
'=ﬁ ®=  Microsoft Office Word Document Authors: Carol Tags: Peru; South America
Size: 106 KB

Figure 1.58

The folders and files are again arranged in Tiles view sorted by name.
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,Viewing and Organizing Pictures

Due to the popularity of digital cameras and the importance of the
computer in storing and viewing digital images, Windows includes many
features designed just for working with digital images and video. These
include features for viewing and organizing images as well as editing,
sharing, and printing.

Using the Pictures Folder

Next you want to look at several pictures that are stored in the Pictures
folder. To quickly go to this location, you will open the Pictures folder
from the Favorite Links section of the Navigation pane.

Pictures folder
current

Click Pictures in the
Navigation pane.

Additional Information -
You also can get to the Dete taken
Pictures folder by clicking on
the Start button, then
Pictures.

~ M Slide Show (J"Burn

Folder icon displays
real content

(% Recently Changed

BB Searches ple Pictures
) Public

&

Shortcut to files at
another location

Your screen should be
similar to Figure 1.59

Free trial download:

Audiocast: Top 10 tip.

Audiocast: Top 10 tip.

Audiocast: Top 10 tip.

Folders

Figure 1.59

The Pictures folder is a special folder that is set up to display picture files
and video. For example, it displays files by default as thumbnail images so
you can see not only the file name but a preview of the images. It is also
the default location to import pictures from your digital camera or other
media device and for many photo editing and graphic design programs.
To help you get started with pictures, Windows includes a Sample

AdditionaFINEEREGGR Pictures folder. Notice the [#] symbol at the bottom of the folder icon for
You will learn about shortcuts | this folder. This indicates that this icon is a shortcut to a folder that is in
in Lab 2. another location on the computer. Also notice the icon for this folder

displays two pictures from this folder. This helps you verify that the folder
contains the items you want to use.

Viewing and Organizing Pictures Wv1.61



Double-click |.&s .

Select the Autumn
Leaves icon.

Your screen should be
similar to Figure 1.60

Additional Information

If the Address bar is not large
enough to display the entire
path, [«] appears at the
beginning of the address.
Click the preceding the
address to display the
complete path.

© o ciick .

Your screen should be
similar to Figure 1.61

Wv1.62 Lab 1: Windows Vista Basic Skills

Toolbar contains
context-specific
buttons

Path to location
of pictures

— Name Datetsken  Tags Size Rating
[E Documents
B Pictures -
B Music o > e
# Recently Changed 1
IB Searches Autumn Leaves Creek Desert Landscape Dock .
) Public :
¢ ¥ * v India clashes kill 18 i
'L' IV 8”5
S ) 0 T
N Yo jic growth sta.
Forest ForestFlowers  Frangipani Flowers  Garden

Underwood's QB boy.

China nabs man for J.

TR
2 > 7
Folders ~ \ >
Autumn Leaves Date taken: 11/4/2005 6:12 PM Dimensions: 1024 x768
"™ JPEG Image Tags: Sample; Landscape Size: 269 KB
Rating: % 17 19

Figure 1.60

The path in the Address bar identifies the actual location of the Sample
Pictures folder. The Sample Pictures folder is a special folder that has
been customized to display picture files in Large Icon view. Notice that the
toolbar now displays a number of context-specific buttons for working
with images such as [l , and . You will use
to view the pictures full screen and navigate through them easily with the
click of the mouse.

Slide show displays pictures full-screen and automatically
advances to next picture after a set time

Figure 1.61
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The slide show of the images begins automatically. It is timed to display
an image for a set period. If you want to advance more quickly through

Additional Information

You also can use the (¢] and

buttons on the keyboard the images, simply click the mouse. You also can display a shortcut menu
tﬁ navigate through the slid of options that can be used to modify how the slide show runs.
show. -

Right-click on an

image to display the
shortcut menu.
| Slide show shortcut menu
Your screen should be Play
similar to Figure 1.62 oy

Next

Back

Shuffle

Loop

Slide Show Speed - Slow
Slide Show Speed - Medium
Slide Show Speed - Fast

Exit

Figure 1.62

Now, by selecting a menu option, you can change the slide show speed,
temporarily pause the display, go to the next or previous image, or even
change the order of the images displayed by shuffling them.

Press to clear the shortcut menu.

Press to exit the slide show.

Additional Information Using the Windows Photo Gallery

You also can start Windows
Photo Gallery by choosing

Next, you will look at the Windows Photo Gallery, a program supplied

the program name from the with Windows Vista that offers many options that make it easy to view,
All Programs list in the Start | organize, edit, share, and print digital pictures. Double-clicking on a file
menu.

icon in any folder opens the file in the associated program, in this case the
Windows Photo Gallery.
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Double-click the
Autumn Leaves icon.

Another Method

to open the image in the
Windows Photo Gallery.

Click in the toolbar

Your screen should be
similar to Figure 1.63

Wv1.64 Lab 1: Windows Vista Basic Skills

Autumn Leaves picture

displayed in Photo Gallery

o =
Autumn Leaves - Windois Photo Gallery

——

b © x\|

CTC O G s

= 2 B I CompIePictTee | oo - tumn Leaves - Wi... |

i i Displays next .
Comapret] [ Ser 7o Figure 163

The Windows Photo Gallery program is started and the Autumn Leaves
photo is displayed in the window. Above the photo is a toolbar similar to
the toolbar in the Pictures folder. Below the picture is a control panel that
allows you to change the display size and orientation, rotate the photo,
launch the slide show feature, or delete the photo. The control panel also
has navigation buttons for moving forward or backward through images
in the folder.

( www.mhhe.com/olearyseries2007 ]




@) o Ciick Jrin) Next.

Another Method

You also can press (¢] to move
to the previous image or
to move to the next image.

Your screen should be
similar to Figure 1.64

Click 38 6o To Gallery
the toolbar.

If necessary, click All
Pictures and Videos in
the Navigation pane.

Your screen should be
similar to Figure 1.65

Creek image
‘ displayed

F = R

mp Print v @ E-mail @ Bum

|| 'idiot.

|{>lunde.

| :nd in

N a war.

(= /2 B "IN Sample Pictures | i@ Creek - Windows ph... |

< e MO saTeM

Figure 1.64

The Creek image is displayed. Photo Gallery also provides features for

organizing, tagging, and finding your photos.

All pictures and video in
Sample Pictures folder
displayed as thumbnails

il Windows Photo Gallery

® Wr-~ Brx @hfo guPint~ glEmal @ Bumn v

4.4 All Pictures and Videos
| Pictures [N
1 Videos

(@] Recently Imported

4 Tags
¥ Create a New Tag
22 Not Tagged

./ Flowers
) Landscape
. Ocean
) Sample
O Wildlife
4 () Date Taken
» [ 2004
» 2] 2005
» [ 2006
4.7 Ratings

7 Not Rated
4 [ Folders
& Pictures
 Videos
» 2 Public Pictures
54 Public Videos

18 items, 1 selected

~ e ———
% o =] 2 [ "W SamplePictures ji Windows Photo Gall...

# MakeaMovie [M Open v

n

<59 AP sa8PM

Figure 1.65
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In the Tags category of
the Navigation pane,
click Ocean.

Point to the Green Sea
Turtle thumbnail.

The Windows Photo Gallery now displays thumbnails of all the pictures
and video in the Sample Pictures folder. The Navigation pane on the left
side of the window provides options that help you organize and find
pictures. You will select the Ocean tag in the Navigation pane to display
only those images that include this tag. Tags are descriptions that you add
to a file that can be used to organize files into easily identifiable categories
so that you can quickly locate and view images that have a particular tag.

j@ Windows Photo Gallery

s B Fix & Info fmPrint~ gElEmal @ Bum

45} Al Pictures and Videos
= Pictures
H Videos Ocean -3 items, 1 selecte -

(@) Recently Imported

4 Tags
¥ Create a New Tag
22 Not Tagged
7 Flowers

7 Landscape

) v [ search £

DE

Your screen should be
similar to Figure 1.66

only images with

Selected tag displays
“"Ocean” in tag

Additional Information

A file can have multiple tags
consisting of a word or
phrase.

WV1.66 Lab 1: Windows Vista Basic Skills (

Green Sea Turtlejpg 5/10/2005 10:45 AM
tars 369 KB (1024 x 768)

Sample; Wildlife

7 Not Rated
4 £} Folders

4 Pictures

g Videos

»| 3 Public Pictures
5| 2 Public Videos Tags

3 items, 1 selected

—py—v-ﬁ-
-

o I e T ——————
v‘; = 2 B "W SamplePictures jE@ Windows Photo Gall... <5e A& sa9eMm

Figure 1.66

Now only those images in the Pictures folder whose tag includes the word
Ocean are displayed. Pointing to an image in the Photo Gallery temporarily
displays a larger-size preview along with some file information.

The Windows Photo Gallery includes many additional features for
viewing images such as zooming and for fixing images such as removing
red eye.
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Click [ Close to
close WIndows PhOto W) Organize v ™ Views ~ @ Preview v M Slide Shov
Gallery. [— Name Datetaken  Tags Size Rating

[E| Documents

B Pictures
Your screen shouldbe e = =
# Recently Changed

Similar to Figur e 1.67 B Searches Autumn Leaves Creek Desert Landscape Dock

) Public 5
%

| < e Il New wrinkle for tan
W 2% [lEE el
& e

}.‘\ e Feds: Top spammer

K5 .J=| | » Public » PublicPictures » Sample Pictures
WY\

o Print MM E-mail % Sharing Settings (@ Burn

Forest Forest Flowers  Frangipani Flowers Garden 3 G, 2 journalists sl
Rice tells Iran it's ti
D = =
- S ) ¥
Folders ~ \ -~
Autumn Leaves Date taken: 11/4/2005 6:12 PM Dimensions: 1024 x 768
"™ JPEG Image Tags: Sample; Landscape Size: 269 KB
Rating: i i i
GETEERZE | B sample Pictures | < ST s49PM

Figure 1.67

Windows Photo Gallery closes and the Sample Pictures folder window is
visible again.

Click £3 Back to display the Pictures folder.
Click Close to close the window.

The task bar does not display any taskbar buttons because there are no
open windows.

.Shutting Down Windows Vista

You can shut down Windows Vista in one of two ways. When you want to
To avoid damaging files, stop working and turn off your computer, use the Shut Down command in
always follow the procedure the Start menu. If, on the other hand, you share a computer and someone
below to shut down Windows | e]se will use it next, use the Log Off command to end your session but

\C/;s;apzte:?re youturn off yourl ., ve the computer running at full power for the next user.

Additional Information

Shutting Down Windows Vista WV1.67




€ o Ciick © start.

Your screen should be
similar to Figure 1.68

Documents

/e Internet
& Intemet Bxplorer

/oy E-mail User Name
&Y Microsoft Office Outlook

= Documents

d' Welcome Center Boeing sued over CIA

Pictures

\}/ Paint Woman on support d
/ Music

3] Windows Media Prayer Bush to host Putin in
- Games

) 2 4
%ﬂ Windows Sidebar Accidents kill 100,00.
Search

q WordPad
=/ Recent ltems

@ Windows Media Center Computer

@ Snaglt 8 Network

_ﬂ Notepad Connect To

8‘8‘ Windows Live Messenger Download Control Panel

Default Programs -
Opens Lock menu

Help and Support

>  AllPrograms

—y—p——

N MR <@ WD e 550 PM

[ Power (sleep) ] Lock ] Figure 1.68

The Power button by default puts the computer into a sleep power-
saving state. However, it can be customized to either put the computer in a
state of hibernation or shut down the computer completely. When it appears
as ol it shuts down the computer.

The button is the Lock button, which is used to lock your
computer so that other users can’t access it while you're away. The "}
button also includes a menu of options to choose from. This menu is

where you’ll find the options described in the following table.

WV1.68 Lab 1: Windows Vista Basic Skills (
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Option Effect

Switch User Allows another user to log on and use the computer while
your programs and files remain open. You can easily
resume work by logging in again and everything is just as
you left it. Because Windows does not automatically save
files that are open before switching users, if the other
user shuts down the computer, any unsaved changes you
have made to files will be lost. Be sure to save any open
files before switching users.

Log Off Closes your programs and files and ends your Windows
session, but does not turn the computer off. Another user
can then log on without the need to restart the computer.

Lock Locks the computer without turning it off. Once locked,
your computer cannot be used until you unlock it with
your password.

Restart Saves any settings you have changed in Windows Vista,
writes anything stored in memory to the hard disk, and
restarts Windows. This is called a warm start. A warm
start does not perform a memory check, but it does
initialize the equipment for use. This feature is commonly
used when a program stops running and the system
freezes up on you or after installing a program or
program update.

Sleep Saves open documents and programs to memory and
puts computer in low-power state in order to maintain
your work in memory. The work session can be quickly
resumed by pressing the power button on the computer.
Sleep is the default power setting.

Hibernate Saves open documents and programs to hard disk and
turns off the computer. To resume the session, press the
power button on the computer and your work session is
restored, just as you left it. Because hibernation turns the
computer off, it uses the least amount of power of all the
power-saving states.

Shut Down Saves any settings you have changed in Windows Vista
and turns the computer off. You must save your work and
Another Method . . . pu umd Ve yourw
D n exit each program before you shut down the computer.
epending on your computer . ,
setup, you may be able to You restart the computer using the computer’s power but-
resume a work session after ton. Then, you must restart the programs and open the
entering sleep or hibernation files you want to use. Use shut down only when you need
by pressing any key, clicking a . .
to install or repair hardware, add memory, or do not plan

mouse button, or opening
the lid on a mobile PC. to use the computer for several days.

Q—I Click [ located to the right of Lock to open the Lock menu.
Choose the Log Off or Shut Down option as appropriate.

Warning: Always log off or shut down the computer using the above procedures. Do not turn
off the computer by pressing the power button, as it is possible that data may be lost.

Shutting Down Windows Vista WV1.69



Concept Summary

LAB 1
Windows Vista Basic Skills

Operating System (WV1.5)

An operating system is a collection of
programs that helps the computer
manage its resources and that acts as

the interface between the user and the | Operating System

computer.

Desktop (WV1.10)

The desktop is the opening screen for
Windows Vista and is the place where
you begin your work using the
computer.

A menu is one of many methods used
to tell a program what you want it to

do. When opened, a menu displays a
list of commands.

o Vecome Center

&/ paien

B tindoms sidetar
E Windows Mesia Player
T‘ Werad
@s.ugn
[ - pre—

‘7‘ Noteped

,‘tﬂ)‘ Windows Live Messenger Dewnlosd
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Window (WV1.16)

A window is a rectangular section of the
P S screen that is used to display
Wandows needs 8 reiponie frem you 1o continue. information and Other programs.

Unbke regular window, most dulog beres can't be mesimized
rrimimized, of reciied. They Can, however, be moved.

W Atk tomeone or empand yeur search

Dialog box (WV1.33)

A dialog box is a window that is

o displayed whenever the program

W iscmanispicsan i requires additional information from you
in order to complete a task.

Ratus: Resdy
Lacaten
Comment.

Page Range
.a

P 1
Erter ether 2 sngle page number or 2 snge
oo mgn. Fox exdegie, 512

e Ve = T

Folder (WV1.48)

Name Dute modiied A folder is a named area on a disk that

GoogleGadges  S/24/2007 M8 PM  Fde Foider .
eavponsConpay SUDIUSM ToaOsounn 2 is used to store related subfolders and
SAAEIHAN  Pantbrush Picture K8 £l
SAIANTUAZ A Mecsoroht Offce . uxe les.
flor SAIN0 IV AM PG Image 1858 A
pow v Emach\pecns SAUISSIPM  Microsoh OHice e
B Desitop &]semo S717/2000 145 A Micresoft Oice ... nke
B UserNsrma & Travel ¥ 51772007 1143 AM  Microsoft Office .. 1nxs
I Contacts
W Destacp
' Documents

Folder
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Lab Review

active window WV1.38
application software WV1.4
associated file WV1.57
button WV1.11
capacity WV1.52
cascade WV1.39
cascading menu
click WV1.8
cold start WV1.6
data files WV1.47
desktop WV1.10
dialog box WV1.33
disk size WV1.52
double-click WV1.8
drag WV1.8

file WV1.5, WV1.47
folder WV1.48

graphical user interface
(GUIl) WV1.5

home page WV1.28
hyperlink WV1.25
icon WV1.10

WV1.13

Windows Vista Basic Skills

insertion point WV1.9
WV1.48
maximize WV1.17
menu WV1.13

menu bar WV1.16
minimize WV1.17
mouse WV1.7
mouse pointer WV1.7
multitasking WV1.37
object WV1.10
operating system
page WV1.25
pane WV1.13
path WV1.53
pinned items list WV1.13
point WV1.8

WV1.5
program files WV1.47
properties WV1.10
restore WV1.17

scroll arrow  WV1.22
scroll bar WV1.22

location

WV1.5

program

scroll box WV1.22
select WV1.31
selection cursor WV1.13
shortcut WV1.11
shortcut menu WV1.41
subfolder WV1.48
submenu WV1.13
tags WV1.66

taskbar WV1.11
taskbar button WV1.11
text box WV1.9
thumbnail WV1.57
tile WV1.39

title bar WV1.16
toolbar WV1.16
tooltip WV1.11

Undo WV1.42

user account WV1.6
warm start WV1.69
window WV1.16

command summary

Shortcut

Command

@ Start

Action

Opens Start menu

Opens the Documents folder

Opens the Computer folder

+ Opens Windows Help and Support
\_ /
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command summary

Command Shortcut

Power

ﬁ Lock
Lock

Close +
RN/ ayout

[rrr——

FEE—

/Extra Large Icons
rE—

/Large Icons

e ;

=Ealaeed /Medium lcons
P —

B Views v /Small lcons

&= Views ~ PARESY

m= Views ¥ /Deta||s
_—

eI /Tiles

™ Siide Show

3% Go To Gallery

Back +
Forward +
Home

Print

Contents
opcers -

Action

Keeps session in memory and puts computer in a sleep
state

Locks the computer without turning it off.

Opens the Lock menu

Folder Window

Closes active window

Turns on/off display of Search, Details, Preview, and
Navigation panes

Cycles through Details, Tiles, Large Icons, and List views
Displays extra large icons of graphic files

Displays large icons of graphic files

Displays medium icons of graphic files

Displays small icons of graphic files

Displays objects in a list

Displays all folder and file details

Displays objects with medium icons and file names
Displays pictures in folder as a full-screen timed slide show

Displays the selected image in Windows Photo Gallery or
other selected application

Opens the Windows Photo Gallery application

Help and Support

Displays previously viewed Help topic

Displays next-viewed Help topic after using Back
Displays Help home page

Prints displayed Help topic

Displays Help table of contents list

Accesses other sources of Help

Changes Help settings
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Lab Exercises

screen identification

1. In the following Windows Vista screen, several items are identified by letters.
Enter the correct term for each item in the space provided.

Recycle Bin

A

Documents

{elmemet |
&> Intemet Explorer
— | E-mail User Name
L&Y Microsoft Office Outlook I
= Documents
" Welcome Center

5 U.S. troops die in A.
Pictures

‘}/ Paint Dozens slain at Iraq r.
Y, Music

gﬂ. Windows Sidebar New wrinkle for tan.
-~ Games

[@" Windows Media Player Feds: Top spammer
. Search

1= e A 6164 ¥
T‘ WordPad e — ‘ ) Hiking
% £4)] Machu Picchu

Soaglts Computer

Q Windows Media Center Network

dl Notepad Connect To
B9 Windows Live Messenger Download  [ROT NN
o

Default Programs

DN = oy
St 4 >
= —

MY oW

NE o

e
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« Personalization » Desktop Background

"desktop background”

Choose a desktop background

Click a picture to make it your desktop background
and double click it.

Picture Location |Windows Wallpapers

Vistas (9)

Change your desktop background
(wallpaper)

Your desktop background (also called wallpaper) can be a
digital picture from your personal collection or one that
comes with Windows. You can also select a color for your
desktop background or use a color to frame your
background picture.

To change the desktop background
1. 3 Click to open Desktop Background.

2. Click the picture or color you want for your desktop
background.

If the picture you want to use is not in the list of
desktop background pictures, click Browse to
search for the picture on your computer. When you
find the picture you want, double-click it. It will
become your desktop background and appear in
the list of desktop backgrounds.

Under How should the picture be positioned,
choose to have the picture fit the screen, tile, or be
centered on the screen, and then click OK.

Note

o Ifyou choose to have a centered picture as your

Hacktnn hackarniind wni ran slen hava 3 calar

% Ask someone or expand your search

i3 Offline Help +

m

Mo oW

==l

oy

~

[

Lab Exercises

2. In the following folder window, several items are identified by letters. Enter the correct term for
each item in the space provided.

Convoy attack kills a
American al-Qaida
The best ways to bu.

Jordin reportedly had

WV1.75
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Match the letter to the correct item in the numbered list.

10.

1

2

3

4.

5. dialog box
6

7

8

S

&0

5 ). - 0

restores a maximized window

a mouse pointer

opens the Start menu

used to provide information to complete a command
displays Help home page

minimizes a window

used to bring additional information into view in a window

rectangular section on the screen that is used to display
information and other programs

puts computer into sleep state

. closes a window

multiple choice

Circle the correct response to the questions below.

1.

A collection of programs that helps the computer manage its resources and acts as an interface
between the user and the computer is called a(n)

a. application

b. operating system
C. program

d. software

The

gao op

window
pane

desktop
monitor

Menus

Dialog boxes

Icons

all the above

4. A(n)
a.

b
c.
d

WV1.76

@
=Y
[]

Lab 1: Windows Vista Basic Skills (

is the opening screen for Windows Vista.

provide ways for the user to interact with a program.

indicates that an option is a mutually exclusive item and that it is on.
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10.

When a program requires more information to complete a task, a may be displayed.

a. menu
b. command button

c. dialog box

d. control panel

Information created and used by the computer is stored in
a. programs

b. files

c. menus

d. dialog boxes

To organize the information on a computer, related files are stored in
a. folders

b. directories

c. objects

d. none of the above

To make a window its largest size, the button is used.

a. =

b.

c. ==

d.

Displaying open windows with all the title bars showing is called
cascading

tiling horizontally

tiling vertically

arranging

o gp

are settings and attributes associated with an object on the screen.
Properties
Positions
Assets
Possessions

o gp

true/false

Circle the correct answer to the following questions.

1.
2.
3%

The desktop is the opening screen for Windows Vista. True False
Small pictures, called items, represent the objects on the Windows desktop.  True False
The menu bar displayed across the bottom of the screen is used to

interact with a program. True False
A window is a rectangular section on the screen that is used to display

information and other programs. True False
A scroll bar is used to move more information in a window. True False

Lab Exercises Wv1.77
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10.

The information a computer uses is stored electronically as a variety of

different folders on a disk. True False
A maximized window cannot be custom sized. True False
Windows arranged in the stacked format are arranged vertically across the

window space. True False
The Lock feature prevents other users from accessing the computer. True False
All objects have properties associated with them. True False

Complete the following statements by filling in the blanks with the correct terms.

1.

10.

Wv1.78 Lab 1: Windows Vista Basic Skills (

A(n) means that features you see in Windows Vista will be

found in programs that run under Windows.

The program controls computer system resources and coordinates the flow of data

to input and output devices.

When you turn the computer on to start Windows Vista, you have performed a(n)

Each object consists of settings and attributes called that are unique to the object.
Storing related files in keeps the disk organized and makes it much easier to locate
files.

The is displayed in the Address bar.

A provides a connection to information at another location.

A(n) scroll box indicates that only a small amount of the total available information

is displayed in the window.

The three window arrangements are , , and

The capability to run several different programs at the same time is called
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Hands-On Exercises

% Easy

step-by-step * * Moderate
% % % Difficult

Reinforcing Your Knowledge *

1. Windows Help and Support includes a Windows Vista Tour, which introduces and explains many
of the basic Windows Vista features. This problem will use the tour to reinforce many of the
features presented in this lab.

a. In the Windows
Help and Support
window, type Demos
in the search box.

b. Choose Windows
Vista demos from
the list.

c. Under the Getting
started heading,
choose the Desktop
basics link.

d. Choose the Watch
the demo link and
then answer these
questions:

1) What are the four main areas of the Windows Vista desktop called?

2) To begin using Windows Vista, where on the desktop is the best place to begin?

3) What does the Start menu provide access to?

4) What do you click on to view a complete list of programs installed on your computer?

5) Rather than using the All Programs menu, what is another method for finding a particular
program on your computer?

6) What is a program displayed in?

7) When a program is open, what is displayed on the taskbar?

8) How do you use the taskbar to switch between open programs?

9) What button do you click to make a program fill the entire screen?
10) What button do you click to hide a program?
11) What button do you click when you're done using a program?
12) Windows Sidebar holds small programs called what?

e. When you are done, exit the tour.

Lab Exercises Wv1.79
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Arranging and Sizing Windows *

2. As you learned in the lab, windows can be both sized and moved. This is an important skill to
develop because many times windows will cover other information you want to see or may be an
inappropriate size when they are opened. To develop this skill, you will open, move, and size
several windows while learning about the Quick Launch toolbar.

a. Open the Computer
window. Open
Windows Help and
Support. Restore
both windows if

Hame Type

Hard Dik Orives. (7) ]

05 (C)

RICOVERY (D

[ v .
necessary. Wowss 2| Deices wth B Sirage 2
b. Enter the word S & coomione
M_oearn -
quick in the Help | g So%S iy romenin
Memory: 13768

search box. Display
the topic “Add or
remove the Quick
Launch toolbar.”
Follow the
directions in this
topic to hide the
Quick Launch
toolbar.

c. Move the Help
window to the lower-right corner of the desktop.

1 teolboa o 8 secton ef the teskbar that contavs shestits 1o requently uied program. The
Quick Launch ool locks ke thie

. Move the Computer window to the upper-left corner of the desktop.

. Size the Help window until it covers the lower-right quarter of the desktop.

. Size the Computer window until it covers the upper-left quarter of the desktop.
. Redisplay the Quick Launch toolbar.

=00 s O S

. Maximize the Help window. Another way to make a window active is to use the |& Switch
Between Windows button on the Quick Launch toolbar to switch from one open window to
another. When you click ] Switch Between Windows, an icon road map box (or, in the Aero
uses interface, Flip 3D) appears displaying icons for each open window. Using this method,
make the Computer window active. Then use it to make the Windows Help and Support
window active again.

i. Cascade the open windows. Undo the cascade.

j- Click [&] in the Quick Launch toolbar to display the desktop. Click [&] again to redisplay all
open windows.

k. Return the Computer and Help windows to their approximate original size and location.

1. Close all open windows.

Wv1.80 Lab 1: Windows Vista Basic Skills (
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Learn More about Sharing Your Computer % %

3. Windows Help and Support includes articles and tutorials on a variety of topics. You will learn
more about Windows Vista and sharing your PC.

a. Start Windows

Help and
Support. Select
the What's New
to iC ﬁ_om the - File sh:!iv\’gl es::ﬂ“i:\ls ” - - o
p sy dayrivcaabaspninitdeaniavilet gl i o AR
Help home page. @ P e e e AT e e
N whe you went to share them with, and hew much cont want tc heve cver the files.
) Ether method aBows You 1o share files e folers with 5emesne UsIng yOU computer ¢
b. Select the Sync e R e e R
and Sharlng llnk Share files from any folder on your computer
With tha methed of shann v con decide whe wil
and then select : ’
= . i 73 that yeu have shered with them.
File sharing ‘ rSdosoiesmmpi dhess i
essentials” and
answer the e
fOHOWil'lg 15t paogle 10 JUst 1eeing same files
questions.

Lol =L

1) What are the two ways of sharing files in Windows?

2) Do you have to be on a network to share files?

3) Can you share files from any folder on your computer?

4) If you use the Public folder to share files, can you control access privileges?

5) If password protection is turned on for your computer, what information do you need to
provide the person you're sharing files with so that he or she can gain access?

c. Close Windows Help and Support.
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Personalizing Your PC % %
4. In this problem, you will use Windows Help and Support to learn more about personalizing your
computer.
a. Start Windows Help

and Support. Type
personalize your pc in

the search box. b v

b. Select the first | — éﬁ%g;:i’?f‘..’l‘l:i:',";ﬁf;..'ap.ﬁu e e R
search result, 1 : o
Personalizing your e = e
computer, and then T
answer the . s i
following questions. R IS—_—“—

» To use pictures as 2 side show
Note

o To clear & 5ereen soves, move your mouse r peess amy key

Seealso
use

N Ak oo Of srpand your cesrch

1) What are ways you can customize your desktop?
2) What are screen resolution settings?
3) How do you change your user account picture?

Next, you will use Windows Help and Support to locate information about using screen savers to
personalize your desktop.

c. Under the Screen Saver heading, click on the link Change screen saver.
d. After reading the information on this topic, click the link To change a screen saver, then the link
Click to open Screen Saver Settings.

e. Open the Screen Saver drop-down list and select the Mystify screen saver. Click to see
it full screen and then press to return to the dialog box. Preview other screen savers.

f. When you are done, click to close the dialog box without making any changes.

Next, you will use Windows Help and Support to locate information about customizing your
keyboard settings to personalize your computer.

g. Enter the word keyboard in the search box. Choose the Change keyboard settings topic.
h. After reading the information on this topic, click on the link To change the delay before
keyboard characters repeat.
i. Click on the link Click to open Keyboard Properties.

j- In the Keyboard Properties dialog box, adjust the Repeat delay and Repeat rate settings. Test
out the new settings in the test area to see the effects of your changes. Change the cursor
blinking rate. Click to cancel any changes you made and close the dialog box.

Next you will use the Help Search box to locate more information about using and customizing the

mouse.
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k. Enter the word mouse in the search box. Choose the Change mouse settings topic from the list.

1. Display all the information on this topic. After reading the information on this topic, choose
any one of the Click to open the Mouse Properties links.

m. Look through all the tabs in the dialog box. What are some of the mouse property settings and
why would you want to change these settings?

n. In the Pointer Options tab, adjust the pointer speed and turn on the Display Pointer Trails
option. Move the mouse to see the results of your selections.

o. In the Buttons tab, change the double-click speed and then try out your changes by double-
clicking in the test area.

p- When you are done, click to cancel the changes you have made and close the dialog

box.

Next you will use the Help search box to locate more information about using and customizing the

desktop.

q. Enter the word desktop in the search box. Choose the Change your desktop background

(wallpaper topic).

r. After reading the information on this topic, select Click to open Desktop Background.

s. From the Background list box, select several background pictures to see how they would look

on your screen.

t. When you are done, click to cancel the changes you have made and close the dialog

box.

u. Close Windows Help and Support.

Customizing the Taskbar * %

5. The taskbar can be customized in many ways. In this problem, you will learn about other features

of the taskbar.

a. Use Windows Help
and Support to find
information about
sizing the taskbar,
setting the date and
time, using Auto
hide, displaying
toolbars in the
taskbar, and
moving it. Next,
follow the steps
below to try out
several of these
features.

Customize the taskbar

The tashbar o the area of the deshtop thet contains the Start menu snd Leikbae buticen for all epen
peograme. By defwit, the takbar i located 1t the bottom of the detiden. It loeks e thir

T T ——

Toskbar

e the taskbar 30 i hidden when you're nct using it You can aiso move &,
e 1L o1 put shertut aunch tooka, which is boceted ea the

res 1o yous Livorite programss on the Qus
iy

| oot it e iobicason aves | o

* To hide the taskbar

Taskbar sxpeersnce

Yeu can hide the taskear to create mare space.

and then dlick OK.
Acta-hide the tasiber

7 Keep the taskbar on top of eher windows
¥ Groc simiar taskber buttons

] Shew Quik Launch

| Show window prveess (humbrads)

I you don't see the taskbar 6n the screen, )t might be hidden.
1. Clickto open Taskbar and Start Menu Propesties.

2. Onthe Taskbar tab, clest the Auto-hide the taskbar check box, and then click OK.
* To lock or unlock the taskbar
You can keep the taskar in one place by locking 1t which cam prevent accidental moveng or resizing.

& Fight-click an empty space on the tasksar, and then chek Lock the Taskar 50 that i has 3 theck
nark nest 10 2. To unlock the tackbar. chck Lock the Taskbar 1o s the check mark

. Ask vomeane or expand your vearch
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b. Double-click on the time in the taskbar. Try changing the date and time properties. Click
to close the dialog box without making any changes.

c. Choose Properties from the taskbar shortcut menu. Describe the five options in this dialog box.
Clear the Lock the taskbar option. Turn on the Auto-hide the taskbar option. Click [ _cancel ].
Close the dialog box. What happened to the taskbar? To redisplay the taskbar, move the mouse
pointer to the bottom of the window.

d. Drag the top border of the taskbar up to increase the size of the taskbar to two rows. What
happened to the arrangement of items on the taskbar?

e. The taskbar can be moved along any border of the desktop. Move it to each border and describe
what happens to the desktop and the taskbar. Return the taskbar to the bottom of the screen.

f. Resize the taskbar to a single row at the bottom of the screen. Reset the taskbar properties to
lock it and turn off the Auto-hide feature.

g. Close the Windows Help and Support window.

What’s New in Windows Vista?

1. Read several articles about Windows Vista. Then use Windows Help and Support to find out more
about the new features in Windows Vista. Identify and describe five new features of the program,
compatibility, and ease of use.

Password Protection % %

2. Windows Vista has several built-in security features. One is the use of passwords for user
accounts. Read about this topic in Windows Help and Support. Handwrite a brief paper about
how to create a strong password and how to protect them.

Accessibility Resources * %

3. Windows Vista includes many special features to enhance accessibility for people with special
needs. Use Windows Help and Support to find out about these features. Describe the four
programs that are included in Windows Vista to enhance accessibility. Get more information
about the Magnifier program and try out this feature on your system. When you are done, exit the
Magnifier.

Upgrading to Windows Vista * % %

4. If you were the operations manager of a large company and had to decide whether to upgrade to
Windows Vista, what factors would you need to take into consideration? For example, what are
the minimum hardware requirements to use Windows Vista effectively and will the current
hardware and software at your company need to be upgraded? At what cost? With what benefits?

