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				Introduction

				Welcome to Windows 7 For Dummies, the world’s best-selling book about Windows 7!

				This book’s popularity probably boils down to this simple fact: Some people want to be Windows whizzes. They love interacting with dialog boxes. Some randomly press keys in the hope of discovering hidden, undocumented features. A few memorize long strings of computer commands while washing their hair.

				And you? Well, you’re no dummy, that’s for sure. But when it comes to Windows and computers, the fascination just isn’t there. You want to get your work done, stop, and move on to something more important. You have no intention of changing, and there’s nothing wrong with that.

				That’s where this book comes in handy. Instead of making you a whiz at Windows, it merely dishes out chunks of useful computing information when you need them. Instead of becoming a Windows 7 expert, you’ll know just enough to get by quickly, cleanly, and with a minimum of pain so that you can move on to the more pleasant things in life.

				About This Book

				Don’t try to read this book in one sitting; there’s no need. Instead, treat this book like a dictionary or an encyclopedia. Turn to the page with the information you need and say, “Ah, so that’s what they’re talking about.” Then put down the book and move on.

				Don’t bother trying to memorize all the Windows 7 jargon, such as Select the Menu Item from the Drop-Down List Box. Leave that stuff for the computer enthusiasts.

				Instead of fancy computer jargon, this book covers subjects like these, all discussed in plain English:

				[image: check.jpg] Keeping your computer safe and secure

				[image: check.jpg] Finding, starting, and closing programs

				[image: check.jpg] Locating the file you saved or downloaded yesterday

				[image: check.jpg] Setting up a computer for the whole family to use

				[image: check.jpg] Modifying the appearance of Windows 7

				[image: check.jpg] Fixing Windows 7 when it’s misbehaving

				There’s nothing to memorize and nothing to learn. Just turn to the right page, read the brief explanation, and get back to work. Unlike other books, this one enables you to bypass the technical hoopla and still get your work done.

				And What about You?

				Chances are good that you already own Windows 7 or are thinking about upgrading. You know what you want to do with your computer. The problem lies in making the computer do what you want it to do. You’ve gotten by one way or another, perhaps with the help of a computer guru — either a friend at the office, somebody down the street, or your fourth-grader.

				But when your computer guru isn’t around, this book can be a substitute during your times of need. (Keep a doughnut nearby in case you need a quick bribe.)

				Icons Used in This Book

				It just takes a glance at Windows 7 to notice its icons, which are little push-button pictures for starting various programs. The icons in this book fit right in. They’re even a little easier to figure out.

				[image: technicalstuff.eps]Watch out! This signpost warns you that pointless technical information is coming around the bend. Swerve away from this icon to stay safe from awful technical drivel.

				[image: Tip.eps]This icon alerts you about juicy information that makes computing easier: a tried-and-true method for keeping the cat from sleeping on top of the monitor, for example.

				[image: remember.eps]Don’t forget to remember these important points. (Or at least dog-ear the pages so that you can look them up again a few days later.)

				[image: warning_bomb.eps]The computer won’t explode while you’re performing the delicate operations associated with this icon. Still, wearing gloves and proceeding with caution is a good idea.

				[image: newinwindows7.eps]Are you moving to Windows 7 from Windows Vista? This icon alerts you to areas where 7 works significantly differently from its predecessor.

				[image: xp.eps]More than a few folks skipped Windows Vista altogether. If you’re a Vista skipper, this XP icon alerts you to the many places where Windows 7 works significantly differently from Windows XP. (Keep an eye out for the New in Windows 7 icon, too, because you’ve missed quite a few changes.)

				Where to Go from Here

				Now, you’re ready for action. Give the pages a quick flip and scan a section or two that you know you’ll need later. Please remember, this is your book — your weapon against the computer nerds who’ve inflicted this whole complicated computer concept on you. Please circle any paragraphs you find useful, highlight key concepts, add your own sticky notes, and doodle in the margins next to the complicated stuff.

				[image: remember.eps]The more you mark up your book, the easier it will be for you to find all the good stuff again.

				Please note that some special symbols used in this eBook may not display properly on all eReader devices. If you have trouble determining any symbol, please call Wiley Product Technical Support at 800-762-2974. Outside of the United States, please call 317-572-3993.  You can also contact Wiley Product Technical Support at www.wiley.com/techsupport.

			

		

	
		
			
				Part I

				What Is Windows 7?

				In This Part

				[image: arrow] Getting to know Windows 7

				[image: arrow] Discovering the new features in Windows 7

				[image: arrow] Understanding how Windows 7 affects your old programs

				[image: arrow] Figuring out whether your PC is powerful enough to run Windows 7

				[image: arrow] Knowing which version of Windows 7 you need

				Chances are good that you’ve heard about Windows: the boxes and windows and mouse pointer that greet you whenever you turn on your computer. In fact, millions of people all over the world are puzzling over it as you read this book. Almost every new computer sold today comes with a copy of Windows preinstalled — cheerfully greeting you when first turned on.

				This part helps you understand why Windows lives inside your computer and introduces Microsoft’s latest Windows version, called Windows 7. I explain how Windows 7 differs from previous Windows versions, whether you should upgrade to Windows 7, and how well your faithful old PC will weather the upgrade.

				Why Are You Using Windows 7?

				Created and sold by a company called Microsoft, Windows isn’t like your usual software that lets you write term papers or send angry e-mails to mail-order companies. No, Windows is an operating system, meaning it controls the way you work with your computer. It’s been around for more than 20 years, and the latest whiz-bang version is called Windows 7, shown in Figure 1-1.

				[image: 9780470940419-fg0101.tif]

				Figure 1-1: Windows 7 comes installed on most new PCs.

				Windows gets its name from all the cute little windows it places on your monitor. Each window shows information, such as a picture, a program that you’re running, or a baffling technical reprimand. You can put several windows on-screen at the same time and jump from window to window. You can also enlarge a window to fill the entire screen.

				Like the mother with the whistle in the lunch court, Windows controls every window and each part of your computer. When you turn on your computer, Windows jumps onto the screen and supervises any running programs. Throughout all this action, Windows keeps things running smoothly, even if the programs start throwing food at each other.

				In addition to controlling your computer and bossing around your programs, Windows 7 comes with a bunch of free programs. Although your computer can run without these programs, they’re nice to have. These programs let you do different things, like write and print letters, browse the Internet, play music, and even create a slide show from your vacation photos and burn it to a DVD — automatically.

				And why are you using Windows 7? If you’re like most people, you didn’t have much choice. Nearly every computer sold since October 22, 2009, comes with Windows 7 preinstalled.

