Contents at a Glance

FOrOWOrd ...........cceaaaeiaaaaaaaannneeaaaaaaannnneeeasaaaannaneeessasannnnneeessann XV
JOEEOAUCHION...........eeneeacaeaaeeeeaaecnnaaneaneennaaneeeenneensansecneensennens ]
Part I: Buying and Getting Started with Your Computer .............. 5
Chapter 1: Buying @ COMPULET ........ccuiiiiiiiiiiiiieiiieciee sttt 7
Chapter 2: Setting Up YOUT COMPULET ......ooouieiiiieiiiieiisiiieeieesieeiee e esiee e 25
Chapter 3: Getting around the Windows Desktop...........ccccoeeeviiiviiieniiieniieee. 47
Chapter 4: Customizing WindOWS...........c.oociiiiiiriiieeiiecie e 73
Chapter 5: Working with Files and Folders..............ccccoooiniiniiiiiiiiiiices 99
Chapter 6: Working with Printers, Scanners, and Fax Machines....................... 125
Chapter 7: Getting Help .......cccoiiiiiiiiiiii e 149
Part 1I: Having Fun and Getting Things Done with Software ....167
Chapter 8: Creating Documents with Works Word Processor........................... 169
Chapter 9: Work with Numbers and Finances...............cccccooviiviiiieiiiccieec. 187
Chapter 10: Get the Most from Movies and Digital Photos ................c.coc...... 205
Chapter 11: LiStening tO MUSIC .......ceouiiiiiiiieiiiecie et 227
Chapter 12: Playing Games in Windows Vista ............cccoecveeeiiiiiiiieeniic e 243
Part I11: Exploring the Internet................cccoeeceeccreeieeececacenans 257
Chapter 13: Understanding Internet Basics ...........cccocvveeiiiieeiiiiiiiieeiie e 259
Chapter 14: Browsing the Web with Internet Explorer ............ccccoccovoiniinnnn, 277
Chapter 15: Keeping in Touch with E-Mail.............cccoooiiiiini, 299
Chapter 16: Connecting with People Online..............ccccoiiiiiiiiiiinii 331
Part 1U: Taking Care of Your Computer............ccceceeeeaceeeaeenns 345
Chapter 17: Protecting WindOWS ...........coocuiiiiiiiieriieeiiie et 347
Chapter 18: Maintaining WIindOWS ............cccooieiiiiriieiieeieeeie e 363

) S 375






Table of Contents

FOTOWOId ............cncnaaaaannnnneieeeeeaaaeaaaaaaannnnnsaseeeeeessasaaeaaaaannnnnnans xv
INHOAUCHON ....ceeeeeeeeeeereeeerneeereeenaeeeraeeesseeesseeesseeesssessssessssesssesessasesanes 1
ADbOUL This BOOK.......oiiiiiiiiiiiiiie e 1
Foolish ASSUMPTIONS ........cooviiiiiiiiiiiiceiee e 1
Why You Need This BOOK.........ccccoeviiiiiiiiiiiiiieccce 2
Conventions Used in This Book.............ccoccciiiiiiiiiii, 2
How This Book Is Organized.............ccccoeiiieiiiiiiiiieieceee e 3

Gt GOINEG! ..ot e et e e e e 4
Part I: Buying and Getting Started with Your Computer .............. 5
Chapter 1: Buying @ COMPULEN ........ccceeeeeereecreecrneesaeesaeeseesnsensesasenees 7
Understand All You Can Do with Computers .............cccccoevvereeiireenncnnn. 8
Understand Hardware and Software ..............c..ccccooeviiiiiiiiiicciccce, 11
Explore Types of COMPULETS .........cceevieriiiieriieieeie e 13
Choose a Version of Windows .............ccoooiiiiiiiiiiiiiciecceece e, 15
Choose a Price RANGe...........cccuviiiiiiiiiiiieciieecie e 16
Select @ MONILOT ......oiiiiiieiii e e 18
Choose an Optical DIIVe ............coooviiiiiiiieiie e, 20
Understand Processor Speed and MemoTy...........ccccooeevveiienienieneennene. 20
Determine How You'll Connect to the Internet.................cc.cecvveevnnnen. 21
Buy a Customized COMPULET ..........ccoiuiiiiieiiieie et 23
Chapter 2: Setting Up Your Computer........c.ccceeereerreecrnccsnecsaeesaescsnenns 25
Connect the Monitor, Keyboard, and Mouse...............ccccccoeviiiiinnnnnnne, 26
Understand Accounts and Passwords .............cccceeviieiiieeeiieeciieeeieee, 27
Turn On Your Computer and Log On to Windows...........c.ccceeeueenenne. 28
USE the MOUSE ........viieiiiieiieecie et 29
Customize the Mouse Settings.............ccceevuireiiiieniiieeiee e 31