Wv1.84 Lab 1: Windows Vista Basic Skills (
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Playing Music % % %

5. You can play many types of audio files using accessories provided with Windows Vista. The Media
Player accessory is used to play audio and video files from the Internet, play your CDs or DVDs,
or listen to Internet radio stations. You also can easily play music stored on your computer. You
must have a sound card to use these features. If your system does not include speakers, check
with your instructor about using a headset to listen to the sound. Use Help to locate information
about the Media Player. Run the Media Player Tour to learn about this feature. Start the Media
Player application. Open the Media Library and play the sample audio file by Aaron Goldberg.
Select a Skin of your choice and use it to play the same audio file. Return to Full Mode when you
are done. Close the Media Player. Using Help as a guide, search for information about playing
music stored on your computer. Use the Favorite link to the Music folder. Select and play several
of the sample music files in the Music folder.
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Organizing Your Work |5 7

Objectives

After completing this lab, you will know how to:

Use the Folders list.

©

Create and customize folders.

©

Rename and delete folders and files.

L~

Copy and move files.

@

Use drag and drop.

&

Modify file properties.

Filter, group, and stack files.

©

Select multiple files.

)

Use the Recycle Bin.

=)

Find files.

1)

Open, edit, print, and save a Notepad document.

wv2.1



Case Study

As advertising coordinator, you create many differ-
ent types of files that are used for different purposes
to promote the Adventure Travel Tours company.
You often find that it takes you a considerable
amount of time to locate a file. Consequently, you
decide you need to organize the files on your com-
puter. Organizational skills are very important skills
in any profession. When you are disorganized, it
takes much longer to

complete tasks accu-
rately. In this lab, you
will learn to use
Windows Explorer to
organize the folders
and files on your disk.
You will learn how to
create folders and
copy and move files
into folders to make it
easy to quickly locate
files. Additionally, you

will learn about many

other file management features and shortcuts that
will improve your efficiency.

Frequently while working, you want to quickly jot
down ideas or reminders. A simple application pro-
gram that is included with Windows Vista, Notepad,
can be used to create basic text documents quickly.
You will use Notepad to create a simple list of items
to include in a packing list for a Colorado River kayak-

ing adventure. The fea-
tures you will use to
edit and print this doc-
ument are features
that are common to all
applications that run
| under Windows. Learn-
ing about many of
| these features now
will make it easier for
you to learn to use
4 new applications in
the future.
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Filtering, grouping, and stacking files
helps organize files.

Notepad can be used to quickly create
simple text documents.
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Concept Preview

The following concepts will be introduced in this lab: ~

Hierarchy The graphic representation of the organization of folders on a disk is called a
hierarchy.

File and Folder Names When a file or folder is created, it must be assigned a file name that
identifies its contents.

Copy and Move All Windows applications include features that allow you to copy and move
selected information from one location to another.

Filter, Group, and Stack To help you find files that share something in common, you can
filter, group, and stack files.

Drag and Drop Common to all Windows applications is the ability to copy or move selections
using the drag-and-drop feature.

Instant Search The Instant Search feature looks for matching text to your search term in file
names, properties, and file content and, as you type the search term, it filters the view to
display only those items meeting the criteria.

Editing One of the advantages of using a computer is that you can easily change or edit your
documents.

Saving Files When you save a document you are working on, a permanent copy of your
onscreen document is electronically stored as a file on a disk or other storage device.

Working with Folders

As the advertising coordinator for Adventure Travel Tours, you create
many different types of documents to promote the different products
offered by the company. As you create more files, it is taking you longer to
locate the file you want to use because they are not organized. You decide
to create folders to help organize the files.

Wv2.4 Lab 2: Organizing Your Work (
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oa If necessary, turn on

the computer.
® Log on to Windows.

o Click € Start and
open the Documents
folder.

@ Maximize the window.

@ Change the icon view
to Tiles.

Having Trouble?

Your window will display

different folders and files
than those in Figure 2.1.

Your screen should be
similar to Figure 2.1

[ Documents folder open ]

TN | virtep > Documens + N

e
Wy Organize v - views ~ (@ Burn

Name Date moXjed  Type Size Tags

| Documents || MyGoogle Gadgets By CompusCompersn, P B —-—
Mo ext Docume , Paintbrush Picture
B Pictures vakokds 3
B Music 7 = B
G Im (L5 f rd D
@ Recently Changed =

B Searches

Public

Travel Tips

crosoft Office Word Doc

Folders ~

S TER W 18 Documents HLC WEt oM |

Figure 2.1

When looking at the contents of your computer in Lab 1, you used many
different navigation features to change locations to display the files and
folders on your computer. These features included using links in the
Address bar, clicking on displayed folders in the file list, and using
Favorite Links in the Navigation pane to display the contents of the
selected location. You also used the g button or the Address bar to return
to a previous location and move to the next-higher-level folder. Using these
methods to navigate is convenient if you want to work on files in a single
location or in folders available in the Favorite Links list but is not very
efficient when you need to move between locations to work with files that
are in locations that are not visible in the folder window.

Using the Folders List

As briefly introduced in Lab 1, another way to view disk contents and
navigate is to use the Folders list. Because it displays all the folders on
your computer, it is used to move to locations that are not easily accessible
in the folder window.

Working with Folders WV2.5



[P

Display the Folders PP
list.

I » Usr e » Dot » -

Folders list displays the

el e Date modified  Type Size Tags
computer’s disk contents

as hierarchy ‘ My Soagle Gadgets D e @Hﬁﬂ Pictu
Having Trouble? ‘ File ol 114 KB W |08
] ] Mus/ G2
Click [ ] at the = :
bottom of the Navigation Folder | (= .
4 [ Desktop i i Do
pane. 4 [B User Name
B Contacts
W Desktop
I/ Documents
Move the mouse My Google Gadgets

pointer to point to
anywhere in the

Indicates subfolders

Folders list. are displayed
Your screen should be
similar to FIgUfe 22 !;3' ;::;:el ::EI Indicates subfolders are not displayed

Additional Information

You also can use €@ /All
Programs/Accessories/
Windows Explorer to open the

Documents folder with the .
Folders list already displayed. Figure 2.2

The primary purpose of the Folders list is to help you navigate through
. . and organize the folders and files on a disk. It displays the information

You can adjust the size of the , . .

panes by dragging the bar about your computer’s storage locations as a hierarchy.

that separates them.

Additional Information

~

Concept 1

~
The graphic representation of the organization of drives and folders on your computer is called a
hierarchy. The top-level folder of a storage location is the main folder, also called the root folder. On
the hard disk, the main folder is represented by the Desktop icon (see Figure 2.3). On a CD disk, the main
folder is generally represented by the drive icon. The main folder always appears at the top of the hier-
archy. Folders created in the main folder appear indented below the main folder. Subfolders, also called
secondary folders, appear indented below other folders. Because of the branching nature of the hierar-
chy, it is sometimes also called a tree.

J

Because the Documents folder is the current folder, it is highlighted in the

Having Trouble? Folders list. Notice the 4 and I* symbols before many of the items in the
The expand and collapse ' Folders list. The I* (expand symbol) indicates the item contains additional
symbols gradually fade when items or folders that are not currently displayed in the list. To display any

you move your mouse off

1 subfolders or files, you click on the item in the Folders list. You will
the Folders list.

display the contents of the hard drive.
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94 If necessary, scroll the

Folders list to see the
Computer folder.

® Double-click Computer
in the Folders list to
expand the subfolders.

@ Click (C:) (or the
appropriate drive for
your system) in the
Folders list.

Your screen should be
similar to Figure 2.3

Additional Information

Your screen will reflect the
folders and files on your
computer’s hard drive.

Additional Information

Pointing to a file or folder
name that is too long to fully
display in the Folder list
displays the complete name
in a ScreenTip. You also can
drag the right edge of the
Navigation pane to change
the width of the pane to
display more or less
information.

£, » Computer » 0S(C) » v | 43 W Search R
Org
SRRk Name Date modified Type Size
ATI 5/21/2007 7:38 AM File Folder
Main or root folder DELL 5/18/2007 2:58 PM File Folder
doctemp 5/18/2007 258 PM  File Folder
& Music Drivers 5/18/2007 2:58 PM  File Folder
More » . Program Files 7/6/2007 5:08 PM File Folder
Folders v Snaglt Catalog 7/5/2007 220 PM  File Folder
4B Desktop Student Data Files 9/15/200910:36 AM  File Folder
B User Nome Student Solution Files  9/15/200910:37 AM  File Folder
l'E] Cottacts Users 5/21/2007 3:49 PM File Folder
m Desktop Windows 5/21/2007 3:41 PM File Folder
Bt | |BOOTSECT.BAK 5/21/2007425PM  BAKFile 8K8
My Google Gadgets &1 Systeminfo 1/31/20077:38AM  Configuration Set... 1k8
I Downloads
[ Favorites
Computer folder
expanded
1B searq

A& Computer

& os@
> s RECOVERY (D:)
&) DVD/CD-RW Drive (E)

=¥ Network

Control Panel Contents of selected
& RecycleBin folder displayed in
file list

12 items

-

TIEC WA G 0 |

"Rl E BosC

Figure 2.3

Using the Folders list, you were able to quickly locate the Computer folder,
expand it to display the subfolders, and then choose the hard drive
subfolder. Notice that the * changed to a 4 (collapse symbol), which
shows that the folder is fully open or expanded. The file list displays both
the folders and files at this hard drive location.

Next, you will view the contents of the Program Files folder. This folder
is used to store the files used to run most of the applications on your
computer. Because this folder is visible in the file list, it is faster to move
to it by choosing it from this location rather than using the Folders list.
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Double-click the Path to current location
Program Files folder in
the file list.

— Neme Date modified Type Size =
i . Adobe 5/21/2007338PM  File Folder
F D t
Havmg Trouble? E pD(”mE" . i AMD 5/21/20073:38PM  File Folder
0 f [ d Wi d E ““f‘es | AOL Install 5/21/20073:38PM  File Folder
n some tolaers, vvindows B Music || ATI Technologies 5/21/20073:38PM  File Folder
Vista may not initia”y di5p|ay More » Ji BAE 5/21/2007338PM  File Folder
the fold fao d P + | L Common Files 5/21/2007339PM  File Folder
€ rtolaer contents and an B e Nare , | i CONEXANT 5/21/20013:33PM  File Folder
advisory message appears . " oypertink 5/21/2007339PM  File Folder
O e e uld not Wioios 1. Del 5/21/2007339PM  Fie Folder L
9 Y, B oocamets |, DellSupport 5/21/2007339PM  File Folder
need to modlfy the files in i i Gooek Gedgits 1. Digital Line Detect 5/21/20073:39PM  File Folder
his fold Biieine I, EarthLink Setup 5/21/2007339PM  File Folder
this Tolder. B e . f031152b58768b0ecBOd  2/7/2007302AM  File Folder
B 1. Google 5/21/2007339PM  File Folder
B Music JJ Intemet Explorer 6/15/2007310 A File Folder
B pictures 2l Yava 5/21/2007339PM  File Folder
: || Microsoft NET 5/21/2007340PM  File Folder
Saved G :
If necessary, click % i i J. Microsoft CAPICOM 2.... 5/21/2007339PM  File Folder
J. Microsoft Games 11/2/20065:37 M File Folder m
Vidh .
Show the contents of %U;Xi:DS I Microsoft Office 5/21/2007340PM  File Folder
this folder to continue. 8 Computer Ji Microsoft Visual Studio  5/21/2007 340PM  File Folder
&os1c) 1. Microsoft Works 5/21/20073:40PM  File Folder
o ' | Modem Diagnostic Tool 5/21/2007340PM  File Folder
R oL . Movie Maker 11/2/2006 5:42 M File Folder
~ft 1 MSBuild 11/2/2006 5:37 AM  File Folder
Your screen should be ~Jfi | MSN 11/2/20065:37 AM  File Folder
P . S . MSXML 4.0 2/7/2007300AM  File Folder
P Fil
similar to Flgur €24 Rl 1. NetWiting 5/21/2007340PM  File Folder
e A _ | Norton Intemet Security 5/21/2007 340 PM  Fill Folder i
' 45 items

= 2 B B Pogamiies <HEC WA %42Am

Count of items in
current location

The folder name is highlighted in the Folders list, indicating that it is the
current folder or the folder that will be affected by your next actions. The
Address bar displays the path to the selected location. The Details pane
displays a count of the number of items in the folder and also may
indicate the number of hidden files. Hidden files are files that Windows
does not display by default to protect them from accidentally being
altered. The Folders list, however, does not display the folders in the
Program Files folder. Another way to display folder contents in the Folders
list (rather than double-clicking on it) is to click *. You will expand the
Users folder in the Folders list to see how this works.

~ 4
4

Figure 2.4

Contents of current folder
displayed in File list

Wv2.8 Lab 2: Organizing Your Work (
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If necessary, scroll the Contents of current folder
L displayed in file list

Folders list to display

the Users folder.

2 2 EIECEI T I ) E
L]

- e

Organize v (it Views v (@ Bumn

Click > next to Users. — Name Date modified Type Size 2
) Dssimis || Adobe 5/21/2007 338 PM  File Folder
B riciis J\ AMD 5/21/20073:38PM  File Folder
B v [ ATiTemdogis. Y00 50PM  FieFolde
1. ATI Technologies : ile Folder
Your screen should be More » | BAE 5/21/20073:38 PM  File Folder
imil : + | L Common Files 5/21/2007339PM  File Folder
similar to FlgUf e2.5 mdyeE‘ e .|l CONEXANT 5/21/20073:33PM  File Folder
B Links || Cyberlink 5/21/2007339PM  File Folder
B Music 1. Dell 5/21/2007339PM  File Folder 3
B Pictures . DellSupport 5/21/20073:39PM  File Folder
[~ Tr—— . Digital Line Detect 5/21/20073:39PM  File Folder
e — ||\ EarthLink Setup 5/21/2007339PM  File Folder
B Videos | f931152b58768b0ec89d  2/7/20073:02AM  File Folder
o B basn: || Google 5/21/2007339PM  File Folder
AP Compuiter I, Intemet Explorer 6/15/20073:10 AM  File Folder
48 05(C) )\ Java 5/21/2007339PM  File Folder
S B A | Microsoft.NET 5/21/2007 340 PM  File Folder
B biit _|| i Microsoft CAPICOM 2... 5/21/2007339PM File Folder P
§ socteins =1 L Microsoft Games 11/2/2006 5:37 AM  File Folder
B Drivers 1| Microsoft Office 5/21/2007340 PM  File Folder
TS ). Microsoft Visual Studio  5/21/2007 340 PM  File Folder
Current folder > » I SragR Catalog ). Microsoft Works 5/21/2007 340PM  Fie Folder
» B Stoddent Dota Fils. . Modem Diagnostic Tool  5/21/2007 340 PM  File Folder
Al el e J| Movie Maker 11/2/2006 542 AM  File Folder
il 1| ) MsBuild 11/2/2006 537 AM  File Folder
/ Wl J0 MSN 11/2/2006 537 AM  File Folder
P ) MSXML 4.0 2/7/20073:00 AM  File Folder
Folder expanded =1 e J. NetWaiting 5/21/2007 340 PM  File Folder
but not current > @ Windows J| I:lorto:lntemetSecunty 5/21/2007 340 PM Fie Folder l
l 45 items.

@ x 9:45AM

Figure 2.5

Although the Users folder is expanded in the Folders list, the file list still
displays the contents of the Program Files. This is because the Users folder is
not the current folder. Clicking on the folder name makes the folder current.

64 Click Users.
Name B Date modified Type Size

Your screen should be B i . Linda 5/21/20075:11PM  File Folder
similar to Figure 2.6 Bi o JJ Public 11/2/20065:50 AM  File Folder

|| User Name 7/5/20071202PM  File Folder
B Music

More »

Folders v
> [ Favorites -
W Links
B Music
B Pictures
W Saved Games
E Searches
n Videos
1 Public
1% Computer
o8& 0s5(C)
> ATI
v DELL
|\ doctemp

Users folder is

current folder

1

J. Drivers
b )i Program Files
| Snaglt Catalog
> Ju Student Data Files
|\ Student Solysi
4 | Users
1 Linda
b 4 Public
by User Name

Windows et

l 3 items

Figure 2.6
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Click 4 to the left of
Users.

Your screen should be
similar to Figure 2.7

Wwv2.10 Lab 2: Organizing Your Work (

The contents of the Users folder are displayed in the file list. At any time,
you can hide or collapse the expanded list of items in the Folders list by
clicking the 4 and > symbols.

5 - Name 2 Date modified Type Size
Linda 5/21/2007511PM File Folder
[E| Documents Y
Public 11/2/2006 5:50 AM  File Folder
User Name 7/5/20071202PM  File Folder

B Pictures
B Music

More »
Folders v
> [ Favorites

W Links
Ep‘ Music
B Pictures
Saved Games
1B Searches
m Videos
Public
418 Computer
o8& 05(C)
ATI
DELL
doctemp

m

Drivers
Program Files
Snaglt Catalog
Student Data Files

|| Student Solution Files -{

Folder not expanded
but still current

Users et

Windows
> s RECOVERY (D)

&5 DVD/CD-RW Drive (E:)
¥ Network -

3 items

<HLEC ME & 947AM

Figure 2.7

The Users folder is no longer expanded in the Folders list. However, the file
list continues to display the contents because it is still the current folder.

Using the Folders list makes it easier to navigate through the contents
of your computer and is especially helpful when you need to use files
located in folders in different storage locations on your system. This is
because you can easily see the entire drive and folder structure and can
quickly go to a specific location without having to move sequentially up or
down along a path from one folder to another.

Using the Address Bar

The Address bar, as you learned in Lab 1, provides several methods for
navigating to a particular folder on your computer. The first method,
which you have already used, is to click on a part of the path displayed in
the address bar to move to it. A second method is to type the name of the
folder or the path to the folder to which you want to move. Another
method is to click on one of the arrows to the right of the location in the
Address bar and select a location from the submenu that appears. The
submenu displays the names of all subfolders in the selected location.
You'll use both methods next.
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With the Users folder

still open, click on the
[*] to the right of (C:)
in the Address bar.

Additional Information
The menu lists all folders
located on your C drive.

l Select the Student
Data Files folder or, if
this folder is not
available, any folder
from the menu.

Your screen should be
similar to Figure 2.8

In the Address bar,
click on an empty
space to the right of
the links.

Type computer and

press (<Enter).

Your screen should be
similar to Figure 2.9

Additional Information

You also can type a word or
phrase to search for
information or a Web
address (URL) in the Address
bar. This opens Internet
Explorer and displays a list of
located search results or the
Web page at the URL you
specified.

Click to display
menu of subfolders

= T

Kol » Compuier » OS(C) » Student DataFles » ©

&) Organize ~ Views

Name - Date modified Type Size

[E| Documents Windows Vista 9/15/20099:17 AM  File Folder

B Pictures
B Music

More »
Folders v
[E Favorites
W Links
I Music
B Pictures
Saved Games
15 Searches
B Viieos Contents of selected folder
Public
1% Computer
&os@
ATI
DELL
doctemp

Drivers
Program Files

| Snaglt Catalog
Student Data Files

Student Solution Files
Users

Linda
J Public

User Name

>

N

Windows >

1item

% o sl © B [ Student Data Files < 5% A 1039 AM

Figure 2.8

The contents of the selected folder are now displayed in the file list. Next,
you will type a location directly into the Address bar.

Type in Address bar
2l to open location

—— Name Type TotalSize  Free Space
Hard Disk Drives (2) -
05(C) RECOVERY (D7)

2 ——

[E Documents
B Pictures
B Music

More » Devices with Removable Storage (1) =

Folders v g4

B Fovorites = $ DVD/CD-RW Drive (E:)
0 Links
!fJ” Music

B Pictures
Saved Games
BB Searches

B Videos

Public /
/% Computer.

& os@
| ATI
DELL
doctemp

Contents of selected folder

m

Drivers

Program Files
Snaglt Catalog
Student Data Files

Figure 2.9

The contents of the Computer folder are displayed. This method is easy to
use if you want to quickly access common folders such as Documents,
Computer, or Pictures. For most other locations, you'll need to type in the
complete location (such as C:\Users\Public).
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Additional Information

The [+ Refresh button at
the end of the Address bar
will update the display of
information in the current
folder.

Click [] at the end of
the Address bar.

Choose G:\Users

Your screen should be
similar to Figure 2.10

Additional Information

This text uses the Documents
folder as the location where
students will save their work.
If necessary, substitute the
location where you save your
work in place of this location
throughout this lab.

Wv2.12

Lab 2: Organizing Your Work (

Finally, you can quickly return to a previously viewed location by
selecting the path from a list of locations. The [=] button at the end of the
Address bar opens the Address bar and displays the list.

Users folder open

Refreshes display

= TE
€ " T ] 17
Wy Organize v == Views v (@ Bun @'

Name Date modified
Linda 5/21/2007 5:11 PM
Public 11/2/2006 5:50 AM

7/5/2007 12:02 PM

Type
File Folder
File Folder
File Folder

Favorite Links
[l Documents
B Pictures

B Music

More »

User Name

Displays list of
previous locations

Folders v
B Favorites -
W Links
B Music
[E Pictures
Saved Games
B Searches 5
B videos

Public
1% Computer
& o5
ATI
DELL
| doctemp

e

Drivers
| Program Files
. Snaglt Catalog
. Student Data Files

Figure 2.10

The Users folder is open and displayed in the file list.

Creating Folders

As advertising coordinator for Adventure Travel Tours, you create many
different types of documents to promote the different tours offered by the
company. Currently, your files are in a single location that has become
very crowded and disorganized. Because of this, it is often difficult to find
the file you want to use. To help organize your files, you will create folders
to hold the different categories of files. For example, promotional
documents such as flyers and brochures you develop for Adventure Travel
Tours will be stored in a subfolder named Flyers and Brochures within a
folder named Promotional. The folder and subfolder hierarchy you will
create is shown here.

4 Ml Desktop
a E User Name
E} Contacts
m Desktop
a E Documents
4 |, Adventure Travel Tours
.. Correspondence
4 |, Promotional Materials
I Flyers & Brochures
[l Pictures

To indicate where you want the folder created, the drive or folder in
which you want it created must be current first. You will create your new
folder in the Documents folder.
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[

0* Using the Folders list, ~ PAeN
make the Documents ‘ Organize = B2 e 8 Open M8 Email BE Share @ Bum —— @

folder (or the location Neme  Datemodfied  Type  Sie Tags
A [ Documents My Google Gadgets L SSTPET".‘SSTMS"CY “ H'kmg
where you will store B i J] i
your work) current. B Music faea) Modnbics .
(% Recently Changed B Litie ft Office Wor
IB Searches 3 = - _
. Public 1= oft Office Word Docu S t Office Word Doc }
® Close the Folders list. : T
@ If necessary, change [ New Folder icon ready to be named

the view to Tiles.

o Click and

then choose New
Folder.

\/\/_\/\

Your screen should be Figure 2.11
similar to Figure 2.11

A New Folder icon is displayed in the file list. The temporary folder name
is highlighted and the insertion point is displayed at the end of the folder
name. This indicates that Windows Vista is waiting for you to replace the
default name with a descriptive name for the folder you are creating.

~

Concept 2

File and Folder Names ~N

728 When a folder or file is created, it must be assigned a file name that identifies its contents. The name
you assign a file must be unique for the folder it is in. For example, if you give a new file the same name
as an existing file in the same folder, the contents of the original file will be replaced by the contents of
the new file. Folder names also must be unique.

In addition to a file name, a file name extension may be added. A file name extension is up to four
characters and is separated from the file name by a period. Generally, a file name extension is used to
identify the type of file. This information establishes the file association that Windows uses to identify
the proper program to use to open the file. Most application programs automatically add the identify-
ing file name extension to any files created using the program. For instance, a file created using Microsoft
Word 2007 has a file name extension of “docx.” A folder extension is not generally used and is never
supplied by the operating system.

The parts of a file name are shown below.

Safari Itinerary.docx

| | X
File :ame File name extension

Windows Vista and programs that are designed to operate under Windows Vista allow you to use
long folder and file names of up to 215 characters, including spaces. They can contain the letters A to
Z, the numbers 0 to 9, and any of the following special characters: underscore (_), caret ("), dollar sign
($), tilde (~), exclamation point (!), number sign (#), percent sign (%), ampersand (€t), hyphen (-), braces
({}), parentheses [()], “at” sign (@), apostrophe ('), and the grave accent (‘). Spaces are allowed in file
names, but the following characters are not allowed: \ / : * ? > < |. The same character restrictions apply
to file name extensions.

J
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With the text “New
Folder” highlighted,
type Adventure Travel
Tours.

Having Trouble? _
If you make a typing error,

use the key to
delete the characters to the
left of the insertion point and
retype the entry correctly.

i Press («Enter).

Having Trouble? ‘
If your new folder did not
automatically move to the

correct alphabetical location
click Refresh.

Your screen should be
similar to Figure 2.12

ea Double-click the

Adventure Travel Tours
folder icon in the file
list.

® Create a new folder
named Promotional
Materials.

@ Create another new
folder named
Correspondence.

Your screen should be
similar to Figure 2.13

Wwv2.14 Lab 2: Organizing Your Work (

You need to replace the default folder name with a name that is descriptive
of the folder contents.

Current folder

A Folder named and selected |

[

Wy Organize ~ = Views v [M Open M E-mail [ Share (@ Bum ©)
Name Date modified Size Tags
| Documents Adventure Travel Tours My Google Gadgets A LompdieComertency,
File Folder d 1| FileFolder ext Documer
B Pictures ! 114 KB
B Music 3. | Hiking Letter 7
% Recently Changed 1% E’f‘”‘” je t Office Docu m JPES Image
B Searches

Public

Figure 2.12

The folder name appears exactly as you typed it (including case). The
insertion point is no longer displayed, but the folder is still selected. It
automatically moved to the correct alphabetical order by name.

Next, you want to create two folders under the Adventure Travel Tours
folder, one to hold files for promotional materials such as flyers and
another for correspondence such as letters and memos. Although the
Adventure Travel Tours folder is selected in the file list, the location where
you created the folder (Documents) is still current, as you can see from the
Address bar. When creating subfolders, you must first make the folder
under which they are to appear the current folder.

Two subfolders in Adventure
Travel Tours folder

=

R Ui e » Documents » Adventur Tome Tours > ¢ e | G — -]

Wy Organize Views ~ [ Open MM E-mail P§ Share (@ Burn ©)

Name 2 Date modified Type Size Tags Authors
Correspondence 9/15/200910:46 AM _ File Folder |

Favorite Links
[E| Documents
B Pictures
B Music
% Recently Changed
BB Searches

Public

Promotional Materials ~ 9/15/200910:45 AM  File Folder

\/\/_\/—\

Figure 2.13

Notice the view used in the new folder is Details view. This is the default
view for all new folders.

Because you create many different types of promotional materials such
as flyers, brochures, advertisements, and catalogs, you want to further
subdivide your files in the Promotional Materials folder by the type of
material. You also use pictures in these materials, which you want to
include in a separate subfolder. You will create subfolders under the
Promotional Materials folder for flyers, brochures, and pictures. You also
can create a new folder using the file list shortcut menu.
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Make the Promotional
Materials folder
current.

@ Right-click on the file
list background to
display the shortcut
menu.

@ Point to New and click

Folder to choose it.

® Name this new folder

Flyers.

® Create a second new

folder named
Brochures and a third
named Pictures.

@ Display the Folders list

and expand the
Promotional Materials
folder.

Your screen should be
similar to Figure 2.14

Click on the Brochures
folder icon slowly
twice.

Your screen should be
similar to Figure 2.15

[=ramEx

/\ » UserName » Documents » Adventure Travel Tours » Promotional Materials » v
W) Organize v i Views ~ [M Open MM E-mail [y Share (@ Burn )
— Name Date modified Type Size Tags
|| Brochures 9/15/200910:47 AM  File Folder
[E| Documents
B » |\ Flyers 9/15/200910:46 AM  File Folder
i . Pictures 9/15/200910:47 AM _ Fille Folder
B Music
More » A
Folders v
4 [BF User Name -
B Contacts -
W Desktop

4 [F] Documents
4 || Adventure Travel Tours
|| Correspondence

4|\ Promotional Materials
-

| s,mh"ms -— Current folder contains
| Fiyers
ey three subfolders

1/ My Google Gadgets
Downloads
> E Favorites L
Links
I Music
B Pictures
Il saved Games
> IR Searches
B Videos
| Public
4 1% Computer
48, 05(C)
b M ATI o

Pictures
File Folder
Date modified: 9/15/2009 10:47 AM

<59 G 1047 AM

Figure 2.14

% o ~ B W Promotional Materi..

The new folders are displayed in the file list and a 4 appears next to the
Promotional Materials folder in the Folders pane to show that the folder is
expanded and contains subfolders.

Renaming Folders

As you think about your folder organization, you decide to combine flyers
and brochures into one folder. You will rename the folder first to reflect
this change so that it is more descriptive of the information it contains.

Folder name selected and

- insertion point displayed _

&y Organize

Organiz: ws_~ [ Bplore M Email | Shure (@ Bum

—— Name o Date modified Type Size Tags
B Documents ) 9/15/200910:47 AM _ File Folder
I, Flyers 9/15/200910:46 AM  File Folder
B Pictures J. Pictures 9/15/200910:47 AM  File Folder
B Music
More »
Folders v
[EF User Name 5
B Contacts -
Desktop

| Documents
| Adventure Travel Tours
|| Correspondence
|| Promotional Materials
|| Brochures
\. Fiyers
| Pictures
1\ My Google Gadgets
Downl

Figure 2.15
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94 Press (Home).

® Type Flyers &.

@ Press (Spacebar).

® Press (—Enter).

Your screen should be
similar to Figure 2.16

Select the Flyers folder
icon.

Press (Delete).

Another Method
The menu equivalent is

L Kciind/Delete or Delete on
the icon’s shortcut menu.

Your screen should be
similar to Figure 2.17

Additional Information

You will learn more about the
Recycle Bin later in the lab.

WV2.16 Lab 2: Organizing Your Work

The folder name appears highlighted and with an insertion point, just as a
new folder name appears. You will move the insertion point to the beginning
of the file name and add the text “Flyers &” to the folder name.

i e 5]
@ = . » UserName » Documents » Adventure Travel Tours » Promotional Materials » v Search P
& Organize [ Explore W& E-mail R Share (@ Burn @
—— Name & Date modified Type Size Tags
1| Flyers 9/15/200910:46 AM  File Folder
[E| Documents
¢ || Flyers & Brochures 9/15/200910:47 AM _ File Folder
B pictures J. Pictures 9/15/200910:47 AM  File Folder
B Music
More »
Folders v
E User Name -
BB Contacts —
Desktop

| Documents
|| Adventure Travel Tours

New folder name

J| Correspondence
| Promotional Materials
. Flyers
|\ Flyers & Brochures
| Pictures
|| My Google Gadgets
] Downlgas

Figure 2.16
The folder name changes to its new name, Flyers & Brochures.

Deleting Folders

Next, since you no longer need the folder you created for flyers, you will
delete it. If you delete a folder that contains subfolders and files, all the
files and subfolders contained within that folder also will be removed.

. Name Date modified Type Size Selected folder
| Fiyers 9/15/200910:46 AM  File Folde
| Documents
r o |, Flyers & Brochures 9/15/200910:47 AM  File Folder to be deleted
; ictures || Pictures 9/15/200010:47 AM  File Folder
Music
More »
Folders v
[EE User Name
I8 Contacts — | | Delete Folder =]
ﬂ] Desktop E
IE Documents '_“—‘ Are you sure you want to move this folder to the Recycle Bin?
1\ Adventure Travel Tours L N Flyers
B Comespondence Date created: 9/15/2009 10:46 AM
1. Promotional Materials L
|| Flyers 3
|| Flyers & Brochures
I\ Pictures 3 J
I\ My Google Gadgets
iy i
i P - Cancels deletion
W Links 4
B Music
[E Pictures
Il Saved Games
B scarches Confirms deletion

Figure 2.17

The Delete Folder message box asks you to confirm that you want to delete
the folder and its contents. This is especially important when deleting items
from any external storage media, because they are permanently deleted.
Files and folders that are deleted from the hard disk are not permanently
deleted but are placed in the Recycle Bin, where they are held until they are
permanently deleted from that location. If you changed your mind, choosing

would cancel the procedure. You will confirm the deletion.
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94 Click |__

Your screen should be
similar to Figure 2.18

Make the Pictures
folder current.

Click and

choose Properties.

Another Method

You also can choose
Properties from the file list
shortcut menu.

Your screen should be
similar to Figure 2.19

—rEr=x

@ - . » UserName » Documents » Adventure Travel Tours » Promotional Materials » v
&) Organize ~ vs- v (@ Burn (©)
— Name 5 Date modified Type Size Tags
1. Flyers & Brochures 9/15/2009 10:47 AM  File Folder
[E| Documents :
1. Pictures 9/15/2009 10:47 AM  File Folder
B Pictures
B Music
More »
Folders 24
B User Name
B Contacts
W Desktop

[Fl Documents
|, Adventure Travel Tours

Flyers folder deleted

1 Correspondence

|| Promotional Materials
. Flyers & Brochures
|| Pictures

| My Goos

Figure 2.18

The Flyers folder is removed.

Customizing a Folder

In addition to naming folders, you can customize several properties
associated with folders. For example, you can change the picture that
appears on a folder in Medium, Large, or Extra Large Icons view or
change the folder icon that is displayed. Additionally, you can change a
folder to include specialized task links and viewing options for working
with specific types of files. In this case, you want to change the Picture
folder to include specialized picture-related tasks and to function like the
Pictures folder. You also will change the folder icon.

-8 X

. » UserName » Documents » Adventure Travel Tours » Promotional Materials » Pictures v

i Date modified Type Size
[E| Documents This folder is empty.
B Pictures Properties of
B Music current folder

More »

Folders v
ﬂ User Name 2
1B Contacts i Fictures Properces =]
Desktop (
IF) Documents General | Sharing [ Securty | Customize | < Tabs
1. Adventure Trave
B componi | U peres
|| Promotional M
1. Flyers & Brog Type: File Folder
I, Pictures
Location:  C:\Users\User Name'\Downloads\Documents\Adve
I\ My Google Gad
Downloads Size: Obytes
[ Favorites Sizeondisk: Obytes
W Links
B Musi Contains: 0 Files, 0 Folders
usic
B Pictures
e —— Created:  Today, September 15, 2009, 3 minutes ago
B Searches )
B v . =5
|\ Public [7] Hidden
% Computer
& os(
) ATI
J\ DELL
-
0 items

<59 G 1050 AM

W Pictures Properties

2 2 @ "B Pictures

Figure 2.19
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94 Click on the Customize
tah.