				[image: check.jpg] Microsoft took pains (and several years of work) to make Windows 7 the most secure version of Windows yet.

				[image: check.jpg] Windows makes it easy for several people to share a single computer. Each person receives his or her own user account. When users click their name at the Windows opening screen, they see their own work — just the way they left it.

				[image: check.jpg] Windows includes a new backup program that makes it easier to do what you should have been doing all along: Make copies of your important files every night.

				[image: newinwindows7.eps]The powerful new search program and library system in Windows 7 mean that you can forget about where you’ve stored your files. To find a missing file, just click the Start menu and type what that file contained: a few words in a document, the name of the band singing the song, or even the year your favorite jazz albums were released.

				Should I Bother Switching to Windows 7?

				Microsoft hopes everybody will immediately switch to Windows 7. Because people buying new PCs automatically already receive Windows 7 preinstalled on their PC, Microsoft is targeting two other groups: people using Windows XP and people using Windows Vista.

				Why Vista owners will like Windows 7

				Vista owners will rejoice at Windows 7, with many folks calling the new operating system “What Windows Vista should have been.” Windows 7 certainly isn’t perfect, but it’s a welcome relief for Windows Vista owners. Here’s why:

				[image: check.jpg] Easy upgrade path: You can upgrade to Windows 7 simply by slipping in a Windows 7 Upgrade DVD. Your programs, printer, and nearly everything else that worked with Vista work fine with Windows 7. Windows XP owners face a dirty chore: They must erase their hard drives and install Windows 7 from scratch.

				[image: check.jpg] No more nag screens: Easily the most loudly cursed feature of Windows Vista, User Account Control (UAC) perpetually popped up messages asking if you’re sure you want to do something. Windows 7 comes with an adjustable, toned-down version that merely warns you if something drastic might happen.

				[image: check.jpg] Streamlined controls: Vista demanded many key-strokes and clicks to accomplish what Windows 7 does in a few. Windows 7’s single-click Shut Down key does what most folks want: Saves work, closes programs, and turns off the PC.

				[image: check.jpg] Better backup: In an effort to simplify backing up your PC, Vista made backup copies of everything, even if you wanted to back up only a few files or folders. Windows 7, by contrast, also offers an option for backing up only a few things.

				[image: check.jpg] Runs better on laptops: Vista’s sloth-like performance upset many laptop owners. Many new netbooks — ultralight laptops built for on-the-road Internet access and word processing — couldn’t even run Vista, forcing Microsoft to extend the Windows XP expiration deadline twice.

				Why Windows XP owners should switch to Windows 7

				Microsoft releases a new version of Windows every few years. If you bought your PC between 2001 and 2006, you’ve probably grown accustomed to the mechanics of Windows XP. That leaves the nagging question, why bother upgrading to Windows 7 when Windows XP works just fine?

				Actually, if Windows XP is running just fine, you may not need Windows 7. But because your PC could be almost six years old — an antique in the tech world — Microsoft hopes the following improvements in Windows 7 will push your hand toward your credit card:

				[image: check.jpg] DVD burning: More than five years after DVD burners hit the market, Windows can finally take advantage of them without third-party software. The Windows 7 DVD Maker program gathers your vacation photos and burns a slick slide show onto a DVD, ready for passing out to every yoga retreat attendee.

				[image: check.jpg] Easier file searches: In Windows XP, searching for a filename on a crowded hard drive can take several minutes, and if you’re searching files for a particular word or phrase, you’re in for a long weekend. Windows 7, by contrast, spends its idle time fine-tuning an index of every word on your hard drive. Type a word from a file’s name or contents into the Start menu’s Search box, and Windows 7 quickly finds the goods.

				[image: check.jpg] New Internet Explorer: Windows 7’s new Internet Explorer 8 lets you surf the Web more easily and securely. And it still has the old standbys — tabbed browsing, RSS feeds, and a filter alerting you to potential fraudulent Web sites.

				[image: check.jpg] Media Center: This entertainment center not only plays DVDs and music but also lets you watch TV on your PC and, with the right equipment (recording TV shows requires a PC with a TV Tuner), even record shows onto your hard drive for later viewing.

				[image: check.jpg] Taskbar: Microsoft spent some time building on Vista’s three-dimensional look. The new taskbar in Windows 7 adds pop-up thumbnails, shown in Figure 1-2, that help you find a lost window. Or, right-click a taskbar icon to see more information about it.

				[image: 9780470940419-fg0102.tif]

				Figure 1-2: The Windows 7 taskbar offers pop-up previews.

				Can My PC Still Run Windows 7?

				If your PC already runs Windows Vista, it will probably run Windows 7. In fact, Windows 7 runs better on some PCs, mostly laptops, than Windows Vista does.

				[image: xp.eps]If your PC already runs Windows XP well, it will probably run Windows 7, but perhaps not at its best. Upgrading your PC with a few things will help Windows 7 run better. Here’s the shopping list:

				[image: check.jpg] Video: Windows 7 requires powerful graphics for its fanciest 3-D features. But if your PC’s video lacks the muscle and you can’t upgrade, Windows 7 simply lets your PC run without the 3-D views.

				[image: check.jpg] Memory: Windows 7 loves memory. For best results, your PC should have 1GB (gigabyte) of memory or more. Memory’s easy to install and relatively cheap, so don’t skimp here.

				[image: check.jpg] DVD drive: Unlike Windows XP, which comes on a CD, Windows 7 (like Windows Vista) comes on a DVD. That means your PC needs a working DVD drive to install it.

				Windows 7 can run nearly any program that runs on Vista, and it can run a great number of Windows XP programs. Some older programs, however, won’t work, including most security-based programs, such as antivirus and firewall programs. You’ll need to contact the program’s manufacturer to see whether it’ll give you a free upgrade.

				[image: Tip.eps]Shopping for a new PC to run Windows 7? To see how well a particular showroom PC will handle Windows 7, click the PC’s Start button, choose Control Panel, and open the System and Security category. In the System area, choose Check the Windows Experience Index. Windows tests the PC and gives it a grade ranging from 1 (terrible) to 7.9 (extraordinary).

				[image: technicalstuff.eps]Not sure what version of Windows your PC has? Right-click Computer from the Start menu and choose Properties. The screen that appears states your Windows version.

				The Seven Flavors of Windows 7

				[image: newinwindows7.eps]Windows XP came in two easy-to-understand versions: one for home and one for business. Windows Vista split into five versions, each with a different price and array of features. Windows 7 ups the confusion level with seven versions, but they’re much easier to figure out. Still, to help clear up the confusion, I describe all seven versions in Table 1-1.