Set Up a Windows Password .............occvieviiieiiiiiiiiiieeiieeiee e 33



viii

Set Up Additional User ACCOUNTS...........cccuvreeiiieeiiiieeiiie e 35

SWitch USer ACCOUNLS .........oeiiiiiiieiiieiie et 37
Change Your User Account Picture .............cccceeeviieeniieeniieeniieeeieeeeeee 39
Set the Date and Time..........cooceeiieiiiiiiiii e 39
Set the Screen Size (ReSOIUtION) .......cccooviiiiiiiiiiiiiieeec e 41
Set Up Your Keyboard...........ccooiieiiiiiiiiice e 43
Turn Off YOUr COMPULET .......ccuviiviiiiiiciii e 45
Chapter 3: Getting around the Windows Desktop........cccccceeeueecercnnene 47
Understand the DesKtOP..........cccveviiiiiiiiiiiiect e 48
Work with the Start Menu ..........ccoocoeiiiiiiiiii 50
Customize the Quick Launch Bar..........cccccccocoiiiiiiie 52
Arrange Icons on the DesKtop..........ccoooiiiiiiiiiiiie 54
Empty the Recycle Bin.........occcooiiiiiiiiii e 56
Set Up Windows Sidebar .............cccoioviiiiiiiiiiii e, 58
Find a File with Windows EXplorer............cccoooiiiiiiiiiiiiieicciieeee 60
Create a Shortcut to a File or Folder...........c.ccoooiiiiininii 62
Start @ PrOgraml.......cooiiiiiiiiiiiii e 64
Switch between Programs...........ccocoeiiiiiiiiiieiiiee e 66
Resize @ WINAOW ......oooiiiiiiiiiiie e 68
CloSe @ PrOGIaAM .....cooviiiiiiiieciieeciee e 69
Chapter 4: Customizing Windows.........cccceeceereeneesrercsnncsneesaeesaessnnns 73
The Many Ways to Customize Windows ...........c.ccoeceeviiriiiiienieniennn 74
Change the Desktop Background............c.ccooceeviiiiiiiiiiiniiccee, 76
Choose a Desktop Theme ............cccccccviieiiiiiiiiieeieeeee e 79
Set Up a Screen Saver ...........coooiiiiiiiiiiiiiiiiiiee e 81
Modify How Your Keyboard WOTKS ...........cccoooviiiiiiiiiiiiieiceiieeee 82
Use the On-Screen Keyboard.............cccoooiiiiiiiiiiiiii e, 85
Change Mouse Behavior .........ccccooiiiiiiiiiiiiie, 87
Optimize the Screen for Maximum Visibility ............ccccoooovviniiiniennnne. 89
Replace Sounds with Visual Cues.............cccceeeviiiiiciiiiniiieciee e 91
Set Up Speech RecOGNItioN ...........ccccooviiiiiiiiiiiiiiiieeieee e 93
Uninstall an Application ..........ccoociiiiiiiiiiiiccie e 96



Chapter 5: Working with Files and Folders ...........cccccevervureervurcennene. 99