The Picture Properties dialog box consists of four tabs that display the
default folder properties and options for modifying the properties. The
General tab is open and displays information about the type of object,
location, when it was created as well as other attributes. Clicking on a tab
opens the options in that category.

- f X

| » UserName » D » Ady Travel Tours » ional Materials » Pictures - Search £

—— Name Date modified Type Size Tags
[ — This folder is empty.
Your screen should be B Pictures
similar to Figure 2.20 o
Folders v
[ User Name Al
B Contacts | Pictures Properties @
Desktop
[l Documents [ Genera [ Sharing [ Securty | Customize
Ji Adventure Trave What kind of folder do you want?
b f""e‘”“"f’; Use this folder type as a template:
"l Fiyers&Brog || [Documens - { Default folder template and icon
|, Pictures [] Also apply this template to all subfolders
I\ My Google Gadd)|
B Downloads Folder pictures
I Favorites Choose a file to show on this foldericon
Links Choose File...
fowt
W Saved Games A
BB searches Foldericons
B voes I:T;::f::.,"ﬁz‘:;‘;bmzm:-:::m*‘°°“)"}/
8 ot )
& os@
<59 MG & 1051 AM
Figure 2.20
Notice that the current folder type template is Documents. A template is a
file that includes predefined settings. When selected, the template settings
are applied to the folder. In this case, the All Items template includes task
links and folder features that are applicable to all types of files. It also shows
the default folder icon that will be used. First, you will change the folder type
to one that displays pictures and then select a different icon picture.
Wv2.18 Lab 2: Organizing Your Work ( www.mhhe.com/olearyseries2007 ]




Q« Click to

open the drop-down
list of folder type
templates.

® Choose Pictures and

Videos.

® Click [Gaeiem ]

Your screen should be
similar to Figure 2.21

Scroll the icon list and
choose (¢l Camera.

Click twice.

click [&] Back to
make the Promotional
Materials folder
current.

Your screen should be
similar to Figure 2.22

@“

» UserName » Documents » Adventure Travel Tours » Promotional Materials » Pictures <

Wy Organize v == Views ~

Favorite Links Name Date modified Type Size Tags

[E| Documents This folder is empty.

B Pictures
B Music
icess New folder type
Folders v
¥ User Name -

B Contacts ). Pictufes Properties Lx]

B Desktop

I Documents [ Genera] | Sharing [ Securty | Customize

Ji Adventure Trave Whit kind of folder do you want?
=
1 ¥ Ust
| Promotional Change Icon for Pictures Folder
Flyers & Bro Fict
e g | Lok for cons ntis fle:

B Downloads Foldel | select an icon from the list below:

I Favorites Choos

Links (o | S Q‘,’?g,’ ‘ (SEE/RY

I Music C T

[ pictures B | e =] g (" Available folder icons

) S L9,

Saved Games

1B searches Foldey ! . ~
B vies el OB %OhP £,
Public s
1% Computer (e ) Q) g E (2]
& os(c) ol e B = 9 @
ATI < [m] )
DELL
e [ RestoreDefauts | [ ok | [ cancel | |

T S 1051 Am

% W i

M Pictures Properties

Figure 2.21

Next, you will change the picture that is used as the folder icon to a camera.

=TT

) » UserName » Documents » Adventure Travel Tours » Promotional Materials » =
&y Orgenize ~ vs v (M Explore M8 E-mail [ Share (@ Bumn
. Name. S Date modified Type Size Tags

Flyers & Brochures 9/15/200910:47 AM _ File Folder

[E! Documents

Ei ris (st Pictures 9/15/200910:52 AM _ File Folder
ictures
B Music
More »
Folders v
[BE User Name -
I Contacts Camera icon
ﬂ] Desktop

| Documents
|| Adventure Travel Tours
| Correspondence
Promotional Materials
Flyers & Brochures
(a8 Picture:

Figure 2.22

The folder icon has changed to the camera icon you selected.

Working with Files

Note: If you need to download the data files to complete the lab, see Appendix A for
procedures on how to download and extract files from the McGraw-Hill Web site.

Now that you have created folders, they can be used to store files. The files
you want to place in these folders may be located in a folder on your hard
disk or on a network drive. First, you need to make current the folder
containing the data files you will use in the lab.

Note: In this section, you will be using data files that are located on your local hard drive in
the Student Data Files\Windows Vista\ATT Files subfolder. If your school uses a different
folder name, or your computer is on a network and the data files are in a folder in another
location, your instructor will provide additional instructions.

Working with Files wv2.19



Locate the Student

Data Files folder and T
make the Windows — Name Date modified Type size Tags
&JATT Logo 9/15/2009913 AM  PEG Image 102KB  Airplanes; ...
. . T = g g planes;
Vista\ATT Files r pmmen AT Sales 6/15/20099:10 AM  Microsoft Office E... 196 KB
E ‘“‘frgs BH)ATT Tour Schedule 6/15/20009:11 AM  Microsoft Office ... 10KB  2010; Letter
subfolder current. B Music [ Elephants 6/15/20099:02 AM  JPEG Image 79KB
More » & Hiking 9/9/20091150PM  Bitmap Image 115Kk8
Folders + | Eincome Analysis 9/3/2009257PM  Microsoft Office E... 19KB  Car; Hotels; .
—— L | [Eltions 8/19/20093:59PM  JPEG Image 25KB  Africa; Sere...
B -
- ) Machu Picchu 9/3/2009256PM  Microsoft Office ... 11KB  Pery; South ..
Vid ;
Your screen should be !ﬁ,u;,i:"s ) New Tour Flyer 6/15/20099:12 AM  Microsoft Office . 2Ak8
similar to Flgure 223 18 Computer ] New Tours 6/15/20099:04AM  Microsoft Office ... 15KB  Letter
& odic ] New Tours Brochure ~ 6/15/20099:10 AM  Microsoft Office ... 14KB
B ) New Zealand Brochure  9/15/20099:13 AM  Microsoft Office ... 10KB Hiking; Bac...
bl @] Packing List 8/19/2009400PM  Microsoft Office ... 10Ke
S | Rafting List 9/9/200911:50PM  Text Document 1KB
1 Db ) Safari Tips 8/19/20094:01 PM  Microsoft Office ... 10kB
| [Serengeti 9/3/2009258PM  IPEG Image 58 KB

Program Files
Snagt Catalog
Student Data Files

Windows Vista

) South America Flyer 9/9/200911:54 PM  Microsoft Office ... 10KkB
) Tour Letter 9/3/2009 2:56 PM Microsoft Office ... 28KB
E:lJTDur Presentations Flyer 9/9/2009 11:52 PM Microsoft Office ... 10KB
E’-‘_]Travel Tips 9/3/2009 11:55 PM Microsoft Office ... 11KB Packing; Cl...

. Student Solution Files
Users

! Linda

Public

. User Name Files in ATT files folder
Windows

s RECOVERY (D)

&) DVD/CD-RW Drive (E}) -

20 items

"Q 5“7/.‘ B | B ATTFiles ] - 5% Yil@lx 10:52 AM

Figure 2.23

This folder contains 20 files that need to be placed in different folders.
One of the major purposes of using folders is to help you manage files on
your computer. This commonly involves copying and moving files to other
locations, either on the same disk or drive location or to another.

~

Concept 3

Copy and Move ~

<IN All Windows applications include features that allow you to copy and move selected items from one loca-
tion to another. You can copy and move entire folders, including all the files and subfolders contained in
them, and entire files. Content contained in files also can be selected and copied or moved to another file.
(You wll learn about copying between files in Lab3). When an item is copied, the item remains in the orig-
inal location and a duplicate is created in the new location. When an item is moved, it is deleted from the
original location and a duplicate is created in the new location.

You can move and copy items using several different procedures. The basic procedure uses the Cut,
Copy, and Paste commands located on the menu in a folder window. These commands also are
available in most Windows application programs. The item to be copied or moved must first be selected by
highlighting it. The location that contains the information you want to cut or copy is called the source.
Then, choose Copy to create a copy of the selection or Cut to move a selection. In both cases, a duplicate
of the selection is copied to a temporary storage area in memory called the Clipboard. The Clipboard holds
one block of copied information at a time. If you copy another item, it replaces the old contents in the
Clipboard. Next, you select the location, called the destination, where you want the copy of the informa-
tion that is stored in the Clipboard to appear. Finally, you use the Paste command to actually insert the item
in the new location. Because an item that is stored in the Clipboard remains there until it is replaced by a
new copied item, it can be pasted multiple times.

J
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Copying Using the Menu

Now that you have organized the location where you want to store these
files into folders, you will copy the files needed to complete this lab (and
others your instructor may be using) to this location. First, you will copy
all of the data files to the Adventure Travel Tours folder in the location
where you store your data files.

To specify the files you want to copy, you first need to select them. You
have already selected individual files and folders simply by clicking on the
folder or file icon. Many times, however, you will want to select multiple
files at the same time. How you select items depends on whether the items
are in a consecutive group (adjacent to each other) or are nonconsecutive.
The following table explains how to select multiple items.

To select: Procedure:

Consecutive items Click the first item in the group, hold down (£ Shift),
and click the last item.
Drag the mouse pointer to create a selection
around the outside of all items you want to include.

Nonconsecutive items  Hold down while clicking on each item you
want to select.

All items in a folder Click [ BEtEELRe and choose Select All or use the

keyboard shortcut + A.

You also can use a combination of these methods. For example, after
selecting a group, you can remove items from or add items to a group
selection by holding down while clicking on the files to add to or
delete from the selection.

Note: The text assumes Documents\Adventure Travel Tours as the location where students
will save their work.

You will select and copy all the files in the folder.

Working with Files Wwv2.21



€@ ciick on the first file in

the folder, then, while
holding down (<> Shift),
click on the last file in
the folder.

o Ciick and

choose Gopy.

@ In the Folders list,
click on the Adventure
Travel Tours folder you
created to specify the
destination.

Current folder

R | UseiNome » Documens » Adventure TravlPfours 5

=X

o Click and

choose Paste.

Another Method

You also could use the
keyboard shortcuts to
copy, + C, and to
paste, + V.

i If necessary, change

the view to Details.

Your screen should be
similar to Figure 2.24

Additional Information

Properties cannot be added
to some file types such as
.RTF and .TXT files.

Wv2.22
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- . Name Date modified Type Tags
Correspondence 9/15/2009 10:46 AM  File Folder
[E| Documents 5 . :
Promotional Materials  9/15/200910:49 AM  File Folder
B pictures /AT Logo 9/15/2009913 AM  JPEG Image 102KB  Airplanes; Travelers
m Music ‘:ﬂ_] ATT Sales 6/15/2009 9:10 AM Microsoft Office E... 196 KB
More » ) ATT Tour Schedule 6/15/20009:11 AM  Microsoft Office ... 10KB  2010; Letter
Fotders v | [ElElephants 6/15/20099:02 AM  JPEG Image 79KB
B Desktop . | EHiking 9/9/200911:50 PM  Bitmap Image 115K8
B User Name —| &fincome Analysis 9/3/2009257PM  Microsoft Office E... 19KB  Car: Hotels; Air; Tours; Cruise
!E e =] Lions 8/19/20093:59PM  JPEG Image 25KB  Africa; Serengeti; Tanzania
B Deskcop ] Machu Picchu 9/3/20092:56 M Microsoft Office ... 11KE  Peru; South America
i ] New Tour Flyer 6/15/2009912 AM  Microsoft Office ... 21K8
p VR S s E_"J New Tours 6/15/2009 9:04 AM Microsoft Office ... 15KB Letter
) Correspondence = lﬂ] New Tours Brochure 6/15/2009 9:10 AM Microsoft Office ... 14KB
O S ) New Zealand Brochure ~ 9/15/20099:13AM  Microsoft Office ... 10KB  Hiking; Backpacking
et Broctine )packing List 8/19/2009400PM  Microsoft Office ... 10K8
(&l Pictures =] Rafting List 9/9/2009 11:50 PM Text Document 1KB
) My Google Gadgets \E]Safari Tips 8/19/2009 4:01 PM Microsoft Office ... 10KB
i = Serengeti 9/3/2009258PM  IPEGImage S8 KB
B i )South America Flyer  9/9/200911:54PM  Microsoft Office ... 108
m Links E_"JTDU! Letter 9/3/2009 2:56 PM Microsoft Office ... 28KB
!D Music lﬂ]‘l’nur Presentations Flyer 9/9/2009 11:52 PM Microsoft Office ... 10KB
Briciie ) Travel Tips 9/3/200911:55PM  Microsoft Office ... 11KB  Packing: Clothes
B Saved Games
B Searches
Videos
Public - -
18 Computer Files copied from ATT folder to
& os@ Adventure Travel Tours folder
ATI
) 22 items

<59 WE b 1058 AM

% o 2 B B Adventure Travel To..

Figure 2.24

The files are copied to the Adventure Travel Tours folder and the file list
displays icons of the copied files. The same files are still also in the
Windows Vista\ATT Files subfolder in the Student Data Files folder.

Adding File Properties

Before you move the files to their specific folder locations, you want to
include additional file property documentation with several files. Many
file properties such as the type of file and the dates it was created or
modified are automatically added to a file by the application in which it
was created. Others such as the author name and tags can be added by the
user to add further identification to the file. These properties can be added
within the application program or by entering the information in the
Details pane.

Although your view is Details, it may not display all the file list headings
you want to see. For example, the Author and Tags headings may not be
displayed. You will display these columns so you can see this information
for each file without having to select the file and look at its properties in
the Details pane.

( www.mhhe.com/olearyseries2007 ]




04 Right-click anywhere

on the file list column
headings bar.

® Choose Authors from
the shortcut menu.

@ If necessary, display
the Tags property
column next.

@ Select the Elephants
file.

Your screen should be
similar to Figure 2.25

i Name Date modified Type Size Tags Authors
- || Correspondence 9/15/200910:46 AM  File Folder
[E Documents i . ¢
B ricuis || Promotional Materials ~ 9/15/200910:49 AM  File Folder
[&/ATT Logo 9/15/20099:13AM  JPEG Image 102KB  Airplanes; Travelers
B Music EEATT Sales 6/15/20099:10 AM  Microsoft Office E... 196 KB
More » ) ATT Tour Schedule 6/15/20099:11 AM  Microsoft Office ... 10KB  2010; Letter Carol
Folders v | [=Elephants 6/15/20099:02 AM  JPEG Image 79KB
B Desktop + | [EHiking 9/9/200911:50 PM  Bitmap Image 115K8
B user Name —| EIncome Analysis 9/3/2009257PM  Microsoft Office ... 19KB  Car; Hotels; Air; Tours; Cruise
B [=]Lions 8/19/20093:59PM  JPEG Image 25KB  Africa; Serengeti; Tanzania
B Deskeop ) Machu Picchu 9/3/20092:56PM  Microsoft Office ... Peru; South America Carol
i ) New Tour Flyer 6/15/20099:12AM  Microsoft Office ... -
R ) New Tours 6/15/20099:04AM  Microsoft Office ... Details of selected
R Corespondaics = %:ew Toulvs Brochu: 6/15/2009 9f10 m m!(rosuft Offff!ce file displayed in
R - e ew Zesland Brochure - 9/15/2009913 ictosoft Office .. Details pane
B e Brochures ) Packing List 8/19/2009 400 PM  Microsoft Office ...
il perires || Rafting List 9/9/200911:50 PM  Text Document
1\ My Google Gadgets 1) Safari Tips 8/19/20094:01 PM  Microsoft Office .. Dan
B Downloads || Elserengeti 9/3/2009258PM  IPEG Image 58KB
B rsvones #)South America Flyer ~ 9/9/200911:54PM  Microsoft Office ... 10K8 Carol
B Links ) Tour Letter 9/3/20092:56PM  Microsoft Office ... 2K8
B music ) Tour Presentations Flyer 9/9/200911:52PM  Microsoft Office ... 10KB
B pictures ] Travel Tips 9/3/200911:55PM  Microsoft Office ., 11KB  Packing; Clothes Dan
I Saved Games
E Searches
1B Videos
I\ Public
% Computer
& os(
I ATI - -
Elephants Date taken: Specify date and time t... Dimensions: 541 x 382 Authors: Add an author
JPEG Image Tags: Add atag Size: 783 KB Comments: Add comments
& Rating: Title: Add a title

< 5% HE G 1055Am

% =] 2~ B B Adventure Travel To..

Placeholder text

Figure 2.25

Now the Tags and Authors property information for all of the files is
displayed. The Details pane displays the information for the selected file,
Elephants.

You will add tags and author information to the Elephants file first. The
Tags area in the Details pane displays “Add a tag” when the file does not
include a tag. This text is a placeholder whose purpose is to provide
directions. The placeholder is automatically removed as you enter the

information.

Working with Files
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Click on Add a tag in
the Details pane.

— Name Date modified Type Size Tags Authors
E Do 1. Correspondence 9/15/2009 10:46 AM  File Folder
e - | Promotional Materials 9/15/2009 10:49 AM  File Folder
Additional Information g Pictires [/ATT Logo 9/15/2009913AM  JPEG Image 102KB  Airplanes; Travelers
Music GEATT Sales 6/15/20099:10 AM  Microsoft Office E. 196 k8
The Add a tag placeholder :
= gp More » E)ATT TourSchedule  6/15/2000911 AM  Microsoft Office ... 10KB  2010; Letter Carol
text will be replaced by the Py « | [ElElephants 9/15/200910:55 AM  JPEG Image 79KB  Africa
| & Hiking 9/9/2009 11:50 PM Bitmap Image 115KB
X nter. B Deskt —
text you ente & Ez;:hme | Encome Analysis 9/3/2009257PM  Microsoft Office ... 19K8  Car:Motels; Air Tours; Cruise
Boic [ Lions 8/19/20093:59PM  JPEGImage 25KB  Afric Serengeti; Tanzania
m Desktop @Machu Picchu 9/3/2009 2:56 PM Microsoft Office ... 11KB Peru;[South America Carol
E‘ Do @_]New Tour Flyer 6/15/2009 9:12 AM Microsoft Office ... 21 KB Student ...
; [ X i :
Type Af"ca and then R TR 5 New Tours 6/15/2009904AM  Microsoft Offic .. 15KB Lette Carol
i mm— || ®)NewToursBrochure  6/15/2009910AM  Microsoft Office ... 14K8
click . I — ) New Zealand Brochure  9/15/20099:13AM  Microsoft Office ... 10KB _Hikinky Backpacking
Ji Fiyers & Brochures HPacking List BA92009400PM - Microsoftf - Nla\y tag property saved with file
B P | Rafting List 9/9/200911:50 PM  Text Doc
N S ) Safari Tips 8/19/20094:01PM  Microsoft Office .. 10KB Dan
] > 'Dwynloa dgs " [=/Serengeti 9/3/2009258PM  IPEG Image 58KB
Additional Information B e B)South America Flyer ~ 9/9/200911:54PM  Microsoft Office ... 10K8 Carol
- i ) Tour Letter 9/3/20092:56PM  Microsoft Office ... 28KB
As you type , @ pop-up list B Music ) Tour Presentations Flyer 9/9/200911:52PM  Microsoft Office ... 10k8
of previously used tagS that E Pickies @Travel Tips 9/3/2009 11:55 PM Microsoft Office ... 11KB Packing; Clothes Dan
. . W Saved Games
begin with the characters B sonches
you type appears. You can 1B Videos
. . Public . .
select a tag from the list to B Computec Tag saved with file
complete the entry rather &os©
o s J AT ~
than type it in. —
Elephants Date taken: Specify dgand timet... Dimensions: 541 x 382 Authors: Add an author
JPEGImage  Tags: Africa Size: 783 KB Comments: Add comments
\ Rating: Title: Add a title

<59 WE & 1055AM

Your screen should be
similar to Figure 2.26

Figure 2.26

The tag is saved with the file and displayed in both the Details area and in
the Tags column of the file list. You decide to add two more tags to this
file. Defining multiple tags makes the file easier to locate when you search
for files using tags as the identifier. Multiple tags are separated by
semicolons (;). You also will enter your name as the author.

Additional Information

You will learn about searching
for files shortly.

Wv2.24
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Click following the

=

=)

> ® - I :
Word Afrlca in the ews v Jg Preview ~ sm Print B E-mail Ry Share (@ Burn 2
Tags box of the Details T —_— Name Date modified Type Size Tags Authors
B Dot 1. Correspondence 9/15/200910:46 AM  File Folder
pane. . Promotional Materials ~ 9/15/200910:49 AM  File Folder
B ictures [=/ATT Logo 9/15/20099:13AM  JPEG Image 102KB  Airplanes; Travelers
B Music AT Sales 6/15/20099:10 AM  Microsoft Office E... 196 K8
More » ) ATT Tour Schedule 6/15/20099:11 AM  Microsoft Office ... 10KB  2010; Letter Carol
@ Type Tanzania Folders « | [=Elephants 9/15/200910:56 AM JPEG Image 79KB Africa; Tanzania; Serengeti  Student ..
yp . M Deskiop . | [EHiking 9/9/200911:50 PM  Bitmap Image 1158
[ User Nome | Eincome Analysis 9/3/2009257PM  Microsoft Office E... 19KB  Car; HotelsTN; Tours; Cruise
B &Lions 8/19/20093:59PM  JPEG Image 25KB  Africa; Sereng
B Desktop ) Machu Picchu 9/3/20092:56 PM  Microsoft Office ... 11KB  Pery; South Amen Carol
o Press to begm a i ) New Tour Flyer 6/15/20099:12AM  Microsoft Offce .. 21K8 Student ...
. W ey e ) New Tours 6/15/2009904AM  Microsoft Office ... asn :
thlrd tag_  ——— |£|| E)New ToursBrochure  6/15/20099:10 AM  Microsoft Office ... Additional tags and author name
B vl Mt ) New Zealand Brochure  9/15/20099:13 AM  Microsoft Office ... properties saved with file
e Brochures ) Packing List 8/19/2009400 PM  Microsoft Office ...
L‘u A | Rafting List 9/9/200911:50 PM  Text Document 1KB
. N . ) Safari Tips 8/19/20094:01 PM  Microsoft Office ... 10KB Dan
® Type Serengeti. l]“Dowynloa e = Serengeti 9/3/2009258PM  IPEGImage s8KB
i | @)South AmericaFlyer  9/9/200911:54 PM  Microsoft Office ... 10K8 Carol
i ) Tour Letter 9/3/20092:56 PM  Microsoft Office ... 28K8
B Music 5] Tour Presentations Flyer  9/9/200911:52PM  Microsoft Office ... 108
. ; ) Travel Tips 9/3/200911:55PM  Microsoft Office ... 11KB  Packing; Clothes Dan
@ Click on Add an author Bree
Saved Games
and type your name. Searches
B Videos
|\ Public
% Computer
« g 3 & os(c)
&
Additional Information i ATl :
As you type, a POP'UP |iSt Elephants Date taken: Specify date and time t... Dimensions: 541 x 382 Authors: Student Name
JPEGImage  Tags: Africa; Tanzania; Sereng... Size: 783 KB Comments: Add comments
of author names that are - Rating: Titl: Add atitle

associated with other files
may appear. You can select
a name from the list to
complete the entry rather
than type it in.

< 5% WE & 1056 AM

Figure 2.27

Click [_Save _|.

Another Method

Both the new tag and author information are saved with the file. The
property information that is added to a file also can be easily modified or
removed using the Details pane. To delete an existing property, select it and
press (Delete). To edit an existing property, select it and then click on it again
to display the insertion point. Edit the entry as you want it to appear.

You also can press to

save the changes.

Your screen should be
similar to Figure 2.27
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ea Add the tags shown in

the following table to
the specified files:

File Tags Author

Serengeti Tanzania; Africa; Lions
Tour Letter Presentations; Discount; Letter Your Name
Tour Presentations Flyer Presentations; Discount Your Name

Safari Tips Africa

New Tours Letter; Hiking; Kayaking;

@ In all files that display
Student Name as

(s
Author, replace itwith B30 EE—)
your name. Wy Organize ~ iews v (§ Open ~v = Print M E-mail B§ Share @ Bum T )
R U Name - Date modified Type Size Tags Authors
' I, Correspondence 9/15/200910:46 AM File Folder
Y hould b s I, Promotional Materials  9/15/200910:49 AM  File Folder
our screen snou e g ;"f“es ATT Logo 9/15/20099:13 AM  JPEG Image 102KB  Airplanes; Travelers
imil f —— EATT Sales 6/15/20099:10 AM  Microsoft Office E... 196 KB
similar to Figure 2.28 More » E)ATT Tour Schedule  6/15/20099:11 AM  Microsoft Office ... 10KB  2010; Letter Carol
Folders v | [&iElephants 9/15/200910:56 AM  JPEG Image 79K Africa; Tanzania; Serengeti  Student .
B Deskiop 5 l:‘Hil(ing 9/9/2009 11:50 PM Bitmap Image 115KB
B ser Nome — ENincome Analysis 9/3/2009257PM  Microsoft Office E... 19KB  Car; Hotels; Air; Tours; Cruise
B ] Lions 8/19/20093:59PM  JPEG Image 25KB  Africa; Serengeti; Tanzania
i &) Machu Picchu 9/3/2009256PM  Microsoft Office ... 11KB  Peru; South America Carol
[i Dt @ New Tour Flyer 6/15/2009 9:12 AM Microsoft Office ... 21 KB Student ...
B e ) New Tours 9/15/200910:59 AM  Microsoft Office .. 15KB Letter; Hiking; Kayaking Carol
g || ®)New ToursBrochure  6/15/20099:10 AM  Microsoft Office ... 14K8
|| Promotional Materials E_"_]New Zealand Brochure  9/15/20099:13 AM  Microsoft Office ... 10 Kg/" Hiking; Backpacking
B Fiyers & Brochures ) Packing List 8/19/20094:00 PM  Microsoft Office ... Dan
{&li Pictures . Rafting List 9/9/2009 11:50 PM Text Document
B oo s ) Safari Tips 9/15/200910:58 AM  Microsoft Office ... Africa Dan
WD ioni || Elserengeti 9/15/200910:57 AM  JPEG Image anzania; Africa; Lions
E’ Favoritas @JSou‘th America Flyer 9/9/2009 11:54 PM Microsoft Office ... Carol
B tinks @ Tour Letter 9/15/200010:58 AM  Microsoft Office ... Presentations; Discount; Let... Student ...
B Music ) Tour Presentations Flyer 9/15/200910:58 AM  Microsoft Office ... 0KB  Presentations; Discou Student ...
— &) Travel Tips 9/3/200911:55PM  Microsoft Office ., Dan
I Saved Games
I8 Searches
ﬁ Videos
1. Public
18 Computer Tags and author names
e added to files
B o
New Tours Title: Add a title Date modified: 9/15/2009 10:59 AM Status: Add text
Microsoft Office Word Document Authors: Carol Tags: Letter; Hiking; Kayaking Content type: Add text

Size: 140 KB Categories: Add a category

B Adventure Travel To.. £ ¥ x 10:59 AM

Figure 2.28

Filtering, Grouping, and Stacking

To help organize files, you can filter, group, and stack files.
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Concept 4

Filter, Group, and Stack

~

Z3 To help you find files that share something in common, you can filter, group, and stack files. When you
filter the contents of a folder, only those files that meet certain criteria are displayed. For example, you
could filter the list to display only files of a specified type or author. When you group the contents of a
folder, all the files are reorganized by a common file property into groups. For example, the files could
be grouped by type or author. Finally, creating a stack takes all the files in a group and places them in
separate piles. Each stack of files is hidden behind an icon.

First, you will filter the file list to display only those files with a picture
file type.
Point to the Type
heading and click Izl @ - » UsName » Documents » AdventureTravelTou ) ¢
tO Open the menu. & Organize Views ~ (@ Burn
— Name a Date modified Type | Size Tags Authors
B Docineits [ZIATT Logo 9/15/20099:13 AM  JPEG Image £ Sot ™ Group
E‘ e i/ Elephants 9/15/200910:56 AM  JPEG Image 91 5 Bimap imoge Student ...
Clickthe boxtothe |5 .- Eim  puman me SR
. More » = Serengeti / : m . mage
IEft Of the Bltmap Fol::ys = i URINEIIEN (e rage 'jF [ Microsoft Office Excel Worksheet
B icrosoft Office Word Document
Image and JPEG Image By - B
file types. %Cvnfﬂﬂs @ | stack by Type
Desktop
B Documents Filters file list to displ |
jventure Travel Tour play only
Ai;,::;::e:::ous 3 JPEG and bitmap file types
Your screen should be Promtional Materisls
similar to Figure 2.29 R e
. My Google Gadgets
Downloads B
[E Favorites
W Links
I Music
[E Pictures
Saved Games
B searches
Videos
Public
% Computer
&os@

% o=~ B | B Adventure Travel To.. < 5% W@tk 1101 AM

Figure 2.29

Now, only files with the selected file type appear in the file list. The other
files are simply hidden; they have not been deleted.

Next, you will select all the file types, except File Folder, and change the
file list to display them in groups.
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Select all the file types

except File Folder.

Click

at the

top of the menu.

Your screen should be
similar to Figure 2.30

|« Bitmap Image, JPEG Image, Microsoft Office Excel

W) Organize v == Views ~ ( Burn
Favorite Links Name Date modified Type 7 Je Tags Authors
B s Bitmap Image (1) Py
& Hiki b i
B picties & Hiking 9/9/200911:50 PM  Bitmap Image 15Kk8
B Mosi JPEG Image (4) -
s [EIATT Logo 9/15/2009913 A JPEG Image 102KB  Airplanes; Travelers
[ Elephants 9/15/200910:56 AM  JPEG Image 79KB  Afric; Tanzania; Serengeti  Student ..
Folders ¥ | ElLions 8/19/20093:59PM  JPEG Image 25KB  Africa; Serengeti: Tanzania
B Deskiop # | [Serengeti 9/15/200910:57 AM  JPEG Image S8KB Tanzania; Africa; Lions
Hé‘“c’“ Name Microsoft Office Excel Worksheet (2) &
] D°":d‘ EATT Sales 6/15/20099:10 AM  Microsoft Office E... 196 kB
R &RIncome Analysis 9/3/20092:57PM  Microsoft Office E... 19KB  Car; Hotels; Air; Tours; Cruise
IE| Documents S
T Microsoft Office Word Document (12) -
|, Correspondence ||| EATT TourSchedule ~ 6/15/20099:11AM  Microsoft Office ... 10KB  2010; Letter Carol
. Promotional Materials ) Machu Picchu 9/3/20092:56PM  Microsoft Office ... 11KB  Peru; South America Carol
| Flyers & Brochures ] New Tour Flyer 6/15/20099:12 AM  Microsoft Office ... 21Kk8 Student ...
(8 Pictures New Tours 9/15/200910:59 AM  Microsoft Office ... 15KB Letter; Hiking; Kayakin Carol
(& - g; Kayaking
|| My Google Gadgets ) New Tours Brochure  6/15/20099:10 AM  Microsoft Office ... 14K8
I Downloads L) Bi)New Zealand Brochure  9/15/20099:13AM  Microsoft Office ... 10KB  Hiking; Backpacking
[ Favorites ) Packing List 8/19/20094:00 PM  Microsoft Office ... 108 Dan
I Links ) Safari Tips 9/15/200910:58 AM  Microsoft Office ... 10KB Africa Dan
[ Music )South America Flyer  9/9/200911:54 PM  Microsoft Office .. 10KkB Carol
our Letter B licrosof ice . resentations; Discount; Let... tudent ...
[ pictures &) Tour L 9/15/200910:58 AM  Microsoft Offi 28KB P ions; Di L Studk
Savediames ) Tour Presentations Flyer 9/15/200910:58 AM ~ Microsoft Office ... 10KB  Presentations; Discount Student ..
‘S/?:""e‘ ) Travel Tips 9/3/200911:55PM  Microsoft Office ... 11KB  Packing; Clothes Dan
ideos
= Text Document (1) "
B Computer [ Rafting List 9/9/200911:50PM  Text Document 18
&os© Did you find what you were searching for?
- ATI = I Ry S W A e - - —
20 items.

= 2 B | B Adventure Travel To...

<59 ME & 11:02AM

94 Open the Type

menu and choose

) Stack by Type|.

Your screen should be
similar to Figure 2.31

Figure 2.30

The files are still filtered (File Folders are not displayed) and the files are
in alphabetical order within groups according to the file type. You can
group files without filtering first and all files and folders in the current
location are grouped according to the selected heading.

Finally, you can stack the files.

Favorite Links
[E| Documents
B Pictures

B Music
More »
Folders
Ju DELL
. doctemp
|| Drivers
| Program Files
| Snaglt Catalog
| Student Data Files
|, Windows Vista
1) ATT Files
| WinXP_L02sdf
1. Student Solution Files
1 Users
1 Linda
1. Public
|, User Name
I/ Windows

v

Bitmap Image

Date modif...

JPEG Image

Type -

J  Folder

Microsoft Office
Excel Worksheet

Authors

Tags

Microsoft Office
Word Document

Files in stacks
i by type

Text Document

Figure 2.31

Now, all the files that appeared in the groups are hidden behind icons that
are named according to the file type. To see the files, you need to open the
stack.
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Double-click the JPEG
Image icon.

Your screen should be
similar to Figure 2.32

e% Click & Back to

return to the stacks.

@ Open the Type menu
and clear the selection
from all the Type
boxes.

® Click to sort
the files by Type.

@ If necessary, change
to Details view.

Your screen should be
similar to Figure 2.33

Temporary folder
created for grouped files

X B | <« JPEG Image
9

Organize v ™ Views v M SaveSearch ,® SearchTools v (@ Burn

—_—_— Name Datemodif.. Type ¢ Folder Authors  Tags

[E| Documents

3 7
B Pictures >
B Music . é

More » ] P

Folders v ATT Logo Elephants Lions Serengeti

JPEG stack opened
and displays files

| doctemp
|\ Drivers
1. Program Files
|| Snaglt Catalog
|\ Student Data Files
10 Windows Vista
|| ATT Files
1) WinXP_L02sdf
|| Student Solution Files
Il Users
Il Linda
|| Public
J| User Name
1 Windows
a RECOVERY (D=

Figure 2.32

The files in the stack are displayed. The view is automatically set to Large
Icons when a stack is open. Now that you know how to use these features,
you will use them to organize the files that you want to move into the
separate folders.