				
					
						
								
								Table 1-1 Windows 7 Flavors

							
						

						
								
								The Version of Windows 7

							
								
								What It Does

							
						

						
								
								Windows 7 Starter

							
								
								Runs a stripped-down version on netbooks (tiny PCs used for Web browsing and simple word processing). 

							
						

						
								
								Windows 7 Home Basic

							
								
								Offers developing countries Starter edition features plus better graphics, Internet sharing, and settings for more powerful laptops. 

							
						

						
								
								Windows 7 Home Premium 

							
								
								Includes programs to fill most consumers’ needs, for example, watching and recording TV, and creating DVDs from camcorder footage.

							
						

						
								
								Windows 7 Professional 

							
								
								Gives the business market everything from Home Premium, as well as extra networking features and other similar business tools.

							
						

						
								
								Windows 7 Enterprise 

							
								
								Is sold in bulk to large businesses.

							
						

						
								
								Windows 7 Ultimate 

							
								
								Takes aim at the wallets of information technology specialists who spend much of their lives in front of their keyboards. 

							
						

						
								
								Windows 7 “E”

							
								
								Comes without Internet Explorer for the European markets.

							
						

					
				


				Speeding up Windows 7 on a laptop or an old PC

				Both Windows Vista and Windows 7 love slick graphics, but all those smooth edges and fancy colors can bog down a laptop or an old PC. Follow these steps to strip away the eye-candy and make Windows 7 run as quickly as possible:

				 1. Click the Start button, right-click the Computer icon, and choose Properties.

				 The Computer icon lives on the Start menu’s right side.

				 2. Click Advanced System Settings, found in the window’s left pane.

				 You may need to type in a password from an Adminis-trator account to enter this mysterious settings area.

				 3. In the Performance area, click the Settings button, click the Adjust For Best Performance button, and click OK.

				These steps revert your system to the look of previous Windows versions that didn’t rely on fancy graphics. To return to Windows 7’s normal look, repeat the steps, but in Step 3, click the button called Let Windows Choose What’s Best for My Computer.



				Choosing the version of Windows you need isn’t that difficult. The vast majority of consumers will choose Windows 7 Home Premium, and most businesses will choose Windows 7 Professional. Because Microsoft has all versions on your Windows 7 DVD, you can upgrade at any time simply by whipping out the credit card and unlocking the features in a different version.

				[image: Tip.eps]If you own a netbook — a tiny laptop — that runs Windows 7, you can upgrade to a more powerful version right from the Start menu.

			

		

	
		
			
				Part II

				The Desktop, Start Menu, Taskbar, Gadgets, and Other Windows 7 Mysteries

				In This Part

				[image: arrow] Starting Windows 7

				[image: arrow] Entering a password

				[image: arrow] Logging on to Windows 7

				[image: arrow] Using the desktop and other Windows 7 features

				[image: arrow] Logging off of Windows 7

				[image: arrow] Turning off your computer

				This part provides a drive-by tour of Windows 7. You turn on your computer, start Windows, and spend a few minutes gawking at Windows 7’s various neighborhoods: the desktop (a fancy word for the Windows background), the taskbar (which lets you move from program to program), the Start menu (giving access to more programs), and the environmentally correct (and compassionate) Recycle Bin (a not-necessarily-permanent trash receptacle).

				Being Welcomed to the World of Windows 7

				Starting Windows 7 is as easy as turning on your computer — Windows 7 leaps onto the screen automatically with a futuristic flourish. But before you can start working, Windows 7 may throw you a fastball with its first screen: Windows wants you to log on, as shown in Figure 2-1, by clicking your name.

				[image: 9780470940419-fg0201.tif]

				Figure 2-1: Windows 7 knows who’s using the computer.

				I’ve customized my Welcome screen. Yours will look different. If you don’t see a username listed for you on the Welcome screen, you have three options:

				[image: check.jpg] If you just bought the computer, use the account named Administrator. Designed to give the owner full power over the computer, the Administrator account user can set up new accounts for other people, install programs, start an Internet connection, and access all the files on the computer. Windows 7 needs at least one person to act as administrator. 

				[image: check.jpg] Use the Guest account. Designed for household visitors, this account lets guests, such as the babysitter or visiting relatives, use the computer temporarily. (It’s turned on or off in the Add or Remove User Accounts area.)

				[image: check.jpg] No Guest account and no user? Then find out who owns the computer and beg that person to set up a username for you. (If the owner doesn’t know how, show her the next section, where I explain how to set up a user account.)

				Don’t want to log on at the Welcome screen? These hidden Welcome screen buttons control other options:

				[image: 9780470940419-ma001.tif] The little blue button in the screen’s bottom-left corner, shown in the margin, customizes Windows 7 for people with physical challenges in hearing, sight, or manual dexterity. If you push this button by mistake, press Cancel to remove the option menu from your screen without changing any settings.

				[image: 9780470940419-ma002.tif] The little red button in the screen’s bottom-right corner, shown in the margin, lets you turn off your PC. (If you’ve accidentally clicked it and turned off your PC, don’t panic. Press your PC’s power button, and your PC will return to this screen.)

				Click the little arrow next to the red button, and Windows 7 will end your session by hibernating, turning off your PC, or restarting — options all explained at this part’s end.

				[image: Tip.eps]Want Windows 7 to revert automatically to this safe, password-protected logon screen whenever you leave your desk for a few minutes? After you enter your username and password, right-click on the desktop and choose Personalize. Choose the Screen Saver option in the lower-right corner and select the On Resume, Display Logon Screen check box. Feel free to adjust the number of minutes before the logon screen kicks in. Then click OK to save your settings and close the window.

				Setting up or changing user accounts

				If you’re an administrator, create a Standard user account for everybody who’s sharing your computer. That account gives them enough control over the computer to keep them from bugging you all the time, yet it keeps them from accidentally deleting your important files or messing up your computer.

				Follow these steps to add another user account to your PC or change an existing account:

				 1. Click the Start menu, choose Control Panel, and choose Add or Remove User Accounts, which appears under the User Accounts and Family Safety category.

				 The Manage Accounts window pops up, and there you can create a new account, if desired. To tweak the settings of an existing account, move to Step 3.

				 2. Click the Create a New Account link, and Windows lets you choose between creating a Standard or an Administrator account.

				 Choose Standard User unless you have an important reason to create another Administrator account. Type a name for the account and click the Create Account button — you’re finished.