Understand How Windows Organizes Data............c.cccceeevvveriienieennnnn 100
Find and Open Files and Folders with Windows Explorer.................. 102
Choose a File or Folder View..............cccooiiiiiiiiiiii e 104
Launch a Recently Used File............cccooiiiiiiiiiieeee 106
Create a New Folder............coooviiiiiiiiiieece e 108
Rename a File or Folder ..............c..ccooiiiiiiiiii e, 109
Search fora File..........ooooiiiiiiiiii e 110
Add a File or Folder to Your Favorites List...............ccccccovvviiiiiiiennennne, 112
Copy a File or Folder...........occoooiiiiiiii e 114
Move a File or Folder.............ccooiiiiii e 116
Create a Compressed File or Folder ..............cccooviiiiiiiiiiiiiie 118
Delete a File or Folder..............cccoooooiiiiiiiiicceeeee e 120
Store Copies of Files and Folders for Safekeeping.................c.ccceo..... 121
Back Up Files to a Writable CD or DVD ........cc..ccoovviiviiiiiiiiieeiee 122
Chapter 6: Working with Printers, Scanners, and Fax Machines........ 125
Install @ PriNter.......cc.oooiiiiiiii e 126
Set Printer Preferences ..............ooovvvivviiiiiiieeeieeeeee e 129
Print @ File .......oooooiiiii e 132
View Currently Installed Printers .............cccocceeviiiniiiiiieiiienie e 134
Make a Printer the Default ..............cc..ooooiiiiiiiiic e, 136
ReMOVE @ PIINTOT .......oiiiiiiiiiiiiiiiiiee e 138
Install @ Scanner............coooiiiiiii e 139
Modify Scanner Settings............ccoevvieriieiiieiiiieeie e 141
SEEUP @ FAX.oiiiiiiiiiiiiiiiiiii e 143
SN @ FAX...oiiiiiiiiie e 145
Chapter 7: Getting Help .......ccceeeueereeeeerercrennnecseecncesneceesaseseesassnesnees 149
Explore the Help Table of Contents..............cccccoovvieviiiiiiniiiiieeieee 150
Search Help ...ooooiiiiiiice e 153

Get Help in Windows Communities ...............ccceeoevvereiiieeeiee e 155



Access the Windows Help and How To Page ..........ccccovieeiiiiinnnnnnne. 158

Connect to Remote ASSISTANCE .........ceeriiiiiiiiieiiiie et 160

Get Help from the Windows Vista Solution Center ............................ 164
Part 1I: Having Fun and Getting Things Done with Software ....167
Chapter 8: Creating Documents with Works Word Processor ............. 169
Open a New Document and Enter and Edit Text ................cccccevnn.. 170
Save @ DOCUMENT .....ouiiiiiiiiiiiie e 171
Open an Existing Document.............ccocveeiiiiiiiiiiiiniie e 172
Cut, Copy, and Paste TeXt ..........cccerririiiieiiieie et 173
FOrmat TeXt......ooouiiiiiiiiiiiii e 174
Insert @ Table ........cooiiiiiiiiiei e 177
Add GraphiCS.......ooooviiiiiiice e 179
RESIZE ODJOCES.....oiiiiiiiiiiiieciie e 180
Check Spelling........cooiiiiiiie e 182
Change Page Setup .......c.ooooieiiiiiiiee e 183
Print @ DOCUIMENT. .......ooiiiiiiiiiiiiiiccie e 185
Chapter 9: Work with Numbers and Finances...........ccccceeeueerneecueennens 187
Explore the Structure of a Spreadsheet...................c.coooooviiiiiiii, 188
Open Works Spreadsheet and Enter Text..............cccccooeviiviiieicnieeennn.. 189
Format NUMDETS. ........ccooiiiiiiii e 191
Apply AutoFormats to Cells ..........cccooviiiiiiiiiiiie 192
Perform Simple Calculations .............ccceeviiiiiiiiiiiiicce e 193
Complete a Series with Fill.................ooooiiiiiiiiii e 195
INSeIt @ CRATT. ..o 197

Get Advice about Finances Online .............cocccooiiiiiiiiiiiniiieiee 199
Bank Online.........cooooiiiiii e 201
INVeSt ONIINE ........oiiiiiii e 202
Chapter 10: Get the Most from Movies and Digital Photos ................ 205
Work with Media Software ..............cccooveviiiiiiiciiceee 206
Play Movies with Windows Media Player.............ccccccoooiiiiiiiiniienn, 209
Upload Photos from Your Digital Camera............ccccooveevienienieieenee. 212