To display the file list in groups or stacks, a temporary folder is used. As
soon as you move to another folder, the stacked or grouped view is
cleared. However, the filters remain in effect. You will remove the Type
filter and then sort the file list by Type.

/s ¥ Search Results in Adventure Travel Tours

& Orgenize ~ ~ M 'SzveSearch ,® Search Tools v
T e o Name Date modified Type & Folder Authors Tags
i Dscinis || Correspondence 9/15/200910:46 AM  File Folder Adventure Travel ...
1. Flyers & Brochures 9/15/200910:47 AM  File Folder Promotional Mate...
B pictures | Promotional Materials ~ 9/15/200910:45 AM  File Folder Adventure Travel ...
B Music (&t Pictures 9/15/200910:52 AM  File Folder Promotional Mate...
More » & Hiking 9/9/200911:50PM  Bitmap Image Adventure Travel ...
Folders v | [EIATT Logo 9/15/20099:13 AM  JPEG Image Adventure Travel ... Airplanes; ..
i doctemp . | [=/Elephants 9/15/200910:56 AM  JPEG Image Adventure Travel ... Student... Africa; Tan...
B privess [ Lions 8/19/20093:59PM  JPEG Image Adventure Travel ... Africa; Ser..
B Program Files =) Serengeti 9/15/200910:57 AM  JPEGImage Adventure Travel ... Tanzania; ..
i Snagt Catalog EATT Sales 6/15/20099:10 AM  Microsoft Office E... Adventure Travel .
L ociii s s EIncome Analysis 9/3/2009257PM  Microsoft Office E... Adventure Travel ... Car; Hotel...
g i Windows Vista ) Travel Tips 9/3/200911:55PM  Microsoft Office...  Adventure Travel ... Dan Packing; C...
i AT Files ) ATT Tour Schedule 6/15/20099:11 AM  Microsoft Office ..  Adventure Travel... Carol 2010; Letter
1) WinkP_L02sdlf ] Machu Picchu 9/3/2009256PM  Microsoft Office ..  Adventure Travel ... Carol Pery; Sout...
B Student Solution Files ] New Tour Flyer 6/15/20099:12AM  Microsoft Office .. ~ Adventure Travel .. Student ...
§ Users ) New Tours 9/15/200910:59 AM  Microsoft Office ..  Adventure Travel ...  Carol Letter; Hiki...
B i ) New Tours Brochure ~ 6/15/20099:10 AM  Microsoft Office...  Adventure Travel ...
e ] New Zealand Brochure  9/15/20099:13AM  Microsoft Office .. Adventure Travel ... Hiking; Ba...
;‘ N — | #)Packing List 8/19/20094:00PM  Microsoft Office ...  Adventure Travel ... Dan
TR ) Safari Tips 9/15/200910:58 AM  Microsoft Office...  Adventure Travel ... Dan Africa
. RECOVERY (9 )South America Flyer ~ 9/9/200911:54PM  Microsoft Office...  Adventure Travel ... Carol
2 DVD/CD-RW Drive (E) ) Tour Letter 9/15/200910:58 AM  Microsoft Office ..  Adventure Travel ... Student.. Presentati...
;‘,’\‘ o ] Tour Presentations Flyer 9/15/200910:58 AM  Microsoft Office ..  Adventure Travel ... Student.. Presentati..
@ N £ ||Rafting List 9/9/200911:50 PM  Text Document Adventure Travel .
ontrol Panel
& RecycleBin

|4 Search Results in Adventure Travel ‘

) Bitmap Image, JPEG Image, Micrc
() JPEG Image

(“ 24 items

Ve D 2 B | B SearchResultsin Ad.. < 5% HE & 1100 AM

Figure 2.33
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Grouping, stacking, and filtering are available in all folder headings. The
filtering features vary with the heading type. For example, when filtering
by a Date heading, a calendar is displayed from which you can select the
date to filter on.

Using Drag and Drop

You want to move the files into the appropriate folders you created. First,
you will move the picture files into the Pictures folder. Another way to
copy or move a file is to use the drag-and-drop feature.

Concept 5 )

Drag and Drop ~

S Common to all Windows applications is the ability to copy or move selections using the drag-and-drop
feature. After selecting the item to be copied or moved, pointing to it and dragging the mouse moves or
copies the selection to the new location specified when you release the mouse button. Because drag and
drop does not copy the item to the Clipboard, the location you want to drag and drop to must be visi-
ble in the window.

1f you drag a file to a folder on the same disk, it will be moved. If you drag a file to a folder on
another disk, it will be copied. You can hold down while dragging to always move a file or
to copy a file. If you drag holding down the right mouse button, a shortcut menu appears with options
to either copy or move the selection.

J

You will move the file into the Pictures subfolder in the Promotional Ma-
terials folder using drag and drop.
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04 If necessary, expand

the Promotional
Materials folder in the
Folders list.

@ Filter the file list to
display only the
picture file types.

@ Select all five files.

@ With the mouse
pointer on the selected
file icons, drag the
selection to the
Pictures subfolder in
the Folders list and
release the mouse
button when the
mouse pointer
displays Move to
Pictures.

Additional Information

The mouse pointer appears
as ¢ when pointing to an
area where the file cannot be
copied or moved.

Another Method

You also can move a file using
the Cut and Paste commands

on the or shortcut

menus.

Your screen should be
similar to Figure 2.34

=rET)

/(.-\ - U » Search Results in Adventure Travel Tours » Bitmap Image, JPEG Image v
0 ————

& Organiz

Favorite Links

Views ~ | SaveSearch ,® SearchTools v (@)

Name Date modified Type v Folder Authors Tags

No items match your search.
[El Documents

B Pictures
B Music

More »
Folders v
Bl Desktop
|EE User Name
B Contacts
W Desktop
!E Documents
Adventure Travel Tours

Files in filtered list moved to Pictures
folder using drag and drop

Correspondence
| Promotional Materials
Flyers & Brochurs
(&8 Pictures
My Google Gadgets
Wl Downloads
B Favorites
B Links
B Music
B Pictures
] saved Games
BB Searches
Videos
Public
1% Computer
& osc)

<He WA G 1107

B Search Results in Ad...

Figure 2.34

The move is complete and the file icons for the five picture files are no
longer displayed in the current folder. Another way to copy or move files is
to drag the selection using the right mouse button. Using the right-drag
method gives you the option of choosing to move or copy the selection
from a shortcut menu that is displayed when you release the mouse
button. Although it requires an additional step, it prevents accidentally
moving files. If you do accidentally move files rather than copy them, you
can always undo your last action. Undo reverses the last performed action.

You will undo the move you just did and then repeat the move using the
right-drag method. When you undo the last action, the move will be
reversed and the five files will be removed from the Pictures folder and
placed back in the Adventure Travel Tours folder.
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Click and i A ional Materials » Pictures

choose Undo.

EasvorieLinks Name Datetaken  Tags
[E| Documents =
Additional Information g %
Music
The keyboard shortcut is More » 8 '
+ Z. Folders v ATT Logo Elephants Serengeti
B Contacts
E Desktop L
4 [|*| Documents
® Select the five picture e
files again and drag o vl ———
the selection to the W B ‘ folder
Pictures folder while oo
holding down the right | 7 i
mouse button. Lo
I Searches
ﬂ 3ideo’:
> 1 Public
©® Release the mouse R o
a 0S(C)
button and choose ) AT
|, DELL
Move Here from the R docterp s S U
e 5 items
shortcut menu. B
B Pictures <59 HE & 1112AM
@ Make the Pictures Figure 2.35
folder current.
The five picture files you moved are now in the Pictures folder. Because
Your screen should be the Picture template type has been assigned to this folder, the picture files
similar to Figure 2.35 are displayed as Large Icons.

Selecting Nonadjacent Files

Now you want to move the remaining files into the appropriate folders.
You will begin with moving files into the Flyers and Brochures folder.
Several of the files are easy to identify because the file name includes the
word brochure or flyer.

Rather than moving the files individually, you will select several files to
move at the same time.
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Make the Adventure
Travel Tours folder

current. - Name Date modified Type Size Tags
@New Tour Flyer 6/15/2009 9:12 AM Microsoft Office ... 21 KB
I Documents V!
@New Tours Brochure 6/15/2009 9:10 AM Microsoft Office ... 14 KB
B Pictures ] New Zealand Brochure  9/15/20099:13AM  Microsoft Office ... 10KB  Hiking; Ba...
PE 5 B Music ) South America Flyer 9/9/200911:54 PM  Microsoft Office ... 10K8
Add | Inf
itional Information More » ] Tour Presentations Flyer 9/15/200910:58 AM  Microsoft Office ... 10KB Presentati...
The filter is automatically F'g 2
. Contacts
cleared and all the files are B Desitop

4[| Documents
4 Ji Adventure Travel Tours ‘

displayed when you return to
a folder after making another
folder current. .

Files moved to Flyers

Correspondence & Brochures subfolder

Promotional Materials

Flyers & Brochures
[ Pictures
My Google Gadgets
W) Downloads
B Favorites
W Links
B Music

[E Pictures

m

@ Select the New Tour
Flyer file.

W Saved Games

I8 Searches

B videos
Public

@ Hold down while

clicking on the vty
following files. New Ey
Tours Brochure, New '
Zealand Brochure,
South America Flyer,
and Tour Presentations
Flyer.

doctemp -
5 items

T e WE G nisav |

% e 2 B | B Flyes &Brochures

Figure 2.36

@ Release when all
five files are selected.

The file icons for the files you moved are displayed in the file list. Next,
you want to move files into the Correspondence folder. Because many of
these files have been tagged using the Letter tag, you will filter the file list

@ Point to any selected using this property first.

file and drag to move
the selected files to
the Flyers & Brochures
subfolder under the
Promotional Materials
folder.

@ To verify that the files
were moved, make the
Flyers & Brochures
folder current.

Your screen should be
similar to Figure 2.36
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Make the Adventure
Travel Tours folder
current.

Additional Information

e ray
Remember, you can click
to quickly return to a
previous location.

® Open the Tags file list
heading menu.

@ Select Letter.

@ Select all the files in
the filtered file list and
move them to the
Correspondence
folder.

Your screen should be
similar to Figure 2.37

Make the Adventure
Travel Tours folder
current.

Change the file list
display order to
ascending by Name.

Your screen should be
similar to Figure 2.38

Wv2.34 Lab 2: Organizing Your Work

Filtered on Letter tag and moved
to Correspondence folder

S

Type Size

[El Documents No items match your search.

B Pictures Did you find what yg#fwere searching for?
B Music |, Search in Sysfolders
More »

Folders
[E¥ User Name
B Contacts
m Desktop
[F Documents
| Adventure Travel To
| Correspondence
1. Promotional Materials

1. Flyers & Brochures
(&8 Pictures
|\ My Google Gadgets

m Downloads

B Favorites

W Links

B Music

E Pictures

W saved Games

' Searches

B videos
L Publi

Figure 2.37

To redisplay the remaining files, you need to make the Adventure Travel
Tours folder current again. When a filter is applied, it creates a temporary
folder, in this case Letter, in which the filtered list is displayed.

=y
KRR vt oecmere ) e Tous -
Organize ~ s v (@ Bum
— Name Date modified Type Size Tags Authors
I, Correspondence 10/15/2009810 AM  File Folder
[E Documents
. 1. Promotional Materials 10/15/2009 9:25 AM  File Folder
B Pictures ) ATT Sales 6/15/2009910 AM  Microsoft Office E... 196 KB
B Music & Income Analysis 9/3/2009257PM  Microsoft Office ... 19KB  Car; Hotels; Air; Tours; Cruise
More » ) Machu Picchu 9/3/20092:56 PM  Microsoft Office ... 11KB  Peru; South America Carol
Folders v | ®)Packing List 8/19/20094:00PM  Microsoft Office ... 10KB Dan
L W User Name ol B REﬂII?gILISt 9/9/2009 11:50 PM Téxt DncumeI"\t 1KB
B ot | ) Safari Tips 10/15/20091:09PM  Microsoft Office ... 10KB Dan
B Dot ) Travel Tips 9/3/200911555PM  Microsoft Office ... 11KB  Packing; Clothes Dan

4 [F] Documents
4| Adventure Travel Tours

|| Correspondence
4 |, Promotional Materials
I Flyers & Brochures Travel Tours folder
(81 Pictures
. My Google Gadgets
B Downloads
o [ Favorites
Links
B Music
B Pictures
W Saved Games
o IB Searches

1B Videos
L Publi

Figure 2.38

= ‘ Seven remaining files in Adventure

You decide to leave the remaining files in the current folder for now.
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Make the
Correspondence folder
current.

@ Click on the ATT Tour
Schedule file name
slowly twice.

Having Trouble?

If you click on the file name
too quickly, you will open the
program in which it was
created. If this happens, click
in the window title bar
to close the program and try
again.

Additional Information

You also can use
/Rename or Rename on the
shortcut menu.

® Press (Home).

® Press three

times.

@ Type 2010.

® Press («Enterl.

Your screen should be
similar to Figure 2.39

Renaming and Deleting Files

Like folders, you want the names of files to be descriptive of their
contents. The Adventure Travel Tours Tour Schedule file actually contains
the proposed schedule for the year 2010, so you decide to rename this file
2010 Tour Schedule.

r=—rarrex

> File renamed

(©)

Type
Microsoft E
9/15/200911:10 AM  Microsoft Office ... 15KB Letter
@]Tour Letter 9/15/200910:58 AM  Microsoft Office ... 28KB  Presentati...

[E Documents
B Pictures

B Music

More »

Folders v
[BE User Name -
B Contacts 3
W Desktop
[\ Documents
| Adventure Travel Tours
|, Correspondence
|| Promotional Materials =
1. Flyers & Brochures
(241 Pictures
I\ My Google Gadgets
W Downloads
[E Favorites
W Links
B Music
[E Pictures
W saved Games
5 Searches
B videos
1| Public
1% Computer

& os()

I| DELL ~ |
= 2010 Tour Schedule Title: Add a title Date modified: 6/15/2009 9:11 AM Status: Add text
,=f B=  Microsoft Office Word Document Authors: Carol Tags: 2010; Letter Content type: Add text
Size: 9.81 KB Categories: Add a category.

(4= 2 B B Corespondence < 5% @& 1115Am

Figure 2.39

The file name has been changed to its new name, 2010 Tour Schedule.

Likewise, just as with folders, you can easily delete files you no longer
need. You will delete the Machu Picchu file since the information it
contains has been incorporated into another document.
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ea Make the Adventure

Travel Tours folder
current.

@ Select the Machu
Picchu file icon.

® Press (Delete).

@ Click
confirm the deletion.

Additional Information

The menu equivalent is

LB /Delete.

Your screen should be
similar to Figure 2.40

Scroll the Folders list
to locate the Recycle
Bin folder.

Click Recycle Bin in
the Folders list.

Another Method

You also can double-click

on the desktop to open

the recycle bin.

Having Trouble?

Your Recycle Bin may display
many additional items that
have been deleted on your
computer.

P S

RGN | 5 v DR e A TR BT =

W Organize ~ Views ~ (@ Bumn @
o Name Date modified Type Size Tags Authors
Correspondence 10/15/20091:40 PM  File Folder
B Diciimeris Promotional Materials ~ 10/15/20099:25 AM  Fil
/. Promotional Materials / : i a )
B Pictures Rarrsiis e 4 Machu Picchu file deleted
B Music & Income Anal 72009 2:57 PM Microsoft Office E... 19KB Car, Hotels; Air; Tours; Cruise
More » ) Packing List 8/19/20094:00PM  Microsoft Office . 10KB Dan
Foders v | LJRafting List 9/9/200911:50 PM  Text Document 1KB
4] Safari Tips 10/15/20091:09 PM  Microsoft Office . 10K8 Dan
[B¥ User Name Al 2
B contiess | &) Travel Tips 9/3/200911:55PM  Microsoft Office ... 11KB Packing; Clothes Dan
Desktop
"l Documents
Adventure Travel Tours
Correspondence
Promotional Materials =
I\ Flyers & Brochures
(88 Pictures
My Googl

Figure 2.40

The file is removed from the folder and is no longer displayed in the file
list.

Using the Recycle Bin

When a folder or file is deleted from the hard disk, it is moved to the
Recycle Bin, a special folder used to store deleted items until they are
permanently removed. This protects you from accidentally deleting files
or folders that you might want later. When the Recycle Bin contains files,

the icon appears full E ; otherwise it appears empty . You will

open the Recycle Bin to see the items you deleted.

Recycle Bin folder current

=
KNG/ * RecycieBin » <&
eet—
Wy Organize v G- Views ~ \J Emptythe RecycleBin  { Restore all items @
——— Name Origiffl Location  Date Deleted  Size Type Date modified
B Documenis | e T T s —
B rictures File Folder o
B Music
More »
Folders v
| Orver - [ Deleted folder ] [ Deleted file ]
. Program Files
Snaglt Catalog
Student Data Files
. Windows Vista
| ATT Files

1 WinXP_L02sdf
Student Solution Files
| Users
I\ Linda
Public
| User Name
I\ Windows
s RECOVERY (D)
&5 DVD/CD-RW Drive (E:)
& Network
[E Control Panel
& RecycleBin

Current folder

5 Search Results in Adventure Travel |
) Bitmap Image, JPEG Image, Micr¢
) JPEG Image
) Bitmap Image, JPEG Image

:—\ 2 items

Your screen should be
similar to Figure 2.41 TSR B et y <% WA a8
Figure 2.41
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Select the Machu
Picchu file icon.

Press (Delete).

Click |
confirm the deletion.

Your screen should be
similar to Figure 2.42

The Recycle Bin folder is current and displays icons for all deleted files
and folders in alphabetical order in the file list. Folders are listed first in
this folder. The folder you deleted earlier and the file you just deleted are
listed in the file list. You can permanently remove all or selected files from
the Recycle Bin. You also can restore files from the Recycle Bin by
dragging them to a location or by using the |[iitllcudl button in the task
pane. When restored, the file is automatically returned to its original

location. To remove all files, click the button in the toolbar.
You will permanently remove the Machu Picchu file.

= TE X

KON » RecyceBiny ol 7]
oo  —————— e ——

W) Organize v 5= Views ~ \f Emptythe RecycleBin  { Restore all tems ©)

Name Original Location  DateDeleted  Size Type Date modified

[E Documents } Flyers
File Fol

B Pictures e
B Music
More »
v

Folders
[ File permanently deleted

J Drivers -

Program Files
Snaglt Catalog
Student Data Files

Windows Vista

ATT Files

1) WinXP_L02sdf
Student Solution Files
Users

Figure 2.42

The number of items the Recycle Bin can hold is determined by the size of
the bin. This size is set to 10 percent of your hard disk space by default.
When the bin is full, the oldest items in it are permanently removed to
make space for new items.

Finding Files

As you add more and more files to your disk, you may have trouble
remembering what folder you stored a file in or what you named it.
Windows Vista includes the Instant Search feature that helps you locate
files or folders anywhere on your computer.

Concept 6

Instant Search

I The Instant Search feature looks for matching text to your search term in file names, properties, and file
content and, as you type the search term, it filters the view to display only those items meeting the cri-
teria. Searching is very fast because it uses an index to keep track of the files on the computer. The index
stores information about files, including the name and properties. Rather than searching through the
entire hard disk for a file name or property, it searches the index. By default, the most common files on
your computer such as all the files in the personal folder, e-mail files, and offline files are indexed.
Program files are not indexed because you rarely need to search for those files. When it searches nonin-
dexed locations, it searches file names only.

~

~

J
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Make the Documents
folder (or the location
where you created

your folders) current.

@ Click in the Search
box.

Additional Information

The keyboard shortcut is
+E.

l Type pa in the search
box.

Additional Information

You can enter the search
terms in any case letters, as
the Search feature is not case
sensitive by default.

Your screen should be
similar to Figure 2.43

Having Trouble?

Your search results may
include additional files if your
Documents folder includes
other files meeting the search
criteria.

Wv2.38 Lab 2: Organizing Your Work

Windows Vista includes several methods that you can use to search. The
first is a [ Search 2| box at the top of each folder that performs a
fast search of the current folder and all its subfolders. Another is the Search
folder, which is accessed by choosing from the Start menu. The
Search folder allows you to set up and perform more comprehensive
searches.

When you know where to start looking for a file, it is easiest to make the
location current and use the folder Search box. You will use this method
to find a file that Carol, a travel agent, created to help clients prepare for a
trip. She gave you this file in case you wanted to make it available to other
agents and to clients. You know that it will be somewhere on the C drive
but do not recall exactly what location. You do recall, however, that the file
content had to do with packing for a trip.

Before you begin a search, it's important to remember to select the
location that you'd like to search. When searching, you can enter words that
you think may be in the file name, file content, or properties such as tags or
author names. The more precise the information you provide, the closer the
matches that are found. You decide to search using the word “packing.”

File list filtered to display
only files containing “pa”

Search results displayed
in temporary folder

=

KON Search Resutsin Documents . 7]

W Orgenize ews v M SaveSearch ,® SearchTools v (@ Burn

Name Type Folder Authors

o6 Tags
EATT Sales d : Microsoft Office E..  Adventure Travel ...

Favorite Links

[E Documents
|| Computer Competency 9/0/200911:46 PM  Text Document Documents (CAUs...
B Pictures ) Income Analysis 9/3/20092:57PM  Microsoft Office E...  Adventure Travel ... Car; Hotel...
B Music ) New Tours 9/15/200911:10 AM  Microsoft Office...  Correspondence (.. Carol Letter
More » ) Packing List 8/19/2009 400 PM  Microsoft Office..  Adventure Travel .. Dan
Fobars « | [|Rafting List 9/0/200911:50 PM  Text Document Adventure Travel ..
Program Files .| ) Tour Letter 9/15/200910:58 AM ~ Microsoft Office ..  Correspondence (.. ~Student.. Presentati...
S saaie ol ) Travel Tips 9/3/200911:55PM  Microsoft Office ...  Adventure Travel ... Dan Packing; C...
Student Data Files Did you find what you were searching for?
Windows Vista Advanced Search

ATT Files
1, WinXP_L02sdf
Student Solution Files
Users
. Linda
Public
| User Name
Windows
s RECOVERY (D)) =
&4 DVD/CD-RW Drive (E})
& Network
[# Control Panel
& RecycleBin |
5 Search Results in Adventure Travel 15
" Bitmap Image, JPEG Image, Micre|
) JPEG Image

) Bitmap Image, JPEG Image
5} Search Results in Documents Temporary folder
(‘ 8 items

% o (w2 B [ pa- Search Resultsi.. < 5% WEx 1119AM

Figure 2.43

As you type in the Search box, the file list instantly displays only those
files that contain the letter you type. Many files were located containing
the letter “p.” When you typed the next letter, “a,” the search was narrowed
to locate only those files containing “pa.” The results of the search are
displayed in a temporary Search Results folder. You will continue typing
to narrow the search even more.

( www.mhhe.com/olearyseries2007 ]




Continue by typing cki
in the search box.

Your screen should be
similar to Figure 2.44

Additional Information

The toolbar also includes a

button, which has

additional options for using
the search feature.

Additional Information

Click [*] in the Search box to
close a search.

€) o ciick in the
toolbar to save this
search.

@ Click at the end of the
name in the File name
text box and complete
the proposed file name
by typing ng.

® Click in the

Save As dialog box.

Having Trouble?

If this saved search already
exists, click '

replace it.

Your screen should be
similar to Figure 2.45

Additional Information

Choosing Searches from the
Favorite Links section of the
Navigation pane will open
the Searches folder and
display all saved searches.

Saves search

? * B A ) E Y

Wy Organize ~

s v M S;yeSearch ,® SearchTools v (@ Burn @

Name Date modified Type Folder Authdrs  Tags

Favorite Links

[ Deciinenis @]Pa(king List 8/19/2009 4:00 PM Microsoft Office...  Adventure Travel ... Dan
]
E || Rafting List 9/9/200911:50 PM  Text Document Adventure Travel ...
B KB ] Travel Tips 9/3/200911:55PM  Microsoft Office ..  Adventure Travel ... Dan Packing; C...
Music
More » Did you find what you were searching for?
Advanced Search
Folders v

|| Program Files
|\ Snaglt Catalog
|| Student Data Files
1. Windows Vista
|\ ATT Files
1) WinXP_L02sdf
1. Student Solution Files
L Users
|\ Linda
|| Public

Files with “packi”

| User Name
Ju Windows
(s RECOVERY (D) =
&4 DVD/CD-RW Drive (E)
& Network
@ Control Panel
&/ Recycle Bin

% Search Results

-

Figure 2.44

Now you see the file you are looking for, Packing List. The other files that
appear in the filtered results include files that have the search term in a
tag or file content. If you plan to perform the same search frequently, it is
helpful to save your search results so that you do not need to set up the
search again. You will use this feature next.

=T

ER Ui e » Seuhes  pacig S5 [ e
e e ————————————————————————————————————————
Wy Organize ews v (M SagveSearch ,® SearchTools v (@ Bumn
——__— Name Date modified Type Folder Authors  Tags
. ) Packing List 8/19/20094:00PM  Microsoft Office ..  Adventure Travel ... Dan
IE| Documents sl
= || Rafting List 9/9/200911:50 PM  Text Document Adventure Travel ...
5 e ] Travel Tips 9/3/200911:55PM  Microsoft Office ..  Adventure Travel... Dan Packing; C...
Music
More »
Folders v

& packing 4——[ Search saved in new folder
(5 Recent Documents

(4 Recent E-mail

(% Recent Music
(5 Recent Pictures and Videos
[ Recently Changed
(% Shared By Me
B Videos
J\ Public
1% Computer
& osc) |

| doctemp
)\ Drivers
| Program Files

|| Snaglt Catalog

Figure 2.45

The Searches folder is expanded in the Folders list and displays the new
saved search. Now, when you select this saved search, a rapid search will
be performed and only the most current files that match the original
search will be displayed in a temporary folder window.
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Restore the folder window to its original size.

Hide the Folders list.

Close the folder window.

The program is closed and the button is removed from the taskbar.

,Running Applications

Application

The primary activity a computer is used for is to run application programs
to accomplish various tasks such as creating a letter or a picture. In
addition to the programs that run as part of Windows Vista such as
Computer, Windows Vista includes many other application software
programs that are designed to help you with your work, or amuse you
while passing time. Several of these applications are described in the
following table.

Used To

Microsoft Internet Explorer 7

Windows Movie Maker

Windows Photo Gallery

Windows Media Player 11

Explore the World Wide Web.

Transfer analog or digital audio and video to the computer for editing
and playing.

Download photos from a digital camera and then organize, edit, view,
and share them.

Create and listen to CDs, watch DVDs, listen to radio.

Windows Mail Compose, send, and receive e-mail messages.

WordPad Create text documents with complex formatting.

Notepad Create simple text documents.

Paint Create simple line drawings and display and edit scanned photos.

Calculator Perform basic arithmetic tasks.

Address Book Manage your contact information.

Task Scheduler Run scheduled computer tasks automatically.
You will use Notepad to create a simple text document.
Starting Notepad
Recently you went on the Adventure Travel Tours Colorado river rafting
trip and you used Notepad to jot down several items to include in the
suggested packing list for this trip. Since creating this document, you
thought of another item to include in the list. You will view, modify, and
print this document using Notepad, a basic text-editing program that is
included with Windows Vista.
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Click €@ Start

and choose All
Programs/Accessories
/Notepad.

If necessary, size the
Notepad window to
the approximate size
as in Figure 2.46.

Your screen should be
similar to Figure 2.46

Click File in the menu
bar and click Open to
choose it.

Additional Information

The keyboard shortcut is
+ O.

Your screen should be
similar to Figure 2.47

Workspace

Chinese eat dinosaur.

U.S. marks 4th of Jul

'WP: ‘Microtargeting’.

WP: Al-Qaida's ‘idiot

Vo WS 2 8" M Urtitied Notepod
Figure 2.46

The Notepad application program is opened in its own window. The
Notepad window includes a title bar and menu bar of five menu items.
Clicking on a menu item opens a drop-down menu of commands from
which you can choose. The large blank area below the menu is the
workspace where your work is displayed.

Opening a File

When Notepad first opens, a blank workspace is ready for you to begin
typing to create a new document. Alternatively, as you will do in this case,
you can open and then modify an existing document.

Documents

E TS 1. Adventure Travel Tours
] s

f1~ — J\ My Google Gadgets
|| Computer Competency

e % Recent Places

Expldter
8 Computer

B Pictures

B Music Court loosens limits
s m
B searches Blasts kil 45 through

) Public

Message from seize

Top court limits stud

~ | Text Documents ("bd) >

) [Oen ] [ Conce |

Figure 2.47
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Click for

the location containing
your work) and make
the Adventure Travel
Tours folder current.

Your screen should be
similar to Figure 2.48

Wv2.42 Lab 2: Organizing Your Work (

The Open dialog box is used to specify the location and name of the file
you want to open. This dialog box is common to all applications running
under Windows Vista.

You can specify the location by selecting from the Favorite Links or
Folders list in the Navigation pane, or by using the Address bar. The nine
icons in the Favorite Links section provide shortcuts to places on your
computer from which you can open a file.

Folders under the Desktop folder

List of recently accessed files and folders
Drive icons

Contents of the Documents folder

B Pictures Contents of the Pictures folder

B Music Contents of the Music folder

Jj Recently Changed Recently changed documents or files

BB Searches Saved searches

Public Contents of the Public folder

)

Current folder e =5 1=1 0550

" Open

@ () =[ 1 « Adventure Travel Tours »

Wy Organize v 238 Views ~ W New Folder

Documents

Erverisinks Name Date modif... Type

Correspondence

/ [E| Documents . e
romotional Materials

L™ B Desktop I
Internet || Rafting List
N =l Recent Places
Exploter =
/8 Computer
B Pictures

B Music Audiocast: Top 10 tip

@ Recently Changed q a )
B searches > Files with a .txt file type §

i Public

Audiocast: Top 10 tip.

Toyota most product

Folders ~

File name:

Encoding: | ANSI

Figure 2.48

Now the file list box displays the names of all folders and text files in your
Adventure Travel Tours folder. Only text files with a file extension of .txt
are displayed because the Files of Type list box shows that the currently
selected type is Text Documents. This type of file can include text
characters only and is commonly used to quickly jot down notes.
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Select the Raﬂmg List File name appears in title bar
file.

Click [_Oeen 1.

|
suggestions for packing List

sunscreen - 15 or higher

Film in waterproof bag

i i ong sleeve shirts
Large bath towe

You also could double-click Fa i et
on the file name to open it.

Another Method

[ ™

Internet
Exploter

Mouse pointer “Gaping hole' in hom.

Your screen should be
similar to Figure 2.49

Federer goes 5 sets .
Pujols, Rios final 2 e

Receding Plains floo.

Figure 2.49

The file is loaded and displayed in the workspace and the file name is
displayed in the title bar after the program name. The insertion point in
the upper-left corner of the document shows where the next character will
appear when you begin to type. When the mouse pointer is positioned in
the workspace, it appears as an I-beam, just as it does in a text box of a
dialog box, and is used to position the insertion point in the document.

Editing a Document

You want to add an item to the list and include your name and the current
date at the top of the document. To make these changes, you will edit the
document.

Concept 7 )

~

One of the advantages of using a computer is that you can easily change or edit your documents. While
typing, you may make typing errors, or you might want to change what you have typed. The changes
you make can be as simple as correcting spelling or adding or removing some text or as complicated as
rearranging the content and redesigning the layout of the document.

J

To add the item to the top of the list, you must first move the insertion
point to that location. You can use the directional keys or the mouse to
move the insertion point within the text. To move the insertion point with
the mouse, position the I-beam at the location in the text where you want
the insertion point to be and click the left mouse button. The directional
arrow keys also can be used to move the insertion point one space in the
direction indicated by the arrow.
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As you are typing, do not be concerned if you make mistakes, as they can
be easily removed and corrected. The two most common means to remove
text are to use the key to delete unwanted characters to the left of
the insertion point or the key to remove the character to the right.
Then you can retype the text correctly.

04 Press (1) three times.

@ Type Binoculars. s Peugenc-hane: |
n | . e Text added to document
Dt suggestions for Packing List
- Binoculars g .
@ Click on the top R = s T o gt
bl k I. fth / Light vgei ht o? sleeve shirts
(blank) line of the ,. et

EXtra sunglasses

document.
Libby pays $250,000
@ Type your name. S

U.K. combs alleged b.

China nightclub blast.

® Press (—Enter). T

@ Type the current date.

® Press twice.

Figure 2.50
Your screen should be

similar to Figure 2.50 Pressing ends a line and moves the insertion point to the beginning

of the next line. When the insertion point is at the beginning of a line and
is pressed, a blank line is created.

Printing a Document

Next, you want to print a copy of the document.

0% If necessary, turn on g

the printer and make Recycein

r = Print

any necessary =
adjustment to prepare - Select Prter
. . T % Add Printer
the prlnter to prlnt. Pt P?Q/::;;S;RXPSDocumentWriter < Selected printer
@ Click File and choose "o e Bsmens
Print e sl

Free love: Was there.

Page Range (
Ll Number of copies: 1 e ] Specify number of copies |[FYSrE—..
Fj es: Collate Free trial download:
11 22l 33l

Additional Information
The keyboard shortcut to Audiocast: Top 10 tip

print is +P.

[Pt ][ Concel ][ ooy |

Specify area to print |

Your screen should be
similar to Figure 2.51
Figure 2.51
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Notice the Print dialog box includes the same features as the Print dialog
box that appeared when you printed a Help topic. This is part of the
common user interface that makes learning and using different
applications much easier.

If necessary, select the printer from the Select Printer box as specified by your instructor.
Click [_Pmt__].

The printer indicator icon is displayed in the taskbar while printing is
in progress. If you double-click on the indicator, the Printer dialog box is

displayed so you can see the printer status and settings and cancel a print
job if needed.

Saving a File

Now you will save the document with the changes you made to it.

~

Concept 8

Saving Files ~

I When you save a document you are working on, a permanent copy of your onscreen document is elec-
tronically stored as a file on a disk or other storage device. While working on a document, the changes
you make are stored temporarily in the computer’s memory. Not until you save the document as a file
on a disk are you safe from losing your work due to a power failure or other mishap.