				 3. Click the account you want to change.

				 Click either the account’s name or photo. Windows 7 displays a page with that user account’s photo and lets you tweak the account’s settings in any of these ways:

				 • Change the Account Name: Here’s your chance to correct a misspelled name on an account. Or, feel free to jazz up your account name, changing Jane to Crystal Powers.

				 • Create/Change a Password: Every account should have a password to keep out other users. Here’s your chance to add one or change the existing one.

				 • Remove the Password: You shouldn’t use this option, but password-protected accounts offer this option, just in case.

				 • Change the Picture: Any account holder can change his own picture, so you needn’t bother with this one — unless, of course, you somehow know more about computers than your kid.

				 • Set Up Parental Controls: An Easter egg for parents, Parental Controls lets you choose the hours that an account holder may access the PC, as well as limit the programs and games the account holder may run.

				 • Change the Account Type: Head here to promote a Standard user of high moral character to an Administrator account or bump a naughty administrator down to Standard.

				[image: warning_bomb.eps] • Delete the Account: Don’t choose this setting hastily, as deleting somebody’s account also deletes all their files. Even System Restore can’t retrieve the files of a deleted account holder.

				• Manage Another Account: Save your current crop of changes and begin tweaking somebody else’s account.

				 4. When you’re through, close the window by clicking the red X in its top-right corner.

				 Any changes made to a user’s account take place immediately.

				Fiddling around with user accounts

				Windows 7 allows several people to work on the same computer, but it keeps everybody’s work separate. To do that, it needs to know who’s currently sitting in front of the keyboard. When you log on — introduce yourself — by clicking your username, as shown in Figure 2-1, Windows 7 presents your personalized desktop, ready for you to make your own personalized mess.

				When you’re through working or just feel like taking a break, log off (explained at this part’s end) so that somebody else can use the computer. Later, when you log back on, your messy desktop will be waiting for you.

				[image: remember.eps]Although you may turn your desktop into a mess, it’s your own mess. When you return to the computer, your letters will be just as you saved them. Jerry hasn’t accidentally deleted your files or folders while playing Widget Squash. Tina’s desktop contains links to her favorite Web sites. And all of Steve’s Miles Davis MP3s stay in his own personalized Music folder.

				[image: Tip.eps]Of course, the first big question boils down to this: How do you customize the picture next to your username, like my face in Figure 2-1? After you log on, open the Start menu and click the little picture at its top. Windows conveniently opens a menu where you can choose Change Your Picture.

				Keeping your account private with a password

				Because Windows 7 lets bunches of people use the same computer, how do you stop Rob from reading Diane’s love letters to Henry Rollins? How can Josh keep Grace from deleting his Star Wars movie trailers? Windows 7’s optional password solves some of those problems.

				By typing a secret password when logging on, as shown in Figure 2-2, you enable your computer to recognize you. If you protect your username with a password, nobody can access your files (except for the computer’s administrator, who can peek anywhere — and even delete your account).

				To set up or change your password, follow these steps:

				 1. Click the Start button and then click Control Panel.

				 2. In the Control Panel, click User Accounts and Family Safety and then choose Change Your Windows Password.

				 If your Control Panel contains dozens of icons (way more than the usual eight), choose the User Accounts icon.

				[image: 9780470940419-fg0202.tif]

				Figure 2-2: A password keeps snoops away from your files.

				3. Choose Create a Password for Your Account or Change Your Password.

				 The wording that you see depends on whether you’re creating a new password or changing an old one.

				 4. Type a password that will be easy for you — and nobody else — to remember.

				 Passwords are case-sensitive. The words Caviar and caviar are considered two different passwords.

				[image: Tip.eps]Keep your password short and sweet: the name of your favorite vegetable, for example, or your dental floss brand. To beef up its security level, embed a number in the password, like 3carrots or Ski2Alps. (Don’t use these exact two examples, though, because they’ve probably been added to every password cracker’s arsenal by now.)

				 5. If asked, retype that same password in the Confirm New Password box, so Windows knows you’re not making a typo.

				 6. Type a hint that reminds you — and only you — of your password.

				 When you type a password that doesn’t work, Windows 7 automatically displays your hint, which should help to remind you of your password. Careful, though — anybody can read your hint, so make sure that it’s something that makes sense only to you.

				 7. Click the Create Password button.

				 8. When the User Accounts screen returns, choose Create a Password Reset Disk from along the screen’s left side.

				 Windows 7 walks you through the process of creating a Password Reset Disk from a floppy disk, memory card, or USB flash drive.

				After you create the password, Windows 7 begins asking for your password whenever you log on.

				[image: warning_bomb.eps]If you aren’t concerned about someone snooping around your files — and you’re not on a network — you can purge the password so you won’t have to type it to log on. Just choose Remove Your Password instead of Change Your Windows Password in the preceding Step 2. But remember, anybody can now log on, using your user account and view (or destroy) your files. If you’re working in an office setting, this setup can be serious trouble. If you’ve been assigned a password, it’s better to simply get used to it.

				Working on the Desktop

				Normally, people want their desktops to be flat, not vertical. Keeping pencils from rolling off a normal desk is hard enough. In Windows 7, your monitor’s screen is known as the Windows desktop, and that’s where all your work takes place. You can create files and folders right on your new electronic desktop and arrange them all across the screen. Each program runs in its own little window on top of the desktop.

				Windows 7 starts with a freshly scrubbed, nearly empty desktop. After you’ve been working for a while, your desktop will fill up with icons — little push buttons that load your files with a quick double-click of the mouse. Some people leave their desktops strewn with icons for easy access. Others organize their work: When they finish working on something, they store it in a folder.

				The desktop boasts four main parts, shown in Figure 2-3:

				[image: check.jpg] Start menu: Seen at the taskbar’s left edge, the Start menu works like the restaurant’s waiter: It presents menus at your bidding, letting you choose what program to run.

				[image: check.jpg] Taskbar: Resting lazily along the bottom, the taskbar lists programs and files you currently have open, as well as icons for a few favored programs. (Point at a program’s icon on the taskbar to see the program’s name or perhaps a thumbnail photo of that program in action.)

				[image: check.jpg] Recycle Bin: The desktop’s Recycle Bin, that little wastebasket-shaped icon, stores your recently deleted files for easy retrieval. Whew!

				[image: check.jpg] Gadgets: Windows 7 includes small programs that stick to your desktop like magnets on a refrigerator. (They’re identical to the ones Windows Vista runs in its Sidebar.) Feel free to clutter your desktop with weather forecasters, Sudoku games, and instant messages.

				[image: 9780470940419-fg0203.eps]

				Figure 2-3: The Windows 7 desktop fills your screen.

