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= key Co-nc'ept-s

® Configure the Windows firewall
and Defender

® Configure Windows Update

@ Set simple privacy and user
settings

® Create and disable standard
user accounts

® Configure Internet Explorer
settings

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in the
Student Edition for a descrip-
tion of the standards listed
here.

ISTE Standards Correlation

NETSeS

1a, 2a, 3b, 3c, 4b, 5a, 5b, 6a,
6b, 6¢, 6d

Microsoft Certified
Application Specialist

Standards

Vista

1.1,1.2, 1.3, 1.4, N
1.5,1.6 =

Lesson 1: Protect Your Computer

LESSON ' Protect Your Computer

When you begin using a personal computer in a public environment, such as in
the workplace, one of your first tasks should be to make sure that access to your
information is as controlled as possible. Becoming proficient in Windows Vista
will allow you to manage security features and configure user and privacy settings
to control your information better, both as a student, and in your career.

21st CENTURY JECNENEES

Avoid Ambiguity “I think Mark is visiting Mario. Drive to his house and bring

him back here.” Whom should you pick up? Mark or Mario? A word or phrase that
has two or more possible meanings is called an ambiguity. While you should
always try to avoid ambiguity when communicating with others, you will
inevitably have to deal with ambiguous situations. When faced with confusion, do
not be afraid to ask people to help clarify the situation. For example, you can
repeat the instructions back to the speaker: “You are asking me to drive to Mario’s
house to bring Mark back here. Is this correct?” What is another example of an

ambiguity that you can think of?

image 100 Ltd




LESSON Reading Guide

Before You Read

Make Connections Before starting a lesson, survey the content by reading the exercise titles, bold
words, and figure captions. Look for relationships between ideas as you read. Relating an unfamiliar idea
with something you already know will increase your understanding.

Read to Learn Academic Vocabulary

Improve productivity by configuring update, These words appear in your re?ding af}d on your
security, and Internet Explorer settings. tests. Make sure you know their meanings.

Collaborate by creating and managing standard quarantine
local user accounts. resources

Quick Write Activity /

Learn to increase your computer’s security.

Main Idea Describe On a separate sheet of paper, write down
Setting up and configuring simple security and three things you think might help keep a computer
privacy settings is essential in Vista. user’s account secure.

Vocabulary Study Skills

Key Terms Ask Questions If you do not understand
administrator pop-up window something, ask a question. Asking a question does
code privacy settings not make you look foolish. In fact, some of your
configure screen saver classmates probably have the same question.
cookie security settings
Defender standard account
firewall update
malicious software virus
password Web site
Phishing Filter

Academic Standards

English Language Arts
NCTE 4 Adjust use of language to communicate effectively with a variety of audiences.
NCTE 5 Use different writing process elements to communicate effectively.

Math

NCTM (Measurement) Understand measurable attributes of objects and the units, systems, and processes
of measurement.

Lesson 1: Reading Guide




Step-By-Step
\

o On the Taskbar, click the
Start @ button.

On the Start menu,
click Control Panel (see
Figure 1.1).

In the Control Panel
dialog box, click Security.

12
9
o €CHECK) Your screen
5
6

should look like Figure 1.2.
Click Windows Firewall.

In the Windows Firewall
window, under Windows
Firewall is helping to
protect your computer,
verify that the Windows
Firewall is on.

H Continued on the next page.

Troubleshooter

Always ask your teacher
before adjusting any
settings on your school
computer!

You Should KnoW

A firewall checks
information coming from
outside computer users
(via the Internet or a
network), and either blocks
it or allows it to access
your computer.

Lesson 1: Exercise 1-1

EXERCISE 1-1

Manage Windows Firewall

The Vista screen offers many different features on the desktop and in the Start menu.

You can place commonly used program icons on the desktop or access them through

the Start menu. The Control Panel allows you to manage many different settings and

security features. One of the first steps in maintaining the security of your computer

is to have a functioning firewall, which is hardware of software that keeps others from

accessing the resources, or features, of your system.

FIGURE 1.1 Vista Start menu

t{: Desktop icon

e

ST MmO Ouinni

[Pl Mtirmmett Qttie Aavess 001

Control
Panel

FIGURE 1.2 Security window

@©v|® + Control Panel » Security » > | "}| | Search

File Edit View Tools
Control Panel Home

System and Maintenance
s Security

Metwork and Internet

Hardware and Sound

Programs

Mobile PC

User Accounts and Family
Safety
Appearance and

_ Persnnaloation —

Help

Security Center ‘i
Check forupdates | Check this computer's security status

Turn automatic updating on or off '@ Check firewall status
Require a password when the computer wakes {

Windows Firewall<—| Windows Firewa"l

@ Turn Windows Firewall on or off @ Allow a pregram through Windews Firew i

Windows Update
Turn automatic updating en or off | Check forupdates | View installed updat

Windows Defender
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Jn;?,tep-By-Step EXERCISE 1-1 (Continued)

Manage Windows Firewall

o EICHECK) Your screen
should look like Figure 1.3. FIGURE 1.3 Windows Firewall window

' 9 ‘..IV;\d;w.s“I-._llewall =}
e Click Change Settings. If

a User Account Control @ z:f"‘ LLECHEIETELCLEIAN \\/indows Firewall

Windows Firewall can help prevent hackers or malicious software from gaining acces

dialog box opens, click 5 A
9 P ’ (¥ Allow a program through computer through the Internet or network.

Continue Windows Firewall

[Change settings |

o In the Windows Firewall @ windows Firewall is helping to protect your computer

settings dlaloQ bOX, click > Windows Firewall is on. @ Change settings
the Exceptions tab (see
Figure 1.4). Read the

available options.

Inbound connections that do not have an exception are blocked.

Display a notification when a program is blocked: Yes

Network location: Private network
What are network locations?

@ Click the Advanced tab.
Read the available options.

0 Click the General tab.
Read the available options.

@ EICHECK) Your screen
should look like Figure 1.4.

FIGURE 1.4 Windows Firewall Settings dialog box

g Windows Firewall Settings (=3

General |E1rceptions I Advanced |

| e |
. . Exceptions
@ Click Cancel. Click Close

Windows Firewall can help prevent hadkers or malidous software from gaining
H Continue to the next exercise. access to your computer through the Internet or a network.

v‘q Windows Firewall is helping to protect your computer

|@ i@ 0n {recommended)

This setting blod:s all outside sources from connecting to this
computer, except for those unblodked on the Exceptions tab.

Microseoft DHice 2007

Vista automatically
activates the Windows
Firewall for you, but you
can turn it on or off or
adapt it to suit your needs.

Block all incoming connections

Select this option when you connect to less secure networks. All
exceptions will be ignored and you will not be notified when
Windows Firewall blocks programs.

|@ {©) Off (not recommended)

Avoid using this setting. Turning off Windows Firewall will make this
computer more vulnerable to hackers or malicious software.

You can set the firewall to
allow specific programs to
pass information back and
forth from your computer

without being blocked.

Tell me more about these settings

[ OK I [ Cancel l | Apply

Lesson 1: Exercise 1-1




Step-By-Step
iy

o Click Start @>Control

Panel>Security>
Windows Firewall.

e In the left pane, click Allow
a program through
Windows Firewall. (If a
User Account Control
dialog box opens, click
Continue.)

©

In the Windows Firewall
Settings dialog box, on
the Exceptions tab, click
Add program.

In the Add a Program
dialog box, scroll down and
select Internet Explorer.

€ICHECK) Your screen
should look like Figure 1.5.
Click OK.

In the Windows Firewall
Settings box, click OK.

In the Windows Firewall
window, click Close @

€ICHECK) Your screen
should look like Figure 1.6.

In the Control Panel, click

Close @

Continue to the next exercise.

{ 0O0OO0C0OG O O

Lesson 1: Exercise 1-2

EXERCISE 1-2
Configure Windows Firewall
Specifically for Programs

A firewall acts as a barrier to prevent unwanted access to your computer. However, your

settings should allow useful programs that use the Internet to send and receive data

through your computer’s firewall.

FIGURE 1.5 Windows Firewall Settings dialog box

0 Windows Firewall Settings @

[General | Exceptions [ advanced

Exceptions contral how programs communicate through Windows Firewall. Add a
program or port exception to allow communications through the firewall.

What are the risks of unblodking a programs

To enable an exception, select its chedk box:

Program or port

[ BITS Peercaching

Connect to a Network Projector
Core Networking

[ Distributed Transaction Coordinator
File and Printer Sharing
Internet Explorer <—,
[1i5€SI Service

[OMedia Center Extenders
Network Discovery

[ Performance Logs and Alerts
[Jremote Administration

[JRemote Assistance
T Add program 2

[Add program... ] [ Add part... ] [ Properties. ] | Delete |

m

Internet Explorer
is now checked

[¥] Notify me when Windows Firewall blocks 2 new program

I oK I[ Cancel ]| Apply |

FIGURE 1.6 Security window

=

@-G'l.t’ v Control Panel » Security & iSecurity Centeri

File [Edit View Took Hep

« [ &9 | [ searen

Contred Panel Home Security Center
Check for updiates Check this computer's security status
Tum sutomatic updating on or off | i Check firewall status

Require a password when the computer wakes

m and kaintenance

Windows Firewall

' Windows Update

Appearance and
Presonalzation

Winkdows Defender

%t an fen uprpscare andd ather potenlully urrarted witwae
Lamguage, and Region

Eae of Access

Additsanal Dplsons

Internet Options
Change secunty settings | Debete browsing history and cookies
Menage beowser add-ons

W Tum Windows Frewall on or off | i Allow a progran through Windows Firewall

% and Famiby b Tum sutomatic updating on o off | Checkforupdetes | View installed updates




Step-By-Step
\

o Click Start @>Control

Panel>Security.

9 In the Security window,
click Security Center.

0 ICHECK) Your screen
should look like Figure 1.7.

o Verify that Windows
Defender is on. Click

Close [E]

e In the Security window,
click Windows Defender.

e At the top of the Windows
Defender window, click

Tools .
o Under Tools, click

Software Explorer.

e In the left pane, scroll down
and select Microsoft
Windows Sidebar (see
Figure 1.8).

o Under the Microsoft
Windows Sidebar
description, click Disable.
In the Windows Defender
warning box, click Yes.

@ Scroll back to the Sidebar
listing in the pane on the
left. The program is now
classified as Disabled.

H Continued on the next page.

Lesson 1: Exercise 1-3

EXERCISE 1-3
Use Windows Defender

Windows Defender is a program that provides another level of protection for your
computer. Defender helps you to keep malicious software, or software that is
intentionally designed to damage, disrupt, or steal information, from being installed
on your computer. Defender can constantly protect your computer from these
programs, or you can scan your computer to make sure no unauthorized programs
have been put on your machine. Defender will quarantine, or separate, suspicious

software until you determine whether you want to restore or remove the program.

FIGURE 1.7 Windows Security Center
' e s
L

Security essentials
To help protect your computer, make sure the four security essentials belew are marked On or QK.
Lsing Windows Secunty Cemter

Fireweall ond | =)
Automatic updating On @ (w
Chane I vy Sccusity Malware protection Check settings @ (=)
Center sherts me Vins protection Mot found @
Windews did not find amtidrus softeare on this computer.
Shev e my avadable cptsond.
Epyrware and other makware protection On @
i Windows Defender is actively protecting your computer,
———
FIGURE 1.8 Windows Defender Software Explorer
£ Windows Defender | #=9 ol
y& Windows

. Defender

k Software Explorer

View o manage important security-relsted areas of the computer. Using Software Exploces

Category: |5t|.rb|.|p Programs '|

Hame Clausification = HSidebar selected|

File Mame: sidebar.ene -

Kl Microsoft o Pemited | Digpley Hame: Microsoft Windews Sadebas M
W Microsoft L . Permisted D rigtican: Wirsed i, Sickebur
& Micrasolt Premighed Publisher: Micresolt Corporation
L bt rercofs Windirwe Sicdelinr TR H m"{”w“mmm Windhows Vierification PLA
ype icatssn
Bt Windowes Diefender Permitted Startup Yalue: C\Program Files\Windows Sidebartsidebar.eve faustoRun
IrestaltShield Software Corporation | | | File Pathc CA\Progeam Files\Windows Sidebar\sidebar.ae H
. . File Sizes 11960032
ERinstalShield Update Service  Notyet cissifi | Sl ooy oo [victa_rirn DGT101 - 2205}
(O stalishield Upelate Service Mot yetclavsifi | g g 00 om0 g.33.08 Al
Alpni Electne Co., LEd. Startup Type: Eegistry: Cuerent Uiser )
DNF“ Poinking-device Orver  Premisted Locathon: ?nﬂv;:::::dmmmhiﬁnmi(unmi‘fmmun P
S Wi reriyder, fe. ————————————— = | Shigs wwith Operationg System; Yes Disable

L m J L}

(Coaen ]
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JMStep'By'Step EXERCISE 1-3 (Continued)

Use Windows Defender
0 Click the Microsoft
Windows Sidebar listing FIGURE 1.9 Wlndows Defender Quarantlned items
and click Enable. Click [ Windowrs Detender D

ves EL2) @ Home B scan|- @ wistoy LF Toois (2) ~L Wlndows
. Defender
@ Click Tools [[83 and select T 5

Quarantined items.

@ €ICHECK) Your screen
should look like Figure 1.9.

On this screen, you can

Quarantined items

Windows Defender prevents these items from running until you choose to restore them or remove them from your
computer.

%

Select an action to apply:

MName Alert level Date

| Back button|

restore or remove programs

quarantined by Windows
Defender.

Click Back [

Click Allowed items.

066

€ICHECK) Your screen
should look like Figure 1.10.
On this screen, you can set
Windows Defender to

resume monitoring FIGURE 1 10 Windows Defender Allowed items

excepted programs. oo -
ﬁ Windows Defender ===

@ Click Home H Click I ﬁ' Home ‘,':-5 Scan | v {-a History Q Tools @ |~ h Wlndows
Close [, "W Dererer

Protection against malicious and unwanted software

b Continue to the next exercise. [ 1 Allowed items

Windows Defender does not notify you about any risks these items pose to your privacy or your computer.
If you remove an item from the list, Windows Defender will start monitoring it again.

Yﬂ u Should Kno W_' % You've joined Microsoft SpyNet (Basic membership). Change settings

Select an action to apply:

If you do not want
Windows Defender to
monitor specific programs,
click on the Action menu
in the Alert dialog box.
Then, click Always Allow.

MName Alert level Recommendation

Lesson 1: Exercise 1-3




Jﬁ;‘otelb-Bv--?'telo EXERCISE 1-4
Configure Windows Update

Click Start >Control

o @ Windows Update is a tool that allows you to keep your version of Windows Vista up
Panel>Security. In the
Security window, click

Windows Update.

to date with the latest additions issued by Microsoft. You can update your computer
manually by loading the most recent changes to the Windows operating software
directly from Microsoft. You can also configure, or change the settings of Windows
e ¢dCH !CK) Your screen update to download and install new updates automatically.

should look similar to

Figure 1.11 FIGURE 1.11 Windows Update window
e In the left pane, click @uv :ﬂj + Control Panel » Securl'tg,_r + Windows Update - | g | | Search
Change settings. File Edit View Tools Help i
) Change settings |
+ Check for updates 2 E i 7
o Under Install updates N Windows Update with Windows Ultimate Extras
Change settings
automatically View update history '@' Windows is up to date
(recommended), click the Restore hidden updates
Install new updates i iy sk Available: 14 optional updates View availa
(?) Updates: frequently aske
guestions Mo new impertant updates are available for your computer.

drop-down arrow and
select Every Sunday. Extras

Learn about Windows Ultimate

'E] There are no Windows Ultimate Extras available

e OCH ECK) Your screen Mo new Windows Ultimate Extras are available for your computer at this time, Plej
. . back regularly to take full advantage of Windows Ultimate Extras as more offerin
should look like Figure 1.12.
Click OK.
Most recent check for updates:  Today at11:01 PM
Updates were installed: 6/19/2009 at 8:31 PM. View update history
0 In the User Account haue Windows set to: Automati - nday at 3:00
Control dialog box, click
Continue. FIGURE 1.12 Windows Update settings
_ E
In the Windows Update : — 5 - :
@Ov|ﬁ <« Security » Windows Update » Change settings - | ¢¢| | Search
window, in the left pane, ==
. ) ; File Edit View Tools Help
click View update history.
Choose how Windows can install updates
e In the list of updates, right- When your computer is online, Windows can automatically check for important updates and install them
. . . using these settings. When new updates are available, you can also install them before shutting down the
click the fifth update in the computer.
list and select View Understanding Windows automatic updating
Details. @ (@ Install updates automatically (recommend. "I
I {Set updates schedule |
o Note the Windows update [Every Sunday v|at[z00am -]
information. Click Close. 7y Download updates but let me choose whether to install them
. () Check for updates but let me choose whether to download and install them
@ Click OK. - ?
@ ™) Never check for updates (not recommended)
H Continue to the next exercise. Your computer will be more vulnerable to security threats and performance problems without the
latest updates.
Recommended updates-
e anded undates when downloading installis = ectundates |

Lesson 1: Exercise 1-4




Step-By-Step
\

o Under Windows is up to
date, click View
Available updates.

12/

Follow your teacher’s
instructions for the update
you should select in the
available updates box.
Select the update and click
Install.

In the User Account
Control dialog box, click
Continue.

€ICHECK) Your screen
should look like Figure 1.13.

In the Windows Update
window, in the left pane,
click View update history
to view a list of the updates
on your computer.

o

€ICHECK) Your screen
should look similar to
Figure 1.14.

o Click Close [,

=) Continue to the next exercise.

Troubleshooter ]

If you turn off automatic
updating, be sure to check
for updates regularly or you
might put your computer at
risk or experience problems
when using Windows or
other programs.

Lesson 1: Exercise 1-5

EXERCISE 1-5
Update Windows Vista

It is important to know how to update Windows Vista manually because there might

be a time when an update is so critical to your computer’s operation that you cannot

wait for the automatic update. For example, you should manually install an update

patch to stop a new virus, or a program that is designed to damage your computer’s

software or hardware. From the Windows Update folder, you can also view a list of

the updates already installed on your computer.

FIGURE 1.13 Update installed

@

@Ovﬁj » Control Panel » Security » Windows Update

v|"§||5&arth

File Edit View Tools Help

44 Check for updates
Change settings
View update history
Restore hidden updates

(7). Updates: frequently asked

T Succeeded: 1 update

24 Learn about Windows Ultimate
Extras

Updates were installed:
You have Windows set to:
You receive updates:

View update history

More updates are available.

Windows Update with Windows Ultimate Extras

@ The updates were successfully installed

View available

Most recent check for updates:  Yesterday at 11:01 PM

Today at 12:13 AM. View update history
Automatically install new updates every Sunday at 3:00 AM
For Windows only.

'l;‘ Get updates for more products {

FIGURE 1.14 Update history

—

|'_

l@@v|ﬁ <« Windows Update » View update history

- | 3 | | Search

¥ Eileas Bt Ve R Toak e Help

Review your update history

Make sure all important updates have been successfully installed. To remove an update, go to Installed Updates.

Troublesheot problems with installing updates

Name

Security Update for Windows Vista (KB930178)

Update for Windows Yista (KB931099)

Update for Windows Mail Junk E-mail Filter [April 2007] (KB905866)

Status Type | Date In‘
Successful Important 411

Successful Recommended 4)’113
Successful Recommended 4711721

|




Step-By-Step
b

o Click Start @

9 On the Start menu, at the
bottom of the right pane,
click Lock this computer

“ (see Figure 1.15).
e €ICHECK) Your screen

should look similar to
Figure 1.16.

o Click in the password box
and key your password (or
the password assigned by
your teacher).

e Click Enter .

H Continue to the next exercise.

You Should Know

Vista includes several
different images that you
can show to represent
the user. Your image may
be different from the
robot shown in Figure
1.15 and 1.16.

You Should KnoWw

To prevent accidental
moving or resizing of the
Taskbar, you can lock it
into place. To lock and
unlock the Taskbar, right-
click a blank space on the
Taskbar and click Lock
the Taskbar.