Two commands found on the File menu of all Windows programs can be used to save a file: Save
and Save As. The Save command saves a document using the same path and file name as the existing
disk file, by replacing the contents of the file with the changes you made. The Save As command allows
you to select a different path and/or provide a different file name. This command lets you save both an
original version of a document and a revised document as two separate files.

When you save a file for the first time, either command can be used. Although many programs cre-
ate automatic backup files if your work is accidentally interrupted, it is still a good idea to save your work
frequently as the backup features are not always foolproof.

J
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You want to save the document with a more descriptive file name.
Whenever you save a file for the first time or use the Save As command,
the Save As dialog box is displayed so you can specify where you want the

diional Informton . file saved and the file name. Like the Open and Print dialog boxes, the
€ Save comman eypboar . . . .
Shorbeuis (Cr) + S. \S;nf[e As dialog box is common to all programs running under Windows
ista.

oa Choose File/Save As.

@ Click at the beginning D

of the file name in the QQ (&« Adventure TravelTours » ~ [ 43| [search
- Wy Organize ~ 252 Views ~ [ New Folder
File Name text box. S
Eavorite Links lame ate modified  Type
[F Documents | Correspondence
- | Promotional Materials
i Etemet i || Rafting List
@ Type River before the et Folders
existing file name. oo e

E Documents
W Downloads

v
& Contacts -

WP: Cancer therapy

|\ Documents Vital signs of a war.

Your screen should be : ) Adventure Tra — on
.. y I\ Corresponde Enter or edit file name Al-Qaida's No. 2 app.
similar to Figure 2.52 A promotons

.My Gonale Gar. ™~

File name: River Rafting List

Save as type: [Text Documents (") -

oy | k
A Hide Folders Encoding: [ANSI v) [ Ssave ] [ Cancel |

< ECTHIE K 11:02PM

Figure 2.52

Having Trouble?
If you don't see the

gj&i’ﬂﬁg;;;@eh‘ The Save As Type drop-down list box displays the name of the application
that will be associated with the saved file. You can change the association
by selecting another file type from the drop-down list or by including a
specific file extension when naming the file to override the selection. The

Additional Information file extension is used by Windows to determine the application program to
Your computer may associate | load when a document is opened. In this case, Notepad will automatically
the file with another word add a .txt extension to the file name, establishing the file type as a plain

ith N . ;
processor or with Notepad text format file.

Wv2.46 Lab 2: Organizing Your Work (
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The location to save the file is the same as the location where the file
was opened. Since this is where you want to save the revised file, you do
not need to make any changes to the location.

New file name

94 Click [_save__|. ]

Recycle Bin mve,kaﬁﬁ"u;( Notepad
File Edit Format View Help

Your screen should be Srudenc-Name
similar to Figure 2.53

|
suggestions for packing List

Binoculars

sunscreen - 15 or higher

Film in waterproof bag

Light weight long sleeve shirts
Large bath towel

Hat with tie down

Extra sunglasses
Internet

Exploter
'WP: Bodies found in
Cryptic al-Qaida war.

Al Gore's son arreste.

6 NATO soldiers kille.

e =l 2 ® | M RverRaftinglist-... | <M ECTHE & 11:03PM

Figure 2.53

Taskbar button displays
new file name

The document is saved using the specified file name. The new file name
now appears in the title bar and in the taskbar button.

Click to close the Notepad window.

Log off or shut down Windows Vista as appropriate.
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Concept Summary

Hierarchy

(WV2.6)

The graphic representation of the
organization of folders on a disk is
called a hierarchy.

File and Folder Names

When a file or folder is created, it must
be assigned a file name that identifies
its contents.

(WV2.13)

Copy and Move

All Windows applications include
features that allow you to copy and
move selected information from one
location to another.

(WV2.20)

Drag and Drop

Common to all Windows applications is
the ability to copy or move selections
using the drag-and-drop feature.

(WV2.30)

Filter, Group, and Stack

To help you find files that share
something in common, you can filter,
group, and stack files.

(WV2.2
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Type

File Folder

File Folder

1PEG Iage
Microsolt Office €.
Micresaft Office .

Sae Togs Autthors

102KB  Awplanex: Travelers

and Folder Names ]

SATT Loge

GATT Subes

(E]ATT Tour Schedule

& Gepharts

& Mking

&income Analysis 7

= Liont 8/19/2009355 M

&) Machu Picchu P/R/009 236 PM

=] New Tour Fyer 6152009912 AM

E]New Tours H1S/200910:59 AM

ENew Teurs Brochure 6152009910 8

(=] New Zealand Brechure  9/19/2009913 A

&)Packing List £/29/2009 400 PM
Ratting List /972009 11:50 PM

) sat0e Tipe 9/15/2009 10:58 AM

= Sevengeti 9/15/2009 1057 AN

&) South America Fyer R/R/2009 1154 PM

) Tow Letter $/15/2009 10:58 AM

] Tou Presentatons Fiyer  5/15/2009 1058 AM

&) Travel Tigs /32009 1188 M

Comespendence
Promoticnal Materisl

AT Loge

AT Soles

Sincome 2nstysis

] Packing Lint
Rafting List

) Sefar g

) Teavel Tige

My Gocgle Gadge{ & Mave to

W Oowniceds

I fevornes
Lnits

B Music

B Bty

Lorr: Specky date and fima 1.
Airplanes; Travelers

TPEG Fage
Micretoft Office ..
Micresoft Office -
Misrosolt Office .
Micrasoft Office ..
Micresaf Office .
Micresoft Office ..
Text Document
Micracaft Office -
1PEG bage
Micregoft Office -
Microsoft Office -
Microsoft Office ..
Micresaft Otfice ..

B/1S/2009 1145 AM
S/15/72009 10:49 AM
1572009913 AM

/157200990 AM

97372009 287 PM

B/3/2009 1155 P

Addventure Travel Touss
Comesgendence
| Premetioas] Materiale
Fhyers & Brochures
8 Pactures
My Geogle Gadgets
1 Ocwniosds
|
i vo
B M
B e
1 Saved Gamas
B sencnes

[ K
E Piture
B M
PARSES
Felders »
B Desirop 2
B Usex bame
) Contacts
W oesrop

Hame Date modified

Btanap Image (1

£ Haing /001150 M
JPLG mage 4)

SIATT Loge $/15/2009 943 AM
= Ehephonts 571572009 10:56 AM
= tisng §/19/2009 359 PM

- Serenget) 20091057 AM
Microsoft Office Excel Werkshoet (2)

GATT Sates 6/15/20099:10 AM
Eincome Anatysis 57372005 257 oM

Mirosctt Office Word Document (12)
IZ)ATT Tour Schesute £/15/2009911 A
&) Machy Picchy S/R2009 256 PM
] iew Tour Piyer 615/2009 912 AM.

Etew Tours $A1572000 10:59 AM
&) Mew Tours Brochure  8/15/2009540 AM
@) New Zealand Brockure /1572009913 AM
) Packing List 871072009 400 PM
& setani Tgn 5252009 10:58 AW
E)South Amencs Fiyer D/9/2000 11:54 PM
] Your Letter 918/2009 10:38 AM
(5] Toawn Prasantations Fiyar  9/15/20090 10:58 AM
& Travel Tps 97372009 1158 PM
Tet Decument ()

Palbeg Lat 9372009 1150 M
o] d whet you were seerchng for

Type

g Image

1PLG Image
IEG brage
195G Inage
JPES brage

Micresolt Office £
Micrescht Office L.

Micrasah Office -
Microtoft Office -
Microsct Office -
Micresoft Office ..
Micrasaft Office ..
Micresoft Office -
Misresaft Office .
Magresoht Office -
Microroft Office

Micrasaft Office
Micrecoht Office

Micresaht Office -

Ted Decument

1968
10K8  X010: Letter Caret
Tanzunix: Serengeti  Student .
Jotels; Ar; Tours: Cruise
KB Mdricx; Savengen; Tanzania
LIKE  Penc South Amesica Cared
AKB Student
1SKE  Letter; Hiking: Kaysong Carst
uie
10K8  Mikng Backpsching
10K8 O
k8
10KB  Mrica Oan
SEKD Tanzania; Afck Lions
0 KE Cared
BB Presentations Discount: Let..  Student
10K8  Presentebons Ducount Shudent .
11K8  Packing Clothes Dan

File Folder

File Folder

JPEG Inage
Mrcroscit Office €.
Mizrese Otfice £

Microtoh Office .

Filter, Group,
and Stack

102K8  Akplanes; Travelers
WKE  Mrcw; Tonzanins Sorengetl  Student .
IR Mrica; Serenger; Tanzania

SEKE  Tennanix: Africe Lions

196 X8

19KB  Car; Hotels: Ar; Tours: Crise

10KE 2030; Letter Caret
LIKE  Peruc South Americs Caret
nks Student
ISKB  Letter: Hiking: Kayaking Carel
u
10KB  Hiking Backpacking

wa Dan
10K8 Afnc Dan
1065 Carel
JEKE  Presentstions: Dicount Let.  Student
10KB  Presentations; Discount Student
11KE  Packing Clothes Dan
18
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Teldens

Frogiem Fiies
Saaght Catalog
Studert Dete Rl
Windews Vimta
ATT Nes
& WinXP_L02sdf
Student Schution Files
Users
Lnds
Public
User Mome
Wedoms
e RECOVERY (DY)
& DVD/CO-RW Deve (£)
& Network
18 Costrel Panat
£ RecycleBn
B Sasech Results i Adventure Travel |
J Bamap Image. IPEG Image, Micre
) PG Iage
J Bemap Image. JPEG Image
y Search Results m Documents

Student Name

@ Teavel Tin $3/2009 1155 P

Oid you find what you were seacc
5 Advanced Seaich

Fle §dn Fermae View Help

|
Supgestions for packing (13

Binoculars
| sunscraen -

Light weight

15 or_higher
Film in waterproof ba

49
sleeve shirts

Large bath towel

Ivat with tie

down

Extra sunglasses

&)Packing L /192000600 PM. Microsoft Office
Ralting List S92 UMM Text Document
Microscft Office ..

Instant Search

I Comaets
W Oeshtop
I Cocuments
W) Cownicads
Documents
Adventure Toe
Comesponde
Bromotionat

Dute modfied
Comespondence
Prometionst Materals
Ratting Liet

Saving Files

My Ginoae fin
File name: Rrver Rafbing List
Save s ype | Test Documents "oy

. Hide Feidars Encodng: | ANSI-

Instant Search  (WV2.37)

The Instant Search feature looks for
matching text to your search term in file
names, properties, and file content and,
as you type the search term, it filters the
view to display only those items
meeting the criteria.

Editing  (WV2.43)

One of the advantages of using a
computer is that you can easily change
or edit your documents.

Saving Files (WV2.45)

When you save a document you are
working on, a permanent copy of your
onscreen document is electronically
stored as a file on a disk.
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Lab Review

Clipboard WV2.20

copy WV2.20

current folder WV2.8
destination WV2.20

drag and drop WV2.30
edit WV2.43

file name WV2.13

file name extension WV2.13
filter WV2.27

Organizing Your Work

group WV2.27
hierarchy WV2.6
index WV2.37
Instant Search WV2.37
main folder WV2.6
move WV2.20

path WV2.38
placeholder WV2.23
root folder WV2.6

Wv2.50 Lab 2: Organizing Your Work

save WV2.45
secondary folder WV2.6
source WV2.20

stack WV2.27
subfolder WV2.6
template WV2.18

tree WV2.6
workspace WV2.41
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command summary

Command Shortcut

Folder window

@ Start/Search I Search R | Locates files and folders on disks

R Reiiind /New Folder Creates a new folder

L g /Delete Sends selected item to Recycle Bin

R Biiind /Rename Changes name of selected item

& Kliiiad /Undo +7Z Undoes the last command or action

b Etiina/Cut + X Removes selected object and places it in
Clipboard

/Copy +C Copies selected object to Clipboard

LR /Paste +V Pastes object from Clipboard to new
location

B Beiiind/Select Al + A Selects all items in active window

Heading/ Groups icons by selected heading

Heading/l ) Stack by Type | Stacks icons by selected heading

Heading/ Sorts icons by selected heading

@ Start/Programs/

Accessories/Notepad Starts Notepad application program

File/Open + O Opens an existing file

File/Save +S Saves a file with same name

File/Save As Saves a file with a new name

File/Print + P Prints document

File/Exit Closes an application

Recycle Bin

Empties Recycle Bin of all files

L R /Delete Deletes selected item from Recycle Bin
Returns selected item to its original
location
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screen identification

T Name . Date modified Type Size Tags Authors
Correspondence 9/15/200910:46 AM  File Folder
Promotional Materials ~ 9/15/200910:49 AM  File Folder
| ATT Logo 9/15/20099:13 AM  JPEG Image 102KB  Airplanes; Travelers
EATT Sales 6/15/20099:10 AM  Microsoft Office E... 196 KB
E9)ATT Tour Schedule 6/15/20099:11 AM  Microsoft Office .. 10KB  2010; Letter Carol
Folders v | [ElElephants 6/15/20099:02 AM  JPEG Image 79KB 4—@
B Desktop . | [EHiking 9/9/200911:50 PM  Bitmap Image 115K8
B serNome —| Eincome Analysis 9/3/2009257PM  Microsoft Office E... 19KB  Car; Hotels; Air; Tours; Cruise
B Contacts = Lions 8/19/20093:59PM  JPEG Image 25KB  Africa; Serengeti; Tanzania
I Desktop )Machu Picchu 9/3/2009256PM  Microsoft Office ... 11KB  Pery; South America Carol
B Documents ) New Tour Flyer 6/15/20099:12 AM  Microsoft Office ... 21KB Student ...
i e 9] New Tours 5/18/20079:45PM  Microsoft Office . 15KB Letter Carol
e 2| ENewToursBrochure  6/15/2009910 AM  Microsoft Office ... 14KB
3 S —— E)New Zealand Brochure  9/15/2009913AM  Microsoft Offic 10KB Hiking; Backpacking
§ Blrers drochunes ) Packing List 8/19/20094:00PM  Microsoft Office .. 10KB Dan
@ Pictures || Rafting List 9/9/200911:50 PM  Text Document 1KB
o ) Safari Tips 8/19/2009 401 PM  Microsoft Office .. 10KB
B Downloads =/ Serengeti 9/3/20092:58PM  JPEG Image 58 KB
I Fovorites @)South AmericaFlyer  9/9/200911:54PM  Microsoft Office .. 10K8
B uinks ] Tour Letter 9/3/20092:56PM  Microsoft Office . 28KB
B Music ) Tour Presentations Flyer 9/9/200911:52PM  Microsoft Office . 10KB
B Pictures ) Travel Tips 9/3/200911:55PM  Microsoft Office .. 11KB Packing; Clothes Dan
Il Saved Games
B Searches
!ﬁ Videos
Public
% Computer
& os
ATI -
| Elephants Date taken: Specify date and time ... Dimensions: 541 x 382 Authors: Add an author
| JPEGImage Tags: Add atag Size: 78.3KB Comments: Add comments
& Title: Add a title

T (EY S 1055Aam

Action Result

1. right-drag A a. starts a search

click B b. displays list of folders

click C c. addsatag
type in D d. opens the file

. click E e. renames file
click F f. opens the headings menu
. double-click G g. opens the Promotional Materials folder

click H h. hides the Folders list

© ® N U AW N

click I twice slowly i. moves or copies file
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Match the following with the correct definition or function.
1. .txt a. indicates the folder is expanded
2. source b. indicates icon is a shortcut
3. |z| c. temporary storage area
4. Clipboard d. plain text word processing program
5. hierarchy e. the location you copy or move from
6. Notepad f. represents a Word file type
7. 4 g. graphical representation of the organization of
folders on a disk
8. h. a file name extension
9. i. the location you copy or move to
10. destination j. groups icons by selected heading

multiple choice

Circle the correct response to the questions below.

1. The graphic representation of the organization of folders on a disk is called a

a

b.

C.

d
2. T

a.

N

ae s

. hierarchy
tree

file system
. bothaandb

he Address bar displays the to your current location.
map
path
directions
trail
appear indented below other folders in the Folders list.
Tree folders
Subfolders
Current folders
Selected folders
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4. When a file or folder is created, it must be assigned a(n) that identifies its contents.
a. symbol
b. icon
c. file name

d. drive

5. The location on a disk that contains the information you want to cut or copy is called the

. source
. destination

. Clipboard

. storage location

. source
. destination
. Clipboard

a
b
c
d
6. A temporary storage area in memory is called the
a
b
c
d. storage location

7. The location where you want the copy of the information to appear is called the
a. source
b. destination
c. Clipboard
d. storage location

8. The selected folder is the folder, or the folder that will be affected by the next action
you perform.

a. current

b. source

c. destination
d. active

9. Making changes to the contents of a document is called
a. copying
b. moving
c. saving
d. editing

10. The large blank area called the is where your work is displayed in Notepad.
a. work site
b. workspace
c. active space
d. form
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true/false

Circle the correct answer to the following questions.
1.

The graphic representation of the organization of folders on a
disk is called a tree. True False

. Subfolders are also called primary folders. True False

3. Holding down while dragging a file always copies it to the new location. True False

. If you give a new file the same name as an existing file in the same folder,

the contents of the original file will be replaced by the contents of the new file. True False

. Windows Vista and programs that are designed to operate under Windows Vista

allow you to use long folder and file names of up to 255 characters. True False

. When a file is copied using the Copy menu command, a duplicate of the

selection is copied to a temporary storage area in memory called the Clipboard.  True False

. Instant Search is very fast because it looks for matching text to your search

term in file names only. True False

. Spaces are not allowed in file names. True False

. Stacking takes all the files in a folder and reorganizes them by a common file

property into groups. True False

. When a folder; file, or shortcut is deleted from the hard disk, it is moved to the

Recycle Bin. True False

Complete the following statements by filling in the blanks with the correct terms.

1.

s g S b J

10.

The Address bar displays the to your current location.
To cancel the last action or command, use the command.
is used to view and organize the files on a disk.

All Windows applications include features that allow you to , , and
selections.

Copying a selection creates a

A(n) is used to identify the contents of a file.

Saving a document stores a(n) copy of what you see on your screen in a file.
A(n) or tree is a graphic representation of the organization of folders on a disk.
A temporary storage area called the holds cut or copied information.

Clicking a(n) icon opens the associated program or file.
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Hands-On Exercises

% Easy

step-by-step * % Moderate

% % % Difficult

Using the Calculator *

1. Windows Vista includes many additional application programs designed to help you get some
basic work completed. In this problem, you will use Help to find out about and use the Calculator.

g © Windows Help and Suppo

& <% T 2 Ak options +

Recycle Bin

RN

Documents

» Showall 2

Calculator: frequently asked questions

You can use Calculator to perform addition, subtraction, multiplication, and
division. Calculator also offers the advanced capabilities of scientific and
statistical calculators.

/ t View You can perform calculations by clicking the calculator buttons, or you can
Ld ™ type calculations by using your keyboard. You can also use the numeric
Internet keypad to type numbers and operators by pressing NUM LOCK.
Exploter

Here are answers to common questions about Calculator.
Dry cleaner wins in $

~ How do I open Calculator?
- Click to open Calculator. Top court backs Bush
» How do I perform a simple calculation? .
P P Message from seize.
» How do I perform a scientific calculation?

Court loosens limits
» How do I perform a statistical calculation?
» How do Iwork with numbers stored in memory?
» How do I transfer numbers between Standard and Scientific view?
» How do I convert a value to another number system?
» What is Extended Precision, and why would I use it?
» What happens when I perform calculations with large numbers?
» How do Iview numbers as logically grouped?

l| » What do all the buttons do?
% Ask someone or expand your search
i Offline Help ~

B Caculator . W 242oM

Y | o [ /= 8| @ WindowsHelp and ...

a. Open Help and search for information on the Calculator.
b. Use the shortcut in the Help window to start the Calculator application.

c. Use the Calculator Help menu to open Calculator Help and to learn more about using the
Calculator.
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d. Using Help as a guide, use the Calculator in standard and scientific views to perform the
following calculations. Enter the answers in a Notepad file. Include your name and the date
in the file. Save the file as Calculator to your solution file location and print the file.

i. 23+11—-54+12—-4=

ii. 12588/6 =
iii. 636 *31 =

iv. Average of 154, 84, 983, 531, 43 =

V. Square root of 1024 =

vi. Logof 54 =

e. Return the Calculator view to Standard view.

f. Close the Calculator.

Adventure Travel Tours * %

1INy,
Sk

oS

2. After creating folders and moving files into these folders, you still have several files under the
main Adventure Travel Tours folder. You want to create another folder for these files and move

them to the new folder. Your completed folder hierarchy will be similar to that shown here.

s
<1

Documents
B Pictures
B Music

More »
Nl
Internet
Exploter B Desktop
. |E User Name
B Contacts
Desktop
IE| Documents
Adventure Travel Tours

Folders

| Correspondence
Finances
Misc
Promotional Materials
My Google Gadgets
Downloads
[ Favorites
e

6 items

Sl B Misc

Name 2 Date modified

l-_!ﬂ Packing List 8/19/2009 4:00 PM
|| Rafting List 9/9/2009 11:50 PM
| River Rafting List 9/16/2009 3:21 PM
| Safari Packing Tips 7/10/2009 3:02 PM
_@_] Safari Tips 9/16/2009 2:55 PM
) Travel Tips 9/3/2009 11:55 PM

Microsoft Office ...

Text Document
Text Document
Text Document

Microsoft Office ...
Microsoft Office ...

Lab Exercises

WP: ‘Microtargeting’.

'WP: Al-Qaida’s "idiot.

Iraq Embassy blunde.

'WP: Bodies found in

A 6568 ¥

W G 328PM
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Wv2.58

Create a new folder under the Documents\Adventure Travel Tours folder named Finances.
Filter the files in the Adventure Travel Tours folder to display only Excel Worksheet files.
Move these files to the Finances folder.

Create another folder under the Adventure Travel Tours folder named Misc for documents that
do not have any particular category.

Search the Adventure Travel Tours folder to locate all files that contain List and move all
located files to the Misc folder.

Search the Adventure Travel Tours folder to locate all files containing the word Tips. Move any
located files that are not already in subfolders into the Misc folder.

In Notepad, open the file wv02_Safari Tips from the Student Data Files\Windows Vista location.
Add the following to the document:

e Change the title to Safari Packing Tips.

e Enter Essentials to the middle blank line above the first group of items.

e Enter Clothing to the middle blank line above the second group of items.

e Enter Accessories and Toiletries to the middle blank line above the third group of items.
e Enter More Essentials to the middle blank line above the last group of items.

Add your name and the date at the end of the document.

Save the document as Safari Packing Tips to the Misc subfolder in the Documents\Adventure
Travel Tours folder.
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Organizing Files for a Group Project * %

3. You are working on a group project for a science class. Your group has decided to write a paper
on the topic of space exploration. Each member of the group has been assigned a topic to
research and write. You are responsible for coordinating the project. To make the project easier to
manage, you decide to create folders for the different project topics to organize the documents as
you receive them from the members of the group.

=~ )

Camde  pio
. .

K3\ )=t « SpaceProject » Pictures

|4 [l seorn

Datetaken  Tags

[E Documents

B Pictures

B Music

More »
Folders v wv02_Moon wv02_Shuttle

Intemet

Exploter | Space Project -

Costs 5
Most severely woun

History
™\ (=8 Pictures Senators push immig.
& Volunteers

Users Blast kills 6 peaceke.
Windows
(s RECOVERY (D) Israeli aircraft hits ca
&4 DVD/CD-RW Drive (E:)
= Removable Disk (F) [ 939 v
& Network

Control Panel
S & RecycleBin =

B

m

2 items

e "H=CE | B ritues TR E G z0mm

Create a new folder in your solution file location to store the files for this project and name it
Space Project.

Copy the files wv02_Space Exploration Pre-1900, wv02_Space Exploration 1900-1950, wv02_Space Exploration
1960-Present, wv02_Moon, wv02_Shuttle, and wv02_Exploration Expenses from the Student Data

Files\Windows Vista folder (or the location specified by your instructor) to the Space Project
folder.

Create three subfolders in the Space Project folder for the different sections of the project.
Name the subfolders History, Expenses, and Pictures. Customize the Pictures folder to display
pictures.

Move the files wv02_Space Exploration Pre-1900, wv02_Space Exploration 1900-1950, and wv02_Space
Exploration 1960-Present to the History folder.

Move the files wv02_Moon and wv02_Shuttle to the Pictures folder.

Copy the file wv02_Exploration Expenses to the Expenses folder.

Delete wv02_Exploration Expenses from the main folder.

Rename the Expenses folder Costs.

Confirm that all the files have been moved or copied to the correct folders.
Close the window.
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Organizing Volunteer and Donor Records * %

4. You work for the Animal Rescue Foundation and are in charge of organizing the volunteers and
donations. The volunteers are divided into two categories: Animal Angels, who work at the
Foundation to care for the animals, and Foster Angels, who temporarily adopt animals until a
permanent home can be found. Donations also come in from two main sources: individuals and
businesses. You have several files already pertaining to these areas. You want to make it easier to
locate the files and decide to create folders to help organize the information.

5

Recycle Bin

ﬂ'ﬁ e T = Date modified Type

Documents [ Documents )Individual Donations 2... 6/16/201010:09 PM  Microsoft Office .

B Pictures

B Music

More »
Folders
4 Donations
A B“‘_"fe” Arab League to send
Individual
Space Project *Gaping hole’ in hom.
Volunteers
Users = Federer goes 5 sets f.
Windows ¥
s RECOVERY (D) 7 Pujols, Rios final 2 e

1item

e TR B B ndvide! <CH TS 331eM

a. Create a new folder in your solution file location named Animal Rescue Foundation. Create two
new folders in the Animal Rescue Foundation folder and name them Donations and Volunteers.
Under the Volunteers folder, create two subfolders: Animal Angels and Foster Angels. Under the
Donations folder, create two subfolders: Individual and Business.

b. Copy the files wv02_Foster Volunteers, wv02_Animal Angels Volunteers, wv02_Business Donations, and
wv02_Individual Donations from the Student Data Files\Windows Vista folder (or the folder
location specified by your instructor) to the Animal Rescue Foundation folder.

c. Copy the wv02_Foster Volunteers file to the Foster Angels subfolder. Rename the file Foster
Volunteers.

d. Delete the wv02_ Foster Volunteers file from the main folder.

e. Copy the wv02_Animal Angels Volunteers file to the Animal Angels subfolder. Rename the file Animal
Angels Volunteers.

f. Delete the wv02_Animal Angels Volunteers file from the main folder.
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h.

1.

Move the two files wv02_Business Donations and wv02_Individual Donations from the main folder to the
Donations folder. Rename the wv02_Individual Donations file Individual Donations 2010 and the
wv02_Business Donations file Business Donations 2010. Move these files into the appropriate
subfolders.

Confirm that all the files have been copied or moved to the folders.

Close the window.

Editing a Document % %

5. You have been working on a brief report about why it is important to be competent using a
computer. Although the report includes several paragraphs, you still need to add topic headings.
You will open, edit, and save this document.

]

Recycle Bin

Computer Competency - pad
File Edit Format View Help
‘H Computer Competency is Your Key to the Future
i
2} ) - ;
The purpose of this book is to help you become competent with computer technology.
Computer compentency refers to acquiring computer-related skills - indespensible tools for

today. They include how to effectively use hardware, popular application packages and the
Internet.

f Hardware

N~ Microcomputer Hardware consists of a variety of devices. The physical equipment falls into
et four categories: system unit, input/output, secondary storage, and communication. TI

4 compentent end user needs to understand how these features work and how to use them
Explorer effectively.

Documents

software Guerrero swings to

software helps you create professional looking documents, analyze massive amounts of data
and create dynamic multimedia web pages, and much more. Today's employers expect the
people they hire to be able to effectively and efficiently use a variety of different
software packages. Tulsa's illegal immig.

Iraq official warns of.

Internet i @
Police find body duri

The Internet and world wide web are considered to be the two most important technologies

for the 21st centur¥. Learning how to efficiently and effectively use the Internet to TR

browse the web and locate information are indispensale computer competencies. 1720 v

Student Name
Date|

e TR 2 S "EDociment e gy Computer Compete.. | < HE G 331eM

Start Notepad and open the wv02_Computer Competency document from the Student Data
Files/Windows Vista location (or the location specified by your instructor).

At the top of the document, add the title Computer Competency is Your Key to the Future. Enter two
blank lines below the title.

Delete the word “powerful” from the first paragraph.

Enter the headings Hardware above the second paragraph, Software above the third paragraph,
and Internet above the fourth paragraph. Include blank lines above and below each heading.

Enter your name and the current date below the last paragraph.
Save the document using the file name Computer Competency to your solution file location.
Print the document.
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Searching your Computer *

1. The Search command on the Start menu can be used to locate files on your computer. Use Search
to locate all the files on your local hard drive (C:) that contain the word “window” in the name.
How many were found? Refine the search to locate “Windows Vista.” How many were located?
Next, locate all documents that were modified during the last month. How many files did you
find? Finally, locate all picture files containing the text “leaves.” How many files did you find?
What is the Advanced Search pane used for? Try finding a file using this pane. When you are done,
close the Search window.

Create document using Notepad containing the answers to the above questions. Include your
name and the current date in the document. Save the document as Search Results to your solution
file location. Print the document.

Organizing a Group Project * %

2. You are working on a group project with 12 other students. You have been allocated space on a
server for the files you will create and share. As project manager, you want to organize the files to
make access by all participants easy and quick. Use Notepad to describe the folder structure you
plan to use that would allocate a private folder for each student and additional folders for the
accounting, research, and cost management projects the students will be working on. Include your
name and date in the document. Save your completed document as Project Folder Structure to your
solution file location. Print the document.

Learning about Hard Disk Construction * %

3. While using the Computer window, you looked at the files stored on the hard disk of your
computer. Using your text and the library as a resource, learn about the construction of the hard
disk and explain how a hard disk stores data. Use Notepad to create a short document about your
findings. Include your name and the date in the document. Save the file as Hard Disk to your
solution file location. Print the document.

Working with Files % %

4. The Briefcase and Sync Center tools are tools that allow you to easily transfer files between
computers on a network location. Use Help to learn more about the Briefcase tool. Then use
Notepad to write a brief report explaining both tools. Be sure to include answers to the following
questions:

a. What is the purpose of Briefcase? Sync Center?

b. What is synchronization? How do you synchronize files between the Briefcase and the main
computer?

c. What are the steps for using the Briefcase?

d. When you are copying files from your main computer into Briefcase, the two computers must
be connected by what means?
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e. When is it best to use the Sync Center? When is it best to use Briefcase?

f. What happens when you reconnect to the network after using offline files?

Include your name and the date in the document. Save the file as Briefcase and Sync Center to your
solution file location. Print the document.

Encrypting Files % % %

5. One method to make your data secure is to encrypt the files. Use Help to learn more about the
data encryption. Then use Notepad to write a brief report explaining this feature. Be sure to
include answers to the following:

What is the purpose of encryption?

How do you encrypt and decrypt a file?

What is the system Windows Vista uses to encrypt files?
What is an NTSF file system?

Discuss the advantages to encrypting a folder.

I

Include your name and the date in the document. Save the file as File Encryption to your solution
file location. Print the document.
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Using Applications ;3 3

Objectives

After completing this lab, you will know how to:

Use WordPad.

©

Format text.

©

Preview a document.

L~

Create a blank document icon.

@

Use Paint to create and color shapes.

(6]

Copy between applications.

Wv3.1



Case Study

As part of your job as advertising coordinator for
Adventure Travel Tours, you create many different
types of promotional materials to advertise the vari-
ous tours. You are in the process of creating a flyer
featuring several new tours in South America. This
flyer has been created using a simple word proces-
sor program, WordPad, that is included with
Windows Vista. You still need to make some changes
and enhancements to

Finally, you want to incorporate the graphic at the
top of the flyer. One way to do this is to print out
each document and manually cut and paste the
palm tree into the flyer. However, Windows makes it
much easier to do this. Just as you can work with
many different files and applications at one time,
you also can copy information from one file to
another. You will learn how applications work

together by inserting

the flyer. Additionally,
you want to create a
graphic of a palm tree
to be used in the
flyer. You will use the
Paint application to
create this picture.

Wv3.2

the graphic directly
into the WordPad
document. Then you
can print the complet-
ed flyer that includes
both text and graphic
elements.
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format large text documents.

Fe (g View tget format
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Simple graphics can be quickly created
using Paint.
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Graphic objects can be easily copied
into a text document.

Editing an embedded object can be
done directly inside the text document.
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Concept Preview

The following concepts will be introduced in this lab: ~

Shortcut A shortcut is a link to a program, file, or any item accessible on your computer or
network.

Formats Formats are effects that are applied to text to make information stand out more and
to enhance the appearance of the document.

Graphic A graphic is a nontext object such as a drawing or picture.

Copy between Files Information contained in files can be copied or moved from one location
to another in the same file or to a location in another file.

Paste, Link, and Embed An object stored in Clipboard can be inserted into the destination

document as a pasted object, an embedded object, or a linked object.

JUsing Shortcut Icons

As you work, you will frequently be using the location on the computer that
you set up to store your files. To access this location quickly, you decide to
create a shortcut icon for the location and place it on the desktop.

~

Concept 1

~

A shortcut is a link to a program, file, or any item accessible on your computer or network. Clicking on
the shortcut immediately opens the associated item, making it a powerful tool for increasing efficiency.
You can create a shortcut icon for anything that you use frequently. If the shortcut is to a program, click-
ing the shortcut icon loads the program. If it is to a file, the shortcut loads the application associated
with the file and opens the file at the same time. 1f it is to a feature such as to the Computer folder,
clicking the shortcut icon displays the Computer window. The shortcut saves you from having to select
from menus or other icons in order to access the item.

You can create a shortcut in areas besides the desktop such as in folders and on the Start menu. Unlike
a document icon, because a shortcut is a link to the associated application or file, deleting it does not
remove the actual program or file from the disk. Shortcut icons are identified by the [@#] in the bottom-left
corner of the icon.

J

Creating a Shortcut

You want to create a shortcut to your Windows Vista folder containing the
data files for these labs. First you need to select the object that you want
the shortcut icon to link to.
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6—0 Open the Computer

folder window.

@ If the window in
maximized, restore the
window and size it as
in Figure 3.2.

*Gaping hole' in hom.

@ Open the Folders list

and make the Student sttty
Data Files folder
current.