				[image: Tip.eps]All the icons on your desktop may suddenly disappear, leaving it completely empty. Chances are good that Windows 7 hid them in a misguided attempt to be helpful. To bring your work back to life, right-click your empty desktop and choose View from the pop-up menu. Finally, make sure Show Desktop Icons has a check mark so everything stays visible.

				Cleaning up a messy desktop

				When icons cover your desktop like a year’s worth of sticky notes, Windows 7 offers several ways to clean up the mess. To organize the clutter, right-click the desktop, choose Sort By from the pop-up menu, and make any of these choices:

				[image: check.jpg] Name: Arrange all icons in alphabetical order using neat, vertical rows.

				[image: check.jpg] Size: Arrange icons according to their size, placing the smallest ones at the top of the rows.

				[image: check.jpg] Item Type: This lines up icons by their type. All Word files are grouped together, for example, as are all links to Web sites.

				[image: check.jpg] Date Modified: Arrange icons by the date you or your PC last changed them.

				Right-clicking the desktop and choosing the View option lets you change the icons’ size, as well as play with these desk-organizing options:

				[image: check.jpg] Auto Arrange Icons: Automatically arrange everything in vertical rows — even newly positioned icons are swept into tidy rows.

				[image: check.jpg] Align Icons to Grid: This option places an invisible grid on the screen and aligns all icons within the grid’s borders to keep them nice and tidy — no matter how hard you try to mess them up.

				[image: check.jpg] [image: warning_bomb.eps]Show Desktop Icons: Always keep this option turned on. When turned off, Windows hides every icon on your desktop. If you can remember in your frustration, click this option again to toggle your icons back on.

				[image: Tip.eps]Most View options are also available for any of your folders, and you can find these options by clicking the folder’s View menu or icon.

				Jazzing up the desktop’s background

				To jazz up your desktop, Windows 7 covers it with pretty pictures known as a background (or wallpaper). When you tire of the normal scenic garb, choose your own background — any picture stored on your computer:

				 1. Right-click a blank part of the desktop, choose Personalize, and click the Desktop Background option along the window’s bottom-left corner.

				 2. Click any one of the pictures, shown in Figure 2-4, and Windows 7 quickly places it onto your desktop’s background.

				 Found a keeper? Click the Save button to keep it on your desktop. Click the Picture Location menu to see more pictures. Or, if you’re still searching, move to the next step.

				 3. Click the Browse button and click a file from inside your Pictures folder.

				Most people store their digital photos in their Pictures folder or library.

				 4. Found a good picture?

				 Exit the program, and your chosen photo stays stuck to your desktop as the background.

				[image: 9780470940419-fg0204.eps]

				Figure 2-4: Try different backgrounds by clicking them.

				[image: Tip.eps]Here are some tips for sprucing up your desktop:

				[image: check.jpg] As you browse through different pictures, you can decide whether the image should be tiled repeatedly across the screen, centered directly in the middle, or stretched to fill the entire screen by selecting your preference from the Picture Position option. Windows 7’s new Fill and Fit options enlarge small photos, like those taken with cell phones, to fit the screen’s borders.

				[image: check.jpg] You can easily borrow any picture found on the Internet for a background. Right-click on the Web site’s picture and select Set as Background from the pop-up menu. Microsoft sneakily copies the image onto your desktop as its new background. (You can also right-click any photo in your Pictures folder and choose Set as Desktop Background — handy for quick wallpaper changes.)

				[image: check.jpg] If a background photograph makes your desktop icons too difficult to find, splash your desktop with a single color instead: In Step 2 of the preceding list, click the Picture Location box’s down arrow. When the drop-down list appears, choose Solid Colors. Choose one of the offered colors, and that color fills your desktop.

				[image: check.jpg] To change the entire look of Windows 7, right-click on the desktop, choose Personalize, and select a Theme. Aimed at heavy-duty procrastinators, different themes splash different colors across Windows’ various buttons, borders, and boxes.

				Dumpster diving in the Recycle Bin

				[image: 9780470940419-ma003.tif] The Recycle Bin, that little wastebasket icon in the corner of your desktop, works much like a real recycle bin. Shown in the margin, it lets you retrieve Sunday’s paper when somebody has pitched the comics section before you had a chance to read it.

				You can dump something — a file or folder, for example — into the Windows 7 Recycle Bin in either of these ways:

				[image: check.jpg] Simply right-click on it and choose Delete from the menu. Windows 7 asks cautiously if you’re sure that you want to delete the item. Click Yes, and Windows 7 dumps it into the Recycle Bin, just as if you’d dragged it there. Whoosh!

				[image: check.jpg] For a quick deletion rush, click the unwanted object and poke your Delete key.

				Want something back? Double-click the Recycle Bin icon to see your recently deleted items. Right-click the item you want and choose Restore. The handy little Recycle Bin returns your precious item to the same spot where you deleted it. (You can also resuscitate deleted items by dragging them to your desktop or any other folder; drag ’em back into the Recycle Bin to delete them again.)

				[image: Tip.eps]The Recycle Bin can get pretty crowded. If you’re searching frantically for a recently deleted file, tell the Recycle Bin to sort everything by the date and time you deleted it: Right-click an empty area inside the Recycle Bin, choose Sort By, and select Date Deleted from the pop-up menu.

				To delete something permanently, just delete it from inside the Recycle Bin: Click it and press the Delete key. To delete everything in the Recycle Bin, right-click the Recycle Bin icon and choose Empty Recycle Bin.

				[image: warning_bomb.eps]The Recycle Bin saves only items deleted from your own computer’s drives. That means it won’t save anything deleted from a CD, memory card, MP3 player, flash drive, or digital camera. If you delete something from somebody else’s computer over a network, it can’t be retrieved.

				The Start Button’s Reason to Live

				[image: 9780470940419-ma005.tif] The bright-blue Start button lives in the bottom-left corner of the desktop, where it’s always ready for action. By clicking the Start button, you can start programs, adjust Windows settings, find help for sticky situations, or, thankfully, shut down Windows and get away from the computer for a while.

				Click the Start button once, and a stack of menus pops out, as shown in Figure 2-5. Your Start menu will change as you add more programs to your computer. That’s why the Start menu on your friend’s computer is probably arranged differently than the Start menu on your computer.

				[image: newinwindows7.eps]Windows thoughtfully places your most frequently used programs along the left side of the Start menu for easy point-’n’-click action. And see the arrows to the right of some programs listed in Figure 2-5? Click any of those arrows to see a list of the last few files you worked on in those programs.

				[image: 9780470940419-fg0205.eps]

				Figure 2-5: The Start button in Windows 7 hides menus.