Lesson 1: Exercise 1-6

EXERCISE 1-6
Lock the Computer

Occasionally you may need to leave your computer for a short time. If you do not
want to turn it off and then restart it when you come back, you can lock the computer.
Vista has a feature called the Lock this computer option. The feature locks the
computer so that others cannot use it. To unlock it, you need to enter the proper
password, or series of characters that will allow access.

FIGURE 1.15 Start menu

- enail Pl Lbrr
-L.":r Micrssoft Office Outloek

Mraiuiments

|| | Microsctt Office PowesPoint 2007

Partures

V2| Micrmioh Office Woed 2007

.I_;E'E Micrevoft Office Excel 2007

B Lock this
¥4 computer

FIGURE 1.16 Locked password screen




~ Step-By-Step
\y

o Click Start @>Control

Panel>Appearance and
Personalization.

e Click Personalization.
Click Change screen
saver.

0 EICHECK) VYour dialog

box should look similar to
Figure 1.17.

o Click the Wait down arrow.
Change the setting to 5.
Under Power
management, click
Change power settings.

6 In the Power Options
window, in the left pane,
click Require a password
on wakeup.

o EICHECK) Your screen
should look like Figure 1.18.

o Under Password

protection on wakeup,
click Require a password
(recommended). Click
Save Changes (or Cancel
if Require a password
was already selected).

0 Close the Power Options
window. In the Screen
Saver Settings dialog box,
click OK.

e In the Appearance and
Personalization window,

click Close IE]

\am) Continue to the next exercise.

Lesson 1: Exercise 1-7

EXERCISE 1-7
Change Screen Saver Settings

Vista also can automatically lock the computer for you. You can set the screen saver,
or program that replaces the image on the screen when it is not in use, to lock the
computer. After the computer is idle for a period of time, the screen saver will appear.
The next time someone attempts to use the computer, he or she will have to enter the
correct password to use the computer.

FIGURE 1.17 Screen Saver Settings dialog box

E_f Screen Saver Settings @

Screen Saver
.0 ‘

Screen saver _l Wait down arrow |

[Mystify <] [ settings.. | [ Preview |

Wait: 10 E;ﬁl minutes [] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting display
brightness and other power settings.

Change power settings.- «<— Change power settings |

e —

FIGURE 1.18 System Settings window

@-r = # = Hardware and Sound » Peser Options ¢ System Settings - | +4 | Search

Filr Edit View Took Help

Define power buttons and turn on password protection

Cheuse the power setlings thal you wanl Tor yeur computer. The changes you make Lo bhe sellings en the
payge apply W0 all o your peeen plans.,

Power and sleep buttons and lid settings

Li On battery 29 Pluggedin
@ When press the power button: | Hibemnate -| |Hitrernate -
@ When | press the sheep bulton: | Slerp | [stern -
‘% When 1 elese the lid: [gup = |5|.,ep ,.|

Paswaned protection on aakeup

Click —>» & Require a password (recommended)
here When your camputer wakes from sleep, no ene can aceess your data without entering the correct

passwnrd to undnck the compurter. Create or rh.m.:r AT URET ACEount passwre




Jnf:telé»?f*v-Stelo EXERCISE 1-8
Configure Windows Internet Explorer
o Click Start @ Choose Security Settings

Control Panel>Security.
As the default Web browser in Windows Vista, Internet Explorer sends and receives

Under Internet Options, information between your computer and the Internet. In order to protect your
click Change security computer to your satisfaction while still allowing Internet Explorer to send and
settings. receive the maximum amount of information, you can configure several settings in

Internet Explorer, including the security settings.
In the Select a zone to

view or change security FIGURE 1.19 Internet Properties dialog box

settings box, click e‘__l Internet Properties IE

Trusted sites.
General | Security |Pri1u'a-::|_nr I Content | Connections I Programs | Advancedl

EICHECK) Your dialog
box should look like Figure Select a zone to view or change security settings.

1.19. Click Sites. e &;' ../ ®

Internet Local intranet QEEEEs == Restricted
A sites

In the Trusted sites

dialog box, in the Add this Trusted sites
f This zone contains websites that you

website to the zone bOX, trust not to damage your computer ar

. . your files,
key: https:/www.msn.com. ou have websites in this zong.
. Seaurity level for this 2§ Click Trusted sites
o €ICHECK) Your dialog ZI |
. ) Allowed levels for this zone: All

box should look like Figure Cr . Medium

1.20. N - - Prompts before downloading potentially unsafe
content

- Unsigned ActiveX contrals will not be downloaded

o Click Add. Click Close.

, . Protected Mode i estarting Internet
=) Continue to the next exercise. LmenlmiaRIS Protected Mode (equises festorting Internct Splarenl | |

FIGURE 1.20 Trusted sites dialog box

Academic Skills

:| Trusted sites @

In Step 5, the name of the
Web site must be keyed
correctly or it will not be
trusted. Getting the right

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

characters in the right order i s WEDE ) e ames |
is called proper syntax. On ttps:/. — : i
a sheet of paper, write the Wehsites:

Internet addresses for five
Web sites you have visited
online. Circle the common
elements of syntax in each.

https: /fdigitalid. verisign.com Remove

https: /fsecure.comodo. com

Reguire server verification (https:) for all sites in this zone

Lesson 1: Exercise 1-8




Jnf:telé»?f*v-Stelo EXERCISE 1-9
Configure History and Temporary
0 Click Start @)>Control Internet Files Settings

Panel>Security>Internet

Options. In the Internet Internet Explorer keeps a record of sites you have visited and some temporary files

Properties dialog box that are downloaded in order to make the program function efficiently. You can
click the General tab (see configure Explorer as to how long the program stores those files and Web sites before
Figure 1.21). deleting them.
9 Under Browsing history, FIGURE 1.21 Internet Properties dialog box General tab
click Settings. {:_| Internet Properties 7=
e In the Temporary General |Se::|.|rit\|r | Privacy | Content | Connections | Programs | Advanced |
Internet Files and Home page
History Settings dialog N To create home page tabs, type each address on its own line.
L]
box, click the up arrow for about:blank i
the Disk space to use |Browsing history| -

(8-10245MB) box until it
reads 60 (see Figure 1.22).

| Use current |[ Use default ][ Use blank ]

Browsing history

R C L “  Delete temporary files, history, cookies, saved passwords,
o Under History, click in the eﬁv’I_—/J oyttt B Al P
Days to keep pages in

) Delete... ] [ Settings ]
history box and key: 7. Search
e OCHECK) Your dialog p Change search defaults.
box should look similar to T
Figure 1.22. " -
o Click OK FIGURE 1.22 Temporary Internet Files and History Settings dialog box
% Temporary Internet Files and History Settings @

H Continue to the next exercise.

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster wviewing later.

Check for newer versions of stored pages:

If you delete all of your
Web page browsing
history, you do not delete
your list of favorites or
subscribed feeds. To
delete all browsing history,
choose Start>Internet
Explorer and click Tools.
Then, click Delete
Browsing History, select
Delete all, and click Yes.

(T Every time I visit the webpage e
() Every time I start Internet Explorer @

@ Automatically
) Never )

Digk space to use (8 - 1024MBE): 60 =
(Recommended: 50 - 250ME) E‘

Current location:

C:\Users\Brendan\AppDataLocal\Microsoft\Windows\Temparary
Internet FilesY,

Move folder... View objects View files

Lesson 1: Exercise 1-9




Steb:By-Step
iy

o Click Start @>Control

Panel>Security>Internet
Options. In the Internet
Properties dialog box,
click the Privacy tab.

Under Settings, click
Default, if necessary.

Under Settings, click and
drag the slider up one notch
so that the setting is at
Medium High.

EICHECK) Your dialog
box should look like

Figure 1.23.

Click Advanced. Under
Cookies, select Override

© 0 00

automatic cookie
handling. Under Third-
party Cookies, select
Prompt. Click OK.

6/

EICHECK) Your dialog
box should look like Figure
1.24. Note the Settings
description is now Custom.

H Continue to the next exercise.

You Should KnoW'

Cookies record your
information history and
preferences for viewing,
including sign-in names
and passwords. This
allows Web sites to load
the information for you
automatically the next time
you log on.

Lesson 1: Exercise 1-10

EXERCISE 1-10

Configure Privacy Settings

Internet Explorer has its own set of privacy settings that act similarly to the Windows

Firewall. Explorer’s privacy settings deal mostly with the acceptance or denial of

cookies, which are placed on your computer by the Web sites you visit to gather and

store information about how you use the site. However, some cookies might put your

privacy at risk. You can block, or control, the cookies that are stored on your computer

to help protect your privacy.

FIGURE 1.23 Internet Properties dialog box Privacy tab

% Internet Properties

BN @

| General | 5ecuritr| Privacy | Content | Connections | Programs | Advancedl

Settings

privacy policy

gzb Select a setting for the Internet zone.

_ - Blocks third-party cookies that do not have a compact

- Blocks third-party cookies that save information that can
_ be used to contact you without your explict consent

- Blocks first-party cookies that save information that can

be used to contact you without your implict consent

[ stes ]| 1mport

l [ Advanced ]l

Default |

Pop-up Blodker

pop-up windows from

FIGURE 1.24 Custom Privacy settings

i?'__| Internet Properties @
| General I Security| Privacy |Conbent I Connections I Programs I Advancedl
Settings
___\' To set a standard privacy level instead of using custom
-
% settings, dids the Default button. S
ettings are
Cush < A
om now listed
- Advanced or imported settings | @S Custom
[ Sites ] [ Import ] I Advanced I [ Default ]
Pop-up Blocker
Prevent most pop-up windows from
appearing.
Turn on Pop-up Blodker




Steb:By-Step
iy

o Click Start @>Control

Panel>Security>Internet
Options.

In the Internet
Properties dialog box,
click the Advanced tab
(see Figure 1.25).

In the Settings box, scroll
down to Phishing Filter.

Double-click Phishing
Filter to expand the
options, if necessary. Select
Turn on automatic
website checking.

€ICHECK) Your screen
should look like Figure 1.25.

Click Apply.

7

€ICHECK) Your screen
should look like Figure 1.26.
Click OK.

H Continue to the next exercise.

You Should KnoW'

Common phishing scams
are disguised in e-mails
that look like official
messages from a trusted
source, such as a bank or
creditor. The message
often directs recipients to
a fraudulent site where
they are asked to enter
personal information that
is commonly used for
identity theft.

Lesson 1: Exercise 1-11

EXERCISE 1-11
Use the Phishing Filter

You can sometimes run across Web sites online that are designed to capture your

personal information and use it in marketing schemes or worse. The Phishing Filter

in Internet Explorer is designed to protect users from those Web sites by blocking the

sites and warning users if the sites are encountered.

FIGURE 1.25 Internet Properties dialog box Advanced tab

Esh__| Internet Properties

| General I Security I Privacy I Content I Connections Prngrams| Advanced [

_?_@

Settings

Enable Integrated Windows Authentication™

Enable native XMLHTTP support
> [ §) Phishing Filter
i) Disable Phishing Filter
() Turn off automatic website chedking
®
Use 55 2.0
Use S5L 3.0
Use TLS 1.0
Warn about certificate address mismatch®
Warn if changing between secure and not secure mode

4| m |

Enable memory protection to help mitigate online attadks

Warn if POST submittal is redirected to a zone that does HE|

3

-

*Takes effect after you restart Internet Explorer

[ Phishing Filter |

[ Restore advanced settings ]

Reset Internet Explorer settings

Deletes all temporary files, disables browser
add-ons, and resets all the changed settings.

You should only use this if your browser is in an unusable state.

Reset...

OK I[ Cancel ][

Apply

FIGURE 1.26 Phishing Filter warning box

& | Phishing Filter

@

maore information, read the Internet Explorer privacy statement.

Website addresses will be sent to Microsoft to be checked against a list of reparted
phishing websites. Information received will not be used to personally identify you. For

Es)

) |

R

Cancel ]

@ How does Phishing Filter help protect me?




Stebléy-Step
iy

o Click Start @>Control

Panel>Security>Internet
Options.

In the Internet
Properties dialog box,
click the Privacy tab.

Under Pop-up Blocker,
make sure the Turn on
Pop-up Blocker check
box is selected.

€ICHECK) Your screen
should look like Figure 1.27.
Click Settings.

In the Pop-up Blocker
Settings dialog box,

© 0 O

under Exceptions, in the
Address of websites to
allow box, key: http://www.
msn.com (see Figure 1.28).

€ICHECK) Your screen
should look similar to
Figure 1.28.

Click Add.
Click Close.

In the Internet Properties
dialog box, click OK.

In the Security window,

click Close IEI

Continue to the next exercise.

{ 6 060 ©

Lesson 1: Exercise 1-12

EXERCISE 1-12
Manage Pop-Up Windows

Internet Explorer can block malicious Web site functions. A pop-up window is an ad

that suddenly appears in its own window on top of another Web site. Pop-up windows

in Web sites can be informative, while others can be annoying. Some

pop-ups may carry code, or computer programming language, that is harmful to your

computer. You can configure Internet Explorer to block some or all pop-ups.

FIGURE 1.27 Internet Properties dialog box Privacy tab

i?_.] Internet Properties

7=

| General I Security | Privacy |Conter|t I Connections I Programs I Advanced |

Settings

= settings, dick the Default button.
Custom

ﬂ__\' To set a standard privacy level instead of using custom

- Advanced or imported settings

— Make sure this is selected |

Sites I [ Import l ’ Advanced l [ Default

l

Pop-up Blodkg:

1Y

Prevent most pop-up windows from
Ewpearing.

Turn on Pop-up Blocker

FIGURE 1.28 Pop-up Blocker Settings dialog box

fs"_.| Pop-up Blocker Settings

BExceptions

&

websites by adding the site to the list below.

Address of website to allow:

Pop-ups are cumertly blocked. You can allow pop-ups from specific

)

hittp:/Awnw msn com Add

Allowed sites:

http://support dell com/support/index aspx?c=usdl=end. ..
hitp://support dell. com./support.topics/global aspec/sup...
hitp ./ fwnwwe dell com

hitp -/ Awww dellauction com

Motifications and fitter level
Flay a sound when a pop-up is blocked.
Show Information Barwhen a pop-up is blocked.

Fi

lter level:

Remave

Remove all...

T
[ Remove_|
[Remove al. |

[ Medium: Block most automatic pop-ups

—

—————




Step-By-Step
\

o Choose Start @>

Control Panel.

9 In the Control Panel
window, under User
Accounts and Family
Safety, click Add or
remove user accounts
(see Figure 1.29).

In the User Account
Control dialog box, click
Continue.

€ICHECK) Your screen
should look similar to
Figure 1.30.

In the Manage Accounts
window, click Create a
new account.

© 0 © O

In the Create New
Account window, in the
This name will appear
on the Welcome screen
and on the Start menu
box, key: Second.

) Continued on the next page.

Troubleshooter

Create a password that is
easy to remember, but
difficult for other people to
guess. A password that
uses a random set of
characters is more difficult
to decipher than one that is
not random.

Lesson 1: Exercise 1-13

EXERCISE 1-13
Create a Standard Password-Protected
Local User Account

Having different accounts on one computer allows several different users to use the
same computer without interfering with the settings or files of the other users. A
standard account differs from an administrative account in that it can use all the
programs and change personal settings but cannot add or remove programs or change
settings that would affect other users.

FIGURE 1.29 Control Panel window

O"C} [E » cContrcl Panel » T4 =]

File [Edit View Took Help

= LControl Panel Home

Classic View

System and Maintenance % Lizer Accounts and Family

Get started with Windess Safety
Back up your computer W St up parertal confrols for arry wuer
Click here I—) W Add or remiove user BCcunts

Security
Chack for update: Appearance and

Chaeck this compLiErs secunty status % Pe lizatior
'i‘ Allgw a program through Windows rEEnatation

* Fineweall Change desklop background

Change the celor scheme

Adjust cluti
Metwork and Internet st sermen e

View netweork status and tasks §
Set up file sharing g Clock, Language, and L

Region
Change keyboards or other input

mclhdy

Change displey lsnguage

Hardware and Sound
Play T oe obher medhs automatically
Printey

Mouse s
Ease of Acoess
Programs Let Windows suggest seltings

Uniestall Oprteense visual degiley

FIGURE 1.30 Manage Accounts window

= [ #2 |[ seawer =l

mrlﬂ. o User Accounts ¢ Manasge Accounts

File Edit View Took Help

Choose the account you would like to change

= Main User . i
[l "1 Admanistrator m Emnmdm.u
G Fasvwend probected = 2

Create 8 new account 4—' Create new account

Whiat 1s & user account?




Jﬁf'teléi5Bv-$te|c> EXERCISE 1-13 (continued)
Create a Standard Password-Protected
0 Make sure the Standard Local User Account

user option is selected.

FIGURE 1.31 Create New Account window
€ICHECK) Your screen ;

should look like Figure 1.31.

©

l@vl% % User Accounts » Manage Accounts » Create New Account v | 4 | | Search

File Edit View Tools Help

Click Create Account.

Name the account and choose an account type
oc H ECK) Your screen This name will appear on the Welcome screen and on the Start menu.

should look like Figure 1.32. Second <€ 1 New account name

@) Standard user
Standard account users can use most software and change system settings that do not affect other users or
the security of the computer.
account. () Administrator
Administrators have complete access to the computer and can make any desired changes. To help make
the computer more secure, administrators are asked to provide their password or confirmation before

Click Create a new

® 6 60

In the This name will making changes that affect other users.

appear on the Welcome We recommend that you protect every account with a strong pasl Create Account |

screen and on the Start Why is a standard account recommended?

menu box, key: Third.

Click Create Account. [ CresteAccount | [ Cancel |

|n the Manage Accounts Ml

window, click the Second
user icon. Click Create a

®

FIGURE 1.32 Manage Accounts Window with account added

i@

password. '
T N
@le% <« User Accounts » Manage Accounts - | +4 | | Search

@ In the New password File Edit View Tools Help
box, key: Turtle87. In the
Confirm new password
box, key: Turtle87.

Choose the account you would like to change

Main User

e Second
. Administrator Standard user
Click Create password. Password protected
In the Change an
Account window, click Cuest

Guest account is off

Close @

H Continue to the next exercise.

[New account added |

YOU can Only add or Create a new account

remove user accounts if What is a user account?

you are the administrative

user and are working within P ——
yOUr admInIStrator account. Go to the main User Accounts page

Additional things you can do

Lesson 1: Exercise 1-13




Step;By-Step
iy

o Click Start @). In the right

pane, right-click Computer
and select Manage. Click
Continue.

e €ICHECK) Your screen
should look like Figure 1.3

e In the left pane, under

Computer Management
(Local), click Local Users
and Groups.

o In the center pane, double-
click the Users folder.

e Select the Second

account. On the Menu bar,

click Properties .

0 EICHECK) Your screen
should look like Figure 1.34.

o In the Second Properties
dialog box, click the
General tab. Verify that
Password Never Expires
is checked, and select
Account is disabled.

e Click OK. Click Close.

\am) Continue to the next exercise.

You Should KnoW'

While the Account
Management folder can
manage most account
functions, the Computer
Management folder pro-
vides even more control
over your computer’s
security.

Lesson 1: Exercise 1-14

EXERCISE 1-14
Disable a Standard Local User Account

The accounts you create on your computer can be controlled to the point that you can
disable an account without actually deleting it. You can reactivate the account at any

time using the Vista's computer management functions.

FIGURE 1.33 Computer Management window

| .'ECompumrMaMgement
File Action View Help

«=@= 06

3( L_ZomputerManagemml (Local) Marne Y Actions
4 [FS System Tools m Systerm Taols Computer Management
[ G) Task Scheduler 8 X
o [g] Event Viewer = Storage Mare Actions
» &) Shared Folders i Services and Applications
o 8 Locsl Users snd Groups <€ {Local users and groups|

» @ Reliability and Performance
4 Device Manager
4 13 Sterage
= Disk Management
1 Ty Services and Applications

FIGURE 1.34 Second Properties dialog box General tab

Second Properties B @

General | Member Of | Profile |
&Ill Second

Full name: Second

Description:

[] User must change password at next logon
lser cannot change password

Password never expires

Account is disabled

[ Accourt is locked out




Step;By-Step
iy

o Click Start @). In the right

pane, right-click Computer
and select Manage. Click
Continue.

e In the Computer

Management window, in
the center pane, double-
click the Second account.

e In the Second Properties
dialog box, clear the
Password never expires
check box.

o Select the User must
change password at
next logon check box.

e €ICHECK) Your dialog

box should look like
Figure 1.35. Click OK.

e €ICHECK) Your screen
should look like Figure 1.36.

o In the Computer

Management window, on

the Menu bar, choose
File>EXxit.