@ Select the Windows
Vista folder in the file
list.

® Right-drag the folder
icon to the deSktop. e ] 2 CHABG L TC W 831 AM

Figure 3.1
@ Choose Create

Shortcuts Here from ) . .
the shortcut menu. A shortcut icon appears on the desktop. The default shortcut title consists

of the name of the item. You will use the shortcut icon to quickly access
your data file location again.

Another Method

You also can use Create
Shortcut on the folder icon’s
shortcut menu.

i Close the folder
window.

Your screen should be
similar to Figure 3.1

Using Shortcut Icons WV3.5



@_0 Double-click ﬂ on i

the desktop.

D:

Your screen should be

IE| Documents
B Pictures

B Music

similar to Figure 3.2

Folders

Internet
Expldter

]
ft

ﬁ a.cuteLm;
o ts

/(
[ ™

More »

1% Computer
& os(c

L ATI
|, DELL
|\ doctemp
1\ Drivers
.. Program Files
|, Snagtt Catalog
J. Student Data Files
11 Windows Vista
I ATT Files
|4} WinXP_L02sdf

1, Student Solution Files

18 items
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Microsoft Office Word Docu..
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RTF File

=| 986 bytes

)

West sizzles in recor.
FBI: U.K. terror susp.
Nigerian kidnappers

Court throws out spy.

e S G A |

Figure 3.2

The contents of the Windows Vista folder are displayed in the folder window.
This is the same as if you had used the Computer window to navigate to this

location.

Opening a File

You are in the process of creating a flyer featuring several new tours in South
America. You have created the flyer using WordPad, a word processing
program that is supplied with Windows Vista. You want to continue working
on the flyer by adding information and improving the appearance of the
document. Another way to open a file is to click on the file name. The

application associated with the file is opened at the same time.

WV3.6
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Double-click on the
wv03_South America
Flyer file.

Maximize the window

if necessary.

Your screen should be
similar to Figure 3.3

7
ry

Having Trouble?

If another word processing
program such as Microsoft
Word opens instead of
WordPad, this is because
WordPad is not the associated
application for .RTF file types.
Click to close the
application. Then choose Open
With from the file’s shortcut
menu and choose WordPad.

3

Another Method s

You also can start WordPad
using @ Start/All Programs/
Accessories/WordPad. Then you
can use File/Open or click the
Open button on the toolbar
or use the keyboard shortcut

+ O to open the file.

-~

P

File opened in WordPad ] [ Toolbar ]

B wv03_South America Flyer - WordPad
File Edit View Insert Format Help

DEH SR & /@ &1 m
Courier New v 10 v Westem

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure

Attend an Adventure Travel presentation to learn about some of the

earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
PM, and March & at 7 PM. All presentations are held at convenient

hotel locations located in downtown Los Angeles, Santa Clara and at
the airport.

Document displayed
in workspace

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

File name in taskbar button

For Help, press F1

=R | i Windows Vista B wv03_South Americ...

<EBGHE Y WG snAM |

Figure 3.3

The associated program, in this case WordPad, is started and the file is
opened and displayed in the workspace. The file name is displayed in the
title bar before the program name and the taskbar displays a button for
the open application.

,Using WordPad

Like Notepad, WordPad is used to create text documents. However,
WordPad includes many more features than Notepad and can be used to
create and format larger and more complex text documents. As you can
see, WordPad includes more menu items in the menu bar than Notepad.
In addition, it includes a toolbar and a Format bar containing shortcuts
for many commonly used features and a ruler that is used to adjust
margins and tabs.

Editing the Document

The first change you want to make to this document is to add a title and
an introductory paragraph. As you enter the following text, if you make
errors, use the key to delete unwanted characters to the left of
the insertion point or the key to remove the character to the right.

Using WordPad WV3.7



B wv03_South America Flyer - WordPad =
If any of the WordPad File Edit View Inset Format Help

window features LA RNk B B ‘
R . Courier New v 10 v Westem - BZU s 3 =
shown in Figure 3.4 S A T AR PR AR
are not displayed on New Tours to Souch Americs
your screen, use the (e mraeremsuse esue o sncommact s presencacion w0 reas

i |
Vlew menu to seIeCt This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while

the appropriate option exploring the beauty of South America.
to turn on the feature.

Explore the Costa Rican rain forests
Amazon River Adventure

Words wrap to next
line automatically when
right margin reached

Attend an Adventure Travel presentation to learn about some of the

earth’s greatest unspoiled habitats and find out how you can
® Type New Tours to Sxocricace the Raveturs Sf A 1ifatiads
south America_ Presentation dates and times are January 5 at 7 PM, February 3 at 7:30

PM, and March 8 at 7 PM. All presentations are held at convenient
hotel locations located in downtown Los Angeles, Santa Clara and at
the airport.

. Call 1-800-777-0004 for presentation locations, a full color brochure,
[ ) Press +Enter tW|ce. and itinerary information, costs, and trip dates.

\‘ Right margin boundary

@ Type Attend an
Adventure Travel
Tours informative
presentation to learn

about our exciting new | grtE=s

% o =l 2 B Windows Vista """ B wv03_South Americ... <HFBEHE LY AT s3Am

trips to South America.
Figure 3.4

® Press («Enterl.

As you typed, the text automatically moved to the next line when it
reached the right edge of the margin. This feature of word processors is
called word wrap.

After looking over the sentence, you decide to remove the word
“informative” from the sentence. To do this, you will select (highlight) the

Your screen should be
similar to Figure 3.4

Having Trouble? text you want to delete and then press to remove it. The most
|h|: t't‘ie :f:t3d4°i122ts;”rap g5 common way to select text is to drag the mouse from one end to the other
VieV\?/Optién's/Wrap BS Rulor. of an area of text, just as in a text box. A quick way to select a word is to

double-click on it.

Wv3.8 Lab 3: Using Applications (
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Double-click the word
“informative” to select
the entire word.

Press (Delete).

Another Method

The menu equivalent is
Edit/Clear.

If you see any other
errors, correct them
using the editing

features discussed.

Having Trouble?

Make sure the pointer is an
I-beam before clicking to
move the insertion point.

Your screen should be
similar to Figure 3.5

B wv03_South America Flyer - WordPad

File Edit View Insert Format Help

Ded SR # ‘2B &

Courier New v 10 v Westem

g---n--w--‘w-»z------

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure

Attend an Adventure Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Presentation dates and times are January 5 at 7 PBM, February 3 at 7:30
PM, and March & at 7 PM. All presentations are held at convenient
hotel locations located in downtown Los Angeles, Santa Clara and at
the airport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

For Help, press F1
f = 2 B "W Windows Vists !

B wv03_South Americ...

5% WE G 837 AM

Figure 3.5

Formatting Text

After entering the title, you decide you want to improve its appearance by
applying various effects or formats to the text.

Using WordPad

Wv3.9




Concept 2

~
Formats are effects that are applied to text to make information stand out more and to enhance the
appearance of the document. When you first enter text in a document, it appears in the default text set-
tings of black text in a standard style and size of characters. You can quickly improve the appearance of
the text by applying different character effects. The most common text-formatting features include
changing the typeface or font style, increasing and reducing the character or font size, adding effects
such as bold or italics, adding color, and applying different alignment settings. Other formatting features
you can use include setting indents and line spacing, adding bullets and numbering, and including boxes
and shading. Examples of different formatting features are shown below.

Bold Bold

Italics Italics
Bold/Italics Bold/Italics
Underline Underline
Color Color, Color
10 point 10 point

12 point 12 point

16 point 16 point

J

The Format menu contains the commands that are used to format a
document and the Format bar contains buttons for the formatting
features that are most commonly used. You want to center the title
between the margins, make the characters in the title larger, and display

Additional Information

The mouse pointer appears the characters in a color. Before you can apply the formatting effects, you
as 41 when positioned in the first need to select the text you want to format. Since you want to select
left margin and can be used the entire title, you can click in the left margin of the line to select the

to select an entire line.

entire line quickly.

Wv3.10 Lab 3: Using Applications (
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Select the tltle Iine. B wv03_South America Flyer - WordPad

File Edit View Insert Format Help

DEH SR # $BR- B

Courer New v 10+ Westem - BsU@ E[FEE =
Click [£] Centeronthe |g— 1 —+ =2 5 ¢ <+ Lo
Format bar. . -

Attend an Adventure Travel Tours presentation to 1
exciting new trips to South America.

n about our

This year we are introducing three new tours, offering you a
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Additional Information
A tooltip containing the . . .
butt Bixe he Do men B e Selection is centered

B R | i e between margins
point to a button.

Attend an Adventure Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Another Method Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
- Ya¥a¥al PM, and March 8 at 7 PM. All presentations are held at convenient
The menu equ|Va|ent is :;:eilt;:izlons located in downtown Los Angeles, Santa Clara and at
Format/Paragraph/Alignment/ : y
C t Call 1-800-777-0004 for presentation locations, a full color brochure,
enter.

and itinerary information, costs, and trip dates.

Your screen should be \/\—/—\/—\

similar to Figure 3.6 Figure 3.6

The selected line of text is centered between the margins. To further enhance
the appearance of the title, you would like to increase the font size. Font size
refers to the height and width of printed characters. Font size is measured in
points, which refers to the height of the character, with a point equal to
about 1/72 inch. Most documents use a font size of 10 or 12 point.

The Font Size drop-down list button in the Format bar is used to
change font size. The text box shows the font size of characters in the

selection is 10 point. You will increase the size to 20 point by selecting the
size from the drop-down list.

9_. Open the Font B wv03_South America Flyer - WordPad

File Edit View Insert Format Help

!
Size drop-down list. ; Font size of selection
p S.BNE SR # 3:0 m increased to 20 pt ’
5123/4‘5A,,,7\

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure

Attend an re Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
PM, and March 8 at 7 PM. All presentations are held at convenient
notel locations located in downtown Los Angeles, Santa Clara and at
the airport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

©® Choose 20. /\_/\/\

Figure 3.7
Another Method T

The menu equivalent is

Format/Font/Size. The text appears on the screen in 20-point font size, as it will appear when
printed.
Your screen should be
similar to Figure 3.7
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€) e ciick =] Bold

@ Click [2] Color.

@ Click outside the

Finally, you will apply bold and a color to the title text. The |®| Bold and
Color buttons on the Format bar can be used to add a bold effect and to
change the color of the selected text.

B wv03_South America Flyer - WordPad N N
Fileon EditmViewmInsertss Formiat:Help: Bold and color effects applied to selection
DEE SR A B0 &

Courier New v 10

v Westem

g---‘---1---‘-.-2-»-|---3---

New Tours to South Amerg_ca

2

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

I Black
I Maroon
I Green
[ Olive
I
I Purple
[ Teal
[ Gray
[ Silver
I Red
[ Lime
[ Yellow
I Blue
I Fuchsia
Aqua
[ White
I A utomatic

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure

Attend an Adventure Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
PM, and March 8 at 7 PM. All presentations are held at convenient
hotel locations located in downtown Los Angeles, Santa Clara and at
the airport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

@ Click on a color of

your choice.

For Help, press F1

% [ 2 @ W Windows Vista

B wv03_South Americ...

WESY AE & saAm

selection to clear the

highlight and see the
text color.

Figure 3.8

The title appears in the selected color and bold. Now you will format the

Another Method

The menu equivalents are

three tour name lines to make them stand out more. Then, you will add
your name and the current date at the end of the document.

Format/Font/Bold and
Format/Font/ Color.

Your screen should be

similar to Figure 3.8

Wv3.12
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64 Using the features you

just learned, select
and center the three
tour name lines.

® Change the font size of
the three lines to 14
and change the font to
bold and a color of
your choice.

@ Enter your name at the
bottom of the
document.

@ Move to a blank line
below your name and
click Date/Time in
the toolbar.

® Click| ok Jto

enter the date using
the default date
format.

Your screen should be
similar to Figure 3.9

B wv03_South America Flyer - WordPad

File Edit View Insert Format Help
DEH SR # L EBo B |

Courier New v 10~ Westem

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure

Attend an Adventure Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

Center, bold, and color
effects applied

Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
PM, and March 8 at 7 PM. All presentations are held at convenient
hotel locations located in downtown Los Angeles, Santa Clara and at
the airport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

Student Name
9/16/2009

For Help, press F1

=R | i Windows Vista B wv03_South Americ...

TC WS s43AM

Figure 3.9

Saving the Document to the Desktop

You like how the document looks and want to save the document. The
process is the same as in Notepad. The similarity of how common features
work between applications makes learning and using different applications
faster and easier.

Because you plan to use this file again shortly, to make it easier to
access, you will save the file on the desktop using a new file name.

Using WordPad Wv3.13



04 Choose File/Save As.

@ If necessary, click

to expand

the window.

@ Click Desktop in the
Favorite Links section
of the Navigation
pane.

©® Change the file name
to South America Flyer
Revised.

® Click [ 5.

oCick R et | /=)
e O R 2 B W Wkt T
WordPad. i i VT 846 AM

Figure 3.10

@ Minimize the folder

window. The document icon for the WordPad file appears on the desktop. Notice

this icon does not display the [#] symbol that appears in shortcut icons.
This is because the file is actually stored in the desktop folder and the icon
is not a shortcut to an object that is in another location.

Additional Information = =

The default file type creatln a Gra hlc
Z‘:’)silcr:f;ﬁf :gnhcﬁ .\I{;’ i{iﬁiﬁqat You would like to make the flyer more interesting by creating a graphic of
(RTF). a palm tree that can be added to the flyer. Another application that is
included with Windows Vista is Paint, a drawing program that is used to

create graphic images.

Your screen should be
similar to Figure 3.10

Concept 3 )

~

A graphic is a nontext object such as a drawing or picture. Drawing programs are used to create sim-
ple drawing objects consisting of shapes such as lines, arcs, circles, and other shapes. These shapes can
be combined to create attractive and sophisticated line art illustrations. These programs are commonly
used by professional illustrators to produce artwork used in publications such as books and magazines.
Pictures or photos are another type of graphic that are created from other types of graphic illustration
programs or from scanned images.

Depending upon the program, different file types are created. The Paint program creates simple
graphic designs that consist of many small dots on the screen called a bitmap. These images are saved
as bitmap files with a .bmp file name extension.

J
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Creating a Blank Document Icon

Generally, when you create a document, you open the application first and
then you create and save a file. Another way to create a new document is
to use the New command on the desktop shortcut menu. Using this
method, you first select the type of document you want to create. A blank
document of the type you selected is created on the desktop. Then you use
the document icon to open the associated program and add the content.
You will create a blank document icon on the desktop using the bitmap
image file type.

Right-click on the
desktop to display the
desktop shortcut
menu.

View »
Sort By »
Refresh

Paste
Paste Shortcut

Undo Rename Ctrl+Z
New » :
z Graphic-type file icon
B Personalize -~ E ready to be renamed
Select New.

Choose Bitmap Image

from the submenu. ‘ S
Figure 3.11

Your screen should be

similar to Figure 3.11 A file icon representing an application that is associated with bitmap
images is displayed on the desktop. The text under the icon displays the
default icon name “New Bitmap Image.” It is selected and ready to be
replaced by the file name you want to use.

Type Palm Tree.

Press («<Enter).

Now you are ready to open the Palm Tree file.

Starting Paint

The different file types associated with an application determine the
program that can be used to open the file. The recommended programs to
open a bitmap file are Windows Photo Gallery and Paint. By default,
Windows associates its Windows Photo Gallery program with a bitmap

Creating a Graphic Wv3.15



Right-click .

Select Open With and
choose Paint.

Microsoft Office Picture Manager
Paint

Ef = E

Windows Photo Gallery

Choose Default Program...

If necessary, maximize
the Paint window.

Another Method

You also can start Paint using
Start/All Programs/Accessories/
Paint.

Your screen should be
similar to Figure 3.12

WV3.16
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file, which is used to view bitmap images, not create them. Double-
clicking the icon will open this application. Since you want to use Paint to

create the graphic, you need to select this application from the icon’s
shortcut menu.

Document opened
in Paint application

A Palm free - Paint

Fle> Edit; ¥iew: Image” Colors Help ~ae 00 =
O O (g, MEEEEE l:hi\

P ] O]

2 Q

(7] %

T A Menu bar

g

Status bar

For Help, click Help Topics on the Help Menu.
&= 2 i Windows Vista AT Palm Tree - Paint

<BEGHWE LY AE & s52am

Figure 3.12

The Paint program is started and the blank Palm Tree file is open in it.
Paint has many of the same features, including a title bar, menu bar, and
status bar, as you have seen in the other application programs.

( www.mhhe.com/olearyseries2007 ]




Drawing with Paint

You would like to draw a picture of a palm tree, similar to that shown
below, that you can add to the announcement you created using WordPad.

The Paint program also includes a toolbar, called a toolbox. By default,
the toolbox is displayed on the left edge of the window. The toolbox
buttons are used to draw shapes, fill shapes with colors, edit the drawing,
and so on. Displayed at the top of the window is the color box; the status
bar appears at the bottom of the window. The white area in the workspace
is the drawing area where you will create the drawing. It is surrounded
with eight small dots called sizing handles that are used to change the
size of the drawing area just as you size a window.

Creating a Graphic Wv3.17
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Wv3.1

If these features are
not displayed, use the
View menu to turn

them on.

AY Palm Tree - Paint

File Edit View Image Colors Help

OOy, AREEEE AEEEE
|| L[]

P < N

Point to each of the b :
toolbox buttons and I 2
read the tooltip and
the description in the
status bar to find out s selected
what they do.
If necessary, drag the Sizing handles are
botlom-right corner 2 used to size object
sizing handle of the /\_/_\/_\
drawing area to size ~—
the drawing area Figure 3.13
similar to that shown
in Figure 3.13.
The preselected button is the Pencil button. You can tell it is selected
Move the mouse because it appears in a box. The mouse pointer appears as § when this
pointer anywhere in button is selected and you are pointing to the drawing area. Whichever
the drawing area. tool is selected will be drawn when you drag or click in the drawing area.
First you will draw the plot of grass below the trees. The [© button
Your screen should be creates an ellipse or circular shape. When you move the mouse pointer
similar to Figure 3.13 into the drawing area, it changes to a ~¢-. To begin drawing, move the
mouse pointer to where you want the circle to begin. A circle or ellipse is
created by dragging the mouse until the shape is displayed on the screen
as you want it to look. When the shape is how you want it to appear,
release the mouse button.
Click [j E"Ipse. \almeim ‘
[ EEEEE A
Point to the left- S =
bottom section of the | =
drawing area and drag : .
to the right and down o
to create an oval @
shape similar to that —
shown in Figure 3.14. -
_
Your screen should be 7
similar to Figure 3.14 Jr_<—[ Ellipse tool mouse pointer ]
|
——
Figure 3.14
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Another Method

You also can fill an existing
shape with color after it is
created using the [<] Fill with
Color tool.

Additional Information

If the shape being filled has
any breaks in its border, the
filling color leaks through to
the rest of the drawing area.

0—0 Choose Edit/Undo to

delete the last action.

@ Choose the second fill-

style button.

Left-click on the green
color from the palette
to select the
foreground color and
right-click on the
same green to select
the background color.

Point to the left-
bottom section of the
workspace and drag
to create a green oval
similar to that shown
in Figure 3.15.

Your screen should be
similar to Figure 3.15

You have created a simple oval shape with a black outside border line and
white interior. Notice the eight additional buttons, called fill-style and
line-style buttons, displayed at the bottom of the toolbox. The first button
will draw an ellipse with an outline border in the selected fill color
without filling the object. This is the default selection and the setting you
used. The second button will draw an outline border and also fill the
object with the selected fill color. The last fill style will create an object
without a border using the selected fill color. The line-style buttons change
the line thickness.

Adding Color

You want to fill the shape with a green color. You do this by selecting
colors from the color box. The color box consists of two areas: the select
colors area and the color palette. The select colors area displays the
currently selected foreground and background colors. The box in the
foreground shows the currently selected foreground color and the box in
the background shows the background color. By default, the foreground
color is black while the background color is white. If you select colors
before creating a shape, the shape’s outline is created using the foreground
color while the inside of the shape is filled with the background color. You
will delete the oval and replace it with another that contains color.

AY Palm Tree - Paint
File Edit View

®| Foreground color

(S ] L

@ < ‘\. .k{

=K | o)
P Background color m
N A

N\ ¢

oo

3

—

s

—

[ Green border and green fill ]

- T T

Figure 3.15

The mouse pointer is still -, indicating it is ready to create another
ellipse. Not until you select another tool button will the ellipse shape be
turned off.
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0% Change the foreground

color to brown.

® Click [ Brush.

® If necessary, click i
from the brush shape
palette.

© Drag to create two
tree trunks similar to
those shown in Figure
3.16.

Your screen should be
similar to Figure 3.16

WV3.20 Lab 3: Using Applications (

Using the Brush Tool

Next you want to create two tree trunks. You will use the Brush tool to
create the shape and apply the color at the same time. The brush will use
the foreground color when you drag to create the shape. Additionally, you
can select a palette of brush shapes to control the amount of coverage as
you draw. Since you are creating a large object, you will use the large
square brush shape and you will change the foreground color to brown.

4 Foreground color is brown ]

\T Palm Tree - Paint

File Edit View Afage Aolors Help
2 LI 1T l-==l Brown tree trunks created
l using Brush tool

2 Q
V4 @
N A
N < Brush tool selected ]
Q&

-+ 4—[ Brush tool mouse pointer

[ Large shape selected ]

For Help, click Help Topics on the Help Menu. 366,240

o= 2 B Windows Vista AT Paim Tree - Paint <BHEEY A& 208Am

Figure 3.16

The brush tool created broad lines of color as you dragged. Because it is
easy to make mistakes or not to like how the lines look, there are many
times you may want to erase sections of your drawing.

Using the Eraser

To clean up the drawing, you can use the [# Eraser button to delete the parts
of the trunk that you may not like. The eraser uses the background color.
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Oﬁ Click Eraser.

@ Select the appropriate
background color

(white if you want the
background to show).

Additional Information

The mouse pointer changes
to the [], indicating that any
line you drag it over will be
erased.

® Drag the mouse over
the lines you may
want to erase. If you
make a mistake, use
Edit/Undo to restore
the line and try again.

@ Continue to use the
Brush and Eraser tools
to refine the
appearance of the
trunks.

Your screen should be
similar to Figure 3.17

File Edit View Image Colors Help
Coo 73 [y I o
L L]

<
Shapes adjusted

Pa .
l Eraser tool selected ]

Ve 4
N A

o
[ ]

o 4—[ Eraser mouse pointer

For Help, click Help Topics on the Help Menu. 393,220

=N B Windows Vista \T Palm Tree - Paint <BHELC WE& 017Am

Figure 3.17

Using the Airbrush Tool

Finally, you want to create the palm fronds. You will use the Airbrush tool
for this purpose. This tool also provides several spray shapes. Using
different shapes can add interest to the drawing. The airbrush sprays with
the foreground color. To use the background color, drag with the right
mouse button held down while spraying.
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Green foreground

Click [ %] Airbrush.

\T Palm Tree - Paint

Select the green color -
for your foreground. A
Drag to create fronds " 2 N
similar to those shown % Airbrush tool
in Figure 3.18. ‘ l mouse pointer
Your screen should be
similar to Figure 3.18 [ Selected spray shape ]
\_//—\/—\_/\
Figure 3.18
To add more variation to the fronds, you decide to use another green.
Creating a Custom Color
Since the selection of green colors on the palette is limited, you will create
a custom color.
Choose Colors/Edit —
colors. SO [
Click
[ Define Custom Colors >> |,
Edit Colors a3
Basic colors:
Your screen should be # 'r: : = ﬁ E
similar to Figure 3.19 & 1l : : 1
N
AN
NN
Sample of selected color ooz | Reo:
Sat: 163 Green: 177
Define Custom Colors ColoriSolid  (,m: 99 Blve: 76
[ ok ][ Cancel | ( Add to Custom Colors N
——
Figure 3.19
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The Edit Colors dialog box contains a palette of basic colors, many of
which are displayed on the color bar. The color area to the right is a color
matrix. The green color you selected is the selected color in the matrix. To
define a custom color, you click anywhere on the matrix. You also can use
the slider at the right to change the elements such as hue and saturation
associated with the selected color. The box below the matrix displays the
selected color.

- . . \T Palm Tree - Paint -3 X
9—. Click in the matrix to File Edit View  Image Colors Help
select a different G e SERENAS BASSSE
& o I IS
green. 2Q
Va4
FAa
© Drag the 4 on the ; i .
color gradient bar to g Y —— 3
modify the shade. & I
# T
@ Lt
. -
@ Click EEEEEEN
[ Add to Custom Colors . SR
Custom colors:
Hue: 76 Red: 74
Your screen should be iy S W ] G 27
similar to Figure 3.20 — e
g [ Color added to custom colors L £ddto Cuson Cobos J

For Help, click Help Topics on the Help Menu.

<BHELEY A& onam

Figure 3.20

Now you will add the color to the color bar and apply it to the fronds. The
custom color will automatically become the foreground color and replaces
the originally selected green.
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Custom color is

€) e ciick [ 1.

@ Use the spray tool and y
different spray shapes |
to add the color to the  [~A
fronds similar to that | .
shown in Figure 3.21. > @

Custom green color
used to fill in fronds

@ When you are done,
choose File/Save.

Your screen should be
similar to Figure 3.21

o T

Figure 3.21

The Save command saves the document as it appears onscreen to the same file
name, automatically replacing the original contents with the new contents.

,Gopying hetween Documents

Now you want to insert the picture of the palm tree into the flyer. To do this,
you will copy the graphic from Paint and insert it into the WordPad
document. You have learned how to copy a file from one location to another
in your computer. In a similar manner, you can select an item from an open
document and copy it to another location in the same or another document.

~

Concept 4

Copy between Files ~

Z8 Information contained in files can be copied or moved from one location to another in the same file or
to a location in another file. Just like copying files and folders, the item to be copied or moved must first
be selected by highlighting it. A duplicate of the copied or cut item is stored in the Clipboard as an object.
The selected information can be text, graphics, or any other element created in the source application,
called the server. The file containing the original object is the source document. After an item is copied,
it can then be inserted (pasted) into another location of the same document or another document of the
same or a different file type. The file receiving the copy of the object is the destination document. A doc-
ument that is made up of objects from multiple applications is called a compound document.

J
AdditionaFINTEREETEn You can copy the entire drawing area or any part of the drawing by
To sol SPMEEIEER R R selecting an area. Since the drawing occupies almost the entire space, you

drawing area, use the [ Free- | will select the entire drawing area. Then you will copy the selection to the
Form Select or | Select tool. Clipboard.

The [ Free-Form Select
tool allows you to draw an
irregular shape around the
part of the object you want
to select, while the |:
Select tool allows you to
select a rectangular area.

Wv3.24 Lab 3: Using Applications (

www.mhhe.com/olearyseries2007 ]




Choose Edit/Select All.  facesve

Choose Edit/Copy.

Another Method

The menu equivalent is
Edit/Copy and the keyboard
shortcut is T+ G,

Your screen should be
similar to Figure 3.22

Figure 3.22

A dotted line identifies the selected area. The contents of the selected area
have been copied to the Clipboard.

Copying to Another File

You are now ready to insert the picture into the WordPad document. You

would like the palm tree picture that is stored in the Clipboard to be
centered at the top of the flyer.

04 Minimize the Paint e ————— S

- - - File Edit View Insert Format Hel,
application window. NED B2 A tbEo 8| [ One blank line inserted |

Courer New v 20 v Wesem P g@/%,@g 55‘
® Right-click on the - SRERNEES ERES KR EAEEEARL RN SR o A AN
South America Flyer

New Tours to South America

Revised file icon.
Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.
This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while

@ Choose Open eiiosing the Beaucy of Soveh Americe:
With/WordPad from Hike the Inca trail
Explore the Costa Rican rain forests
the shortcut menu.

Amazon River Adventure

Attend an Adventure Travel presentation to learn about some of the
earth’s greatest unspoiled habitats and find out how you can

‘ Press Q—lEnter to experience the adventure of a lifetime.

. . Presentation dates and times are January 5 at 7 PM, February 3 at 7:30
|nse|’t a blank I|ne PM, and March 8 at 7 PM. All presentations are held at convenient

. hotel locations located in downtown Los Angeles, Santa Clara and at
above the title.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

® Press (1) to move Sasran0s

back to the top of Ezitn;\;:‘lir:‘?i:;\:ﬂopen [ Flyer opened in WordPad

the document. ~C /

For Help, press F1

e H 2 B "W Windows Vista aimTree - Pamt || B§ South America Flyer.. <W5Y HE& 937Am

Your screen should be
similar to Figure 3.23 Figure 3.23
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The insertion point appears at the center of the blank line because the
center feature was in effect for the line the insertion point was on when
the new line was created. Now you are postitioned in the document where
you want the graphic inserted. An object can be inserted into another
document in several different ways.

Concept 5 A

Paste, Link, and Embed

~

B An object stored in Clipboard can be inserted into the destination document as a pasted object, an
embedded object, or a linked object. The destination document can be a document of the same or a dif-
ferent application type. A pasted object places an image of the object in the destination document and,
if possible, converts the object into a format that the destination document can edit. If this is not pos-
sible, the image cannot be updated or edited.

An object that is inserted as a linked object also is displayed as a graphic representation of the object;
however, it also stores the location of the object’s source file, creating a connection between the source
and the destination document. Any changes made to the object in the source file are automatically made
to the image in the destination document.

An object that is inserted as an embedded object is actually stored in the destination document.
Because the entire object, along with a reference to the source application, is included in the compound
document, it can be edited from within the compound document by opening the server application it
references (if it is loaded on the computer you are using). Any editing changes are made to the embed-
ded object only, while the original source file is not changed.

J

The Paste and Paste Special commands on the Edit menu are used to
insert a copy from the Clipboard into a document. Generally, the Paste
command or Paste button simply inserts a copy of the Clipboard
contents into a document without linking or embedding it. The Paste
Special command allows you to create a link or to embed the Clipboard
contents. You will embed the palm tree object in the document.

Choose Edit/PaSte B South America Flyer Revised - WordPad wl -8 X
special File Edit View Insert Format Help — B B - B —
' Ded SR # '@ &
Courier New v 2 v Wesem ~Blruv @ =EF= =
NS N O T N, N O S . O RO 1)
Your screen should be :
similar to Figure 3.24 ;
g New Tours to South Ameri -
Location
Attend an Adventure Travel Tours presentation to learn abouT our
Tin e tr T South Amer:

exciring new trips to Sauth Amexigsmem e & @

This year we are introducing threj .

opportunity to combine many diffed| goyce: CAUsers\User Name\Desktop\Paim Tree bmp 0K

exploring the beauty of South Ame i

© Paste

Picturs (Metafie)
Device Independent Bitmap

( Object type ]

] Display As lcon

Attend an Adventure Travel presenfll poqi
eartn’s greatest unspoiled habita ot cont e the clobuan Hit

experience the adventure of a 1lifi document so that you may activate it using Paint
Presentation dates and times are

J How object
PM, and March 8 at 7 PM. All pres ." b d
notel locations located in downtowA EOSVRRGETEE SN CTara and oY will be paste
the airport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary i and trip dates.

Figure 3.24
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The source area of the Paste Special dialog box displays the type of object
contained in the Clipboard and its location. From the As list box, you can
select the type of format in which you want the object inserted into the
destination file. Although the default type is identified as Unknown Type,
the Result area correctly indicates that selecting this option will let you
edit the image using Paint. You will use the default selections.

Q—. If necessary, select B South America Flyer Revised - WordPad [F=Tamex
jle Edit View Insert Format Help - —
Paste. DEed SR # Y@ & W Graphic pasted into document r
Courier New - B v Weten —~[E]Z TP EEE =
R Py S TR SRR Ry L
@ If necessary, select &

Unknown Type.

Your screen should be 3
similar to Figure 3.25

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

For Help, press F1 — T
) E = A B "W Windows Vista \1 Paim Tree - Paint | B8 South America Flyer.. <BEY AE & aam

Figure 3.25

The graphic of the palm tree that was stored in the Clipboard is pasted
into the document. It is centered because the line where it was inserted
already has the Center format feature in effect. It is surrounded by a box
and eight solid square sizing handles. These indicate the object is selected
and can be manipulated. You can adjust the size of any selected object by
dragging the handles in the same manner as sizing windows.
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ea Point to the handle in

the lower-right corner
and drag the box
outline inward until it
is approximately a
3-inch square.

@ Deselect the graphic
by clicking outside the
image.

Your screen should be
similar to Figure 3.26

Double-click the

South America Flyer Revised - WordPad

| Fie Edt View inset Format Help
Deld SR A @Ry B
Courier New v 20 v Westem - [Blru @ =(F=s EE‘

g---x-v-1-v-|---2---|---3»-'I'-'A---l---5-~-x-v- S e

Graphic size reduced and
\ object is not selected

m

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This vear w tours, offering vou
O] X = —

Figure 3.26

Editing an Embedded Object

After looking at the inserted graphic, you decide you want to add some
text inside the graphic. To edit an embedded object, you open the object
server. This allows you to edit the embedded graphic from within
WordPad.

B South America Flyer Revised - WordPad

graphic. File Edit View Image Cololsﬁ Help Paint application open
within WordPad
Another Method
The menu equivalent is
Edit/Bitmap Image
Object/Edit.
Your screen should be ‘
similar to Figure 3.27
Cl F—— \
New Tours to South America
:;zj:clin:nn::‘l::;::e:Zr:‘;iihl';‘\::iis:?sen\:ation to learn about our
| Thi; three newor_ouxs, offeriy L
Figure 3.27
Paint (the server application) is opened within WordPad and the graphic
appears in its own editing window. Notice that there is still only one Paint
application button in the taskbar. This indicates that the Paint program
has not been opened a second time in its own application window. Also
notice that the title bar still displays “WordPad” and, if you scroll down,
the text of the announcement is still displayed. You now have access to the
Paint menu and toolbar so you can edit the object while you are still in the
WordPad document.
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Scroll the editing
window down to
display the grass.

Click [A Text.

Additional Information

The mouse pointer changes
toa —«Ji>— when entering text.

l Drag to create a box
inside the grass.

Your screen should be
similar to Figure 3.28

Additional Information

Use View/Text Toolbar to
display the toolbar if it does
not appear automatically.