				The Start menu’s selections

				The Start menu (shown in Figure 2-5) comes conveniently split into two sides: one filled with icons, the other with words. The left side constantly changes, always listing the icons of your most frequently used programs. Your most oft-accessed program eventually resides atop the stack.

				The Start menu’s right side, by contrast, never changes. Instead, it lists certain places, each one leading to a special spot in Windows. For example

				[image: check.jpg] Your Name: The name of your user account appears at the Start menu’s top-right corner. Click here to see a folder containing your most commonly opened folders.

				[image: check.jpg] Documents: This command quickly shows the contents of your Documents library, stressing the importance of storing your work here.

				[image: check.jpg] Pictures: Click here to see your stored digital photos and images.

				[image: check.jpg] Music: Store your digital music here so that Media Player can find and play it more easily.

				[image: check.jpg] Games: Windows 7 offers many of the same games as Windows Vista, including a decent chess game. 

				[image: check.jpg] Computer: This option displays your computer’s storage areas, including folders, disk drives, CD drives, digital cameras, flash drives, and networked PCs.

				[image: check.jpg] Control Panel: This bundle of switches lets you adjust your computer’s oodles of confusing settings.

				[image: check.jpg] Devices and Printers: This lists your printer, monitor, mouse, and other attached gadgets to make sure they’re working properly.

				[image: check.jpg] Default Programs: Click here to control which program steps in when you open a file. 

				[image: check.jpg] Help and Support: Befuddled? Click here for an answer. 

				[image: check.jpg] Shut Down: Clicking here turns off your PC. Or, click the icon’s little arrow for Switch User, Log Off, Lock, Restart, Sleep, and Hibernate options.

				[image: Tip.eps]Conveniently placed directly above the Start button, the Search box lets you find files by typing a bit of their name or contents — a few words in an e-mail or a document, the name of a program or song, or nearly anything else. Press Enter, and Windows 7 quickly dredges it up for you. I cover Search more thoroughly in Part IV.

				[image: newinwindows7.eps]Both Windows Vista and XP listed icons for Internet Explorer and Outlook Express atop the Start menu’s left edge. Windows 7 dumps Outlook Express completely and drops Internet Explorer’s icon to the taskbar. To reattach Internet Explorer atop the Start menu, click the Start button, choose All Programs, right-click the Internet Explorer icon, and choose Pin to Start Menu.

				[image: technicalstuff.eps]Technically, the Start menu’s Documents, Pictures, and Music options don’t take you to those folders but to their libraries instead — a Windows 7 term for a “super” folder that shows contents of several folders. The Documents library, for example, displays files in your My Documents folder as well as the Public Documents folder.

				Starting a program from the Start menu

				This task is easy. Click the Start button, and the Start menu pops out of the button’s head. If you see an icon for your desired program, click it, and Windows loads the program.

				If your program isn’t listed, though, click All Programs, located near the bottom of the Start menu. Yet another menu pops up, this one listing the names of programs and folders full of programs. Spot your program? Click the name, and Windows kicks that program to the front of the screen.

				If you still don’t see your program listed, try pointing at the tiny folders listed on the All Programs menu. The menu fills with that folder’s programs. Don’t spot it? Click a different folder and watch as its contents spill out onto the Start menu. When you finally spot your program’s name, just click it. That program hops onto the desktop in a window, ready for action.

				[image: Tip.eps]If you don’t spot a program listed, type the program’s name into the Start menu’s Search box. Type Chess, for example, press Enter, and Windows’ Chess Titans program pops onto the screen, ready to crush you.

				Customizing the Start menu

				The Windows 7 Start menu works great — until you’re hankering for something that’s not listed on the menu, or something you rarely use is just getting in the way.

				[image: check.jpg] To add a favorite program’s icon to the Start button’s menu, right-click the program’s icon and choose Pin to Start Menu from the pop-up menu. Windows copies that icon to your Start menu’s top-left column.

				[image: check.jpg] To purge unwanted icons from the Start menu’s left column, right-click them and choose either Unpin from Start Menu or Remove from This List. (Removing an icon from the Start menu doesn’t remove the actual program from your computer; it just removes one of many push buttons that launch it.)

				When you install a program, as described in Part V, the program almost always adds itself to the Start menu automatically. Then the program boldly announces its presence, as shown in Figure 2-6, by displaying its name with a different background color.

				[image: 9780470940419-fg0206.eps]

				Figure 2-6: The newly installed program announces its presence atop the Start menu.

				You can customize the Start menu even more by changing its properties, as follows: 

				1. Right-click the Start button, choose Properties, and click the Start menu’s Customize button.

				2. Select the check boxes next to the options you want or deselect check boxes to remove the options. 

				3. Messed up your Start menu somehow? Click the Use Default Settings button, click OK, and click OK again to start from scratch.

				Bellying Up to the Taskbar

				[image: newinwindows7.eps]The biggest new trick in Windows 7 could be its redesigned taskbar, so pull in your chair a little closer. Whenever you run more than one window on the desktop, there’s a big problem: Programs and windows tend to cover up each other, making them difficult to locate. To make matters worse, programs like Internet Explorer and Microsoft Word can each display several windows apiece. How do you keep track of all the windows?

				Windows 7’s solution is the taskbar — a special area that keeps track of all your running programs and their windows. The taskbar lives along the bottom of your screen, constantly updating itself to show an icon for every currently running program. It also serves as a dock for your favorite programs that you want to have one click away.

				Rest your mouse pointer over any of the taskbar’s programs to see either the program’s name or a thumbnail image of the program’s contents, as shown in Figure 2-7. In that figure, Internet Explorer is currently showing two Web pages.

				[image: 9780470940419-fg0207.eps]

				Figure 2-7: Find currently running programs on the taskbar.

				From the taskbar, you can perform powerful magic on your open windows, as described in the following list:

				[image: check.jpg] To play with a program listed on the taskbar, click its icon. The window rises to the surface and rests atop any other open windows, ready for action.

				[image: check.jpg] Whenever you load a program, its name automatically appears on the taskbar. If one of your open windows ever gets lost on your desktop, click its name on the taskbar to bring it to the forefront.

				[image: check.jpg] To close a window listed on the taskbar, right-click its icon and choose Close from the pop-up menu. The program quits, just as if you’d chosen its Exit command from within its own window. 

				[image: check.jpg] Traditionally, the taskbar lives along your desktop’s bottom edge, but you can move it to any edge you want. (Hint: Just drag it from edge to edge. If it doesn’t move, right-click the taskbar and click Lock the Taskbar to remove the check mark by its name.)