To open the Account
Properties dialog box
from the Computer
Management window,
select the account in the
center pane and choose
Action>Properties.

Lesson 1: Exercise 1-15

EXERCISE 1-15
Require a User to Change a Password

As the administrator, or manager, of your computer, you can require some tasks of
the other users on your machine. One of the most critical is to have users change their
passwords regularly to prevent them from being discovered. You can activate this
option from the Computer Management window as well.

FIGURE 1.35 Second Properties dialog box

Second Properties e @

General | Member O | Profile |
&Ill Second

Full name: Second

Description:

User must change password at next logon
[] User cannot change password

[ ] Password never expires «<——— Clear this box first|
Account is disabled
[ ]Account is locked out

-/‘\-\/\-5

FIGURE 1.36 Computer Management window

| ,f Computer Management ,

File Action View Help
@=|E =8
A Computer Management (Local) MName Actions
a [} System Tools it System Tools Computer Management
o (D Task Scheduler Hstorage Mere Actions

3] EventVi =
i Sh::ad ::::;“ i Services and Applications

3 % Local Users and Groups
1 @ Relisbility and Performance
&% Device Manager
a %3 Storage
= Disk Management
i+ Ty Services and Applications




” Vocabulary

Key Terms

administrator
code

configure

cookie

Defender

firewall

malicious software
password
Phishing Filter
pop-up window
privacy settings
screen saver
security settings
standard account
update

virus

Web site

Academic Vocabulary

quarantine

resources

Lesson 1: After You Read

LESSON

After You Read

Complete the following statements on a separate piece of paper. Choose from the Vocabulary

list on the left to complete the statements.

1. The blocks Web sites that attempt to gather personal

information from your computer. (p. 15)

2. The only user allowed to add or remove software from the computer is the

(p. 20)
3. The can be set to lock the computer automatically. (p. 11)
4. A(n) controls how programs send information into and

out of a computer. (p. 3)

5. In order to keep Vista current you must occasionally the
system. (p. 8)

Vocabulary Activity

6. Create flashcards to help you study the vocabulary terms.
e Write each vocabulary term on one side of a 3-inch-by-5-inch index card.
e On the other side of the card, write the definition for that vocabulary word.
e Pair up with a classmate and take turns testing each other on the
vocabulary words until you both get them correct.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. You can disable a standard local account from which window? (p. 19)
A. Account Management C. Computer Management
B. Security Options D. Windows Update

8. You can update Windows Vista by using which application? (p. 8)
A. Windows Defender C. Windows Firewall

B. Windows Update D. Phishing Filter

9. Windows Defender will place suspicious programs in what area? (p. 6)
A. firewall C. quarantine
B. cookie D. standard account

10. Which tool allows you to lock the computer automatically? (p. 11)
A. Control Panel C. Desktop
B. Screen saver settings D. Start Menu




. LESSON

Step-By-Step
\

o Click Start @

9 On the Start menu, at the
bottom of the right pane,
click Lock this computer

“ (see Figure 1.37).

e €ICHECK) Your screen

should look like Figure 1.38.

o Click in the password box.

e Key your password (or the
password assigned by your
teacher).

0 Click Enter .

Lesson 1: Practice It Activities

' Practice It Activities y

1. Lock the Computer

Follow the steps to complete the activity.

FIGURE 1.37 Start menu

Enberned
Intermet Exploes

y Femail
—P_’f Mugrededt e Ouileck

5
h- Microsoft Oifflce Access 2007

Main User
3

SWitch Licer

% Windows Vista




LESSON

' Stép-By-Step
i

12/

00 066 © ©

Lesson 1: Practice It Activities

Right-click in a blank area
of the Vista desktop and
select Personalize from
the drop-down menu.

EICHECK) Your screen

should look like Figure 1.39.

In the Personalization
window, click Screen
Saver.

In the Screen Saver
Settings dialog box,

change the Wait box to 15.

Check the On resume,

display logon screen box.

EICHECK) Your dialog
box should look like
Figure 1.40.

Click OK.

In the Personalization

window, click Close @

Practice It Activities

2. Change Screen Saver Settings

Follow the steps to complete the activity.

FIGURE 1.39 Personalization window

— I = =

r;|§ « Appearance and Personalization » Personalization

v|¢}||$eamh

File Edit View Tools Help

Tasks i
Personalize appearance and sounds

Change desktop icans
z = i Windaow Coler and Appearance
Adjust font size (DPI) | .
Fine tune the color and style of your windows.
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FIGURE 1.40 Screen Saver Settings dialog box
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LESSON

: Stép-By-Step
i

o Click Start @). I the right

pane of the Start menu,
select Control Panel.

e In the Control Panel,
select Network and
Internet.

e Under Internet Options,
click Delete browsing
history and cookies.

o €ICHECK) Your screen
should look like Figure 1.41.

6 Under Browsing history,
click Settings.

o In the Temporary

Internet Files and
History Settings dialog
box, click the Disk space
to use up arrow and
change the number to 65.

o Under History, click in the
Days to keep pages in
history box. Key: 10.

0 EICHECK) VYour screen
should look like Figure 1.42.

o Click OK. In the Network
and Internet window,

click Close [

Lesson 1: Practice It Activities

' Practice It Activities J

3. Configure History and Temporary Internet

File Settings

Follow the steps to complete the activity.

FIGURE 1.41 Internet Properties dialog box General tab

Es"__| Internet Properties
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=
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FIGURE 1.42 Temporary Internet Files and History Settings dialog box
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' Stép-By-Step
i
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Lesson 1:

Create a new account.

Name the new account
Annie Borden.

Make sure the Standard
user option is selected.

€ICHECK) Your screen

should look like Figure 1.43.

In the Manage Accounts
window, click the Annie
Borden user icon (see
Figure 1.44).

Create a password for the
new account.

Click in the New password
box and key: rescueBlueb5.
Click in the Confirm new
password box and key:
rescueBlueb5.

Click Create password.

In the Change an
Account window, click

Close [E]

You Try It Activities

You Try It Activities

You work in a small office that has a limited number of computers available. Your

supervisor has just hired a new employee and wants you to train her. You decide the
easiest way to find a workspace for her is to temporarily add an account for her to
your computer.

FIGURE 1.43 Create New Account window
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FIGURE 1.44 Manage Accounts Window with account added
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LESSON

' Stép-By-Step
i

o Click Start @). In the right

pane, right-click Computer

and select Manage.

©

In the User Account
Control dialog box, click
Continue.

In the Computer
Management window, in
the left pane, click Local
Users and Groups.

In the center pane, double-
click Users.

€ICHECK) Your screen
should look like Figure 1.45.

In the center pane, double-
click the Annie Borden
account.

In the Annie Borden
Properties dialog box,
clear the Password never
expires check box.

Select the User must

next logon check box.

€ICHECK) Your screen
should look like Figure 1.46.
Click OK.

change password at

Close the Computer
Management window.

Lesson 1: You Try It Activities

You Try It Activities

5. Have New Employee Create Password on
First Login

You want the new employee to have her own account, but you do not want

to be responsible for the security of her files on the computer. You decide

to add her to your computer but have her create her own password the first

time she logs in.

FIGURE 1.45 Computer Management window
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File Action Wiew Help
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FIGURE 1.46 Annie Borden Properties dialog box
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LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

ﬁ Language Arts: Configure Privacy Settings Browse the Web to find
at least three news Web sites that you think are trustworthy. Using the tools

you have learned about, change Internet Explorer’s security settings to assign
these Web sites as Trusted sites.

= Open the Internet Properties dialog box.

= Click the Security tab. Select Trusted sites.

= Enter the URLs of the news sites so that your computer will recognize

them as trusted sites.

Open a Word document and list the news sites. Then, key a paragraph that
explains why you think the news sites you picked are trustworthy. Save your

document as: virev-[your first initial and last name]6.

7. Standards at Work Activity

“% Microsoft Certified Application Specialist Correlation

Vista 1.3 Configure Windows Update settings

Perform a Manual Update It has been awhile since your last manual
update of Vista and your automatic update only completes the critical
updates. Manually update your Windows Vista operating system. Choose
an available optional update that you would like to perform. With your
teacher’s permission, download and install the update. After installing the
update, go to update history, find the update, and print the details.

8. 21st Century Skills Activity

Clarify Information One of your coworkers is not certain why an

individual would want to scan for malicious software on a regular basis.
Open Windows Defender to scan your machine for malicious programs.
Click the drop-down arrow next to Scan and select Quick Scan. (Even a
quick scan might take several minutes. If your teacher does not assign a

particular time to run a scan, get permission before starting the scan.)

After the scan, check the Windows Defender History to see if it has
encountered any malicious programs. Then, open a Word document and
describe the malicious program (if Windows Defender found one), as well
as the action Windows Defender took. Explain why updating Vista
regularly can help keep unauthorized software off your machine. Be sure
you clearly identify why it is important to perform scans on a regular basis.

Save the document as: v1rev-[your first initial and last name]8.

Lesson 1: Critical Thinking Activities Vista 27




LESSON Challenge Yourself Projects ,

Mtk

9. Create New Accounts HJ

"\ Language Arts: Configure New User Accounts You are in tech

" Before You Begin

Security Canyou

remember being asked to
keep a secret? Knowing that = Create three new accounts on your computer for three new

ThinkStock/SuperStock

support for a small company that has a limited number of workstations.

you needed to keep the employees. Use First, Second, and Third for the account names.
information secret probably
made you more aware of its

significance. Being aware

of what others want to know
is helpful in securing = The First employee will not start work for three weeks. Disable, but
information. do not delete, the account.

Reflect Once you complete
the projects, open a Word

document and answer the
following questions: passwords. Save your file as: v1rev-|your first initial and last name]9.

= Assign passwords to the Second and Third accounts using the
account names for the passwords. Configure the accounts to prompt
the users to change their passwords on their first logon.

Open a Word document and key a brief note that tells the employees how
to access their accounts. Include instructions about how to change their

1. What information on i
a computer might you 10. Configure Privacy Settings NN ;|
want to keep secure from . . s
others? A Language Arts: Set Privacy Settings Employees usually are not

%, Hiowennyenleap e allowed to browse the Internet during company time, but the new employees

information on your
computer secure? worries that cookies and other identity-related applications could

that have been hired will need to do research online. Your supervisor

compromise the company’s client information.
= Access the two new active accounts (reset the passwords by adding a 1
to the end of the current passwords).

= Set privacy settings for the two accounts to the highest possible level.

Open a Word document and key a paragraph that explains what types of
Internet research an employee might be asked to complete. Save your file as:

vlrev-[your first initial and last name]10.

11. Personalize the Desktop ﬁJ

"\ Language Arts: Change Screen Saver Settings The Second account
user wants the screen saver to lock the computer when it activates. He also
wants a different screen saver. The Third account user says that the screen
saver comes on too soon. His screen saver should also lock his computer
when it activates. Make these changes to the accounts. Test them after you have
set them up. Then, open a Word document and key two or three paragraphs

that explain how the auto-lock feature can help to keep the information on a

computer secure. Save your file as: v1lrev-[your first initial and last name]11.

Lesson 1: Challenge Yourself Projects




4 Manage Mobile and Remote Computing‘

As laptops and wireless networks have become more popular, computer users

ity 1182 , have more choices about how and where they work and stay in touch. Knowing
Key Concepts how to connect to a network when you are not in your own office environment
enables you to stay connected to resources and coworkers even if you have to

Dynamicgraphics/Jupiterimages

® Configure power and shutdown trave] great distances to accomplish tasks.

functions

21st CENTURY JECGNEECH
® Connect to remote and wireless

networks

Be Courteous Your parents probably taught you to have good manners when

@ Connect o a network by you were growing up. In the business world, there is no reason not to practice

mapping a drive, browsing, or those same values. In your communication with coworkers, supervisors, and
accessing shared folders especially clients, a courteous manner will go a long way toward making all parties

) feel that they are accomplishing something. Treat others with respect, and they
® Access offline folders and Web

sites more than likely will return that manner and not hesitate to work with you in the

future. What is one thing you could do to become more courteous?
® Synchronize folders

@ Start, join, and sign in to a local
collaboration network

® Display information on external
display and network devices

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in the
= Student Edition for a =
description of the standards
listed here.

ISTE Standards Correlation

NETSeS

1a, 2a, 2d, 3b, 3c, 4b, 5a, 5b,
6a, 6b, 6¢, 6d

Microsoft Certified
Application Specialist

Standards

Vista

2.1,2.2,2.3,24,2.5, e
5.1,5.2 B

Lesson 2: Manage Mobile and Remote Computing



LESSON

Before You Read

Reading Guide aguae

Read Out Loud If you find you are having trouble comprehending what you read, read the material to
yourself as if you are teaching it to someone else. The tone and inflection that you use might give you
hints as to the meaning of the text, and you might find you have taught yourself, as well.

Read to Learn
Learn how to connect to a variety of networks.
Use wired or wireless connections.
Explore ways to keep your information updated
regardless of where it is kept.
Communicate and present information in a
format and medium that is easy to understand.

Main Idea

Vista's network and interface functions allow you to
connect to other users, groups, and networks to
share and present information even if you are
working from multiple locations.

Vocabulary

Key Terms
collaborative
desktop
hibernate
mapping
network
power settings
Remote Desktop

Connection

shared folder

sleep mode

synchronize

Virtual Private
Network (VPN)

Windows Meeting
Space

Windows Mobility
Center

wired network

wireless network

Academic Standards

English Language Arts
NCTE 3 Apply strategies to interpret texts.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

access
conflict
enable

Quick Write Activity A

Describe Many businesses and government offices
that do not provide network access are offering
wireless connections to everyday computer users.
On a separate sheet of paper, identify and describe
at least three places you know of that offer wireless
Internet access.

Study Skills

Don’t Be a Night Owl You might have heard the
phrase “burning the midnight oil” used to describe
someone up all night studying for a test. Avoid this
habit. Instead of forcing yourself to stay up late,
study for an exam in the same circumstances as you
will take it—when you are not tired and you have
had a full night's sleep.

NCTE 4 Use written language to communicate effectively.

NCTE 5 Use different writing process elements to communicate effectively.

NCTE 12 Use language to accomplish individual purposes.

Lesson 2: Reading Guide




Step-By-Step
b

o On the Taskbar, click
Start @ In the right pane
of the Start menu, click
Control Panel.

In the Control Panel
window, click Hardware
and Sound.

EICHECK) Your screen
should look like Figure 2.1.

In the Hardware and
Sound window, click
Power Options.

€ICHECK) Your screen
should look similar to
Figure 2.2.

© 0 00 O

Select High
performance.

o Click Change plan
settings.

H Continued on the next page.

You Should KnoW

You can also access Vista’s
Power Options window by
clicking the Mobile PC
heading in the Control
Panel if you are using a
laptop or mobile device.

Lesson 2: Exercise 2-1

EXERCISE 2-1
Configure Power Settings and Options

With mobile computers becoming more popular, power consumption has become a
more critical aspect to operating systems. Even most desktop computers will allow you
to manage your power configurations. Vista’s power settings are different and adapt
themselves depending on whether you are using a desktop computer, which is designed
to remain in one location, or a laptop, which can be carried from place to place.

FIGURE 2.1 Hardware and Sound window

el
mvlm b Control Panel » Hardware and 5ound » - | iy ||brur|.|’l
File  Edt View ook Help (
s -.-'55‘ Printers
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e .l AutoPlay
A |_° Change delault scttngs for meds or dovices | Play C05 o other medis sutomalically
Hardware and Scund
Frograns @-} Sound
= Adjust sytemvalume | Change systemn seunds | Manage audio devices
\_} Mouse
Change hutten seitings | Change painter appearance
@ Pevwwer Qplions Power options
Change hattery settings | ChanJFwmm AL
5 e Bequire a passwned when the computer wakes | Change when the comparter seeps
\ddstional Options {
e g' Personalization
= e . § . .
el : '-%. Change size of pn-sereeniterns | Adjust sereen resolution
Haow to comect menitor flicker (refresh rate) i
—]
FIGURE 2.2 Power Options window
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Shirs adiditinal plans
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Steb:By-Step
iy

e In the Edit Plan Settings
window, click Change
advanced power
settings (see Figure 2.3).

o In the Power Options
dialog box, under
Advanced Settings, scroll
down the list of power
settings to Display. Click

the in front of Display

to expand the options.

@ Double-click Turn off
display after.

m Click Plugged in

(Minutes). Click in the
Minutes box to select the
text and key: 40.

@ EICHECK) Your dialog

box should look similar to
Figure 2.4.

@ Click OK.

@ In the Edit Plan Settings
window, click Close E]

e Continue to the next exercise.

Depending on the type of
computer system you are
using (laptop or desktop), and
the power configurations set
up by the hardware’s manu-
facturer, the power options
might appear different in the
Power Options and Control
Panel windows.

Lesson 2: Exercise 2-1

EXERCISE 2-1 (Continued)
Configure Power Settings and Options

FIGURE 2.3 Edit Plan Settings folder

N
@u-ﬁ& <« Hardware and Sound » Power Options » Edit Plan Settings - | 3 | | Search

File Edit View Tools Help

Change settings for the plan: High performance

Choose the sleep and display settings that you want your computer to use.

[i On battery 55 Pluggedin
& Turn off the display: [20 minutes V] [20 minutes 'I
W Putthe computer to sleep: ’1 hour - ] ’ Never = ]

Change advanced power settinqs4—| Change advanced power settings |

Restore default settings for this plan

Save changes | [ Cancel ]
FIGURE 2.4 Power Options dialog box
33 Power Options

Advanced settings |

then choose settings that reflect how you want your

.,[:; i Select the power plan that you want to customize, and
computer to manage power.

IHigh performance [Active] =

# Processor power management -
[ Search and Indexing
= Display
= Turn off display after
On batteny: 20 Minutes

Plugged in (Minutes): : o E

[+ Adaptive display

m

& Windows Dream5cene settings
F Multimedia settings
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1

[Expanded Display options| | Restore plan defaults

| oK

] [ Cancel Apply




Step-By-Step
b

o On the Taskbar, click
Start @

9 Click Control Panel. In
the Control Panel
window, click Hardware
and Sound.

0 Under the Power Options,
click Change what the
power buttons do.

o Next to the When | press
the power button option,
click the drop-down arrow
and select Hibernate
(under both On battery
and Plugged in if you are
using a laptop computer).

e €ICHECK) Your screen

should look similar to
Figure 2.5.

o Click Save Changes. In
the Power Options
window, click Close @

o Double-click the Internet
Explorer icon on your
desktop to open Internet
Explorer (see Figure 2.6).

) Continued on the next page.

You Should Know

If the power has not been
turned off, when your
computer comes out of
hibernate or sleep mode, it
returns to its previous state.

Lesson 2: Exercise 2-2

EXERCISE 2-2
Use Sleep and Hibernation Mode

If you are using a mobile, or laptop computer, it might be easier and more efficient to
put the system in a sleep or hibernate mode rather than turning it off. Sleep mode
saves your information to the hard drive and puts the computer in a standby mode to
resume instantly. Hibernate saves your information to the hard drive, and puts your
computer into a standby mode, but allows you to turn off the power if necessary.

FIGURE 2.5 System Settings folder
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FIGURE 2.6 Internet Explorer icon on desktop

Double-click the icon




Step-By-Step
\

0 Press the power button on
your computer.

o After your computer goes
into hibernation, press the

power button again.

@ Click your user icon or

enter the password, if
necessary to resume your
session.

m €ICHECK) Your screen

should look similar to
Figure 2.7.

@ Click Start @ At the

bottom of the right pane,
click ﬁ to open the
Shutdown options and
select Sleep from the list
(see Figure 2.8).

@ Press the power button on
your computer.

@ Close Internet Explorer.

s Continue to the next exercise.

Troubleshooter

Make sure you know where
the power button for your
machine is, and be careful
not to confuse it with a
Reset button, which will
reboot the system instead
of shutting it down.