The [A Text tool is used to add text to a Paint object. You want to add
the company name to the grass area of the graphic. When adding text, you
first create a box, called a text frame, then type the text inside it. If you do

not like how your text box turns out, you can always use Edit/Undo and
try it again.

B South America Flyer Revised - WordPad

File Edit View Image Colors Help
1 O

T [

Fonts (5]

[ 0 Agency B v 10 v |Wesem -8Bz u @™

@ = [ Adds text to graphic ]

»

Makes text frame | OULS to South America
transparent Travel Tours presentation to learn about our

TTp>-to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail I
Explore the Costa Rican rain forests
Amazon River Adventure
Attend an Adventure Travel presentation to learn about some of the

earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

345,393 170:25

For Help, click Help Topics on the Help Menu.

e S~ M "W Windows Vit V¥ Paim Tree - Pant | [ South America Fiyer... <W5e HE & 202am

Figure 3.28

The text frame displays an insertion point and the Text toolbar is
displayed. It shows the default type style and size that will be used when
you type the text entry. You want to increase the font size to 18 point.
Before typing the text, you also can choose a color for the text. The color
that will be applied to the text is the foreground color. To make the
background the same as the grass, you will make the text box transparent
so the green background is visible.
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94 Click | % to make the

text box transparent.

@ Change the font size to
18 and click [®] Bold.

® Select the foreground
color of your choice.

@ If necessary, click the
text box to redisplay
the insertion point.

@ Type Adventure Travel
Tours.

Having Trouble?

If the text box is not long
enough to fully display the
entry, the program will beep
when you reach the right
edge of the box. Increase the
size of the box and continue

typing.

l Click anywhere
outside the text box
within the editing
window to clear the
selection.

Your screen should be
similar to Figure 3.29

Wv3.30 Lab 3: Using Applications (

B} South America Flyer Revised - WordPad

File Edit View
n E
—|

—[ Text added to graphic s

South America

Tra

nsparency effect is selected .
resentation to learn about our

exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

Hike the Inca trail I
Explore the Costa Rican rain forests
Amazon River Adventure
Attend an re Travel tion to learn about some of the

earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

359,306

For Help, press F1

B Windows Vists ¥ Paim Tree -Pamt | [ South America Fiyer... <BEEC AE G 29AM

Figure 3.29

Next, you want to verify that the original file, Palm Tree, currently open in
the Paint application, has not changed.
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Ga To close the Paint

program that is
opened within
WordPad, click
anywhere outside the
object.

@ Deselect the object.

@ Switch to the Paint
application window.

Your screen should be
similar to Figure 3.30

\T Palm Tree - Paint

File Edit View Image Colors Help
C.)\. | |
@ <

2}
2wl
N AL
N\ 2§

| Text was not added to
| original graphic

For Help, click Help Topics on the Help Menu.

= g g T
% o 2 B Windows Vists AT Palm Tree - Paint B South America Fiyer..

<BETC WG 00AM

Figure 3.30

The text you added to the graphic that is embedded in the WordPad
document does not appear in the palm tree in Paint.

64 Restore the Paint window and exit the Paint application.

Since no changes were made to the file, you are not prompted to save the
file before the program is closed. WordPad is displayed again, because it
was the last-used application.

,Previewing, Printing, and Saving the Document

Although you still plan to make several formatting changes to the document,
you want to give a copy of the flyer to the manager to get feedback
regarding the content and layout. To save time and unnecessary printing
and paper waste, it is always a good idea to preview onscreen how your
document will appear when printed. The Print Preview feature displays
each page of your document in a reduced size so you can check the layout.

Previewing, Printing, and Saving the Document Wv3.31



Click [] Print Preview
on the toolbar.

B South America Flyer Revised - WordPad
i Next Page | [ Prev Page | [ Two Page | (L.Zoomin. ) [ Zoom Out | [[..Close....]

Another Method
The menu equivalent is
File/Print Preview.
Your screen should be Newrrours o sodth anardies
similar to Figure 3.31 e pemeantan ot
B aliomciaiadin oS
e
Hike the Inca trail
Explore the Costa Rican rain forests
Amazon River Adventure
i e el oo
I e
~ =] W e Sc nerica Flyer. <BWELC AE & 951am
Figure 3.31
The Print Preview window displays a reduced view of how the current
page will appear when printed. This view allows you to check your page
layout before printing. The flyer looks good and does not appear to need
any further modifications immediately.
The Preview window also includes its own toolbar. You can print the
flyer directly from the Preview window using the button.
WY3.32 Lab 3: Using Applications ( www.mhhe.com/olearyseries2007 ]
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ea If necessary, turn on the printer and make any necessary adjustment to prepare the printer to print.

® Click [ Pan_].

@ If necessary, select the printer specified by your instructor.

® Click [ Fei_.

T Restore the WordPad window and exit WordPad.

Another Method .

The menu equivalent is
File/Print and the keyboard
shortcut is 1 [

Additional Information

If your printer does not print
color, all colored elements
will appear as shades of gray.

Another Method .

The menu equivalent is
File/Exit.

i Click to confirm that you want to save the changes you made to the document.

Another Method 8 Your printed output should be similar to that shown in Figure 3.31.
You also can save the file As a precaution to losing your work, most applications will prompt you
using File/Save or || Save. to save changes to files before exiting an application if the file has been

changed but not saved before exiting.

,Cleaning up the Desktop

You now have two files stored in the desktop folder of your computer. You
want to move the South America Flyer file to the Flyers & Brochures
subfolder in the Promotional Materials subfolder of the Adventure Travel
Tours folder and the Palm Tree file to the Pictures subfolder.

Cleaning up the Desktop Wv3.33



0* Make the Documents

folder (or the location
where you created
your folders) current.

® Make the Promotional
Materials subfolder in
the Adventure Travel
Tours folder current.

©® Select the South
America Flyer Revised

file icon on the desktop.

Having Trouble?

Hold down while clicking
on both icons to select them
both.

=Tren x)
GIOR © - ronciouivmmas

Date modified Type

Favorite Links

- 1. Flyers & Brochures 9/16/2009 10:09 AM  File Folder
[El Documents L 3
(&1 Pictures 9/16/2009 10:15 AM  File Folder
B Pictures
B Music
More »

Folders File moved from desktop ’

B Desktop to new location
ﬂ User Name
B Contacts
W Desktop
E\ Documents
I Adventure Travel Toups
|\ Correspondence

| Promotional Majfrials
1. Flyers & Broghures
(&8 Pictures

’ 2 items

[ Move to Pictures folder

® Right-drag the
selected icon to the
Flyers & Brochures
folder icon in the file
list area of the folder
window.

the shortcut menu.

Your screen should be
similar to Figure 3.32

= 2 B | B Pomotional Materi.. |

@ Choose Move Here from

Congress returns, to

Miss New Jersey on

Big manhunt after 2

Todd: Halfway home.

< BT IR 1017 AM

Figure 3.32

You can now see that the South America Flyer Revised file icon is no
longer on the desktop and is now located in the Flyers & Brochures folder.
Finally, you will move the Palm Tree file to the Pictures folder and then
you will delete the shortcut icon to the Windows Vista folder.
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94 Move the Palm Tree

file to the Pictures
subfolder.

Documents

® Close the Folders list. »

u B
@ Close the folder e
window.

8 timesaving tips for.

@ Drag the H shortcut :

Your screen should be
similar to Figure 3.33

< BT IR 1014 AM

Figure 3.33

The desktop should be cleared of all icons you created and should appear
the same as when you started.
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Concept Summary

LAB 3

Using Applications

A shortcut is a link to a program, file, or
any item accessible on your computer
or network.

Datemodtied  Type Size

( ATTFis 1w tona
¥ |

=T wi2_Animal Angels I wi2 Business Denations
= j Velunteess = j 1

il Computes Competency 5 39 wid Exploration Expemes

iG ‘]w«:\:j:«nvmenm: 5 jnm_ha-.mlhm.mx

N w2 Moon " w2 Snatle
- Wi Spate Expleeaticn = w2 Space Explotsticn 1060
Student Dot Fies 5 31100395 LR e
Shortcut Wandows Vista
ATT Eies 5 ) o Spece Epceation bre L b w03 Cate Fiyer
s i WinkP_L02esr 190 =

Student Sciuticn files
18 items

ats (WV3.10)

Formats are effects that are applied to Co e

text to make information stand out I A BT
more and to enhance the appearance of
\the document.

Atzend an Adw
® & greatest
experience the adv

904 fox presentatien 8. & full color Brochate,
formatisn, costs,
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Concept Summary

D Graphic (WV3.14)
4:'; - A graphic is a nontext object such as a
é'f drawing or picture.
NA
o»
*

For Help, click Help Topics on the Help Menu. 4236

CSU 8B A TRE- B Copy between Files (WV3.24)
— e @,‘ L .@LE y oG 7 Information contained in files can be

I S F:

copied or moved from one location to
another in the same file or to a location
in another file.

.4—[ Copy between Files

New Tours to South America

esestaticn %o leesn ebeut ous

v soure, offering you a unique
edsor sctivizies while

Paste, Link, and Embed (WV3.26)

An object stored in Clipboard can be
inserted into the destination document
as a pasted object, an embedded
object, or a linked object.

h?; ; Paste, Link,
| and Embed

New Tours to South America

som £o learn abeur sur

TR

355,308
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Lab Review

Using Applications

bitmap WV3.14 format WV3.10 shortcut WV3.4
compound document WV3.24 graphic WV3.14 sizing handles WV3.17
destination document WV3.24 linked object WV3.26 source document WV3.24
drawing area WV3.17 pasted object WV3.26 status bar WV3.17
drawing program WV3.14 points WV3.11 text frame WV3.29
embedded object WV3.26 select WV3.8 toolbox WV3.17

font size WV3.11 server WV3.24 word wrap WV3.8

Wv3.38 Lab 3: Using Applications (
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Lab Review

N
command summary

Command Shortcut Action

WordPad

[1] Start/Programs/Accessories/ Starts WordPad application

WordPad program

File/Open , + 0O Opens a document

File/Save , +S Saves a file with same name

File/Save As Saves a file with a new file name

File/Print Preview Displays document on screen as it
will appear when printed

File/Print , + P Prints the document

File/Exit [, o + Exits WordPad

Edit/Copy , +C Copies selection

Edit/Paste , +V Inserts copied or cut selection

Edit/Paste Special Inserts Clipboard contents as
linked or embedded object

Edit/Clear Deletes selection

Edit/Bitmap Image Object/Edit Activates linked or embedded
object

Centers selection between
margins

Format/Paragraph/Alignment/Center

Format/Font/Size v Changes size of characters

Format/Font/Color Changes color of selected text

Format/Font/Bold Changes selected text to bold

(=] [e][2

[1] Start/Programs/Accessories/Paint Starts Paint application program
File/Save , + S Saves a file with same name
s Selects free-form shape
Selects rectangular shape
Draws a line
- /
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Concept Summary

command summary

Shortcut Action

Command

Creates an ellipse
Turns on Airbrush
Turns on Eraser
Turns on Brush

Adds text to a drawing

2] 21 [¢] [s] [ 4] [¢]

Fills shape with color

-
-
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Lab Exercises

screen identification

1. In the following WordPad window, several items are identified by letters. Enter
the correct term for each item in the space provided.

Courier New

e

n

New Tours to South America

Attend an Adventure Travel Tours presentation to learn about our
exciting new trips to South America.

This year we are introducing three new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the beauty of South America.

For Help, press F1

% w2 B I Windows Vists A" Palm Tree - Paint South America Flyer...

Mo O®>

T O

[~
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Lab Exercises

2. In the following Paint window, several items are identified by letters. Enter the correct term for
each item in the space provided.

@: ¥ ,ll,:l,l ll’==jl
& <
AR
LM
N,
@/’ LI & Edit Colors )
|l Basic colors:
B [ T
-

Hue: 76 Red: 74
- Sat: 221 Green: 247
ColoriSolid |- 142 Blue: 55

Add to Custom Colors

For Help, click Help Topics on the Help Menu.

E = 2 B "W Windows Vists AT Palm Tree - Paint

HE oW

~ o

-

Wv3.42 Lab 3: Using Applications (

www.mhhe.com/olearyseries2007 ]




Match the following with the correct definition or function.

1. word wrap a. draws an ellipse
2. b. word-processing application
3. c. enhances the appearance of text in a document
4. formatting d. centers text on a line
5. [#] e. moves text to the next line when the margin setting is reached
6. WordPad f. contains drawing tools
7. g. measurement used for text characters
8. h. erases part of a drawing
9. toolbox i. a drawing application
10. Paint j- adds a color to selected text

multiple choice

Circle the correct response to the questions below.

1. In WordPad, you can use to enhance the appearance of text.
a. editing
b. previewing
c. formatting
d. wrapping

2. In a word processor, the changes you make such as correcting the spelling of a word or adding or
removing some text are called
a. edits
b. revisions
c. formats
d. corrections

3. The feature automatically moves text to the next line when it reaches the right
margin.
a. line align
b. word align
c. line wrap
d. word wrap
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Font size is measured in , which refers to the height of the character.

a. points

b. inches

c. millimeters

d. pixels

The Paint program creates graphics that consist of many small dots on the screen. These types of
images are called

a. documents

b. pictures

c. bitmaps

d. paint images

Paint images have both and colors.

a. foreground, background
b. front, back

c. top, bottom

d. true, false

The button is used to delete the parts of the Paint image you no longer want.
a.
b.
c.
d.

A(n) can be edited from inside the compound document.
a. copied object

b. pasted object

c. linked object

d. embedded object

A [@] in the bottom-left corner of an icon indicates it is a icon.
a. folder

b. file

c. shortcut

d. desktop

WordPad files are saved as a(n) file type.

a. .txt

rtf

.doc

o &

.bmp
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true/false

Circle the correct answer to the following questions.

1.

. The word wrap feature moves text to the next line automatically when

N

N U1 A W

A linked object can be edited from within the compound document.

the right margin is reached.

. Enhancing the appearance of a document is called formatting.
. Font size is measured in inches, which refers to the height of the character.
. Drawing programs are used to create illustrations.

. The Paint program creates graphics that consist of many small dots on the

screen called a dotmap.

By default, the foreground color is black and the background color is white
in the Paint application.

. Deleting a shortcut removes the shortcut and the associated item.
. Shortcuts can only be created on the desktop.

. When adding text to a graphic in Paint, you first create a box, called a text frame,

then type the text inside it.

Lab Exercises
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Complete the following statements by filling in the blanks with the correct terms.

1. The document is the location from which the copied content originates and the
document is the location where the copied content is pasted.

2. The , , and are displayed at the top of the WordPad window
to help you complete commands and format text in the document.

3. The feature moves text to the next line automatically when the right margin is
reached.

4. commands are used to enhance the appearance of a document.

5. The height of the character measured in points is referred to as the

6. A(n) program is used to create illustrations.

7. The program creates graphics that consist of many small dots on the screen called a

image.

8. A(n) icon is a link to a program, file, or any item accessible on your computer or
network.

9. A(n) document is made up of objects from multiple applications.

10. An object that is stores the location of the object’s source file, creating a connection

between the object and the source.

WV3.46 Lab 3: Using Applications (

www.mhhe.com/olearyseries2007 ]




Lab Exercises

Hands-On Exercises

% Easy
step-by-step * * Moderate
% % % Difficult

Creating an Adoption Notice *

1. You work as a volunteer for Animal Rescue Foundation, a nonprofit animal rescue organization.
You have been asked to create a paragraph describing this week’s feature animal to be used in a
flyer. Selly is a young, friendly, four-year-old terrier mix that is good with other animals. He will be
available for adoption on Friday at noon. Your completed document will be similar to that shown
here.

a. Using WordPad, write a paragraph
describing Selly.

b. Format the paragraph using the Selly

features you learned in the lab.
Selly is a healthy, 4-year old terrier mix. He has a delightful personality and loves

c. Insert your name and ‘[he current to play with children. Selly is an active, loveable dog and gets along well with
. otheranimals. Can you provide a loving home for Selly? He will be available for
date on separate lines below the adoption at noon on Friday
paragraph. Student Name
Current Date

d. Save the document as Selly.

e. Preview and print the document.

\_/_\/_\/\
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Creating a Floor Plan *

2. As part of a graphic design workshop, you created a floor plan for a new home. Since creating it,
you have thought of several changes you want to make to the plan. Your revised floor plan will be
similar to that shown here.

a. Open the file
wv03_Floor Plan from
your solution file

\Y Floor Plan Revised - Paint
File Edit View Image Colors Help

. . . oy | & 11
location in Paint. Sr m EEE = - e ; = ~
# <
b. Use the features you PO
learned in the labto | Z~ ™ | Student Name : T
modify the floor ¥ | Date S
plan as shown here. |% A
c. Include your name N ¢ Rl 000
and the date in the @ & =
floor plan. > @ -J\_ . | s Great Room

d. Save the revised
floor plan as Floor

Plan Revised to your L_/
solution file 23 Living Boom g
location. R

e. Print the completed I\

floor plan. i
Arched Entry
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Creating an Open House Flyer x %

3. You are the manager of the Happy Days Preschool. The center is planning an open house for their
clients. You have been asked to create a flyer inviting parents to attend the open house. Your
completed flyer will be similar to that shown here.

a. Start Paint and use the features
you learned in this lab to create
a drawing of three different
color balloons.

b. Save the drawing as Balloons on
the desktop.

c. Start WordPad and create a
flyer inviting all the parents to
attend the open house. Use
formatting features you have
learned to enhance the
appearance of the invitation.

d. Save the document as Open
House on the desktop.

e. Embed the Balloons graphic
object into the WordPad
document. Position and size
the balloons appropriately. Use
Print Preview to check your
layout.

f. Change the color of one of the
balloons. Add text in the
balloons inviting the parents to
attend.

g. Use Print Preview and adjust
the layout of the document.
(See the sample for layout
guidance.)

h. Include your name and the
date at the bottom of the flyer.
Save and print the document.

i. Exit both programs.

Happy Days Open Houselll

N

~ Et“’

K
Wednesday, September 12th

5PMto 7 PM

Learn what your children are doing each day
Meet our teachers and staff
Make suggestions
See our new outdoor play yard

Get to know each other

Bring the whole family and enjoy our refreshments!

Student Name
Date

j- Move the two desktop file icons to your solution file location.
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Creating a Grand Opening Flyer % %

4. The Downtown Internet Café is planning a grand opening. You have started working on the flyer
that will be distributed to help advertise the event. You will modify the flyer in WordPad and
create a drawing in Paint that will be used in the flyer. Your completed flyer will be similar to that
shown here.

a. Create a shortcut icon to your
solution file location.

b. Open the file wv03_Cafe Flyer in )
WordPad. Opening Soon!

. ) Downtown Internet Cafe
c. Center and bold the first three lines.

Increase the font size of the first two 1111
lines to 22 points and the third line {11

to 18. camme.
d. Change the color of the text on the [ -

first three lines to colors of your
choice.

e. Bold and apply color to the two lines
of text that end in : (colons). Use the o i mmm i piiliiome ciie
Bullet toolbar button to apply bullets *  Temptingdssens, frash salads, and sandwiches

. . Fin= sslaction of gourmst coffess for you to taks home
to the four lines under each of the ¢ Relsxing environment
lines with colons.

The Downtown Internet Café combines:

‘What to do at the Cafe:

f. Enter your name and the current N

date on separate lines below the text o SuftheWs

. . Send E-mail

1mn the ﬂyer. . Play multi-plaver natwork games

; . Vidsoconfarsnce with paople from around the word!

g. Save the flyer as Café Flyer on the *  Useou producivity software

desktop.
h. Open the wv03_Cup graphic file in

Paint. ooy

i. Color the image with colors of your
choice.

j- Save the image as Coffee Cup on the desktop.

k. Embed the bitmap object into the WordPad document in the blank space below the title. Size
the object appropriately. Edit the embedded object to change the color of the cup.

I. Preview and adjust the layout of the document. (See the sample for layout guidance.)

(continued on next page)
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m. Save the document again. Print the document.

n. Exit both programs.

0. Move the two desktop file icons to your solution file location. Delete the desktop shortcut icon

to your solution file location.

Creating a Birthday Invitation % %

5. You are planning a children’s birthday party and want to use Paint and WordPad to create a card
for the party. Your completed text and graphic for the invitation will be similar to those shown

here.

a. Start Paint and open the graphic
file wv03_Turtle from your solution
file location.

b. Modify the colors of the turtle.

c. Flip the turtle graphic vertically
(use Image/Flip/Rotate).

d. Save the file as Turtle Revised on the
desktop.

e. Start WordPad. In the lower-right
portion of the page, enter
appropriate text that would appear
on the inside of the card. Include
your name as the person giving the
party and the current date as the
date for the party. Size the text to
16 points. Add color to the text.
Right-align all the lines of text.

f. Save the document as Birthday Party
Card on the desktop.

g. Embed the turtle bitmap object at
the top of the WordPad document.
Size the object until it is in the
top-left quarter of the page. Use
Print Preview to check your
layout.

(continued on next page)

Come and join the fun!

For: Student Name’s
10th Birthday Party

Where: Jakes Pizza and Play Place
2990 S. Gilbert Rd.

When: March 28" at 4:30 pm
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h. Edit the embedded object to include the text Join Us for a Party. Flip the turtle vertically (use
Image/Flip/Rotate).

i. Use Print Preview and adjust the layout of the document. (See the sample for layout guidance.)
. Save the revised document again.

. Print the card. Fold the card so that the picture is on the front.

. Exit both programs.

E — P e

. Move the two desktop file icons to your solution file location.

Learning More about Formatting *

1. Open WordPad. Use WordPad Help to find out about several different formatting features. Write a
brief one-page document about these features. Include examples of the different formats in the
document as examples. Include your name and the date in the document and save the document
as WordPad Formats to your solution file location. Print the document.

Learning More about File Types *

2. Use Windows Help to find out information about the different file types. Using WordPad, create a
document about file types. Describe five file types and the applications that are used to create
them. Discuss file name extensions and what they are used for. Discuss how you can change the
program that is associated with a file. Include your name and the date in the document and save
the document as File Types to your solution file location. Print the document.

Designing a Company Logo *
3. As the manager of Flowers and Bows floral shop, you would like to create a company logo. Use

Paint to create a logo for the company. Include your name and the date in the document and save
the document as Flowers Logo. Preview and print the document.

Creating a Flyer % %

4. You work for the city parks and recreation department. You want to create a flyer to promote the
youth summer softball program. The program is open to all youths 8 to 15 years of age. Use
WordPad to create a flyer about the program. Save the flyer as Softball Flyer. Use Paint to create a
graphic for the flyer. Save the graphic as Softball. Embed the graphic in the flyer. Size it
appropriately. Include your name and the date in the document and save the document. Preview
and print the document.
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Writing a Memo * %

5. The manager of the bank that you work for would like you to create a memo to the employees
about the upcoming picnic. Use WordPad to create a memo reminding employees to sign up for
the picnic and to call you with the number of family members that will be attending. Make sure
your name and the current date are included in the memo. Save the memo as Picnic. Create a
graphic in Paint to include in the memo. Save the graphic file as Picnic Picture. Embed the graphic in
the Picnic document. Size it appropriately. Save the memo again. Preview and print the document.
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Appendix A

=" DOWNLOADING FILES AND EXTRACTING A ZIP FILE

The data files supplied with the Windows Vista and the Microsoft Office
System 2007 texts are available online at the McGraw-Hill O’Leary Series Web
site. Your instructor may ask you to access the data files by downloading them
from this Web site to your data file storage location. If this is the case, follow
the instructions provided here to download the files and extract the zip file.
Your computer must have a connection to the Internet to access these files.

DOWNLOADING FILES

Downloading a file means to copy a file from one computer to another using a
network or Internet connection. When you download a file from the Internet,
the file is copied from the computer where the Web site is stored over your
Internet connection to the location you specify on your computer. Many files
that you download are provided as zip files. A zip file is a single file that
contains files (and folders) that are compressed. Compressed files are smaller
in size, making them faster to download and reducing the amount of space
they use on your disk. Additionally, because they can contain many files and
folders, it makes the process of transferring files to other computers faster.

The student data files on the McGraw-Hill Web site are contained in zip
files. To access the data files on the Web site, you will start the browser
program on your system. Then you will enter the address of the Web site
location where the data files are located.

Start your browser Address box
program. osoft Office 2007 Serie -

7% hitp://highered.megraw-hill.com/sites/0073519162/information_center_view0/ > | ¢2| x [l Google S

e | Microsoft Office 2007 SeiesInformation Center: | | f2 v B v @ v [Pagev {FTook v "

® Maximize the window.

Help Jf Feedbad

aﬂif{l:ﬂ I |

‘ Type Www-mhhe- Microsoft Office 2007 Series
com/olearyseries2007 Timothy 3. O'Leary, Avizona State University
in the Address box. ISBN: 0073519162

Copyright year: 2008

The O’Leary Office 2007 text is crafted to allow students to easily develop Microsoft Office
application skills. The text design emphasizes step-by-step instructions with full screen
captures that illustrate the results of each step performed. Each Lab, designed to be covered
in 1 hour of class time, combines conceptual coverage with detailed software-specific
instructions. Each Lab opens with a running case study that highlights real-world applications
of each software program and leads students from problem to solution.

‘ Press . % LearningCenter

Your screen should be
similar to Figure A-1 /

Student Edition
Instructor Edition

To obtain an instructor login for this Online Learning Center, ask your local sales representative. If you're an instructor
thinking about adopting this textbook, request a free copy for review.

Click to go to student area of

. o ©2008 McGr: aw-H\Il H igher Education
the Online Learning Center Any use is subject to the Te

McGraveHill Higher Education is one of the manv Fme i of Ths

@ Intemet | Protected Mode: On ®100% v

Figure A-1
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The O’Leary Series Web site for the Microsoft Office 2007 text is open in your
browser window. You want to download the Windows Vista data files from the
Student Edition area of the Online Learning Center for this text.

9% Click Student Edition dent Dta Fies - ntermet Explore :
il'l the online Learning i:'_-:=hnp://higheted.mcgraw—hill.cWMBmlﬁzlﬂudm_viM/vﬁa/mm_dm_ﬁls.hlml v |4 | x [ Google P v

Center section of the

¥o gt | student Data Files ‘7| B v B v @ v [ Page v G Tools v

Site Map J Help )] Feedback]] -

window. office : R
Selected text 9 5
en
Search v | Instructors v
® Click vita - student Data Files
(See related pages)
IChoose one... Vl dent Data File
awindows Vista Student Data Files (686.0K)
to open the menu of Link to zip file containing
texts. data files for the Windows
Link to Web page containing Vista text
. . To | bout the book thi bsit
Windows Vista student data St G o ey
. ©2008 McGraw-Hill Higher Education
fl|e5 Any use is subject to the Terms of Use and Privacy Policy.
McGraveHill Higher Education is one of the many fine f The | C

® Choose Vista.

@ Click Student Data
Files.

Your screen should be
similar to Figure A-2

@ Intemet | Protected Mode: On #100% v

Figure A-2

The Student Data Files page of the Online Learning Center displays a link to
the data files used in the selected text. You want to download and save the
Windows Vista Student Data Files to your data file location on your computer.

€) e Ciick the Windows e s :
Vista Student Data '3 http://highered.mecgraw-hill.com/sites/0073519162/student_view0)/vista/student_data_files.html <1 % |1 NiGoogte D -

Files link.

Yo < [[58 Student Data Files ‘7‘ %y ov B) v @ v [rPage v (3Tools v

Site Map J| Help i Feedback i ~

aeffice | Ty S
i
H tu t
® Click [__Save |, Rk i W

Vists - Student Data Files

(See related pages)

Specify location on your
computer where you want to

oIf necessary, click s Blwindowe| 521 z0dous Vista Student Filesip fom novell. = |E] % save the downloaded zip file
[~ oz to expand = aed
. PEISI W < Documents v StidentDataFiles) 2 % | 3 |l S2are 3
the Save As window. SIS T T BT
Favorite Links Name Date modified  Type Size Tags
E . This folder is empty.
Your screen should be -‘ g
. ) esktop
similar to Figure A-3. % Recent Places
& Computer
B Pictures
B Music
More »
Folders ~
File name: -
Save as type: [Compressed (zipped) Folder -
4 Hide Folders

@ Intemet | Protected Mode: On ®100% v

Figure A-3
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Specify the drive
location and folder
where you want to
save the file.

@ Click [ 5= .

@ Click in the

Download Complete
dialog box.

Your screen should be
similar to Figure A-4.

Next, you need to specify where you want the file saved on your computer.

dent Da e eme plo
178 http://highered.mcgraw-hill.com/sites/0073519162/student_viewd/vista/student_data files.html v | 43| x N Google R
%A v B - @ v [hPage v {GiTools v

Site Map J] Help i Feedback i ~

Yo e (28 Student Data Files

=iices

=anc)

nstructors v

tudent Ouﬂ |, « Downloads » Documents » Student Data Files » v ‘ ‘,HSeaych P‘

&y Organize ~ ws v WExplore” MW E-mail Ry Share @ Burn

Vista

Name = Date modified Type Size Tags
| 1) Windows_Vista_Studen... 9/12/20079:05AM  Compressed (zipp.. 671 KB 3

Favorite Links
[ Documents
B Pictures

B Music
More »
Folders v
B Desktop -
[EE User Name
B Contacts
W Desktop
E‘ Documents
Wl Downloads
|\ Documents
| Adventure Travel Toy
|\ My Google Gadgets
1. Student Data Files
| 1) Windows_Vista_Stu

Downloaded file is saved
to specified location on
your computer

n

B Favorites
W Links
B Music
[E Pictures ~| - e
‘Windows_Vista_Student_Files Date modified: 9/12/2007 9:05 AM
Compressed (zipped) Folder Size: 670 KB
i N Date created: 9/12/2007 9:05 AM
R
\\ -
\ @ Intemet | Protected Mode: On ®100%
\
R . N
Fl!e type is compressed F|gure A-4
(zipped)

The folder location where you saved the downloaded folder is open in a
window.

EXTRACTING ZIPPED FILES

Most zip files are self-extracting files. This means that you do not need the
software application to unzip the file. Simply clicking on the file begins the
extraction process.

Extracting Zipped Files




Double-click on the {3 httpy//highered.mcgraw-hill.com/sites/0073519162/student_viewd/vista/student_data_files.html v [ 4| x N Google o
WIndOWS_VISta_ % 4t |58 Student Data Files ’ ‘ B v B v @ v [ Page v G Tools v
Student_F“es icon. ﬂfflEE ey St Map J Help )] Feedback]] -
[ wyvrm) il S Cente
“!} E = ] o e S i Instructors
i xtract all files [l - -
CIICK In e v i, Bxtract Compressed (Zipped) Folders
. ista
the Windows toolbar. —
Ll () Documd Select a Destination and Extract Files
1KB No
B Pictures Files will be extracted to this folder: 8KB No
Your screen should be B Music [ Name\Downloads\Documents\Student Data Files\Windows_Vista_Student Files 8KE No
More » 1KB No
similar to FIgUI'BA-5 Folders [7] Show extracted files when complete (it
ksktop 8KB No
User Name o i
! Contacts gis s"
X - o
Deskion Click to select destination i 7
; E:;‘:"I’;Z’:: location where you want 8K8 No
T extracted files saved 8KB No
|| Adventd s
1) My Goof R | No
|/ Student < e
oA 5K8 No
v 1KB No
P Music T
Pictures > |4 n | 0
J 1 item
Ll
p: . mhhe.com/sites/0073519162/student_view0/ @ Intemet | Protected Mode: On ®100% ~
Additional Information Figure A-5
The qefa‘ult destination The files and folders contained in the zip file are listed in the window. Next,
location is the current . .. .
s you need to specify the destination location on your computer where you
want the extracted files stored.
If I- k de Data e eme plore o
necessary’ clic {7 http://highered.mcgraw-hill.com/sites/0073519162/student_viewd/vista/student_data_files.html v |4 | x [ Google £ -
and select P &t [ Student Data Files = f~ B v @ v [Page v ook~
the destination DT e ] -
: ~nffice
location from the oo =
- - tuden: =)
Select a Destination G0~ = |
. . u- I, <« Student Data Files » Windows_Vista_Student Files » v |4 fl| Search P
dialog box and click ——
II'- dent Data Eavorite Links Name B Date modified Type Size Tags -
i Bociments )L ATT Files 9/12/2007908 AM  File Folder
L_|WS_FTP 9/12/2007 9:07 AM Text Document 5KB
. B Pictures ] wy02_Animal Angels V... 9/12/20079:07 AM  Microsoft Office ... 10K8
® Click . B Music ) wv02_Business Donati... 9/12/20079:07 AM  Microsoft Office ... 10KB
More » L wv02_Computer Com... 9/12/20079:07 AM  Text Document 2KB
kellll Folders « | #]wn02_Exploration Expe... 9/12/20079:07 AM  Microsoft Office .. 10KB
Us Ko, = G'_]wvﬂzfoster Volunteers  9/12/2007 9:07 AM Microsoft Office ... 10KB
| E)wv02_Individual Donat... 9/12/20079:08 AM  Microsoft Office ... 10Kk8
N
Your screen should be £ iy = a": 5/ wv02_Moon 9/12/2007908 AM  GIF Image 19Kk8
i - xtracted files saved to || wv02_Safari Tips 9/12/20079:08 AM  Text Document 2KB
Simi lar to F/gUr € A 6 specified destination || EEwv02_Shuttle 9/12/20079:08 AM  GIF Image 12KB
location || #)wv02_Space Exploratio... 9/12/20079:08 AM  Microsoft Office ... 10 KB
_ ) wv02_Space Exploratio... 9/12/20079:08 AM  Microsoft Office ... 10KB
B A bt e s ) wy02_Space Exploratio... 9/12/20079%:08 AM  Microsoft Office ... 10K8
\ -~ S i o L) [ wv03_Cafe Fiyer 9/12/20079:08 AM  RTF File 1KB
s:i dem%m F“ges [Ewv3_Cup 9/12/2007908 AM  Bitmap Image 57KB
; Windows, Vista_Student_Files | & wv03_Floor Plan 9/12/2007 9:08 AM  Bitmap Image 536 KB
B TR = | [£)wv03_South AmericaF... 9/12/20079:08 AM  RTF File 1kB
i Windows Vista Student Filee | EEWV03 Turtle 9/12/20079:08 AM  Bitmap Image 306 KB
8D Favorites
Links - .
19 items
— , +
erni 4 e On ®100% ~

Figure A-6

The files contained in the zipped file have been copied to a folder that has the
same name as the zipped file. This folder is not compressed and the files are
ready for you to use.