				[image: check.jpg] If the taskbar keeps hiding below the screen’s bottom edge, point the mouse at the screen’s bottom edge until the taskbar surfaces. Then right-click the taskbar, choose Properties, and remove the check mark from Auto-hide the Taskbar.

				[image: newinwindows7.eps]The new taskbar has ditched the Quick Launch toolbar — a small strip near the Start button that contained icons for your favorite programs. Instead, you can add your favorite programs directly to the taskbar: Right-click the favored program’s icon and choose Pin to Taskbar. Tired of the program hogging space on your taskbar? Right-click it and choose Unpin This Program from Taskbar.

				Shrinking windows to the taskbar

				Windows spawn windows. You start with one window to write a letter of praise to your local taco shop. You open another window to check an address, for example, and then yet another to ogle online reviews. Before you know it, four more windows are crowded across the desktop.

				To combat desktop clutter, Windows 7 provides a simple means of window control: You can transform a window from a screen-cluttering square into a tiny button on the taskbar, which sits along the bottom of the screen. The solution is the Minimize button.

				[image: 9780470940419-ma007.tif] See the three buttons lurking in just about every window’s top-right corner? Click the Minimize button — the button with the little line in it, shown in the margin. Whoosh! The window disappears, represented by its little button on the taskbar at your screen’s bottom.

				[image: remember.eps]To make a minimized program on the taskbar revert to a regular, on-screen window, just click its name on the taskbar. Pretty simple, huh?

				[image: check.jpg] Can’t find the taskbar icon for the window you want to minimize or maximize? Each taskbar button shows the name of the program it represents. And if you hover your mouse pointer over the taskbar button, Windows 7 displays a thumbnail photo of that program or the program’s name.

				[image: check.jpg] When you minimize a window, you neither destroy its contents nor close the program. And when you click the window’s name on the taskbar, it reopens to the same size you left it, showing its same contents.

				Switching tasks with Jump Lists

				The new, improved taskbar in Windows 7 doesn’t limit you to opening programs and switching between windows. You can jump to other tasks, as well, by right-clicking the taskbar’s icons.

				As shown in Figure 2-8, right-clicking the Internet Explorer icon brings up a quick list of your recently visited Web sites. Click any site on the list to make a quick return visit.

				[image: 9780470940419-fg0208.eps]

				Figure 2-8: Jump Lists on the taskbar.

				Called Jump Lists, these right-click menus add a new trick to the taskbar: They let you jump quickly between tasks as well as between open windows.

				[image: xp.eps]In earlier versions of Windows, right-clicking a taskbar item brought up an austere menu with three options: Restore, Close, or Maximize. You can still call up that menu for nostalgia’s sake by holding down Shift as you right-click the taskbar icon.

				Clicking the taskbar’s sensitive areas

				Like a crafty card player, the taskbar comes with a few tips and tricks. For example, here’s the lowdown on the icons near the taskbar’s right edge, shown in Figure 2-9, known as the notification area. Different items appear there, depending on your own PC and programs, but these are some of the items you might encounter:

				[image: 9780470940419-fg0209.eps]

				Figure 2-9: Some notification area icons.

				[image: check.jpg] Minimize Windows: Always in view, this small strip instantly minimizes all open windows when you click it. (Click it again to put the windows back in place.)

				[image: check.jpg] Time/Date: Click the time and date to fetch a handy monthly calendar and clock where you can change the time or date, or even add a second time zone.

				[image: check.jpg] Media Center Recording: The glowing red circle means Media Center is currently recording something off the television.

				[image: check.jpg] Media Center Guide Listings: Media Center is downloading new TV listings automatically.

				[image: check.jpg] Safely Remove Hardware: Before unplugging a storage device, be it a tiny flash drive, a portable music player, or a portable hard drive, click here.

				[image: check.jpg] Action Center: Windows wants you to do something, be it to click a permission window or install or turn on an antivirus program.

				[image: check.jpg] Network: This appears when you’re connected to the Internet or other PCs through a network. Not connected? A red X appears over the icon.

				[image: check.jpg] Volume: Click this ever-so-handy little speaker icon to adjust your PC’s volume.

				[image: check.jpg] Wireless: Your PC is wirelessly connected to the Internet or a network.

				[image: check.jpg] Arrow: Sometimes the taskbar hides things. If you see a tiny upward-pointing arrow on the far left, click it to see a few hidden icons slide out. (Check out the “Customizing the taskbar” section for tips and tricks on whether icons should hide.)

				Customizing the taskbar

				Windows 7 brings a whirlwind of options for the lowly taskbar, letting you play with it in more ways than a strand of spaghetti and a fork.

				First, the taskbar comes preloaded with three icons next to the Start menu: Internet Explorer (your Web browser), Windows Explorer (your file browser), and Media Player (your media browser). Like all your taskbar icons, they’re movable, so feel free to drag them to any order you want.

				To add more programs to the taskbar, drag and drop a program’s icon directly onto the taskbar. Or, if you spot a favored program’s icon on your Start menu, right-click the icon and choose Pin to Taskbar from the pop-up menu.

				For even more customization, right-click a blank part of the taskbar, and choose Properties. The Taskbar and Start Menu Properties window appears, as shown in Figure 2-10.

				[image: 9780470940419-fg0210.eps]

				Figure 2-10: Customize the taskbar on the Taskbar tab.

				Table 2-1 explains the window’s options, as well as my recommendations for them. You need to remove the check mark by Lock the Taskbar before some of these options will work. After you set up the taskbar just the way you want it, recheck the Lock the Taskbar check box.

				
					
						
								
								Table 2-1 Customizing the Taskbar

							
						

						
								
								Setting

							
								
								My Recommendations

							
						

						
								
								Lock the Taskbar

							
								
								Clicking here locks the taskbar in place, keeping you from changing its appearance. You can’t drag it upward to make room for more icons, for example. Lock it, but only after you’ve set up the taskbar to suit your needs.

							
						

						
								
								Auto-Hide the Taskbar

							
								
								Selecting this option makes the taskbar automatically hide itself when you’re not near it. (Point your cursor at the taskbar to bring it back up.) I leave this option unchecked to keep the taskbar always in view.

							
						

						
								
								Use Small Icons

							
								
								This shrinks the taskbar to half-height, letting you pack in a few extra tiny icons.

							
						

						
								
								Taskbar Location On Screen

							
								
								Your taskbar can live on any edge of your desktop, not just the bottom. Choose any of the four edges here.