Lesson 2: Exercise 2-2

EXERCISE 2-2

(Continued)

Use Sleep and Hibernation Mode

FIGURE 2.7 Internet Explorer open on startup
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FIGURE 2.8 Start menu

il Intemnet
| Internet Explorer

w2 E-rmail
s | Mlicrosoft Office Dutlock
".I Welcome Center
;5__“ Winderwa Mobilnty Cenber
‘i’i Warniferaes Meching Space
E'—Il Windows Photo Gallery
n Windows Media Player
)

Fullihut &

¥25| Microsshy Office Werd 2007

3 ISicrogolt Dtfice Bxcel 2007

Mg Loy

Fent

Recent Rerms
Campadem
i Shutdown options arrow

Connert To Swiich Lhe

Control Panel

Definult Programs




Step-By-Step
\

o Click Start @). I the right

pane, right-click Network
and select Properties.

9 EICHECK) Your screen
should look like Figure 2.9.

0 In the left pane, click

Manage network
connections.

o In the Network

Connections window, click
the network connection
assigned by your teacher. In
the toolbar, select Enable
this network device (see
Figure 2.10).

e In the User Account
Control dialog box,
click Continue. Click

Close @

o In the Network

Connections window,

click Close [E]

b Continue to the next exercise.

You can also open the
Network and Sharing
Center by clicking the
network icon in the
Notification Area (the area
on the right side of the
Taskbar that contains
shortcuts to programs and
important status information)
and selecting Network and
Sharing Center.

Lesson 2: Exercise 2-3

EXERCISE 2-3
Choose a Network Connection

Your computer may have several different options set up to connect to different

networks. A network is a group of computers connected to each other. You can

choose connection settings to determine the network to which you will connect.

FIGURE 2.9 Network and Sharing Center

=

% v| ﬁ <« Network and Internet » Metwork and Sharing Center

File Edit View Tools Help

View computers and devices

Network and Sharing Center

Viey
Connect to a network .
. . . S
Set up a connection or nefwork ] n J
[ -
Manage network connections 3
MAIN-USER Internet
Diagnose and repair (This computer)
5.'- Not connected
You are currently not connected to any networks.
Manage_network Connect to a network
connections
FIGURE 2.10 Network Connections window
e
¢2|U'£‘-=_a <« Network and Internet » Metwork Connections » - | +4 | | Search
CFile Edit View Tools Advanced Help
= - =
MName Status Device Name Connectivity Metwork Category Owner Type Phone £ or
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dﬂ Deell Wireless 1390 WLAN Mi...

Network
connection

Click to enable
selected connection




J:tep'BV'SteP EXERCISE 2-4
Connect to and Check the Status of a
o click start @). Rioht-cick  Wireless Network

Network and select

Properties. You can connect to a wireless network, or type of computer network that is wireless,
in much the same way you connect to a wired network. You can also monitor the
e In the Network and status of the wireless connection to check signal strength for best performance.
Sharing Center window,
select Connect to a FIGURE 2.11 Connect to a network dialog box
network. = e =]
@ @ Connect to a network
e In the Connect to a
network dialog box, click Select a network to connect to
the Show drop-down Show [Wireless ~]<— Click to select Wireless|[ ¢ |
arrow and select Wireless
(See Figure 2.1 1) k-: OroVista Security-enabled network !!ﬂ!
o Select the wireless network
assigned by your teacher.
Click Connect.
e At the successful
connection prompts click Set up a connection or network
Close Open Network and Sharing Center
o OCH !cK) Your screen | Connect | [ Cancel ]
should look similar to
Figure 2.12. FIGURE 2.12 Network and Sharing Center connected to wireless network
. . ' e
Under Connection, click C*D B2E o Wik wwid ket 42 Neiodk o Sty o T8 B s r
View status. Fle' B View Tock ' Helg
[Wireless network connected | o -

Fankn |

Metwork and ShaningrenTer

e In the Wireless Network

View vamipilre and devioe

Connection Status dialog Conrrst tra etwrik g
box, click Close @ Manane wireiess nrtwnrs l&' ) - h. 3 0
St i 8 ranarction o netwnri 5 -
KRN LUSER Oroista Iternet
o In the Network and ! rtwnek conmectings [This computer)
Sharing Center window, - e OvVista (Private metwork) Camipenice
click Close [E] Access Loal snd bnternes 4
Cumneciicn Wirrless Moo Connection (Do ists] Wity wlaliun |
H Continue to the next exercise. utl Signal strength: Ducellent iseranert

§ iiopiims
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Steb:By-Step
iy

o Click Start @). Right-click

Network and select
Properties.

e In the left pane, select Set
up a connection or
network.

0 In the Set up a

connection or network
dialog box, in the Choose
a connection option box,
scroll down and select
Connect to a workplace.

o EICHECK) Your dialog

box should look similar to
Figure 2.13.

6 Click Next. In the Connect
to a workplace dialog
box, select Use my
Internet connection

(VPN).

o In the Internet address
box, key the IP address
provided by your teacher
(see Figure 2.14). Click
Next.

Nam) Continued on the next page.

You Should KnoW'

VPNs are encrypted, or
private, so only authorized
users have access to them.

Lesson 2: Exercise 2-5

EXERCISE 2-5

Remotely Connect to a Network

at a Workplace (Computer)

Connecting to a network located in your office is convenient, but the increasing
popularity of mobile, or remote, computing has created a need to connect to networks

regardless of your location. Microsoft Windows Vista allows you to connect to your
office network using a Virtual Private Network (VPN) over the Internet.

FIGURE 2.13 Set up a connection or network dialog box

(===
@ @ Set up a connection or network
Choose a connection option
. . -
Set up a wireless router or access point
Set up a new wireless network for your home or small business.

ﬁ'i' Manually connect to a wireless network
cag, Choosethis to connect to a hidden network or create a new wireless profile.

Set up a wireless ad hoc (computer-to-computer) network
&TWy Set up a temporary network for sharing files or an Internet connection.

m

7= Set up a dial-up connection
me% Connect through a dial-up connection to the Internet.

Connect to a workplace

Set up a dial-up or VPN connection to your workplace, !

FIGURE 2.14 Connect to a workplace dialog box

(===
@ @ Connect to a workplace

[Key Internet address here |
Type the Internet address to connect to

Your network administrator can give you this address,

Internet address: [Exarnple:Contoso.com or157.54.01 or 3ffer1234:1111]
Destination name: VPN Connection
Use a smart card

@ Allow other people to use this connection
This option allows anyone with access to this computer to use this connection.

Don't connect now; just set it up so I can connect later
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Step-By-Step
\

G 6 0 O
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Under the Type your user
name and password
heading, in the User name
and Password boxes, key
the user name and
password provided by your
teacher. Click Connect.

After receiving the You are
connected message, click
Close.

In the Set Network
Location dialog box, click
Work (see Figure 2.15).

In the User Account
Control dialog box, click
Continue.

Click Close @

€ICHECK) Your screen
should look like Figure 2.16.

Click Close @

H Continue to the next exercise.

To open the Connect to a
network dialog box, right-
click the Network icon in
the Notification area on
the Taskbar, and select
Connect to a network.

EXERCISE 2-5

(Continued)

Remotely Connect to a Network at a

Workplace (Computer)

FIGURE 2.15 Set Network Location dialog box

@ ;!; Set Metwork Location

(===

Select a location for the "VPN Connection 4' network

Windows will automatically apply the correct network settings for the location.

% Home
|: Choose this for a home or similar location. Your computer is discoverable and

< you can see other computers and devices.

E'!‘ . Work
|.'i . i Choose this for a workplace or similar location. Your computer is discoverable
* and you can see other computers and devices.

Public location
Choose this for airports, coffee shops, and other public places or if you are

directly connected to the Internet. Discovery of other computers and devices is
limited.

Customize the name, location type, and icon for the network
Help me choose

Cancel

Lesson 2: Exercise 2-5

FIGURE 2.16 Network and Sharing Center with VPN connection active

=

E
f.) ﬁ <« Network and Internet » Metwork and Sharing Center - | +4 | | Search
File Edit View Tools Help
Tasks :
= Network and Sharing Center
View computers and devices
View f
Connect to a network
Manage wireless nefworks 1@ |
I S g
Set ct twork 2
SaahE Sots SR ORRERA Sk MAIN-USER OroVista Internet
Manage network connections (This computer)
Diagnose and repair
5" OroVista (Private network) Cu
Access Local only
Connection Wireless Metwork Connection (OroVista) Views
! Signal strength: Excellent Disco
Virtual Private
Network t_b VPN Connection 4 (Private network) Cus;
established Access Limited Connectivity
Connection VPN Connection 'u’[e‘
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Step-By-Step
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o Click Start @

e In the Start menu, right-
click Computer and select

Properties.

e In the left pane, under

Tasks, click Remote
settings (see Figure 2.17).

In the User Account
Control dialog box, click
Continue.

© ©O

In the System Properties
dialog box, under Remote
Desktop, select Allow
connections from
computers running any
version of Remote
Desktop.

EICHECK) Your dialog
box should look like

Figure 2.18.
Click Select Users.

In the Remote Desktop
Users dialog box, click
Add.

©O 00 ©

In the Enter the object
names pane, key the name
provided by your teacher.
Click OK. In the Remote
Desktop Users dialog
box, click OK.

@ Click OK again.

0 Close the System window.

H Continued on the next page.

Lesson 2: Exercise 2-6

EXERCISE 2-6
Use a Remote Desktop Connection

With Microsoft Windows Vista, you can connect to your own network wherever you go.
You can also use another PC to connect to your own PC. You can use the programs on
that computer while viewing its desktop through the Remote Desktop Connection.

FIGURE 2.17 System window

=1
v |;l._¥| + Control Panel » System and Maintenance » System - { +s | | Search
File Edit View Took “Help — — - — —
Tasks < s .
View basic information about your computer
¥ Device Manager
‘Windows edition
[P Remote seftings
Windows Vista™ Ultimate
f\'ﬂ System protection ) ) : )
Copyright € 2006 Microsoft Corporation. All rights reserved.
I[¥ Advanced system settings
Remote settings
System
Manufacturer:
Model:
Rating:
Processor: Genuine Intel(R) CPU U2500 @ 1.20GHz 1.20 GHz
Memory (RAM): 2038 MB
System type: 32-bit Operating System
Dell support ______-_-_-______———_______i

FIGURE 2.18 System Properties dialog box

Systemn Properties ===

| Computer Name I Hardware I Advanced I System Protection | Remate

Remote Assistance

Allow Remote Assistance connections to this computer

What happens when | enable Remate Assistance?

Remote Desktop
Click an option, and then specify who can connect, if needed.
() Dont allow connections to this computer

@ Allow connections from computers running any version of
Remote Desktop (less secure)

() Allow connections only from computers running Remote
Desktop with Network Level Authentication {more secure)

Help me choose | Select Users I—) Select Users...

[ ok J[ Cance J[ seat ]




Step-By-Step
\

@ Click Start @ Click All

Programs.

@ In the list, click

Accessories.

@ Click Remote Desktop
Connection.

@ €ICHECK) Your dialog

box should look like
Figure 2.19.

@ In the Remote Desktop
Connection dialog box,
key the name of the
computer provided by your
teacher.

@ Click Connect.

@ In the credentials box, key
the user name and
password provided by your
teacher. Click OK.

@ Your screen should look like
Figure 2.20.

@ In the Remote Desktop
window, click Close [E]

@ In the Disconnect

Windows session dialog
box, click OK. The remote
connection is now closed.

H Continue to the next exercise.

Lesson 2: Exercise 2-6

EXERCISE 2-6

(Continued)

Use a Remote Desktop Connection

FIGURE 2.19 Remote Desktop Connection dialog box

":l_._. Remote Desktop Connection

Remote Desktop
Connection

(== =]

d |

If you are using Windows Vista, you cannot use a Remote Desktop
Connection to connect to remote computers that use Windows XP.




Step-By-Step
\

o Click Start @

9 In the Start menu, right-
click Computer and select

Properties.

13/

EICHECK) Your screen
should look like Figure 2.21.

In the left pane, under
Tasks, click Remote
settings.

In the User Account
Control dialog box, click
Continue.

© 0 O

In the System Properties
dialog box, under Remote
Assistance, clear the
Allow Remote Assistance
connections to this
computer check box.

EICHECK) VYour dialog
box should look like
Figure 2.22.

e Click OK.
o Click Close @

b Continue to the next exercise.

You Should Know’

Windows Remote
Assistance allows you to
permit another user to
connect to your computer
from another computer
running a compatible
operating system.

Lesson 2: Exercise 2-7

EXERCISE 2-7
Disable Windows Remote Assistance

In order to keep your computer secure, you can prevent others from gaining

unauthorized control your computer with the Windows Remote Assistance tool. By

disabling the remote control option, you can keep others from being able to access,

or gain entry to your computer using the Remote Assistance tool.

FIGURE 2.21 System window

v|;§l + Control Panel » System and Maintenance » System

-4

| | Search

File Edit View Tools Help

Tasks

¥ Device Manager

¥ Remote settings
[§ System protection

[§ Advanced system settings

View basic information about your computer

‘Windows edition
Windows Vista™ Ultimate

Copyright © 2006 Microscft Corporation. All rights reserved.

System

Manufacturer:

Model:

Rating:

Processon Genuine Intel(R) CPU

Memory (RAM): 2038 MB

System type: 32-bit Operating System
Dol e ——

U2500 @1.20GHz 1.20 GHz ‘

-

FIGURE 2.22 Remote Desktop Connection dialog box

System Properties
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FRamete Destop

Dk an opfon. and en specdy wheo can cormec] 1 reedied
& Don't allow conmechions 1o Bhis compater

™ Mizrr connnctinns fmm eamputen urning any vession of
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Step;By-Step
iy

o Click Start @). I the right

pane, select Computer.

e In the toolbar, click Map
network drive E

0 In the Map Network
Drive dialog box, leave the

default Drive letter as Z:
and click Browse (see
Figure 2.23).

o Click Browse and navigate
to, and select, the folder
assigned by your teacher.

e Click OK. Click Finish.

0 In the new mapped

shared folder view, click

Close @

o EICHECK) Your screen
should look like Figure 2.24.

e Click Close [E]

\am) Continue to the next exercise.

Mapping a drive through
the network directory
folder system is similar to
reading a road map or
creating a flow chart. On a
separate piece of paper,
draw a flow chart for how
you would navigate
through the folders to get
to the network drive, begin-
ning just as you open the
Network folder.

Lesson 2: Exercise 2-8

EXERCISE 2-8

Connect to a Network Computer by

Mapping a Drive

A shared folder is a folder on a networked computer that has been set up to allow

access by others on the network. Creating a shortcut to a shared folder, computer, or

drive on a network is called mapping a network drive. Once a shared folder is mapped,

you no longer have to key in its network address each time you want to use it.

FIGURE 2.23 Map Network Drive dialog box

(o) 3 Map Network Diive

What network folder would you like to map?

Specdy the dieve letber lor the conmection and the Tolder that youw wand Lo connect b

Dive |2 -/« Leave default Drive as Z:|

Falder = | Beowne. |

Conpaet o8 Wb s thet ey con uee bo fioes wous documents and pistures.

Example Viserver\share
J1Reconmect ot lagen

Conmect uung o diflaren ser name

____—-——________...——_—_________—-——_____

FIGURE 2.24 Computer folder with mapped drive added
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1 Lk Hame Type = Tutal Size Free Space
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B fuctie il VD) W Drree ()
B o o Public (23

& Receriby Changed

E Trarches
B Puble Mapped drive

Falden b
B Destop
B Main User
o Mablic
1% Comparter
& osicy
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o2 VD RW Diive {E)
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e FleFolder Spacefres 134 GB
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Steb:By-Step
iy

o Click Start @

e In the Start menu, click

Network (see Figure 2.25).

e €ICHECK) Your screen

should look similar to
Figure 2.26.

o Double-click the computer
icon for the computer
assigned by your teacher.
View the resources

available on that computer.

6 Click Close s

H Continue to the next exercise.

You may also know the
word network in relation to
a television network. A
television network uses
individual local stations to
carry a signal from one
central location. Similarly,
computer networks use
individual local computer
stations to transmit
information from a central
server.

To keep the Notification
area uncluttered, hide any

icons that you have not
clicked recently.

Lesson 2: Exercise 2-9

EXERCISE 2-9

Connect to a Network Computer by
Browsing a Network

A simple way to connect to another computer is by browsing your network. Any

computers on the network that have been configured to share resources and be
identified will show up in the Network folder.

FIGURE 2.25 Network on Start menu

@ Internet
R Inteinet Faplomn

. Tl-m.ﬂ
o Migregelt (e Dulleck

M User

y
E;- Micrasaft DFfice Accass 2007

¥ All Frograms

Starnt Seargh

FIGURE 2.26 Network folder
(=

v-‘!.!ﬂ:s—.f‘ =1

@C)rf » Mebwork »

MNetwork location

*L; MAIN-USER
s -
A

‘Waorkgroup

Fevguite Links
[E Documents
E Foctuses
m Mluic A
A Recenily Changed
[ Sesches

Ji Publc

Fodden »
a [l Deskiop
B sain User
L Puhlic
& Computer «——— Computers on network |
4 Y Mebaeuk
I 18 ASUSPY
o {8 AIN-LISER
& B Control Panel
& Recyche Din
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Step-By-Step
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o Click Start @

9 In the Start menu, click
Network.

e €ICHECK) Your screen

should look similar to
Figure 2.27.

o Double-click the computer
assigned by your teacher.

e Double-click the Public
folder in the network
computer folder (see
Figure 2.28).

e Browse through the files
and folders available in
the Public folder. Click

Close @

H Continue to the next exercise.

Microseoft DHice 2007

In Windows Vista, a public
folder allows users to
store and share files with
other users on the same
computer or network.

Lesson 2: Exercise 2-10

EXERCISE 2-10
Connect to a Network Computer
by Accessing Shared Folders

You can allow only certain people to access shared folders or you can open a shared
folder to anyone with access to the network. Shared folders can be accessed by simply
navigating to them on the network.

FIGURE 2.27 Network folder

R 2

GC‘, [&¥ b Hetwor »

Hetwark kocation

|
'Eh MEIN- LISER
=

Workgroup
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E Pictuns

B thaic
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B searche
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Faldery b g
B Destacp
B Main User
4. Public
1™ Computer
2 Neswerk
B aziEpe
1B MAAIM-USER
& Conteot Panel
T Reeyele Bin

FIGURE 2.28 Network Public folder
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o Click Start @ In the

Start menu, click Control
Panel.

e Click Network and
Internet.

e Click Offline Files. In the
User Account Control

dialog box, click Continue.

o €ICHECK) Your dialog

box should look similar to
Figure 2.29.

e In the Offline Files dialog
box, click Enable Offline
Files.

0 Click OK. In the Offline
Files dialog box, click Yes
to restart your computer.

0 Double-click the computer
assigned by your teacher.

o In the assigned computer
folder, right-click the

Public folder and select
Always Available Offline
(see Figure 2.30).

@ Click Close IE]

H Continue to the next exercise.

Lesson 2: Exercise 2-11

EXERCISE 2-11
Access Files While a Computer Is Offline

Vista allows you to access files from a network folder even if your computer is offline.
When you set up your computer to work with offline files, Vista copies all the files from
the network folder to your computer. Whenever the network files are not available, Vista
uses the offline files. It can then synchronize, or reconcile the differences between the
offline files and the same files on the network when you reconnect.

FIGURE 2.29 Offline Files dialog box

2 Offline Files ===
General

@ Use Offline Files to keep copies on your computer of files stored
on the network. This allows you to work with them even when
you are not connected or a server is unavailable.

[ Enable Offline Files

Offline Files is currently disabled.

Open Sync Center

Use Sync Center if you want to sync your Offline Files now or check
for sync conflicts.

View your offline filles

How do offline files work?

FIGURE 2.30 Assigned computer folder Public folder
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Step-By-Step
b

o Click Start @ Click All

Programs.

9 Click Accessories. Select
Sync Center.

0 €ICHECK) Your screen

should look like Figure 2.31.

o Select the Offline Files
folder. Click Sync @

e In the Sync Center folder
in the left pane, click View
sync results.

e €ICHECK) Your screen

should look similar to
Figure 2.32.

o Click Close @

b Continue to the next exercise.