View a Digital Image in Windows Photo Gallery.................ccoccoee. 212

Add @aTag to @ PhotO .......ooiii e 215
Organize Photos by Date..........cccvieeiiiiiiiiiieiiiecie e 216
Play @ Slide SRHOW ......ccoiiiiiiiiice e 219

FIX @ PROTO ..ot 221
Burn Photos to @ CD or DVD........oooiiiiiiiiiiicee e 224
Chapter 11: Listening 10 MUSIC ....ccccceveeereeereeerneereenseecseecseeesaeesaeecnens 227
Set UP SPeaKeTS ......cccuiiiiiiiiiiiieeiee et 228
Control the System Volume..............cccoocieviiiiiiiiieeiieceee e 230
Add (Rip) a CD/DVD to Media Player............ccccccevieniiniiniiieiieee 231
Play Music in Media Player .............cccooouiiiiiiiiiiieiee e 233
Create a Windows Media Player Playlist .............cocccooiiiiiiiniiiinee 235
Create (Burn) a Music CD/DVD ........cooiiiiiiiiieieieeee e 237
Buy Music Online ..........cccoooviiiiiiiiiiiiii e 238
Play Online Radio Stations..............cccveviiiiiienieeiiecieecee e 240
Chapter 12: Playing Games in Windows Vista.........cccceeversurerersunenenes 243
Play SOLItAITe. ... .eeiiieiii e 244
Play FreeCell ... 246
Play MiNeSWEePeT........ccoiuiiiiiiiieiiieeciie ettt 248
Play HEATES .....oooiiiiiiieiieeiee ettt et 250
Play Chess TIitans.........coouiiiiieiiieiie ettt 252
Play Online Games ...........cccoeiiiiiiiieiieiiieeie et 254
Part I11: Exploring the Internet..............cccccceeceecereeieecareasenans 257
Chapter 13: Understanding Internet Basics .........cccecceveereesvesersurcnsnnes 259
Understand What the Internet Is ............occooiiiiiiiiiiiee 260
Explore Different Types of Internet Connections..............ccccceevenneene. 262

Set Up Your Internet CONNECHION ........ceevviiiieeiiiiiieeiiiieeeeiieee e 264
Navigate the Web ..........cccoooiiiiiii e 266

Use Tabs in BIOWSETS..........ccuiiiiiiiieeii et 269

Set Up @ HOme Page ........occooiiiiiiiiiiiiccece e 270

Stay Safe ONlINe ........ccooiiiiiiiiiice e 272



Chapter 14: Browsing the Web with Internet Explorer....................... 277

Search the Web .........oooiiiiiii e, 279
Find Content on a Web Page............cccccoiiiiiiiiiiiiie e 280
Add a Web Site to FAVOTItes ..........ccceeiuiiiiieiiieiieeie e 282
O1ganize FAVOTILES. .....cciuiiiiiiiiieiiii et 284
View Your Browsing HiStOTY .......ccooouiiiiiiiiniiiiiiiiiiiiieicceee e 285
Customize the Internet Explorer Toolbar...............ccccooooiiiiiiinnn. 287
Download Files ..........cooiiiiiiiiiiiii i 289
Print @ Web Page ..........ooouiiiiiiiiceee e 290
Play @ POACAST .....ooiiieiieeiiece et 291
Change Privacy Settings .........cceeriiiriieeiieiieeeie et eee e 293
Enable the Content AdViSOT ..........cccceiiiiiiiiieee e 295
Chapter 15: Keeping in Touch with E-Mail .........ccccceeeurevireurcnvrnuennns 299
Set Up An Internet-Based E-Mail Account...............cccveeevviiivininennnnnnn, 300
Set Up Your E-Mail Account on Windows Mail ...............cccoeeiiiennnn. 302
Get to Know Windows Mail ...........occoiiiiiiii e 304
Open Windows Mail and Your InboX..........cccceeviiiiiiiiiniiieiiiceci, 305
Manage E-Mail ACCOUNLS .........c.oooviiieiiiieiiii e 306
Create and Send E-Mail ..........cccooiiiiiiiii 307
Send an Attachment...........ccoooviiiiiiiiii e 311
REAA @ MESSAZE ....nieeeiieeiieie et e 312
Reply t0 @ MESSAGE........ooeiiiiiiiiiiee e 314
Forward E-Mail ... 315
Create and Add a Signature ............cccceeeviiieriiiieniieeeee e 316
Format E-Mail MeSSages...........cccoovviiiiiiiiieiiieciieie e 318
Add Contacts to the Address BOOK ...........ccceviiiiiiiiniiniiiciccc 320
Customize the Windows Mail Layout.............cccccoeviiiiiiiiiininiieee, 323
Create Message FOlders ...........ccooiiiiiiiiiiii e 325
Organize Messages in Folders ............occoiiiiiiiiiiii e 326
Create Mail Rules ... 328