64 Close all open folder windows and exit the browser application.
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Appendix B

#—"{CUSTOMIZING THE DESKTOP

Because people work differently, Windows Vista includes a wide range of
features that allow you to customize the way items are displayed and accessed
on your desktop. You have already learned about adding to the desktop shortcut
and document icons to files and applications you use frequently. You also can
add shortcut icons to the Start menu and to the taskbar. Other customizations
allow you to install additional languages, use different keyboard layouts, and
display different desktop background colors and images.

Windows Vista features a number of options for customizing the desktop.
In addition to changing the desktop background with different images and
colors, you also can display the Windows Sidebar and add Gadgets to it.
Gadgets are mini applications that provide easy access to frequently accessed
information and tools, many of which provide current data via the Internet.

CHANGE THE DESKTOP BACKGROUND

The background of your Windows desktop can be changed to a different color
or design. In addition to the designs included with Windows Vista, you can
use your own photo, graphic, or other designs to create your own custom
background. You will try out one of the Windows images, called wallpaper, to
change your desktop.

Click € Start and

choose (SR,

Available desktop
» Desktop wallpaper designs

Choose a desktop background

Choose the Change g:;:i SL:Iteu(rﬁ::iTakehyuur desktop background. To use af€ure J#ét's not listed, browse to the picture

desktop background 3 Picture Location Windows Wallpapers =/ ~| [ Browse.. | ‘

link in the Appearance W@ —_ / g F W
and Personalization g ——=
EEEE B

Potential juror says h.

Your screen should be SN ™ T 3 e ot
similar to Figure B-1 = - m —
Widescreen (7) \ a
How should the picture be positioned?

% | | (w2 B | [ Deskiop Background < HTE G 247PM

Figure B-1

Change the Desktop Background WVAB.1



Scroll the list and click
on several designs to
preview them.

Your screen should be
similar to Figure B-2

WVAB.2 Customizing the Desktop (

The Desktop Background window displays the names and icons of the
available designs you can use to decorate your desktop. The selected design is
the design that is currently in use on your computer. The default design is
Windows Vista Aurora. You can preview the different designs by selecting
them in the list. Windows Vista previews the image on your desktop so that
you can see how it will look.

Below the list of desktop backgrounds, you have three options for
positioning the image on your desktop. Fit to screen displays a single copy of
the image extended on all sides to fill the entire desktop. Tile repeats the
image to fill the desktop. Center places a single copy of the picture in the
center of the desktop.

. Vesktop Background
Selected wallpaper design [

| previewed on screen

L background

ick a picture to make it your desktop background. To use a picture that's not listed, browse to the picture
anihdouble click it.

Qo (Windows Wallpapers

After 787 rollout, pre.

Sony cuts PlayStatio.

Interpol: U.K. not sha

Pakistan: Mosque chi.

E"ix 2:48?7'\47
Figure B-2
You also can change the background to a solid color.
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C

Select Solid Colors from %

Available solid color backgrounds

the Picture Location = = 112y
R | o [& « Non » Desktop v | ¢5 ll Search p;‘ 2
drop-down list. I 9 3
2 S Choose p desiop background 8 7¢5 4
Cli;kda chli ur[e_ t:_;na € it your desktop background. To use a picture that's not listed, browse to the picture 6
Select a color from the Picture Lq‘r!ion [Solid Colors -] [ Browse... |
color palette- 7 —_— IS BN s
Your screen should be =, . . .
similar to Figure B-3 = - .
- - Selected color
-
Figure B-3

The desktop background has changed to your selected color.
Click to return to the Control Panel folder window without saving the changes.

Close the Control Panel folder window.

USING THE WINDOWS SIDEBAR

The Windows Sidebar is an optional pane on the side of the desktop that
contains “gadgets,” which are easy-to-use mini programs that give you
information at a glance and frequently used tools. Sidebar is easily
customizable. You can change the location of Sidebar on your desktop and
move the gadgets around to where they're most convenient. Windows comes
with 11 standard gadgets, but you also can browse and download gadgets
from Microsoft’s Web site.

Although Sidebar is open by default in Vista (see Figure 4), it can be closed. If
your desktop does not already display Sidebar, you will first open Sidebar in
step 1. If Sidebar is already displayed on your desktop, skip to step 2. Then you
will add gadgets to it from the standard set of Windows Vista gadgets.

Using the Windows Sidebar WVAB.3



Click € Start and
choose
|) All Programs |

/Accessories/Windows :

Sidebar.

Additional Information

You also can activate the

sidebar by clicking the []
Windows Sidebar icon

in the notification area of
the taSkba r. Gonzales was told of.

Weather hampers fir.

Senator sorry for ‘ve.

Potential juror says h.

A 2932 v

Your screen should be S
similar to Figure B-4 = 4
4 Yilf-‘ W 251 PM
Figure B-4

Sidebar appears on the right side of your desktop and contains three default
gadgets: the Clock, Slide Show, and Feed Headlines. Sidebar is designed to
keep gadgets in one location on your desktop so that, if you prefer, you can
keep them in sight at all times. You also can move the gadgets to another
location on your desktop, outside of the sidebar. Keep in mind that, if you do
this, they will become buried under open application or folder windows. Next,
you will customize Sidebar with some different gadgets.

At the top of Sidebar,

click @€ to open the

Gadget Gallery.

Additional Information

<  Pagelofl )| Search all gadgets P -

You also can right-click an
empty portion of Sidebar or the e

Windows Sidebar icon in the et
notification area of the taskbar -
and choose Add Gadgets.

Democrats eye univ.

Guerrero swings to

Iraq official warns of.

Your screen should be = ; E=la) i |
similar to Figure B-5 Mot Piuchue  SideShou o

Standard gadgets included
with Windows Vista

=5 Gadget Gallery < GG 252PM

Figure B-5

WVAB.4 Customizing the Desktop (
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The Gadget Gallery window displays 11 standard gadgets that come with
Windows Vista. You can either double-click on the gadget you would like to
add to the Windows Sidebar or you can drag it into Sidebar.

Drag the Weather icon
to Sidebar, then
release it.

Additional Information

You also can download
gadgets from Microsoft's
Gadget Gallery Web site. Click
on the link in the Gadget : L : =
Gallery to go directly to the site. Arab League tosend

*Gaping hole' in hom.

Federer goes 5 sets .

Your screen should be
similar to Figure B-6

Pujols, Rios final 2 e

m o T — =
o] -3 Gadget Gallery

Figure B-6

The Weather icon appears in Sidebar and automatically updates with current
weather data. For gadgets that access the Web for current data such as the
Weather gadget or the Stocks gadget, you can change the settings for what type
of information is retrieved by right-clicking the gadget and selecting Options.

Using the Windows Sidebar WVAB.5



Right-click on the

Weather gadget in

Sidebar.

Choose Options. x]

‘ [Searchallgadget: 2 -]
Additional Information P [
You must be connected to . ‘ s e e
the Internet in order for | alendar Clock Options associated with [/ Wil job gains aise i
certain gadgets to display . — Weather gadget S e
current data. = = S Mumw
otes BECl  Weather _
Your screen should be : ‘ il
similar to Figure B-7 > [earch for tocation

Show temperature in:
@ Fahrenheit
© Celsius

-
SR G 253PM

Figure B-7

The Weather dialog box allows you to specify the location whose weather you
want to see and how you want the temperature displayed. You will now
remove the Weather gadget and then close Sidebar.

WVAB.6 Customizing the Desktop (
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Click to exit
the Weather dialog
box.

Point to the Weather
gadget and click & in
the toolbar that
appears to the right.

Close the Gadget
Gallery window and
any other open
windows.

Right-click on an
empty area of Sidebar
and choose Close
Sidebar.

Your screen should be
similar to Figure B-8

Sidebar closed

ST 258 PM

Figure B-8

The desktop is displayed and Sidebar is no longer visible.

If your desktop displayed Sidebar when you started this section, activate the sidebar by clicking the E
Windows Sidebar icon in the notification area of the taskbar.

Using the Windows Sidebar WVAB.7






Windows Vist
Command Summary

Command Shortcut Action

@ Start Opens Start menu

Start Menu

Opens the Documents folder
Opens the Computer folder

+ Opens Windows Help and Support

| start Search P | Locates files and folders on disks

Power Keeps session in memory and puts computer in a
sleep state

ﬁ Lock Locks the computer without turning it off

Lock Opens the Lock menu

@ Close + Closes active window

/Layout Turns on/off display of Search, Details, Preview,
and Navigation panes

b Beiiiiamdl /New Folder Creates a new folder

% Organize ~ FlpE{INe Sends selected item to Recycle Bin

b BecERe /Rename Changes name of selected item

b iliRd/Undo +Z Undoes the last command or action

B Rciihg/Cut + X Removes selected object and places it in Clipboard

b Bl / Copy +C Copies selected object to Clipboard

W Organize ~ JRPRIEY +V Pastes object from Clipboard to new location

B il /Select Al + A Selects all items in active window

Windows Vista Command Summary WVCS.1



Command Shortcut Action

Cycles through Details, Tiles, Large Icons, and List
views

/Extra Large Icons Displays extra large icons of graphic files

/Large Icons Displays large icons of graphic files

LSRG /Medium Icons Displays medium icons of graphic files

e /Small Icons Displays small icons of graphic files

== Views~ IRy Displays objects in a list

SRR /Details Displays all folder and file details

LG /Tiles Displays objects with medium icons and file names

Displays pictures in folder as a full-screen timed slide
show

Displays the selected image in Windows Photo Gallery
or other selected application

Opens the Windows Photo Gallery application

Heading/ Groups icons by selected heading

Heading/| ) Stack by Type | Stacks icons by selected heading

Heading/ Sorts icons by selected heading

Help and Support

Back + Displays previously viewed Help topic

Forward + Displays next-viewed Help topic after using
Home Displays Help home page

Print Prints displayed Help topic

Contents Displays Help table of contents list

2 sk Accesses other sources of Help

m Changes Help settings

Recycle Bin

Empties Recycle Bin of all files

b Beiciibang/ Delete Deletes selected item from Recycle Bin

{ Restorethis item Returns selected item to its original location

WVCS.2 Windows Vista Command Summary (
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Command Shortcut

Notepad

@ Start/Programs/

Accessories/Notepad Starts Notepad application program

File/Open + O Opens an existing file
File/Save +S Saves a file with same name
File/Save As Saves a file with a new name
File/Print +P Prints document

File/Exit Closes an application

WordPad

@ Start/Programs/

Accessories/WordPad Starts WordPad application program
File/Open , + 0O Opens a document

File/Save , +S Saves a file with same name
File/Save As Saves a file with a new file name

File/Print Preview
File/Print
File/Exit
Edit/Copy

Edit/Paste
Edit/Paste Special
Edit/Clear

Edit/Bitmap Image
Object/Edit

Format/Paragraph/
Alignment/Center

Format/Font/Size
Format/Font/Color

Format/Font/Bold

@] cm + P
3], @0 + 7
[®], ©m + C
@], G + v

[=] [®] [3] [m]

Displays document on screen as it will appear when printed
Prints the document

Exits WordPad

Copies selection

Inserts copied or cut selection
Inserts Clipboard contents as linked or embedded object

Deletes selection

Activates linked or embedded object

Centers selection between margins
Changes size of characters
Changes color of selected text

Changes selected text to bold

Windows Vista Command Summary WVCS.3



Command

Paint

@ Start/Programs/
Accessories/Paint

2
o
~
n
Q
<
o

[2] (2] [] [8] [4] [0] [ ] [=] (2]

WVCS.4

Shortcut

@] cm+s

Windows Vista Command Summary

Starts Paint application program

Saves a file with same name
Selects free-form shape
Selects rectangular shape
Draws a line

Creates an ellipse

Turns on Airbursh

Turns on Eraser
Turns on Brush
Adds text to a drawing

Fills shape with color

)
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active window The window you can work in.
It is displayed in the foreground and the title
bar is a different color or intensity to
distinguish it from other open windows.

application software Software that is
designed for specific uses, such as to
accomplish a task like creating a letter.

associated file A file that has a specific
application program attached to it that will
open when the file is opened.

bitmap Graphics that are made up of many
small dots on the screen.

button An object commonly found in toolbars
that initiates an action when clicked. Buttons
are generally square and may contain a picture
of the item they represent. When selected, they
appear depressed.

capacity The maximum number of bytes a disk
can hold.

cascade A window arrangement that layers
open windows, displaying the active window
fully and only the title bars of all other open
windows behind it.

cascading menu A menu that appears with
additional options under another menu. Also a
submenu.

click To press and release a mouse button.

Clipboard An area of memory that temporarily
stores copied information to be copied or
moved within or between files and applications.

cold start Turning on the power to the
computer and starting Windows.

compound document A document that is
made up of objects created in multiple
applications.

copy To duplicate an item.

current folder The folder that is selected and
will be affected by your next action.

blossary of Hey Terms

data files Files created using a software
application program.

desktop The opening Windows screen used to
display items on your screen in a similar way
you might organize the work on your desk.

destination The location where you want to
place a copy of the information stored in the
Clipboard.

destination document The file receiving the
copy of the object.

dialog box A window that requests or provides
information needed to complete a command.

disk size The total capacity or amount of data
the disk is capable of holding.

double-click To quickly press and release a
mouse button twice.

download To copy a file from a remote
computer to your computer.

drag To move the mouse pointer while holding
down a mouse button.

drag and drop To copy or move a selected
item by dragging it with the mouse to the new
location.

drawing area The workspace area in Paint
where you create the drawing.

drawing program An application program
used to create line art drawings and
illustrations.

edit The process of correcting or changing
existing text.

embedded object An object that is stored in a
compound document that can be edited from
within the document without changing the
source object.

file A program or document stored on a disk. A
disk can hold many files of different types.

file name A name assigned to a file or a folder.
It can be up to 255 characters in length.

Glossary of Key Terms WVG.1



file name extension An extension of the file
name, generally used to identify the type of
file. It can be up to four characters and is
separated from the file name by a period.

filter Displays only the files in a folder that
meet certain criteria.

folder A named area on a disk that is used to
store related subfolders and files.

font size The height and width of printed
characters.

format The process of enhancing the
appearance of a document.

graphic A nontext object such as a drawing or
picture.

graphical user interface (GUI) A design that
uses graphical objects called icons, which
represent the items you can select to activate
the feature.

group Reorganizes all the files in a folder by a
common file property into groups.

hierarchy The treelike representation of the
organization of folders on a disk.

home page The opening page of information
displayed in the Help and Support Center
window.

hyperlink An object that provides a connection
to another location on a disk, Web page, or
folder.

icon A small picture that represents an object
on the desktop.

index An index stores information about files,
including the name and properties. The index
is used to make searching faster.

insertion point A solid blinking vertical line
that is displayed in areas where you enter text.
It shows you where the next character you type
will appear.

Instant Search The Instant Search feature
looks for matching text to your search term in
file names, properties, and file content and, as
you type the search term, it filters the view to
display only those items meeting the criteria.

linked object An object that is linked displays
a graphic representation of the object and
stores the location of the object’s source file,
creating a connection between the source and
the destination document.

location The location is any disk drive, folder,
or other place in which you can store files and
folders.

WVG.2 Glossary of Key Terms

main folder The top level of the hierarchy.

maximize To increase a window to its largest
possible size.

menu A method used to tell a program what
you want it to do. When opened, it displays a
list of commands from which you can select.

menu bar A bar that displays the menu names
that can be selected.

minimize To decrease a window to its smallest
possible size.

mouse A handheld hardware device that is
attached to your computer. It controls an arrow,
called a pointer, that appears on your screen.

mouse pointer An arrow-shaped symbol that
appears on your screen if you have a mouse
device installed. It is used to indicate items you
want to select with the mouse. The pointer
may change shape depending on the task being
performed.

move To remove an item from one location and
copy it to another.

multitasking The capability of the operating
system to run multiple applications at the
same time.

object An item in a window or any set of
information created in one application and
inserted or stored in another application.

operating system A collection of programs
that helps the computer manage its resources
and that acts as the interface between the user
and the computer.

pane The division of a window into separate
scrollable areas that can display different
information.

pasted object Pasting inserts the information
you copied from one location to another in the
same document or in another file.

path Chain of folder names that specifies the
location of the folder on the disk. The drive
name is always displayed at the beginning of
the path. The folder names follow the drive and
are separated by \.

pinned items list The upper section of the left
pane of the Start menu is the pinned items list
where the names of programs that are always
available are listed.

placeholder Text that appears in a text box
and whose purpose is to provide directions.
The placeholder is automatically removed as
you enter the information.
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point To move the mouse pointer until the tip of
the pointer rests on the item you want to choose.

points Font size measurement, with each point
about 1/72 inch.

program See application software.

program files Program files contain the
software instructions that are used to run the
program.

properties Settings and attributes associated
with an object on the screen.

restore To return a window to its previous size.

root folder The top-level folder of a storage
location. Also called the main folder.

save Creates a permanent copy of your
onscreen document as an electronically stored
file on a disk.

scroll arrow Arrow in the scroll bar that moves
information in the direction of the arrow,
allowing new information to be displayed in
the space.

scroll bar A window element located on the
right or bottom window border that lets you
display text that is not currently visible in the
window. It contains scroll arrows and a scroll
box.

scroll box A box in the scroll bar that indicates
your relative position within the area of
available information. The box can be moved
to a general location within the area of
information by dragging it up or down the
scroll bar.

secondary folder Folders created within
another folder. Also called subfolders.

select To identify the text you want to work
with by highlighting it.

selection cursor The highlight bar in a menu.

server The application used to create the
source object.

shortcut Provides quick access to the
associated feature.

shortcut menu A menu that appears when you
right-click an item. It displays common
commands associated with the selected item.

sizing handles Eight small dots that are used
to change the size of the drawing area.

source The location that contains the
information you want to cut or copy.

source document The file that supplies the
original object to be copied to another
document.

stack A stack takes all the files in a group and
places them in separate piles. Each stack of
files is hidden behind an icon.

status bar A bar of information displayed at
the bottom of many windows. It advises you of
the status of different program conditions and
features as you use the program.

subfolder A folder that is created under
another folder.

submenu A menu that appears under another
menu with additional options. Also a cascading
menu.

system software A variety of programs that co-
ordinate the operation of the various hardware
components of the computer and oversee the
processing of the application programs and all
input and output of the system.

tags Descriptions that you add to a file’s
properties that help you quickly locate a file
when searching or filtering.

taskbar The bar displayed at the bottom of the
desktop that contains the Start button, buttons
representing active applications, the clock, and
other indicators.

taskbar button A button displayed in the
taskbar that represents a currently open
application or window.

template A template is a file that includes
predefined settings.

text box In a dialog box, an area where you
type information.

text frame When adding text to a graphic, a
box called a text frame is used to contain the
text you type inside it.

thumbnail A small graphic image of an item.

tile A window arrangement that resizes open
windows and arranges them vertically or
horizontally on the desktop.

title bar The top line of a window or dialog
box that displays a name identifying the
contents of the window or dialog box.

toolbar A bar of buttons commonly displayed
below the menu bar. The buttons are shortcuts
for many of the most common menu commands.

toolbox A collection of drawing tools displayed
in a bar in the Paint application window.

tooltip A description that is displayed when
you point to a toolbar or taskbar button.

tree The hierarchical organization of folders
on a disk.

WVG.3
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Undo The process of reversing the last-
performed operation.

user account A user account tells Windows
what files and folders you can access and what
changes you can make to the computer and
stores your personal preferences. User
accounts are accessed with a user name and
password.

warm start Restarting the computer without
turning the power switch off. This initializes
the equipment for use without performing a
memory check.

WVG.4 Glossary of Key Terms

window A rectangular section on the screen
that displays information and other programs.

word wrap Word processing feature that wraps
text to the beginning of a new line when the
end of a line of text reaches the right margin.

workspace The large blank area in the
WordPad or Notepad window where your work
is displayed.
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BJEIENCe ]

([ DataFileList |

Supplied/Used File Created/Saved As

Lab 1

No files No files

ATT folder: River Packing List.txt
ATT Logo.png

ATT Sales.xlsx

ATT Tour Schedule.docx
Elephants.jpg

Hiking.wmf

Income Analysis.xlsx
Lions.jpg
MachuPicchu.docx

New Tours Flyer.docx

New Tours Brochure.docx
New Tours.docx

New Zealand Brochure.docx
Packing List.docx

Rafting List.txt

Safari Tips.docx
Serengeti.jpg

South America Flyer.docx
Tour Letter.docx

Tour Presentations Flyer.docx
Travel Tips.docx

Step-by-Step
1. Calculator.txt

2. Safari Tips Safari Packing Tips.txt

3. wv02_Space Exploration 1900-1950.docx
wv02_Space Exploration 1960-Present.docx
wv02_Space Exploration Pre 1900.docx
wv02_Shuttle.gif
wv02_Moon.gif
wv02_Exploration Expenses.docx

4. wv02_Animal Angels Volunteers.docx
wv02_Business Donations.docx
wv02_Individual Donations.docx
wv02_Foster Volunteers.docx

Reference 1 WVR1.1



Supplied/Used File

Created/Saved As

5. wv02_Computer Competency.txt

On Your Own
1.

2
3
4.
5

Lab 3

Computer Competency.txt

Search Results.txt

Project Folder Structure.txt
Hard Disk.txt

Briefcase and Sync Center.txt

File Encryption.txt

wv03_South America Flyer.rtf

Step-by-Step
1.

2. wv03_Floor Plan.bmp

S

4. wv03_Cafe Flyer.rtf
wv0_Cup.bmp

5. wv03_Turtle.omp

On Your Own
1.

2
3.
4

o

WVR1.2

Reference 1: Data File List

South America Flyer Revised.rtf
Palm Tree.bmp

Selly.rtf
Floor Plan Revised.bmp

Balloons.bmp
Open House.rtf

Café Flyer.rtf
Coffee Cup.bmp

Turtle Revised.bmp
Birthday Party Card.rtf

WordPad Formats.rtf
File Types.rtf
Flowers Logo.rtf

Softball Flyer.rtf
Softball.bmp

Picnic.rtf
Picnic Picture.bmp
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A

Active window, WV1.38

Address bar, WV1.48, WV2.10-WV2.12
Address Book, WV2.40

Airbrush tool, WV3.21-WV3.22

All Programs button, WV1.13

Application software, WV1.4, WVO.1-WVO.2
Applications. See Running applications
Arranging windows, WV1.39-WV1.45
Associated file, WV1.57

Assumptions, WV0.3-WVO0.4

B

Backspace key, WV1.31

Basic input-output system, WVO.1

Before you begin (assumptions), WVO.3-WVO.4
Bitmap, WV3.14

Blank document icon, WV3.15

Bold, WV3.10

Bold/italics, WV3.10

Bootstrap loader, WVO.1

Browse Help feature, WV1.29

Brush tool, WV3.20

C

Calculator, WV2.40

Capacity, WV1.52

Cascade, WV1.39-WV1.41

Cascading menu, WV1.13

Case study for Windows Vista tutorials, WVO.2
Check box, WV1.33

Cleaning up the desktop, WV2.33-WV2.35
Click, WV1.8

Clipboard, WV2.20

Closing a window, WV1.46-WV1.47

Cold start, WV 1.6

Color, WV3.10, WV3.19

Command button, WV1.33

Command summary, WVCS.1-WVCS.4
Commands, WVO.4

Compound document, WV3.24
Compressed files, WVAA.1

Index

Computer window, WV1.48-WV1.50
Copy, WV2.20
to another file, WV3.25-WV3.26
between documents, WV3.24-WV3.31
Paste/Paste Special, WV3.26-WV3.27
selection, WV3.24
Create
blank document icon, WV3.15
custom color, WV3.22-WV3.24
folder, WV2.12-WV2.15
graphic. See Creating a graphic
shortcut, WV3.4-WV3.6
Creating a graphic, WV3.14
Airbrush tool, WV3.21-WV3.22
Brush tool, WV3.20
color, WV3.19
create blank document icon, WV3.15
custom color, WV3.22-WV3.24
Eraser, WV3.20
Paint, WV3.15-WV3.19
Current folder, WV2.8
Custom color, WV3.22-WV3.24
Customize
color, WV3.22-WV3.24
desktop, WVAB.1-WVAB.5
folder, WV2.17-WV2.19
Cut, WV2.20

D

Data file, WV1.47
Delete

file, WV2.35-WV2.36

file property, WV2.25

folder, WV2.16-WV2.17
Delete key, WV1.31
Desktop, WV1.10, WVAB.1
Desktop background, WVAB.1-WVAB.3
Desktop cleanup, WV2.33-WV2.35
Destination, WV2.20
Destination document, WV3.24
Details pane, WV1.50
Diagnostic routines, WVO.1
Dialog box, WV1.33

Index WVIL1



Disk size, WV1.52

Double-click, WV1.8
Downloading, WVAA.1

Drag, WV1.8

Drag and drop, WV2.30-WV2.32
Drawing area, WV3.17

Drawing program, WV3.14
Drop-down list box, WV1.33

E

Edit, WV2.43-WV2.44
embedded object, WV3.28-WV3.31
NotePad document, WV2.43-WV2.44
WordPad document, WV3.7-WV3.9

Edit Colors dialog box, WV3.23

Embedded object, WV3.26

Eraser, WV3.20

Extra large icons, WV1.55

Extracting zipped files, WVAA.3, WVAA 4

F

Favorite Links pane, WV2.42

File, WV1.47, WV2.19-WV2 .40
add file properties, WV2.22-WV2.26
copy using the menu, WV2.21-WV2.22
defined, WV1.5-WV1.47
delete, WV2.35-WV2.36
filter, WV2.27-WV2.30
finding, WV2.37-WV2.40
group, WV2.27-WV2.30
open, WV2.41-WV2.43
Recycle Bin, WV2.36-WV2.37
rename, WV2.34-WV2.35
save, WV2.45-WV2.47
select nonadjacent files, WV2.32-WV2.34
stack, WV2.27-WV2.30

File name, WV2.13

File name extension, WV2.13

File properties, WV2.22-WV2.26

Filter, WV2.27-WV2.30

Finding files, WV2.37-WV2.40

Folder, WV1.48, WV2.4-WV2.19
Address bar, WV2.10-WV2.12
create, WV2.12-WV2.15
customize, WV2.17-WV2.19
delete, WV2.16-WV2.17
Folders list, WV2.5-WV2.10
rename, WV2.15-WV2.16

Folder name, WV2.13

Folder views, WV1.55-WV1.59

Folder windows, WV1.47-WV1.61
changing window layout, WV1.50-WV1.51
Computer window, WV1.48-WV1.50
folder views, WV1.55-WV1.59
navigating, WV1.52-WV1.55
sorting files/folders, WV1.59-WV1.61

WVI.2 Index

Folders list, WV2.5-WV2.10
Font size, WV3.10, WV3.11
Format, WV3.10

G

Gadget, WV1.10, WVAB.3, WVAB.5

Gadget Gallery window, WVAB.5

Graphic, WV3.14. See also Creating a graphic
Graphical user interface (GUI), WV1.5
Group, WV2.27-WV2.30

GUI, WV1.5

H

Help and Support. See Windows Help and Support
Help Settings dialog box, WV1.36

Hibernate, WV1.69

Hierarchy, WV2.6

Home page, WV1.28

Hyperlink, WV1.25

Icon, WV1.10

Index, WV2.37

Insertion point, WV1.9

Instant Search, WV2.37
Instructional conventions, WVO.4
Ttalics, WV3.10

L

Large icons, WV1.55

Layout submenu, WV1.51
Linked object, WV3.26

List box, WV1.33

Location, WV1.48

Lock button, WV1.14, WV1.68
Log Off, WV1.69

M

Main folder, WV2.6
Maximize, WV1.17
Medium icons, WV1.55
Menu bar, WV1.16
Microsoft Excel document, WV1.57
Microsoft Internet Explorer 7, WV2.40
Microsoft Word document, WV1.57
Minimize, WV1.17
Minimizing all open windows, WV1.45-WV1.46
Mouse, WV1.7-WV1.8
Mouse pointer, WV1.7-WV1.8
Move, WV2.20
Moving windows, WV1.17-WV1.22
Multiple tags, WV2.24
Multiple windows
arranging windows, WV1.39-WV1.45
closing a window, WV1.46-WV1.47
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Multiple windows—Cont.
minimizing all open windows, WV1.45-WV1.46
second window, WV1.37-WV1.39

Multitasking, WV1.37

N

Navigation pane, WV1.50

Nonadjacent files, WV2.32-WV2.34

Notepad, WV2.40
editing a document, WV2.43-WV2.44
opening a file, WV2.41-WV2.43
starting, WV2.40-WV2.41

0

Object, WV1.10
Online Help, WV1.36
Open
associated program, WV3.7
file, WV2.41-WV2.43, WV3.6-WV3.7
Open dialog box, WV2.42
Operating system, WV1.5, WVO.1
Optical mouse, WV1.7
Option button, WV1.33
Options menu, WV1.34-V1.37

P

Page, WV1.25
Paint, WV2.40, WV3.15-WV3.19
Paint graphic, WV1.57
Pane, WV1.13, WV1.50
Password, WV1.9
Paste, WV2.20, WV3.26
Paste Special, WV3.26
Paste Special dialog box, WV3.27
Pasted object, WV3.26
Path, WV1.53, WV2.8
Picture
Pictures folder, WV1.61
slide show, WV1.62-WV1.63
Windows Photo Gallery, WV1.63-WV1.67
Pictures folder, WV1.61
Pinned items list, WV1.13
Placeholder, WV2.23
Plain text document, WV1.57
Point, WV1.8, WV3.10, WV3.11
Power button, WV1.14, WV1.168
Preliminary assumptions, WV0.3-WVO0.4
Preview, WV3.31
Preview pane, WV1.50
Print
document, WV2.44-WV2.45
Help topic, WV1.32-WV1.34
Print Preview window, from, WV3.32
range options, WV1.34
Print dialog box, WV1.33
Print Preview feature, WV3.31-WV3.32

Print Preview window, WV3.32
Program, WV1.5

Program file, WV1.47
Program Files folder, WV2.7
Properties, WV1.10

Q

Quick Launch toolbar, WV1.11

R

Recycle Bin, WV2.36-WV2.37

Rename
file, WV2.34-WV2.35
folder, WV2.15-WV2.16

Restart, WV1.69

Restore, WV1.17

Rich Text document, WV1.57

Right-click, WV1.8

Right-drag method, WV2.31

Root folder, WV2.6

Running applications
applications, listed, WV2.40
editing a document, WV2.43-WV2.44
opening a file, WV2.41-WV2.43
printing a document, WV2.44-WV2 .45
starting Notepad, WV2.40-WV2 .41

S

Sample Pictures folder, WV1.62
Save, WV2.45-WV2.47, WV3.33
Save As dialog box, WV2.46
Save document to desktop, WV3.13-WV3.14
Scroll arrow, WV1.22
Scroll bar, WV1.22
Scroll box, WV1.22
Scrolling, WV1.22-WV1.24
Search

files, WV2.37-WV2.40

Help, WV1.30-WV1.32
Search folder, WV2.38, WV2.39
Search pane, WV1.50
Second window, WV1.37-WV1.39
Secondary folder, WV2.6
Select, WV1.31, WV3.8
Selection cursor, WV1.13
Server, WV3.24
Shortcut, WV1.11, WV3.4-WV3.6
Shortcut menu, WV1.41
Show Desktop button, WV1.11
Shut Down, WV1.69
Shut Down button, WV1.68
Shutting down Windows Vista, WV1.67-WV1.69
Side-by-side, WV1.40
Sidebar, WV1.10, WVAB.3-WVAB.7
Sizing handles, WV3.17
Sizing windows, WV1.17-WV1.22
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Sleep, WV1.69

Slide show, WV1.62-WV1.63
Small icons, WV1.55

Software, WVO.1

Sort, WV1.59-WV1.61

Source, WV2.20

Source document, WV3.24

Stack, WV2.27-WV2.30

Stacked, WV1.40

Start button, WV1.11, WV1.12
Start menu, WV1.12-WV1.16
Starting Notepad, WV2.40-WV2.41
Starting Windows Vista, WV1.4-WV1.7
Status bar, WV3.17

Subfolder, WV1.48, WV2.6

Switch User, WV1.69

System software, WVO.1

T

Tag, WV1.66, WV2.24

Task Scheduler, WV2.40
Taskbar, WV1.11

Taskbar buttons, WV1.11, WV1.22
Template, WV2.18

Text box, WV1.9

Text frame, WV3.29

Thumbnail, WV1.57

Tile, WV1.39, WV1.41

Title bar, WV1.16

Toolbar, WV1.16

Toolbox, WV3.17

Tooltip, WV1.11

Tree, WV2.6

Turning on the computer, WV1.6

U

Underline, WV3.10
Undo, WV1.42
User account, WV1.6, WV1.9

)
Versions of Windows Vista, WV1.5

Wvi.4 Index

W

Warm start, WV1.69
Weather dialog box, WVAB.6
Wheeled mouse, WV1.7
Window
active, WV1.38
closing, WV1.46
defined, WV1.16
folder. See Folder windows
moving, WV1.17-WV1.22
multiple. See Multiple windows
scrolling, WV1.22-WV1.24
sizing, WV1.17-WV1.22
Window borders, WV1.19
Window corner, WV1.20
Window layout, WV1.50-WV1.51
Windows Aero, WV1.5
Windows Help and Support, WV1.24
Browse Help feature, WV1.29
navigating, WV1.28-WV1.30
Options menu, WV1.34-WV1.37
printing a Help topic, WV1.32-WV1.34
searching Help, WV1.30-WV1.32
starting, WV1.15-WV1.16
Windows Mall, WV2.40
Windows Media Player 11, WV2.40
Windows Movie Maker, WV2.40
Windows Photo Gallery, WV1.63-WV1.67, WV2.40
Windows Sidebar, WV1.10, WVAB.3-WVAB.7
Windows Vista, WV1.5, WVO.2
Word wrap, WV3.8
WordPad, WV2.40
edit the document, WV3.7-WV3.9
format text, WV3.9-WV3.12
save document to desktop, WV3.13-WV3.14
Workspace, WV2.41

Z
Zip file, WVAA.1, WVAA.3, WVAA 4
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