Synchronization refers to
the idea of keeping multi-
ple copies of files and
folders coherent with one
another. The purpose of
synchronization is to main-
tain data integrity. When
you sync files or folders,
you fix the differences
between the offline version
of the files and the version
of the files on the network.

Lesson 2: Exercise 2-12

EXERCISE 2-12

Synchronize Folders between Computers

Vista synchronizes offline folders automatically when you reconnect to the network,

but there might be times when you want to sync the folders manually. You may also

need to resolve a synchronization conflict, or difference, between the files on the

network and the files on your computer.

FIGURE 2.31 Sync Center folder

- e
m@- Conirol Panel » Network snd Intemet » Symc Center » ':'&”.‘Frm:n
L Keep your information In synec
Virw vy partncrships
: iR Vimas emrenl tyne actraby, vyne reve, e charge your gme setling
(] AEL L @ m“
St up mew Sy parinerships M L
B Cfline Files
Click to select
—
FIGURE 2.32 Sync Results folder
| = [ @
m'r@u Metwork snd lvternet » Symec Cemter » Symic Resubs '|"}|‘5r#|'l:l‘.'
Review errors, warnings, and other sync information
= partnerships
These are the results of your most recent sync activity.
View syne resubts W
Set up new syne partnershies | . Details Date ereated

Oiflne Fbes ()
& syme Completed
B Symic Started

Sync completed with Offline Files
Sync started wath Offfine Files

27/ 005 10:14 PM
2T/ 2009 10:14 PM




Step-By-Step
\

o Click Start @ Select

Network. Navigate to the
Public folder.

9 Right-click the Public
folder and select Delete.

Click Yes in the
confirmation box.

0 Click Close @
o Click Start @ Choose All

Programs>Accessories>
Sync Center.

e Click Sync All ().

o €ICHECK) Your screen
should look like Figure 2.33.

o In the left pane, click View
sync conflicts.

e Click the file icon in the file
area and click Resolve.

o In the Resolve Conflict
dialog box, click Keep this
version with the location
On this computer (see
Figure 2.34).

@ Click Close @

H Continue to the next exercise.

Lesson 2: Exercise 2-13

EXERCISE 2-13
Resolve Synchronization Conflicts

Synchronizing files over a network means that access to those files is open to more

than just your computer. Because of changes in the network or changes made by other

users that have access to the files, conflicts may exist between the files held for offline

use and the files on the network. These conflicts cannot be resolved using the sync

function. Under these circumstances, use the Sync Center to resolve conflicts.

FIGURE 2.33 Sync Center with conflict

==

(:Ia--@ ¢ Contral Pamel » Wetwoek and Infemnet v Syme Center » - |+-y | '. Search

Keep your information in sync

Wiew recent sync activity, fync now, or change your sync settings.

FIGURE 2.34 Resolve Conflict dialog box
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Steb:By-Step
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o Double-click the Internet
Explorer icon on the
desktop.

e €ICHECK) Your screen

should look similar to
Figure 2.35.

0 In the Navigation bar, key
the address of a Web site
provided by your teacher.
Press . Click Page
and select Save As.

o In the Save Webpage
dialog box, navigate to the
folder designated by your
teacher. In the File name
box, key: [your first initial
and last name]-webpage.
Click Save.

6 On the toolbar, click the
Home drop-down
arrow. Select Blank Page.

0 Click Tools 2] and select

Work Offline.

o On the Menu bar, choose
File>Open. Click Browse.

e In the Windows Internet
Explorer dialog box,
navigate to your saved Web
page and select it. Click
Open. Click OK.

o €ICHECK) Your screen

should look like Figure 2.36.

@ Click Close @

H Continue to the next exercise.

Lesson 2: Exercise 2-14

EXERCISE 2-14
Make a Web Site Available Offline

You can save Web sites so that they are available offline. You do this by opening the
Web page in Internet Explorer and saving it to a folder on your desktop. Using Internet

Explorer, you can open the file even if you are offline.

FIGURE 2.35 Internet Explorer
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Step-By-Step
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e © 0 06 00

Click Start @). Select
Control Panel. Click
Network and Internet.

€ICHECK) Your screen

should look like Figure 2.37.

Click People Near Me.
Click the Settings tab. In
the name box, key: [your
first initial and last name].

EICHECK) VYour dialog
box should look similar to
Figure 2.38.

Click the Sign In tab.
Under Status, select Sign
in to People Near Me.
Click OK.

In the People Near Me
dialog box, click OK. In the
User Account Control

dialog box, click Continue.

In the Network and
Internet window, under
Windows Firewall, click
Allow a program
through Windows
Firewall.

In the Windows Firewall
Settings dialog box, on
the Exceptions tab, select
Windows Meeting
Space and Windows
Collaboration Computer
Name Registration
Service. Click OK.

H Continued on the next page.

Lesson 2: Exercise 2-15

EXERCISE 2-15
Sign in to a Meeting Space

Windows Meeting Space is a function of Vista that allows computer users to work in
a collaborative environment, sharing programs, information, and resources as if they
were all meeting in the same room. This collaborative type of network requires that
the users enable, or permit, other users to access their systems.

FIGURE 2.37 Network and Internet folder
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FIGURE 2.38 People Near Me dialog box

& People Near Me @
Settings | Signin

User information

Type the name you want other people to see:
Key your first [
initial and last
Make my picture available name

smargquez ‘—

If this option is selected, programs can display your
picture along with your contact information.

Change picture...
Invitations

Allow invitations from:

Display a notification when an invitation is received

Options
Sign me in automatically when Windows starts

OK | [ Cancel ][ 2y |




Stebléy-Step
iy

o In the left pane, click

System and
Maintenance.

@ Click Administrative
Tools.

In the right pane, double-
click Services.

In the User Account
Control dialog box, click
Continue.

© 6 O

In the Services window,
click DFS Replication. In
the description that opens,
click Start the service
(see Figure 2.39).

Click Close @

Close the Administrative
Tools and the System and
Maintenance window.

Click Start @ Choose
All Programs>Windows
Meeting Space.

© 6 66

In the Windows Meeting
Space Setup dialog box,
click Yes, continue
setting up Windows
Meeting Space.

@ In the User Account
Control dialog box, click
Continue.

19/

H Continue to the next exercise.

EICHECK) Your screen
should look like Figure 2.40.

Lesson 2: Exercise 2-15

EXERCISE 2-15

(Continued)

Sign in to a Meeting Space

FIGURE 2.39 Services folder DFS Replication
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File Action  Yiew  Help
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FIGURE 2.40 Windows Meeting Space
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(Step-By-Step EXERCISE 2-16
Start a New Meeting
o In the Windows Meeting
Space window, click Start
a new meeting (see

You can use Windows Meeting Space to start a meeting of your own. After you have
signed in to Meeting Space, you can name the meeting, protect it with a password,

and choose whether you want to allow others to see the password.

Figure 2.41).
e Under Meeting name FIGURE 2.41 Windows Meeting Space
your first initial and last (2] Windows Mesting Space = = ]

name should be in the box,
followed by the time.
Highlight the time and key: Founct 0

i &7 Update it
board meeting.

Moy enerting werr fourd. Click Upcate

————  Starta new meeting lis2 1o search agean.
e In the Password box, key:
meeting1. Join a meeting near me
o Click Create a meeting. e
e €ICHECK) Your screen Click_to start new
meeting

should look like Figure 2.42.

\am) Continue to the next exercise.

- Windows Meeting Space

You can also send a quick,

one-on-one message to FIGURE 2.42 Windows Meeting Space board meeting

someone in the meeting. [ Windonws Meeting Space (smarquez board meeting) ==
Under Particpants, right- Mecing - | Inwte  Share  Add
click the person’s name Mesting i“""ﬁ“’"“ o ) &
and click Send a note. participant ” @ S
Other participants will not
see your correspondence. -
-y %
—— Trwvite peogie..
L
Share a pmgr.lm -:r‘y\eur desktop, Lndne +
g
Add a handirta.

Lesson 2: Exercise 2-16




~ Step-By-Step
\y

o In the Windows Meeting
Space board meeting,
click the Meeting drop-
down arrow on the menu at
the top of your screen and
select Leave meeting.

e €ICHECK) Your screen

should look like Figure 2.43.

e Click the available board
meeting.

o In the password box, key:
meeting1.

e Click Join a meeting.

o €ICHECK) Your screen

should look similar to
Figure 2.44.

o Click the Meeting drop-
down arrow and select
Exit.

H Continue to the next exercise.

Troubleshooter.

Be careful when keying in
a password. The use of
proper spelling in a
password is very
important. If the password
is incorrect, you might not
be able to join a meeting.

Lesson 2: Exercise 2-17

EXERCISE 2-17 e
Join an Existing Local Collaboration Session

You can join a meeting space already in session by signing into Windows Meeting

Space or accepting an invitation to the meeting.

FIGURE 2.43 Windows Meeting Space with meeting

Windows Meeting Space

Sort by: Mame =

aborden board meeting

Start a new meeting =} Started by Annic Borden
6/9/2009 3:34 PM

Join a meeting near me

Open an invitation file...

[Click board meeting |

FIGURE 2.44 Joined existing meeting

Windows Meeting Space (aborden Board meeting)

I
Ieeting =

Participants (2 attending)

l@] smarquE =
I@J Annie Borden \

e—

)
¥ i Handouts
Share a program ur your desklop.,




Step-By-Step
\

o Click Start @ and select

Control Panel.
Click Mobile PC.

€ICHECK) Your screen

should look like Figure 2.45.

Under Windows Mobility
Center, click Adjust
settings before giving a
presentation.

In the Presentation Set-
tings dialog box, click the
I am currently giving a
presentation check box.

o EICHECK) Your dialog

box should look like
Figure 2.46.

o Click OK.

b Continue to the next exercise.

You Should KnoW

You can also adjust the
volume, check network
connectivity, and change

display brightness for your
mobile computer using the
Windows Mobility Center.

Lesson 2: Exercise 2-18

EXERCISE 2-18
Prepare a Computer for a Presentation

Vista’s Windows Mobility Center allows you to customize settings for a laptop or
other mobile computing device. You can create mobile settings for your computer
that will help if you are giving a presentation. The settings are predetermined before
the presentation. After the presentation, you can turn them off. You can reactivate

them before your next presentation so that your settings will not have to be reset.

FIGURE 2.45 Mobile PC folder

o ’ - Windows Mobility | _
@'&.‘-"l. » Control Fanel » Mobile PC » Center 42 | [ Secech a

=l Pamel Home s
Windenwrs Mobidily Center

Adpust commenly used mobility settings | Adjunt setiings before giving 8 presentation
Conntsd to & propection co sthér asbernal display

Power Cptions
Chinge hsttery urblmp Beguare 3 pacsnrd sien the ccmpuen wle
Change when the computer sleeps | Change what the power buttons do
Change wiat cicdng the bl does

Adjust settings
Personalization before giving a
Chinge ormem usest | Change dniop Bk presentation

Adpust setting befese ghving 8 presentstion

Chncl) Langiage, &

Tahblet PC Settings

Face il Arceo
Change screen onentation

Addrtinnal Opheens

Pen and Input Devices
Chasgic Wik . Chinge tablet pin cettinge

Sync Cenfted

Typne wnbh ollisi comps

ghals denicws, oo fistvenrk Polde

FIGURE 2.46 Presentation Settings dialog box

Presentation Settings (=3

[¥]1am currently giving a presentation

When giving a presentation, your computer stays awake, system
notifications are turned off, and the following settings are applied.
Tell me more about presentation settings.

WhenIam giving a presentation:
Turn off the screen saver
Set the volume to:
lgy ———J——= [igh

Show this background:

Elimgl -
Elimglo
=limgl1
i -

Connected displays...

I oK I’ Cancel l




Step-By-Step
\

o In the Mobile PC window,
under Windows Mobility
Center, click Connect to
a projector or other
external display (see
Figure 2.47).

€ICHECK) Your screen
should look like Figure 2.48.

0 In the Windows Mobility

Center dialog box, in the
External Display box,
click Connect display.

o Click Close @

e Close the Mobile PC
folder.

s Continue to the next exercise.

You Should KnoW

An external display device
carries information out of a
computer to display it
visually. External display
devices include monitors,
projectors, and televisions.

Lesson 2: Exercise 2-19

EXERCISE 2-19
Display Information on an External
Display Device

Vista’s mobile computer capabilities allow you to display your computer’s information

on any number of monitors and other external display devices. The Windows Mobility

Center allows you to connect to and configure mobile and presentation settings.

FIGURE 2.47 Mobile PC folder

@E}mll ¥ thlpl.hmf + McbilePC »

File Edit Yeew Tooh Help

Contred Famed Home

Pragrims

ts arwf Famnily

| Chinge battens sestmm

Py

%

|

O

Windows Mobility Center

Adpunt commenly ured mobiliy settings

|
= L | Sl

Adjust settings before ghing § presentation

CEnndet 1 3 prestlon ol nther externad dippley

A
Power Chptions
Chirupe haltery vetlags
Chimge when the computer sleeps
Change what cledang thie §d does

Eepare a

Personalization

Chamgescsem iy Charsge ded

\

auewnrl whe lhe compute wahes
Change what the power buttons do

b hgronarsd

prion

ddpurt settings before giving » present)

Tahlet PC Settings

Change stieen oentation

proj

Connect to a

external display

ector or other

Pen and Input Devices
Change tabiel pen setling:

Sync Center

Sopric wth ather computer, metde deace, e nebwer ulders

Fesobve synic conflicts

— e}

Narvs e sesudls

FIGURE 2.48 Windows Mobility Center dialog box
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Step-By-Step
\

o Click Start @ Choose All

Programs>Accessories>
Connect to a Network
Projector (see Figure 2.49).

€ICHECK) Your screen

EXERCISE 2-20
Connect to a Network Projector
Network projectors allow presentations to be displayed to users on a network. You

can connect to a network projector to view the presentations online without being in
the same place as the presenter.

FIGURE 2.49 Connect to a Network Projector

should look like Figure 2.50.

e In the Connect to a

Network Projector
dialog box, click Search
for a projector

(recommended). H Windows Mevie Makes

[ Wimdeas Phato Galleny

& Wirstinen Lpidste
o In the list of Available I Accesteies

R | Caloulator
projectors, select the one i Command Promgpt
. Conded] Metarark Projecion [
assigned by your teacher. "j W,P,,m
& Paim
. ‘mi Remote Desktop Connection
e Click Connect. &1 Ron e

& Sepping Tecd

1. Seund Recordar

(%) Syme Certer

W Wrleoms Cenber

N Vindows Eaploner [ri—

Bl windevs Mobiley Certer

Y Wmdirees Setrbar Camnret T
il WordPad

b Lase of Rocess Controd Fanel
| Sybern Touls

| TablstPC Diefautt Frogram

o Shut down Windows Vista.

A network projector refers Vielp and Suppea
to a projector that is
connected to the network
through a wired or wireless
connection, rather than
connected directly to the

computer.

FIGURE 2.50 Connect to a Network Projector dialog box

@ 22) Connectto a Network Projector

How do you want to connect to a network projector?

<* Search for a projector (recommended)
Search for projectors that are connected to your local network.

< Enter the projector address
If you know the network address of the projector that you want to use, enter the address,
Example: http://server/projectors/projectorl or \\server\projectors\projectorl

——— e,

e —

Lesson 2: Exercise 2-20




W After You Read /Ry

” Vocabulary

Key Terms

collaborative
desktop
hibernate
mapping
network

power settings

Remote Desktop Connection

shared folder

sleep mode

synchronize

Virtual Private Network
(VPN)

Windows Meeting Space

Windows Mobility Center

wired network

wireless network

Academic Vocabulary
access
conflict

enable

Lesson 2: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. You can access a network remotely through a . (p-37)

2. Creating a shortcut to a network resource is called the
drive. (p. 42)

3. You can connect to a(n) without having to connect cables.
(p- 36)
4. Vista enables you to network files with files on your

computer. (p. 45)

5. Synchronizing the files on your computer with network files will help you
resolve a (p- 46)

Vocabulary Activity

6. Create a crossword puzzle using the vocabulary words.
¢ On grid paper, list the vocabulary words so that they intersect at common
letters, like a standard crossword puzzle.
e Copy the arrangement of boxes onto another sheet of grid paper.
¢ On a third sheet, write the definitions for the words, listing the appropriate
definitions in a “Down” column and the others in the “Across” column.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. Where would you go to create synchronized files on your computer? (p. 45)

A. Control Panel>Network and C. Control Panel>Internet
Internet>Shared Files. Options>Oftline Files.
B. Control Panel>Network and D. Start Menu.

Internet>Offline Files.

8. Remote Desktop Connection allows you to access which programs? (p. 39)

A. The programs on the Taskbar. C. Internet Explorer.
B. All programs on the remote D. Windows Explorer.
computer.

9. Where would you set up an external display? (p. 53)
A. Windows Mobility Center C. Appearance and Personalization
B. Mobile PC D. Ease of Access

10. Where would you configure power settings? (pp. 31, 32)

A. Control Panel>System and C. Desktop
Maintenance>System D. Control Panel>System and
B. Screen saver settings Maintenance>Power Options




' Stép-By-Step
i

o Click Start @). I the right

pane, click Control Panel.
Click Hardware and

Sound.

9 EICHECK) Your screen
should look like Figure 2.51.

0 In the Hardware and
Sound window, click
Power Options. Select
High performance and
click Change plan
settings.

o In the Edit Plan Settings
folder, click Change
advanced power
settings.

e In the Power Options
dialog box, scroll down to

Display. Click [4]to

expand the options.

e Double-click Turn off
display after. Click
Plugged in. Select the
value in the Minutes box
and key: 44.

o €ICHECK) Your screen
should look like Figure 2.52.

e Click OK. Click Close g%
Shut down Windows Vista.

Lesson 2: Practice It Activities

Practice It Activities

1. Configure Power Settings

Follow the steps to complete the activity.

FIGURE 2.51 Hardware and Sound window

=i
@Urlm v Conbrol Faned ¢ Hardware anad Seund  »

Cantrnl Panef Hame . .
Printers

System and Mairtenanoe
Secunity

I wand Intrmet AUI'UPI'W
Hardwas e arnl Sosiml

Prensams = Sewndd
Mulse PC

Ly Areaimtsand Family
nafety Mouse

Appearance and
Pesumaicaton

Lleck, Language, ansl Kegnon
Ense of Access
Addtnanal Uptian.

Personalization
Elastac Yoew

Recent Tasks,

- e Scanners and Cameras
Cannert 1808 peojecine or
nithr il

FIGURE 2.52 Power Options dialog box
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Power Options <« Power Options |
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E Power Options

Advanced settings

7S]

then choose settings that reflect how you want your

\ Eci Select the power plan that you want to customize, and
computer to manage power.

[ High performance [Active] -

Power buttons and lid -
PCI Express
Processor power management

®

Search and Indexing
Display
= Turn off display after
On battery: 20 Minutes

Plugged in (Minutes): Igl
Adaptive display
Windows Dream5cene settings

Bultimnadia cattinne

0OF B &

m

BN

[ Restore plan defaults ]

[ok J[ Camcel J[ mopy

]

Change battery settings | Change what the power buttons do
Reguire » passavord when the computer wakes

Adjust screen resalution

Change when the computer sleeps

play 1 Wiew scamnens sl camerat | 3tan & docsment o pielure ‘

57




' Stép-By-Step
i

o Click Start @). I the right

pane, right-click Network
and select Properties.

12/
13

€ICHECK) Your screen
should look like Figure 2.53.

In the left pane of the
Network and Sharing
Center, click Manage
network connections.

Click the network con-
nection assigned by your
teacher. In the toolbar,
select Enable this
network device (see
Figure 2.54).

In the User Account
Control dialog box, click

o

o
o

Continue.

Click Close i

In the Network and
Sharing Center, click

Close -

e Shut down Windows Vista.

Lesson 2: Practice It Activities

Practice It Activities

2. Choose a Network Connection

Follow the steps to complete the activity.