Xii



Chapter 16: Connecting with People Online...........cccccvvereurcirnuenncn. 331

Understand Instant MeSSaging............cocveevieriienieiiiesiiesie e 332

Use @ WEDCAIM ...ttt 334
Make VOIP Phone Calls .........ccccoiiiiiiii e, 336
Participate in Discussion Boards and Chat .............cc.cccoeeiiniiiiinnnnn. 337
Understand BlOES .........coouiiiiiiiiiiiiceeeece e 339
Explore Virtual Worlds ............ccooiiiiiiii e 341
Find People with Common Interests...............ccceeevvereeiieeniiieereeee. 342
Part 1U: Taking Care of Your Computer............cccceeeeueeiaeeeaneens 345
Chapter 17: Protecting Windows..........cccceeeveeeveeeneeneecseecseecseeesaeennees 347
Understand Computer SeCUTILY.........cc.eevviieiiiiieiiiieeiee e 348
Understand Windows Update Options ...........ccccccveevieviienieeiieeneeen. 351
Run Windows Update.............ccoouviiiiiiiiiiiiieciiccciee e 353
Enable the Windows Firewall.............cccccooiiiiiiiiii 355
Run a Windows Defender Scan ............ccocceevievieiiiieiieciecie e, 357

Set Up Windows Defender to Run Automatically ............c...cccceenee. 359
Chapter 18: Maintaining Windows........c.ccceereereereecseecsnecsncesaeecnens 363
Defragment a Hard DIive ...........ccooovieiiieiiiiiiiecicecee e 364
Free Up Disk SPACe ......oocuiiiiiiiiiee e 366
Delete Cookies Using Internet Explorer............cccocceviiiiiiiniiiiiniee 368

Set a Reminder for Maintenance Tasks ...........ccccccovvievieniiiiiiieiiee 370
L 375

Xiii






Foreword

The first time I heard the term “computer crash,” I started worrying
about the challenge of mastering these machines. Frankly I had all the
gear but little or no idea on how to even get started. With no accelerator,
no brake, not even a steering wheel, how was I going to control and do
something useful with this computer?

It doesn't have to be that way as long as you have the proper instruction.
Get your first computer driving lessons from Computers For Seniors For
Dummies. The For Dummies team is known for making even the most
difficult subjects easy — and fun — to master. In this book, you find the
ideal road map for finding your way around a personal computer, your
PC (learnt something new already!) for the first time.

Using Computers For Seniors For Dummies, you discover how to set up
and fine tune your PC. You find out how to use Windows Vista — the
petrol for your machine. Then the fun really begins! You can surf the
vast world of the Internet to do anything from catching up on the

latest news to finding out about a new hobby. (Be sure to visit me at
www.stirlingmoss.com!) You can put your photos on the computer
and share them with friends and family. You can play games. You can
play music. You can shop for anything and everything under the sun.
You can send greetings and gifts and join in online discussions. You can
plan your vacations and print maps to your destination so you can get
there without a wrong turn! And if you run into trouble, Computers For
Seniors For Dummies has a repair shop — a section on working out and
fixing the problem.

Computers open up a great world of possibilities. You should be a part
of it. With Computers For Seniors For Dummies, you have the power to
participate in that world.



If I can learn to drive a computer, although I still have my “L” plates on,
so can you! Lose your fear and take control of your new machine with
Computers For Seniors For Dummies — the book that is easy and fun to
use and prepared especially for you.

Sir Stirling Moss,
Legendary British Racing Driver

www.stirlingmoss.com
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