							
						

						
								
								Taskbar Buttons

							
								
								When you open lots of windows and programs, Windows accommodates the crowd by grouping similar windows under one button: All open Microsoft Word documents stack atop one Microsoft Word button, for example. Choose the option called Always Combine, Hide Labels. That protects the taskbar from overcrowding.

							
						

						
								
								Notification Area

							
								
								This section’s Customize button lets you decide which icons should appear in the notification area. I choose Always Show All Icons and Notifications On the Taskbar.

							
						

						
								
								Preview Desktop with Aero Peek

							
								
								Normally, pointing at the strip on the taskbar’s far right edge lets you see behind all open windows. Selecting this check box deactivates that strip.

							
						

					
				

				The taskbar’s crazy toolbars

				Your taskbar won’t always be a steadfast, unchanging friend. Microsoft lets you customize it even further, often beyond the point of recognition. Some people enjoy adding toolbars, which tack extra buttons and menus onto their taskbar. Others accidentally turn on a toolbar and can’t figure out how to get rid of the darn thing.

				To turn a toolbar on or off, right-click on a blank part of the taskbar (even the clock will do) and choose Toolbars from the pop-up menu. A menu leaps out, offering these five toolbar options:

				[image: check.jpg] Address: Choose this toolbar, and part of your taskbar becomes a place for typing Web sites to visit. It’s convenient, but so is Internet Explorer, which does the same thing.

				[image: check.jpg] Links: This toolbar adds quick access to your favorite Web sites. Click it to visit any Web site listed in Internet Explorer’s Favorites menu.

				[image: check.jpg] Tablet PC Input Panel: Meant only for Tablet PC owners, this translates pad scribblings into text.

				[image: check.jpg] Desktop: Techies who find the Start menu burdensome add this toolbar for quick access to all their PC’s resources. It lets you browse through files, folders, network locations, the Recycle Bin, and Control Panel menus by snaking your way through all the menus.

				[image: check.jpg] New Toolbar: Click here to choose any folder to add as a toolbar. For example, choose your Documents folder for quick browsable access to all its files and folders.

				Toolbars fall into the love-’em-or-hate-’em category. Some people find toolbars to be timesavers; others feel they consume too much real estate to be worth the effort. The Tablet PC Input Panel works only when you attach an expensive, touch-sensitive pad to your PC.


				Which task programs are actually running?

				In previous versions of Windows, the taskbar’s programs were always separated like boys and girls at a school dance. On the left side lived the Quick Launch toolbar with programs waiting to be launched; on the right lived the running programs, which always had a window open on the desktop.

				The Windows 7 taskbar breaks the walls and lets icons for both running and closed programs to sit side by side. The big difference? Running programs have a faint gray box around them; closed programs don’t.

				After a while, you’ll grow used to the change. And you can always see which programs are actually running by holding down your Windows key and tapping the Tab key a few times. Windows displays a three-dimensional view of your currently running programs, bringing another window to the forefront with each press of the Tab key.



				[image: Tip.eps]Toolbars are supposed to be dragged around with the mouse. When the taskbar is unlocked, grab the toolbar by its handle, a vertical line by the toolbar’s name. Drag the handle to the left or right to change a toolbar’s size.

				A Gaggle of Gadgets

				[image: newinwindows7.eps]Windows Vista owners may remember the Sidebar — a strip along the desktop’s right edge that housed little programs called gadgets. The little programs displayed weather updates, instant message programs, and other tasks that required a watchful eye.

				Windows 7 ditches the Sidebar but keeps the gadgets, letting them roam freely on the desktop. To add a gadget to your desktop, right-click a blank part of the desktop and choose Gadgets. The window in Figure 2-11 appears, displaying Windows 7’s stock gadgets: A calendar, clock, currency exchange rate tally, puzzle, and other items.

				Drag a gadget from the Gadget window onto your desktop, and it sticks, ready for viewing. Don’t spot a suitable gadget? Click Get More Gadgets Online to visit gadget nirvana: A Web site packed with thousands of free gadgets, ready for the picking.

				[image: 9780470940419-fg0211.eps]

				Figure 2-11: Gadgets snap on and off the desktop.

				Unlike the built-in gadgets, which slide onto your desktop, the ones on the Web must be downloaded and installed like any other program.

				[image: check.jpg] Feel free to position your gadgets anywhere you’d like on your desktop. Or don’t use them at all — they’re optional.

				[image: check.jpg] To change a gadget’s settings — to choose which photos appear in your Slide Show Gadget, for example — point at the gadget and click the tiny wrench icon that appears along its right edge. To remove a gadget completely, click the little X, instead.

				Logging Off from Windows

				[image: 9780470940419-ma006.tif] Click the Shut Down button (at the bottom of the Start menu) when nobody else will be using the computer until the next morning. Windows 7 saves everything and turns off your computer.

				When you’re not ready to shut down, though, click the little arrow next to the Shut Down button to choose from alternatives:

				[image: check.jpg] Switch User: Choose this option if somebody else just wants to borrow the computer for a few minutes. When you switch back, everything’s just as you left it.

				[image: check.jpg] Log Off: When you’re through working at the PC and somebody else wants a go at it, choose Log Off instead of Switch User. Windows saves your work and your settings and returns to the Welcome screen, ready for the next user to log on.

				[image: check.jpg] Lock: Meant for whenever you take short breaks, this option locks your PC and places your user account picture on the screen. When you return, type your password, and Windows 7 instantly displays your desktop, just as you left it.

				[image: check.jpg] Restart: Choose this option when Windows 7 screws something up or (sometimes) after you install a new program. Windows 7 turns off and reloads itself, hopefully feeling refreshed.

				[image: check.jpg] Sleep: This option saves your work in your PC’s memory and its hard drive, and then lets your PC slumber in a low-power state. When you return to your PC, Windows 7 quickly restores your desktop, programs, and windows.

				[image: check.jpg] Hibernate: Found on some laptops, this option copies your work to your hard drive and then turns off your PC — a process requiring more battery power than Sleep mode. Hibernate is slower than Sleep at redisplaying your work where you left off.

				[image: remember.eps]You don’t have to shut down Windows 7. In fact, some experts leave their computers turned on all the time, saying it’s better for their computer’s health. Other experts say that their computers are healthier if they’re turned off each day. Still others say the Sleep mode in Windows 7 gives them the best of both worlds. However, everybody says to turn off your monitor when you’re done working. Monitors definitely enjoy cooling down when not in use.

				[image: warning_bomb.eps]Don’t just press your PC’s Off button to turn off your PC. Instead, be sure to shut down Windows 7 through one of its official Off options. Otherwise, Windows 7 can’t properly prepare your computer for the dramatic event, leading to future troubles.
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