FIGURE 2.53 Network and Sharing Center

=)
|55 <« Metwork and Internet » Network and Sharing Center A4 | s | | Search '
! |
Tasks ;
= Network and Sharing Center
View computers and devices
View full
Connect to a netwark
Manage wireless networks H;’ ] @
= > -
Set up a connection or network o 'qj.c
MAIN-USER OroVista Internet
Manage network connections (This computer)
Diagnose and repair
E" OroVista (Private network) Custo
Access Local and Internet
Manage network
Connections Connection Wireless Network Connection (CroVista) View st
!l Signal strength: Excellent Discon
|23 Sharing and Discovery
Network discovery © On
File sharing @ On

Public folder sharing
Printer sharing
‘Options Password protected sharing

Media sharing

dows Firewall

© On(read only}
o Off
< Off

< Off

FIGURE 2.54 Network Connections folder
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V|"j>||Searrh ’

By Organize =~ 3= Views - ‘=) Enable this network device

Name Status Device Name

Connectivity
LAN or High-Speed Internet (2)

l:. | Local Area Connection
—

N
= Disabled %r-hv

Broadcom MetXtreme STec.. |

OroVista

4 Diagnose'this connection

Network Category

Wireless Network Connection

dﬂﬂ Dell Wireless 1390 WLAN Mi...

- Rename this connection

Owner Phone # or Hd

Type

Virtual Private Metwork (1)

L-" VPN Connection
~vemy Disconnected
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Practice It Activities

3. Prepare a Computer for Presenting Information

- : Follow the steps to complete the activity.
Step-By-Step
W FIGURE 2.55 Mobile PC folder

o Click Start @ and select

Control Panel. @_D-rll v Control Fanel b Mubile P » B P

Cantrnl Panef Hame

Fak Windows Mohiliny Center {

Aelprtd emenmannaly vl prnlsby setlmeg At cethmo lefoe grom @ peeerdation

Click Mobile PC.

*7

tal Rl enaime s

\CHECK SR
(4 ] ) Your screen Plrtwank and 3nbrine Plower Options

should look like Figure 2.55. Hardware and Sound Change battery sellimgs | Fespane & passwond when the compulten wakes
Piosuarmi Change when the computer sleeps | Change what the power buttons do
Mebike PC Change whit closing the id does

Cannet o a progetion ur ollve extemal dopley

LY

Under Windows Mobility
Center, click Adjust : |
Fpperaran e an|
settings before giving a Rire s atin
. Clock; Lsnguage, and Region
presentation.

ceenmls-aiwl Family

R

Personalization
Change screen savel Change desitop background
Adjust settings hefore nrang 2 presentation

Tablet PC Settings

ol Aicesi Change screen orientation

Additicnal Cptians

In the Presentation

Pen and Input Devices
Claszic View Change tebbet pen settings

Settings dialog box, clear

@™ =

the 1 am currently givin
g g Irrml'l'r.h:{ Symc with other computers, mobile dences, or nebwoek folders | Yiew sync results

Rrsnber wyne condlicts w

Syne Center ‘

a presentation option.

€ICHECK) Your dialog

box should look like FIGURE 2.56 Presentation Settings dialog box
Figure 2.56. -_;;genmion S"etlings — - - _-@
Click OK. Iam currently giving a presentation

When giving a presentation, your computer stays awake, system
. notifications are turned off, and the following settings are applied.
Close the Mobile PC Tell me more about presentation settings.

folder.

WhenIam giving a presentation:

Turn off the screen saver

©O0O0 06 66 O 060

Shut down Windows Vista.
Set the volume to:

Lo -—ﬂi High
ow this background:
[C15h his backg d:

o (Mone) -
=] dellwalil
=] dellwal2

=] dellwal3 L
Connected displays...

- |[ c.-mcel]

Lesson 2: Practice It Activities




' Stép-By-Step
i

o Click Start @). Right-click

Network and select
Properties.

9 Select Set up a connec-
tion or network. Under
Choose a connection
option, select Connect to
a workplace.

0 Click Next. Select Use my
Internet connection

(VPN).

o €ICHECK) Your screen
should look like Figure 2.57.

e Key the IP address

provided by your teacher.
Click Next. Key the user
name and password
provided by your teacher.
Click Connect.

o After receiving the You are
connected message, click
Close. In the Set Network
Location box, select Work.

o In the User Account
Control dialog box, click
Continue. Click Close.

e €ICHECK) Your screen
should look like Figure 2.58.

o Click Close o Shut

down Windows Vista.

Lesson 2: You Try It Activities

‘ You Try It Activities 3

4. Remotely Connect to a Network at a Workplace

You are away from the office on a trip to meet with clients when your supervisor

calls and asks for some sensitive files that are only available on your machine. The

files are too big to send by e-mail, so you decide to connect to your workplace

VPN to upload the files through the Internet.

FIGURE 2.57 Connect to a workplace dialog box

(e e
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Type the Internet address to connedt to
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Mest | [ Cancel

FIGURE 2.58 Network and Sharing Center with VPN connection active
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w % You Try It Activities |

' Stép-By-Step
i

o Click Start @ Click All

Programs.

9 Click Accessories.

0 Click Remote Desktop
Connection.

o EICHECK) Your dialog

box should look like
Figure 2.59.

e In the Remote Desktop
Connection dialog box,
key the name of the
computer provided by your
teacher.

o Click Connect.

o In the Credentials box,
key the user name and
password provided by your
teacher. Click OK.

e €ICHECK) Your screen

should look like Figure 2.60.

o In the Remote Desktop
window, click the

Windows session dialog
box, click OK.

0 Shut down Windows Vista.

Lesson 2: You Try It Activities

5. Use Remote Desktop Connection

Your supervisor has received the files but says there is a corruption with some of the
software on his machine. He is not sure how to fix it. You decide to use Remote
Desktop Connection to see if you can figure out how to solve the problem from
your location.

FIGURE 2.59 Remote Desktop Connection dialog box

[=] 5 [=s

":I5 Remote Desktop Connection

o~
{

([ Remote Desktop

«_"1 Connection
-J v hd

Computer: - |

I Connect ” Cancel H Help H Options =»

FIGURE 2.60 Remote Desktop window




LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

A Language Arts: Connect to a Network Computer Connect to the

network computer assigned by your teacher using the Network folder. Using
the tools you have learned, make a designated folder available offline.
= Disable the network connection.
= Make two changes in the files in the designated folder. Print the files
so that you have a hard copy of the changes.
= Reconnect to the network and synchronize the files. Resolve any
conflicts.

Open a Word document and create a checklist that details the steps you
took to disable the network connection. After you have created the checklist,
key a short paragraph that describes some advantages to working with

offline files. Save your file as: v2rev-[your first initial and last name]6.

7. Standards at Work Activity
“® Microsoft Certified Application Specialist Correlation
Vista 2.4 Connect to another computer

Manipulate a Remote Desktop Connect to another computer assigned
by your teacher using Remote Desktop Connection.

Once you have connected to the remote computer, open Internet Explorer
on the remote computer and add three trustworthy news Web sites to the
favorites on that machine. Close Internet Explorer and exit Remote
Desktop Connection. Then, open a Word document and list the three
Web sites. Key a short paragraph that explains the reasoning behind your
choices and why the sites are trustworthy. Save your file as: v2rev-[your first

initial and last name]|7.

8. 21st Century Skills Activity

Communicate Responsibly Communication is important in the

modern workplace. While more and more communication takes place
through computer-aided activities rather than in face to face conversations,
this communication can be less efficient if you do not treat others with
respect. Set up a meeting to discuss the importance of communicating
responsibly in the workplace using Microsoft Meeting Space. Invite three
classmates to the meeting via e-mail. Ask them each to send you one reason
why being courteous is important in the business world. Add their ideas to
the meeting agenda. Join at least one other meeting by accepting an
invitation from one of your other classmates.

Lesson 2: Critical Thinking Activities




LESSON

Finish the Task Many jobs
today are not defined by the
traditional “9-to-5" work

schedule. The standard work
day has shifted more toward
focusing on the completion
of tasks instead of the
amount of time in a work
day. Mobile computing,
networking and instant
communication have all
contributed to this shift.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. What type of career would
you choose: time-based
or task-based? Why?

2. How might you affect
your coworkers if you did
not complete each of the
tasks in the Challenge
Yourself Projects?

Lesson 2: Challenge Yourself Projects

4 Challenge Yourself Projects ,

9. Make Files Available Offline 'ﬁ'J

1\ Language Arts: Increase Accessibility The Inventory Control

department at your company is complaining that the slow network
connection makes it too difficult to work on inventory files on the network.
You have been asked to solve the problem.
= Browse the network to the folder assigned by your teacher and make it
available offline.
= Map the folder so that it is quickly accessible every time.

= Synchronize the files in the folder.

Open a Word document and key one paragraph that describes how working
with offline files can help boost efficiency and protect files against network
outages. Save your file as: v2rev-|your first initial and last name]9.
Pittirk
5
@ Language Arts: Activate a Wireless Connection Your supervisor
needs wireless access for his mobile computer and has given you access to
his machine.
= Activate a wireless connection to connect to the network.

= Check the connection status of the wireless network.

Open a Word document and key a paragraph that compares and contrasts
the advantages and disadvantages of wireless networks. What would life be
like without wireless networks? How would your life change if wireless
networks disappeared from the world? Save your file as: v2rev-[your first
initial and last name]10.

Mt
)
@ Language Arts: Personalize a Desktop Remotely You have
connected your supervisor to the wireless network, but you have realized
there were some last-minute tweaks to his settings that you forgot to
accomplish. Use Remote Desktop Connection to connect to the computer
assigned by your teacher and:
= Double the screen saver time.
= Change the desktop background.
= Configure the power settings for maximum performance.
Open a Word document and key a paragraph that identifies how being able

to connect to a work computer from a home computer is beneficial to a

business. Save your file as: v2rev-[your first initial and last name]11.

Dex Image/Getty Images




, Manage Software, Disks, and Devices ,

As personal computers become more advanced, the potential for technical

problems also rises. While most workplaces that depend on computers employ

] Key concepts technicians to maintain their PCs and networks, understanding some of the key

Corbis / PictureQuest

Vista functions will allow you to solve or avoid many common problems. Vista

also allows you to tailor your computer to fit your needs.

@ Create a restore point

® Install, uninstall, update, and 21st CENTURY m

run a program in compatibility
mode

Ask Questions Whether in the workplace or the classroom, at some point

® Analyze the space and someone will want you to take on a task that you do not completely understand.

partitions on a hard disk Never be afraid to ask questions. It is more than likely the person questioned will

appreciate the fact that you were paying enough attention to want to know more.

® Enable and disable devices Think hard about what you really want to know. The better the question is, the

® Update and roll back drivers more informative the answer is likely to be. How could asking questions help you
accomplish a certain task?

® Adjust display settings

@ Install and share local and )
network printers

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in the
Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

%

:
/

A
s ,"’

L

NETSeS

1a, 2a, 2d, 3b, 3c, 4b, 5a, 5b,
6a, 6¢C

Microsoft Certified
Application Specialist
Standards

Vista
3.1,3.2,3.3, 3.4, 3.5, 3.6 fi'=

— -
e

Lesson 3: Manage Software, Disks, and Devices

-



LESSON

Before You Read

Reading Guide aguae

Highlight To help your reading comprehension, consider using a highlighter to capture the main points
of each paragraph. As you read, the act of highlighting these points reinforces them in your mind and
makes it easier to study them when you go back to review.

Read to Learn
Learn how to install and manage software.
Manage your hard disk and hardware devices.
Optimize your display settings.
Install and configure network and local printers.

Main Idea

Use Vista’s functions to optimize your system and
manage your computer’s hardware and software.

Vocabulary

Key Terms
compatibility  display screen
mode driver resolution
Computer hard disk share
Management  hardware software
configure operating system  uninstall
device PC card USB device
Device Manager restore point
Disk Safely Remove
Management Hardware

Academic Standards

English Language Arts
NCTE 1 Read texts to acquire new information.

NCTE 3 Apply strategies to interpret texts.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

available
complex

primary

Quick Write Activity /

Describe Think about the types of programs that
you might have used on a computer. On a separate
sheet of paper, write the names of five different
programs installed on your computer that were not
developed specifically for Windows Vista.

Study Skills

Organize Your Workstation A messy
environment can be distracting. Increase your
effectiveness by lessening distractions. Organize
an area where you can do homework assignments,
write papers, and complete projects.

NCTE 5 Use different writing process elements to communicate effectively.

Math

NCTM (Measurement) Understand measurable attributes of objects and the units, systems, and processes

Or measurement.

NCTM (Measurement) Apply appropriate techniques, tools, and formulas to determine measurements.

Lesson 3: Reading Guide




Step-By-Step
\

o Click Start @>Au

Programs>Maintenance.
Click Backup and
Restore Center.

9 €ICHECK) Your screen
should look like Figure 3.1.

0 In the left pane, click

Create a restore point
or change settings. Click
Continue.

o In the System Properties
dialog box, under
Available Disks, select
the OS (C:) (System)
drive. Leave the box
checked (see Figure 3.2).

e Click Create. In the

System Protection
dialog box, key: First
Manual Restore Point.

o Click Create. Click OK.

o In the System Properties
dialog box, click OK.

e Click Close @

s Continue to the next exercise.

You Should KnoW

Vista automatically creates
restore points when it
detects that changes are
being made to the system,
but you can also manually
set a restore point.

Lesson 3: Exercise 3-1

EXERCISE 3-1
Create a Restore Point

To allow the Vista operating system to be effective in recovering from major system
errors, it is necessary for you to create a restore point. An operating system is the
program that manages all other programs on your computer. A restore point is the
most recent stored state of the settings of your computer’s operating system. If your
system crashes, System Restore will return Vista to the most recent restore point.

FIGURE 3.1 Backup and Restore Center
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Step-By-Step
b

o Choose Start @>Control

Panel. Click Programs.

€ICHECK) Your screen
should look like Figure 3.3.

In the Programs window,
under Programs and
Features, click Uninstall
a program.

€ICHECK) Your screen
should look like Figure 3.4.

e Ask your teacher which
program to select in the
program list. On the toolbar

above the list, click
Uninstall .

In the User Account
Control dialog box, click
Continue.

6/

In the Uninstall confirma-
tion dialog box, click Yes.

e Click OK. Click Close

(S

H Continue to the next exercise.

Installation procedures will
vary from one program to
another. For more on how
to install a program,
choose Start>Control
Panel>Programs. Under
Programs and Features,
click How to install a
program.

Lesson 3: Exercise 3-2

EXERCISE 3-2

Install and Uninstall a Software Program

Adding, running, and removing programs is part of the everyday operation of most

computers. How you install and configure, or set up, a program is largely up to the

program and its installation components. Vista makes it easier to remove some

programs which do not have readily available, or built-in, uninstall features.

FIGURE 3.3 Control Panel
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FIGURE 3.4 Programs and Features window

o
6L_|1'E » Cordrel Panel » Peograsen o Prograens and Features

w | by || Léarch

Uninstall or chandg

| Click to uninstall selected software |

Y

Organize -

Heme

Virewr it haied wwltware
[eigitnl locken)

7 Tum Windman feature o ne

2 Busineys Contact Manager for Gutiosk 2007

off ® 1 Coneuant HOA D110 MDC V.82 Modem

1™ Dl Wargless WLAN Card

@ Digital Line Detect

3 FultShad 9 (Hierneren Onby)

= lnted(F) Graphics Medss Accelerator Dirves

Lt M TM) SE Rumitimie Ernironmeent 6

3 Micrenodt Office 2003 Web Components

02 Wherernott Oftvem 2007 Primany Interop Avcermbile

2 Microsclt S0L Server 2005

ol Miersseft WL Sercer Mathee Client

| Microcelt ¥OL Serqer Sefup Suppont Files [Englsh)
o Mlicroscfe SO0 Senver VS5 Winter

5 Wicrosott Visusl v = 3005 Redatributsble
T Modem Dinonemic Toot

[1] Views = € Unirotell &% Change  # Repair

"3: Micrescft Office Small Dusingss Connectivity Compd.,

To wnstall & peogram, select it frormf the Il and then chick “Unertal™, “Change”, o "Repas®.

Publisher
Mdirvesoft Corparation

Dl frvc.
EYVEP Loftveare, Ing
Bk fric.

Luny Mecrosyiterng, Ine.
Micresoft Corpaoration
Mu e arponation
Mhercscht Corporation
Microsolt Corporation
Micresnft Corpaoratinn
Fhiretoll Corpoiaben
Microsoft Corporation
Migroecht Corporation
Dedl

67




Step-By-Step
\

o Choose Start ®>AII

Programs>Windows
Update.

€ICHECK) Your screen
should look like Figure 3.5.

In the left pane, click
Check for updates.

Click View available
updates.

(2
(3
4
e EICHECK) Your screen
(6
7
(8
-

should look similar to
Figure 3.6.

Click the check box for the
update assigned by your
teacher and click Install.

In the User Account
Control dialog box, click
Continue.

In the Windows Update

window, click Close @

Continue to the next exercise.

Troubleshooter

Often, updates will take a
while to download and
install on your system. Do
not interrupt the update by
closing the folder or clicking
Stop before the update is
complete. Be patient. If you
interrupt the process, you
may damage the program
or operating system.

Lesson 3: Exercise 3-3

EXERCISE 3-3
Install a Software Update

Software is a general term that is applied to application programs such as Word and
Excel. Microsoft and other software publishers create updates for software regularly,
and you should update your software as often as possible. For publishers other than
Microsoft, check with the publisher to see how to download and install updates.

FIGURE 3.5 Windows Update window
(= 1lp

- |"f | | Search

@C)v| 2« Systern and Maintenance » Windows Update

File Edit View Tools Help

Check for updates g
shah Windows Update

Change settings

View update history '@' Download and install updates for your computer

Restore hidden updates

= Total: 1 important update, 6.1 MB -Install uj !
(2) Updates: frequently asked Also available: 1 optional update E

questions View available
Always install the latest updates to enhance your computer's
security and performance.

Check for updates

Most recent check for updates:  10/23/2007 at 9:57 AM
10/24,/2007 at 6:53 AM. View update history

Automatically install new updates every day at 3:00 AM
(recommended)

Updates were installed:
You have Windows set to:

You receive updates: For Windows and other products from Microsoft Update

FIGURE 3.6 Available updates
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Step;By-Step
iy

o Choose Start @>AII

Programs.

e Click Accessories. Right-
click Notepad, or another
program chosen by your
teacher, and select
Properties.

e €ICHECK) Your dialog

box should look similar to
Figure 3.7.

9

In the program’s
Properties dialog
box, click the
Compatibility tab.

Under Compatibility
mode, click the Run this

o

program in compatibility
mode for: check box.

o

Click the compatibility
mode drop-down arrow
and select Windows 98/
Windows Me.

o €ICHECK) Your dialog

box should look like
Figure 3.8.

e Click OK.

e Continue to the next exercise.

You Should KnoW'

Not all programs can be
run in compatibility mode.
If programs were designed
for use with Vista, this
option will not be available.

Lesson 3: Exercise 3-4

EXERCISE 3-4

Configure a Program to Use

Compatibility Mode

Many older programs designed for previous versions of Windows will work in Vista.

If an older program experiences problems or does not work at all, you may still be

able to run them in Vista. Vista’s compatibility mode simulates earlier versions of

Windows so that older programs will run effectively.

FIGURE 3.7 Notepad Properties dialog box
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FIGURE 3.8 Compatibility mode settings
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Step-By-Step
\

o Choose Start @>

Computer (see Figure 3.9).

9 In the Computer folder,
select the system drive (Cz)
that you want to check free
space on.

0 €ICHECK) Your screen

should look similar to
Figure 3.10. Note that the
drive information displays
in the Details pane at the
bottom of the folder.

o Click Close @

b Continue to the next exercise.

You Should KnoW)

You can find the amount
of free space on a drive
by choosing Start>
Computer>Manage.
Select Disk Management.

Academic Skills

Computer storage space
is measured in gigabytes
(GB). A gigabyte is one
billion (1,000,000,000)
bytes. File and program
sizes are usually measured
in kilobytes (KB - 100,000
bytes) and megabytes
(MB - 1,000,000 bytes).
Use a calculator to deter-
mine how many bytes of
free space your PC has.

Lesson 3: Exercise 3-5

EXERCISE 3-5 ‘»
Analyze the Space Available on a Hard Disk
Every individual program, update, and data file on your computer takes up space on

the hard disk on your computer. The hard disk, or hard drive, is a magnetic disk that
stores computer data. You can check how much space is left on your hard disk.

FIGURE 3.9 Start menu
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Step-By-Step
\

o Click Start @). Right-click

Computer and select
Manage (see Figure 3.11).

e In the User Account
Control dialog box, click
Continue. Under Storage,
click Disk Management.

e €ICHECK) Your screen

should look similar to
Figure 3.12.

o At the bottom of the Disk
Management window,
the hard disks will be
numbered starting with 0.

e Click the first disk label. If
more than one volume
appears in the top pane,
the disk has multiple

partitions.

e Click Close @

=) Continue to the next exercise.

When you partition a hard
drive, you divide a disk into
separate volumes. These
volumes are fractions of the
original whole. Fold a piece
of paper in three equal
sections. Then, fold the
paper in half. Unfold the
paper. It is still the same
size, but is divided into
separate parts. How many
sections is the paper
divided, or partitioned, into?

Lesson 3: Exercise 3-6

EXERCISE 3-6
Determine if a Hard Disk Is Partitioned

Vista has many management programs that allow you to gather information about
your computer and help you tune your system to run at peak efficiency. One of the
most powerful tools is the Computer Management folder, which includes the Disk
Management tools.

FIGURE 3.11 Start menu
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Step-By-Step
iy

o Choose Start @>

Computer.

e €ICHECK) Your screen
should look like Figure 3.13.

e In the right pane, select the
hard drive chosen by your

teacher.

o Right-click the drive and
select Properties.

e In the drive Properties
dialog box, click the Tools

tab (see Figure 3.14).

o Under Error-checking,
click Check Now.

b Continued on the next page.

You Should KnoWw/

To see the errors on the
disk that the program
corrected, click See
details in the Check Disk
confirmation dialog box.

The routine performance of
maintenance will help keep
your computer running at its
best. Proper maintenance is
also essential in keeping
other complex machines
running efficiently. Write a
paragraph explaining the
steps you need to complete
in order to maintain a
machine, such as a bike,
car, or cell phone.

Lesson 3: Exercise 3-7

EXERCISE 3-7
Check the Hard Disk for Problems

You should check your system periodically for errors to ensure that your hard disk is
running properly. Maintaining your hard disk will help keep all of your software and
hardware running. Nearly every program and connection your computer holds is on the
hard disk. If the hard disk fails, the data on the hard disk may be damaged or deleted.

FIGURE 3.13 Computer folder
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FIGURE 3.14 Drive Properties dialog box
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Step;By-Step
iy

o In the User Account
Control dialog box, click
Continue.

0 In the Check Disk dialog
box, click both check
boxes.

o EICHECK) VYour dialog

box should look like
Figure 3.15.

@ Click Start.

m EICHECK) Your dialog

box should look like
Figure 3.16. Click Close.

@ In the Properties, dialog
box, click OK.

@ Close the Computer
folder.

H Continue to the next exercise.

If the Automatically fix
file system errors check
box is selected for a disk
that is in use, you will be
prompted to reschedule
the disk check for the next
time you restart your
computer.

Lesson 3: Exercise 3-7

EXERCISE 3-7 (Continued)
Check the Hard Disk for Problems

FIGURE 3.15 Check Disk dialog box

Check Disk RECOVERY (D:) [

Check disk options

Automatically fix file system errors
Scan for and attempt recovery of bad sectors

[ Start ] [ Cancel

FIGURE 3.16 Checking Disk confirmation dialog box
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You Should Know/

To automatically repair problems with files and folders, select the
Automatically fix file system errors check box in the Check
Disk dialog box. To find and repair physical errors on the hard
disk itself, select the Scan for and attempt recovery of bad
sectors check box.
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Step;By-Step

Click Start @ and select
Control Panel. Click
Hardware and Sound.

Click Device Manager. In
the User Account
Control dialog box, click
Continue.

In the list of devices, scroll

down to Ports. Click

in front of Ports to expand
the listing.

€ICHECK) Your screen
should look like Figure 3.17.

o
(3
(4
e Right-click Printer Port
(6
7
(8
-

(LPT1) and select
Disable. Click Yes.

€ICHECK) Your screen
should look similar to

Figure 3.18.

Select the Printer Port.
In the Device Manager,
choose Action>Enable.

Close the Device
Manager. Close the
Control Panel.

Continue to the next exercise.

Many Device Manager
functions in the drop-
down menus can also be
activated using the toolbar
in the Device Manager.

Lesson 3: Exercise 3-8

EXERCISE 3-8
Enable and Disable Devices

Each individual piece of hardware, or actual physical part, in your computer is called

a device. Vista allows you to manage these devices through the Device Manager. You

can enable or disable devices on your computer to resolve conflicts or conserve

resources.

FIGURE 3.17 Device Manager
4 Device Manager
File Action View Help

&= @B HE & F %S

=g MAIN-USER

EJ-Q Batteries

-{& Computer
=g Disk drives
-8 Display adapters
[-ay DVD/CD-ROM drives
r_j-EFa? Human Interface Devices
B-g IDE ATASATAFI controllers
- § IEEE1394 Bus host controllers
#-Z= Keyboards

- ﬂ Mice and other pointing devices
[ Iu;] Modems

Ej-ll-i- Monitors

[]l‘?’ Metwork adapters

-] PCMCIA adapters

=-" Ports (COM & LPT)

r_]-n Proceszors
|-E2 5D host adapters

FIGURE 3.18 Device Manager with Printer Port disabled

= Device Manager
File Action View Help

e @B HE & E %S

‘—;’ Communications Port (COML) .
o ponicror 1T AvailITRORS)|

=z MAIN-USER

[} H, Batteries

71l Computer

- Disk drives

{8 Display adapters

J'l—.i_"-‘a DVD/CD-ROM drives

]-E’Fﬁ Human Interface Devices

|- IDE ATA/ATAPI controllers

- IEEE1394 Bus host controllers
H-== Keyboards

b ﬂ Mice and other pointing devices
'U:J Maodems

Jl: Monitors

jl_"ll” Metwork adapters

-] PCMCIA adapters

=" Ports (COM & LPT)

- ? Communications Port (COML)

RS ECP Printer Port (LPT1)

-2 Phocessors
B3 SUFost adapters
[-&= Smart card readers

E
E
£
£
E
E
=
£
i
E
£
£
£

{Device disabled icon |

_————___i
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Steb:By-Step
iy

o Click Start @ and select

Control Panel.

e In the Control Panel, click
Hardware and Sound.

0 Click Device Manager.

o In the User Account
Control dialog box, click
Continue.

6 In the Device Manager,
Click Ports. Click Printer
Port (LPT1). Right-click
the device and select
Update Driver Software
(see Figure 3.19).

o €ICHECK) Your screen

should look similar to
Figure 3.20.

o In the Update Driver
Software dialog box, click

Search automatically
for updated driver
software.

e Read the Update Driver
Software confirmation
dialog box, Click Close.

H Continue to the next exercise.

Lesson 3: Exercise 3-9

Update a Device Driver
Vista’s Device Manager also allows you to update a driver for a listed device. The
process is similar to a software update. Drivers for devices might be updated to

resolve hardware conflicts, maximize the efficiency of the device, or make the device

compatible with a newer operating system.

FIGURE 3.19 Device Manager

G Wianager =
File Action View Help
b ARl RRRE " R d AR . 3 |
i THE JCTVIREIGE
- "ﬂ Eatteries
7 Computer
5 oy Desk drives

i bl DVDYCD-ROM drves
5 B Human Intedace Dences
oi-ig IDF ATASATAP] comtrallers
= Eryhnards
3 }J Mlice and other pointing devices
% Modems
i & hunilars
i ¥ Metwuck adsplen
B PO ardagprbeas
-0 Prrtahle Diedires
T Pears (COM & LPT)

7 & Depley sdapters r

E Proc Updale Divver Seltware..,
9 S S Disakle
i & Soun Unmstall
i 4 Slovg
4 i Syt Lran for harswee changes
s g Unba Properties

FIGURE 3.20 Update Driver Software dialog box

U [l Update Driver Software - ECP Printer Port (LPT1)

How do you want to search for driver software?

< Search automatically for updated driver software

Windows will search your computer and the Internet for the latest driver software
for your device.

= Browse my computer for driver software
Locate and install driver software manually.

Cancel
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Steb:By-Step
iy

o Click Start @ and select

Control Panel.

e In the Control Panel, click
Hardware and Sound.

Click Device Manager.

In the User Account
Control dialog box, click
Continue.

Right-click the driver
assigned by your teacher
and select Properties.

In the device Properties
dialog box, click Roll Back
Driver (see Figure 3.21).

© 0 0 00

In the Driver Package
rollback confirmation
dialog box, click Yes.

e In the device Properties
dialog box, click Close.

o EICHECK) Your dialog

box should look similar to
Figure 3.22.

@ In the System Settings
Change warning box,

click Yes to restart your
computer.

H Continue to the next exercise.

Lesson 3: Exercise 3-10

EXERCISE 3-10
Change a Driver to a Previous Version

Sometimes updating to the most current driver for a device causes more problems than
it solves. In this case, Vista offers you the option of rolling back the driver to the previous

version. This returns the device to its original state before you updated the driver.

FIGURE 3.21 Mobile Intel(R) Device Properties dialog box

Maobile Intel(R) 345GM Express Chipset Controller 0 (Microsof... | # IES

|Genem4| Driver |Detai15 I Hasnume.sl

Maobile Intel(R) 945GM Express Chipset Cantroller 0
8 (Microsoft Comparation - WDDM)

Driver Provider: Intel Carporation

Driver Date: 8/21/2006

Driver Yersion: 7.14.10.1103

Diigital Signer: microsaft windows
To view details about the driverfiles.

|

Update Driver... To update the driver software for this device.

e If the device fails after updating the driver, roll
ok P back to the previously installed driver.

\
E Dizable Diszbles the selected device.

Uninstal To uninstall the driver (Advanced).

[Roll Back Driver| | ok || Cancel

FIGURE 3.22 System Settings Change warning box

System Settings Change

I, Your hardware settings have changed. You must restart your computer for these changes to
22 take effect.

Do you want to restart your computer now?
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Step-By-Step
b

9

o
o

)
8/
o

Insert the PC Card or USB
device that you will be
using for this lesson. Close
all windows that may
appear on your screen.

In the Notification area of
the Taskbar, double-click
the Safely Remove
Hardware icon (see
Figure 3.23).

In the Safely Remove
Hardware dialog box, in
the Hardware devices
box, follow your teacher’s
instructions as to which
device to select.

EICHECK) VYour dialog
box should look similar to
Figure 3.24.

Click Stop.

In the Stop a Hardware
device dialog box, select
the device in the list area

and click OK.

Remove the PC card by
ejecting it, or a USB device
by unplugging it.

In the Safe To Remove
Hardware confirmation
box, click OK.

In the Safely Remove
Hardware dialog box,
click Close.

b Continue to the next exercise.

Lesson 3: Exercise 3-11

EXERCISE 3-11

Remove PC Cards and USB Devices

A PC card or USB device is a portable hardware device on which you can save data

to be moved from one computer to another. They do not normally require a complex,

or complicated, installation or driver update. You can connect or disconnect them

while your computer is running. There are some precautions to take, however, before

disconnecting the devices if the Safely Remove Hardware icon is displayed.

FIGURE 3.23 Safely Remove Hardware icon in Taskbar

FIGURE 3.24 Safely Remove Hardware dialog box

<%, Safely Remove Hardware

computer.

Hardware devices:

Select the device you want to unplug or gject, and then click Stop. When
Windows notifies you that it is safe to do so unplug the device from your

i USE Mass Storage Device

I=1-0 Memory Card

S0 Memory Card on SDA Standard Compliant S0 Host Controller

Properties ] [

Stop ]

[ Display device components

Notification area

Safely Remove
Hardware icon
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~ Step-By-Step
\y

o Right-click in an open area
of the desktop and select
Personalize.

e Click Display Settings.

0 In the Display Settings
dialog box, click
Advanced Settings. Click
the Monitor tab.

o EICHECK) Your dialog

box should look similar to
Figure 3.25.

6 Under Monitor Settings,
click the Screen refresh
rate drop-down arrow to
view the different options.
Click Cancel.

o In the Display Settings
dialog box, click the
Colors drop-down arrow
and select the medium
color depth (16 bit).

o In the Display Settings
dialog box, click and drag
the Resolution slider to
the lowest setting.

e EICHECK) Your dialog

box should look similar to
Figure 3.26. Click Apply.

o In the Display Settings
dialog box, click No.

@ Click Close.

H Continue to the next exercise.

Lesson 3: Exercise 3-12

EXERCISE 3-12

Adjust Display Resolution and Color

Depth and Display Refresh Rate

Vista has many features to make using your computer easier, and among one of the

most notable is the large number of display settings. You can optimize your display
for your particular monitor using the features in the Personalization folder.

FIGURE 3.25 Display Settings dialog box
' &X' Generic PnP Monitor and Mobile Intel(R) 945GM Express Chipset... (s3]

E Intel{R) Graphics Media Accelerator Driver for Mobile |
Adapter Monitor | Troubleshoot | Color Management |

Monitor Type

k.'. Generic PnP Monitor

Monitor Settings
Screen refresh rate:
(60 Hertz =

Hide modes that this monitor cannot display

Clearing this check box allows you to select display modes that this
monitor cannot display comectly. This may lead to an unusable display
and/or damaged hardware.

FIGURE 3.26 Advanced Monitor Settings

= Display Settings X3
Monitor
Drag the icons to match your monitors. Identify Monitors

[1. Generic PnP Monitor on Mobile Intel(R) 945GM Express Chipset Controlle «

[¥] This is my main monitor
[/] Extend the desktop onto this monitor

Resolution: Colors:
Low [} High  |Highest G2bit)  ~|

800 by 600 pixels

How dol get the best display? l Advanced Settings...]

QK I [ Cancel l ’ Apply ]

78




Step-By-Step
b

o Right-click in an open area
of the desktop and choose

ViewsLarge Icons.

9 €ICHECK) Your screen

should look similar to
Figure 3.27.

0 Right-click in an open area
of the desktop and choose

View>Medium Icons.

o €ICHECK) Your screen

should look similar to
Figure 3.28.

s Continue to the next exercise.

The images on your monitor
are made up of individual
dots of color called pixels.
The more pixels you have
on the screen, the higher
the resolution.

Many monitors allow for
screen resolutions any-
where from 800 X 600 to
1280 X 1024. A low
resolution screen would
be 800 pixels wide and
600 pixels high. To find
out the overall number of
pixels, you would multiply
800 x 600.

Lesson 3: Exercise 3-13

EXERCISE 3-13
Adjust Icon Size

You can adjust your screen resolution to get more information on the display, but
the higher the resolution the smaller some images become. In order to make your
desktop more readable, Vista allows you to adjust the size of your desktop icons.

FIGURE 3.27 Desktop with large icons

Icons enlarged

FIGURE 3.28 Desktop with medium icons

Medium icons
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Step-By-Step
\
o Click Start @ and select
Control Panel.

In the Control Panel,
under Appearance and
Personalization, click
Adjust screen
resolution.

In the monitor icon area,
click the monitor labeled 2

13/
9

(see Figure 3.29).

Adjust the Resolution
slider to the lowest possible
setting.

e Click OK.

e €ICHECK) Your screen
should look like Figure 3.30.

H Continue to the next exercise.

EXERCISE 3-14
Adjust Monitor Resolution

on a Secondary

You can connect more than one monitor to your PC, which you might do when giving
a presentation or working with video editing or graphics programs. You can adjust the

Monitor

secondary monitor settings independently of the primary, or main, monitor settings.

FIGURE 3.29 Display Settings dialog box

K Display Settings

Manitor

Drag the icons to match your monitors,

Identify Monitors

| Select monitor 2|

[2. (Default Monitor] on Mobile Intel(R) 945GM Express Chipset Family v]

This is my main monitor

Resolution:

Low U

7] Extend the desktop onto this monitor

Colors:

Highest (32 bit)  ~

High

T_ Slide to change

resolution

How dolg

Advanced Settings...

You can add a second

monitor to your computer
if you have a video card
that supports multiple
monitors, or your
computer has more than
one video card.

Lesson 3: Exercise 3-14

FIGURE 3.30 Control Panel
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~ Step-By-Step
\y

o Click Start @ and select

Control Panel. Under
Appearance and
Personalization, click
Adjust screen
resolution.

9 In the monitor icon area,
select the monitor icon
labeled 2.

0 Check the box next to
Extend the desktop
onto this monitor.

o EICHECK) Your dialog

box should look like
Figure 3.30. Click OK.

6 In the settings confirmation
dialog box, click Yes.

o In the Control Panel,
under Appearance and
Personalization, click
Adjust screen
resolution.

o In the Display Settings
dialog box, click the
monitor icon that you want
to be your primary monitor.

0 Select the check box next
to This is my main
monitor (see Figure 3.32).

o Click OK.

@ In the Control Panel, click

Close @

\am) Continue to the next exercise.

Lesson 3: Exercise 3-15

EXERCISE 3-15
Extend the Desktop onto
a Secondary Monitor

Vista’s display features allow you to extend your desktop onto a secondary monitor,
meaning you now have the area of two monitors to display your entire desktop. You
might use this when you have more than one program open and want to see a full

window view of each. You can also select a monitor to be the primary monitor.

FIGURE 3.31 Display Settings dialog box
B Display Settings ==

Maiber

Dvag the woms Lo match your moniters. Identify Maonitars

(2

(2. (Defnutt Monitor) on Mobile Intel(R S45GM Express Chipses Family -

This is Py Fain monitoe
of| Dvtend the desktop cnte thes micaitor

Resclution: Colars:
Lew [ Higgh Highest (3 bt] =
00 by 600 piceds
Advanced detbng.,
I Apply

FIGURE 3.32 Main monitor selected

B Drsplay Setlmgs E==]
Mornitzr
Drag the icens to metch your menitors. lderibdy Mondon

1 | 2]

[ 1. Generic PP Manitar on Mobile Intel(R) S45GM Express Chipset Famidy =

& This is my main moniter «<— Check to set as
#| Estend the desktop omto this monitor primary monitor

Resolulicn: Lolurs

Low {2} High  [Highest @2ty =
1024 bry 168 garls

Henw dao | get the best display? Advansed Seftings..

o || cewd || moor




Stebléy-Step
iy

o Click Start @ and select

Control Panel.

9 In the Control Panel,
under Hardware and
Sound, click Printer.

e In the toolbar, click Add
a printer E
o €ICHECK) Your screen

should look similar to
Figure 3.33.

o In the Add Printer dialog
box, click Add a local
printer.

o In the Choose a printer
port dialog box, make sure
Use an existing port is
selected. Click the port
drop-down arrow and follow
your teacher’s instructions
for selecting a port.

o €ICHECK) Your dialog

box should look similar to
Figure 3.34.

e Click Next.

Nam) Continued on the next page.

Lesson 3: Exercise 3-16

EXERCISE 3-16
Install a Local Printer

In addition to configuring your display settings to make your information more

readable, you must also configure your printer. A printer connected directly to your

computer is called a local printer.

FIGURE 3.33 Add Printer dialog box

o -
i\-.:j o= Add Printer
Choose a local or network printer

* Add a local printer

Use this option only if you don't have a USB printer. (Windows automatically
installs USB printers when you plug them in.)

= Add a network, wireless or Bluetooth printer

Make sure that your computer is connected to the network, or that your Bluetooth
or wireless printer is turned on.

! Next |[ Cancel

FIGURE 3.34 Choose a printer port window

@ = Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a
printer.

@ Use an existing port: [LF‘T1: {Printer Port) -

) Create a new port:

Tvpe of port Adobe PDF Port

[ Mext ]l Cancel




Step;By-Step
iy

o In the Install the printer
driver window, in the
Manufacturer and
Printers boxes, follow
your teacher’s instructions
for selecting the options
(see Figure 3.35).

Click Next.

Clear the Set as the
default printer option and
click Next.

With your teacher’s permis-
sion, click Print a test
page. Click Finish.

€ICHECK) Your screen
should look similar to
Figure 3.36.

10
D
12
13
-

Continue to the next exercise.

If you have added a printer
but are unable to use it,
you may need to install or
update the printer driver so
that it is compatible with
the version of Windows
running on your computer.

Lesson 3: Exercise 3-16

EXERCISE 3-16 (Continued)
Install a Local Printer

FIGURE 3.35 Install the printer driver window

@ = Add Printer
Install the printer driver
Select the manufacturer and model of your printer. i your printer came with an installation
2 disk, click Have Disk. f your printer is not listed, consult your printer documentation far
compatible printer software.
Manufacturer * || Printers =
HP E = HP Laseret 4P
1BM — | | B HP Laserdet 4P/4MP PS T
infotec 5 HP LaserJet 4P/4MP PS (200 dpi)
Konica ~ | | B HP Laserlet 45i =
% This driver is digitally signed. [Wmdows Update ] [ Have Disk... ]
Tell me why driver signing is important
Mext ] Cancel

FIGURE 3.36 Printers folder with new local printer added

( jw |=1_$ ¢ Control Panel » Hardware and Sound » Printers

‘ Organize v e Views st Add @ printer |

-
C- Mame Documents Status Comments Location Maodel

Favorite Links
EE e— P Fax ] HI Microsoft XP5 Document
! = Ay O Writer
g Pictures ‘-‘J Ready % [1}
ﬁ' Music ; ’I(smarquez printer
4]
. Recently Changed % Read
Searches

J Public

[New printer added |

Folders

Bl Desktop
ﬁ- Main User
4. Public
= Computer
‘;" Metwork
E Control Panel
£ Recycle Bin




Step;By-Step
iy

1
12/

13/
9
o
o
)

8/

o

Click Start @ and select
Control Panel.

In the Control Panel,
under Hardware and
Sound, click Printer.

In the toolbar at the top of
the screen, click Add a

printer E

Click Add a network,
wireless or Bluetooth
printer.

In the available printers list
box, follow your teacher’s
instructions for selecting a
printer. Click Next.

In the Printer name box,
follow you teacher’s
instructions for the printer
name you should key (see
Figure 3.37).

Click Next. In the
confirmation window, click
Print a test page (with
your teacher’s permission).
Click Finish.

Follow your teacher’s
instructions for selecting a
printer. Right-click the
printer icon and select Set
as Default Printer from
the drop-down menu.

€ICHECK) Your screen

should look like Figure 3.38.

H Continue to the next exercise.

Lesson 3: Exercise 3-17

EXERCISE 3-17
Install a Network Printer

In order for several users to share a printer, Vista enables you to connect to a printer
that is on a network. You install this printer in much the same way as you install a

local printer.

FIGURE 3.37 Printer name window

\J @ AddPrinter

Type a printer name

Printer name: smarquez netwark printer

[ 5et as the default printer

This printer has been installed with the hp photosmart 1115 series driver,

Mext ] Cancel

FIGURE 3.38 New default printer

( ;';\_J |n..§ + Control Panel » Hardware and Sound ¢ Printers

&) Organize ~ 3= Views -

i Add'a |:||'.Tn.ter

-
Mame Documents Status Comments Location Model

} 1‘{ Fax
st 0
‘J Fl'.eacl v

[y smarguez printer

i}
% Ready

F

Favorite Links

; Microsoft XPS Document

'%f }:‘.’ri‘ter

E Documents
g Pictures
E;h Music
|4 Recently Changed
B2 Searches
, Public

Folders

B Desktop
ﬁ- Main User
.. Public
L Computer
l_"." Metwork
@ Control Panel

£ Recycle Bin

v | Printer set as default |
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Step-By-Step
iy

2
3
o
5
6
9
8
o
10
D
=

Click Start @ and select
Control Panel.

In the Control Panel,
under Hardware and
Sound, click Printer.

In the Printers window,
follow your teacher’s
instructions for selecting a
printer.

Right-click the printer icon
and select Sharing from
the list.

In the printer Properties
dialog box, click Change
sharing options.

EICHECK) VYour dialog
box should look like
Figure 3.39.

In the User Account
Control dialog box, click
Continue.

Click the Share this
printer check box.

In the Share name box,
follow your teacher’s
instructions for naming
the printer.

Click OK.

EICHECK) Your screen

should look similar to
Figure 3.40.

Continue to the next exercise.

Lesson 3: Exercise 3-18

EXERCISE 3-18
Share a Printer on a Network

Many networks connect several computers to the same printer. You can connect your
PC to the printer and share the printer with other users through the network.

FIGURE 3.39 Printer Sharing Options

E% smarquez printer Properties
Color Managemert | Securty I Device Settings
General | Sharing | Ports I Advanced

i you share this printer, ary user on your networlc can print to it.
The printer will not be available when the computer sleeps. To
change these settings, use the }etwork and Sharng Center!

Click to change

o . . .
[ @Change sharing options ]4— share options

Share this printer

Share name:

Render print jobs on client computers

Drivers

IF thiz printer iz ghared with uzers runming different verziong of
Windows, you may want bo ingtall additional drivers, so that the
uzers do not have ta find the print driver when they connect to
the shared printer.

Additional Drivers...

B s e i

FIGURE 3.40 Shared printer added
(=g

Ou |=.!'D v Control Panel » Hardware and Sound » Printers

W) Organize B2 Views v 35 Add a printer

Faiortelinks Name Documents Status Comments Location Model
Microsoft XPS Document . smarquez network printer
E. Documents : "}IWriter -:.-f a
E' Pictures % 0 l-i , Ready ’
& Recently Changed J f( smarquez printer { Fax
= il “-'-u...,r’, i}
m Music Ready \\-ﬁ Ready
E Searches
J Public
Shared printer [Network printer added |
Folders .
Bl Desktop
ﬁ Main User
. Public
- Computer
EF Network
@ Control Panel
& Recycle Bin




Step;By-Step
iy

1
12/

13/

© 00 O O

o
0

1)

Click Start @ and select
Control Panel.

In the Control Panel,
under Hardware and
Sound, click Printer.

In the Printers window,
right-click the shared

printer and select Sharing.

In the printer Properties
dialog box, click Change
sharing options (see
Figure 3.41).

In the User Account
Control dialog box, click
Continue.

Under Drivers, click
Additional Drivers.

€ICHECK) Your screen
should look similar to
Figure 3.42.

In the Additional Drivers
dialog box, follow your
teacher’s instructions for
selecting the drivers and
click OK (see Figure 3.42).

Click OK.

Close the Printers
window.

Close the Control Panel.

Lesson 3: Exercise 3-19

EXERCISE 3-19

Make Printer Drivers Available for Other

Operating Systems

When you share a printer on a network, you can not be sure that everyone on the

network is using the same operating system or computer system that you are. For that

reason, Vista enables you to install additional drivers for the printer so that other

users will not have to search for a driver when they connect to the shared printer.

FIGURE 3.41 Printer Properties dialog box

Render print jobs on client computers

Drivers

If thig printer iz shared with users running different versions of
Windows, you may want to install additional drivers, so that the
users do not have to find the print driver when they connect to
the shared printer.

[Additional Drivers| >

FIGURE 3.42 Additional Drivers dialog box

Additional Drivers

can download them automatically when they connect.

E% smarquez printer Properties (=3
Color Managemert | Security I Device Settings
General | Sharing | Pons | Advanced
57 if you share this printer, any user on your network can prirt to it.

m The printer will not be available when the computer sleeps. To
change these seftings, use the etwork and Shaning Center
[ @Change sharing options
Share this printer
Share name:  smarquez shared printer

-w____-—-

Es

You can install additional drivers so that users on the following systems

Processor Type Installed
Type 3 - User Mode

] x64 Type 3 - User Mode Mo

x86 Type 3 - User Mode Yes

[New driver to add |
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w After You Read /Sy

” Vocabulary

Key Terms

compatibility mode
Computer Management
configure

device

Device Manager

Disk Management
display

driver

hard disk

hardware

operating system

PC card

restore point

Safely Remove Hardware
screen resolution

share

software

uninstall

USB device

Academic Vocabulary
available

complex

primary

Lesson 3: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. You can remove PC cards and USB devices while your computer is running by

using the feature. (p. 77)

2. Programs that were designed for older versions of Windows can be run in

(p- 69)
3. Use the display settings dialog box to select a(n) (p- 80)
4. A(n) allows a device to work with your computer’s operating
system. (p. 75)
5. You can enable or disable devices in the (p- 74)

Vocabulary Activity

Practice vocabulary using synchronized folders. In Lesson 2, you learned

how to synchronize files and folders on a network.

= Create a Word document that contains the vocabulary words from this
lesson. Save the document as: terms-[your first initial and last name]. Copy
it to the Terms folder on your network.

= Create another Word document that contains only the definitions of the
vocabulary. Save the document as: definitions-[your first initial and last
name]. Copy it to the Definitions folder on the network.

= Make both folders available offline. Disable your network connection and
open the terms and definitions files of a classmate. Add the definitions to
the terms file and the terms to the definitions file. Enable your network
connection and synchronize the files.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. What can you do if an updated driver causes system problems? (p. 76)
A. Scan the hard disk. C. Nothing.
B. Download an updated driver D. Roll back the driver.
with Windows Update.

8. Where would you find out if your hard disk is partitioned? (p. 71)
A. In the Computer Management C. In the Disk Management
folder. folder.
B. In the Device Manager. D. Windows Explorer.

9. Where would you set the display’s color depth? (p. 78)
A. Display Settings dialog box C. Appearance and Personalization
B. Device Manager D. Monitors folder
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Practice It Activities

1. Create a Restore Point

- : Follow the steps to complete the activity.
Step-By-Step
W FIGURE 3.43 Backup and Restore Center

o Choose Start ®>AII ' _ ERECE ">

Programs>Maintenance. C)U | = System and Manterance » Backup and Revare Center = | g || S )
Click Backup and
Restore Center.

Protect your files and computer by backing them up

il ukinig Fyvlemn

S ls Back up files or your entire computer
9 OCH !c@ Your screen o e Creste backup copee of your files and febden, | WiBarkuphies |

Lat B b BT 110 AM
Whete 1o wve filet 0VD W Difve (E)

Change wettingy

box should look like
Figure 3.43.

0 In the left pane, click

Create a restore point
or change settings. Click
Continue.

Creste s Windows Complete PC Backup and Resioee image of your | _rg.;k;',;m#';"
ehibee eompules, wheeh can be uisd b ecren lrem & haddwaie
failure.

A Wiridews Complete PC Baclup and Restere image s net
bwri comalmel.

Which type of backup should | make?

‘t' Restore files or your entire comipater

o In the System Properties
dialog box, on the System
Protection tab, in the

Restare fles and foiders fram g packup [ ———
o 'Wou cen use shadew copies to restone peevicus versions of files Adaanced restang
thal have been sccalentally mmadidoed e delefod, Whal ane
thasdow opiet]
Available Disks box,
select the OS (C:)

(System) drive.

Restore yous entire compater from o Windows Complere PC E ﬂﬂlﬂlm- ]
Raichunp el Rt oy by,

— FIGURE 3.44 System Properties dialog box
€ICHECK) Your dialog

box should look similar to
Figure 3.44. Click Create.

System Properties
| Computer Name | Hardware I Advanced | System Protection | Remote

é “ou can use restore points to undo unwanted system changes. How
“ much disk space is required?

In the System Protection
dialog box, key: Second

i i System Restore helps you restore your computer's
Manual Restore Point. Click o o Lo oy oo Ot i o, System Restore...
Create. Click OK.

“ou can also use restore points to restore previous versions of files,
called shadow copies. How do | use previous versions?

Automatic restore points
Create restore points automatically on the selected disks:

e © O

In the System Properties

Available Disks Most recent restore point
dialog box, click OK. [7] 5 RECOVERY (D) 6/28/2009 11:25:17 AM
6/28/200911:25:17 AM
e Close the Backup and
Restore Center.
: . You can create a restore point right now for the
o Exit Vista. dishs selocted sbove. Create...
‘—_ e ——
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' Stép-By-Step
i

o Start Vista.
e Choose Start @>AII

Programs.

e Click Accessories. Select
Notepad, right-click and
select Properties.

€ICHECK) Your dialog
box should look similar to

Figure 3.45.

In the program’s
Properties dialog box,
click the Compatibility
tab.

© O O

Under Compatibility
mode, click the Run this
program in compatibility
mode for: check box.

Click the Compatibility
mode drop-down arrow

and select Windows
2000.

e €ICHECK) Your dialog

box should look similar to
Figure 3.46.

Lesson 3: Practice It Activities

’ Practice It Activities J

2. Configure a Program for Compatibility Mode

Follow the steps to complete the activity.

FIGURE 3.45 Notepad Properties

1) Motepad Properties
Security Details Previous Versions
General Shorteut Compatibiliby
@i j MNotepad

Tarnget type: Application

Target location: system32

Tanget:

Start in: %HOMEDRIVE®: %HOMEPATH%

Shortcut key:  Mone

Run: [ Normal window A ]
Comment: Creates and edits text files using basic text formatt
Open File Location ] [ Change Icon... ] ’ Advanced... ]

i T NI

FIGURE 3.46 Compatibility mode settings

2| Notepad Properties ==
Security I Details I Previous Versions |
General | Shortout | Compatibility

i you have problems with this program and it worked comectly on
an earier version of Windows, select the compatibility mode that
matches that earier version.
Compatibility mode
Run this program in compatibility mode for:

lWindows 2000 -

Settings
7] Fun in 256 colors
[7] Run in 640x 480 screen resolution
[ Disable visual themes
[ Disable desktop composition
|| Disable display scaling on high DP| settings

Privilege Level

Run this program as an administrator

et
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: Stép-By-Step
i

o Start Vista.
e Click Start @ and select

Control Panel.

In the Control Panel, click
Hardware and Sound.

Click Device Manager.

€ICHECK) Your screen
should look similar to

Figure 3.47.

Right-click the device
assigned by your teacher
and select Update Driver
Software.

¢ © 00 0

In the Update Driver
Software dialog box, click
Search automatically
for updated driver
software (see Figure 3.48).

e In the Update Driver
Software dialog box, click
Close.

o In the System Settings
Change dialog box, click
Yes to restart your
computer.

@ Exit Vista.

Lesson 3: Practice It Activities

Practice It Activities

3. Update a Device Driver

Follow the steps to complete the activity.

FIGURE 3.47 Device Manager

File Action View Help

&= | T E HmE e B %S

=g MAIN-USER
-8 Batteries
#-1%& Computer

=g Disk drives

- Bl Display adapters

[].&Lj DVD/CD-ROM drives

[1--0‘5 Human Interface Devices

[ IDE ATASATAPI controllers

- @ IEEE1394 Bus host controllers
#-== Keyboards

- ﬂ Mice and other pointing devices
-l Modems

- &) Monitors

(- ¥ Network adapters

1] PCMCIA adapters

w-"5" Ports (COM &LLPT)

[j-m Processors

-3 5D host adapters

[F-&=s Smart card readers

[J‘--ﬁj Sound, video and game controllers
] C— Storage controllers

-l System devices

[

- i Universal Serial Bus controllers

FIGURE 3.48 Update Driver Software dialog box

__———_______--‘_-_—-—-___l

\J w Updste Dives Software - ECP Priater Port (LTI}

How do you want to search for driver software?

=+ Search automatically for updated driver saftware
‘Windorws wall srarch your computer and the iniernet for the letest deroer seftware
Fod your devite

+ Browse my computer for driver software
Locate pnd install driver software masually




' Stép-By-Step
i

o Click Start @ and select

Control Panel. Under
Hardware and Sound,
click Printer.

e Click Add a printer E

Click Add a local printer.

e In the Choose a printer
port window, ask your
teacher what port to select.

o €ICHECK) Your screen

should look similar to
Figure 3.49. Click Next.

e Under Manufacturer and
Printers, select the
options designated by
your teacher. Click Next.

o In the Printer name box,
key: [your first initial and
last name] printer two.

o Clear the Set as the
default printer option and
click Next.

0 With your teacher’s

permission, click Print a
test page. Click Finish.

o EICHECK) VYour screen
should look like Figure 3.50.

@ Exit Vista.

Lesson 3: You Try It Activities

’ You Try It Activities J

4. Install a Local Printer

Your supervisor often prints sensitive personnel information and does not want
to send it to the shared printer in the main office. She asks you to install a new

printer in her office for her computer.

FIGURE 3.49 Choose a printer port window

G = At Prter
Choose a printer port

A e porl i & bepe ol conneclun thal slows your compuler o ecchange msrmalon wilh 8
prwter,

@ Lise an ruihing port: |PrL: frrnter Bort) - |

Creale & new pork

Cancel

(o]

FIGURE 3.50 Printers folder with new local printer added

- | +4 | ISean:h

1 ‘”\_) |=.7!;A » Control Panel » Hardware and Sound » Printers

B Organize ~ 5= Views ~ i

et Add @ printer |

-
Mame Documents Status Comments Location Model

Favorite Links
‘." Microsoft XPS Document
Writer

2 .

4 / smargquez printer two
i

f@ is_eecl:.

E. Documents
E' Pictures ==
& Recently Changed
m‘ Music
E Searches

J Public

Folders b
. Public -
Ll Computer
9 Metwork
@ Control Panel
Additional Options
By Appearance and Person =
9 Clock, Language, and R
@ Ease of Access
i;,[f] Hardware and Sound

= ——____________._—-_——______




Start menu, click Printers

(see Figure 3.51).

9 Select the [your first
initial and last name]
printer two.

e Right-click the printer icon
and select Set as Default
Printer.

o €ICHECK) Your screen

should look similar to
Figure 3.52.

e Close all open windows.
Exit Vista.

Lesson 3: You Try It Activities

5. Change the Default Printer

Your supervisor’s default printer is still the printer in the main office area. Change the
default printer to the one you just installed locally on her computer.

FIGURE 3.51 Start menu

on...
el
B caineain s Chet

1 vacoset Ottcn wiesd 2000

132 - thcricus

e A

!d-' Ieerrnsni Dfaix Ay J007

il Vimdzmn Lipiee

::_] Finaza Hemomng e

l-k Backip srd Rars Carmar

FIGURE 3.52 Printers folder with new default printer

1 ]w |.;7_-5 » Control Panel » Hardware and Sound » Printers

8 Organize ~ 3= Views ~ i Add a printer

- | +4 | ISean:h

FaniprteLinks Mame Documents Status Comments Location Model

Microsoft XP5 Document

g smarquez network printer
Ei Documents ) ;Writer ﬁf 0
E: Pictures Ea :’ 0 - Read
& Recently Changed J smarquez printer two J ‘; Fax
m Music ) :-%" 3

% Ready - Ready
E’ Searches =
f smarquez printer
J Public 0
E_'/'" Ready
Folders v
. Public -
Ll Computer
¥ Metwork

@ Control Panel
Additional Options
By Appearance and Person =
9 Clock, Language, and R
@ Ease of Access

_w;.mi%nnd




LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

_\ Language Arts: Personalize Your Display Make your display more

comfortable for you to use. Using the tools you have learned:
= Adjust your display resolution to best suit you.
= Set the display refresh rate to the optimal setting.
= Adjust the size of the icons to your liking.
Open a Word document and key a paragraph that describes the changes

you made and why these settings are the best for you. Save the document
as: v3rev-[your first initial and last name]6.

7. Standards at Work Activity
“® Microsoft Certified Application Specialist Correlation
Vista 3.2 Manage Disks

Size Up Your Hard Disk Find out how much space is available on your
computer’s hard disk.
Using the skills you have learned, find out:

= How many hard disks are on your machine.

= How many volumes each disk has.

= How much free space is in each volume.

= What the total amount of free space on the hard disks is.
Open a Word document and create a table with two columns. In the first
column, enter the above bullet points. In the second column, key the
answer for each bullet point. Put your name at the top of the document.
Print this document and give it to your teacher. Save the document as:
v3rev-[your first initial and last name]7.

8. 21st Century Skills Activity

Ask Your Computer the Right Questions Some computer applications

and updates are automatic. Others must be activated by you. Knowing whether
the hard disk is developing problems or errors is critical, but you will not
know for certain unless you scan the disk. Otherwise, it might be too late if the
errors start to interfere with your programs.

Scan a volume (other than your C: drive) of your hard disk for errors. Share

your results with your teacher.

Lesson 3: Critical Thinking Activities




LESSON

Plan Ahead Before you
begin any project in the
workplace, it is good to
have a plan. Start off by
looking at resources and
options for the project so
that you can deal with
problems before they occur.
These projects teach you
how to use Vista to
efficiently manage your
computer’s hardware and
software.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. Which is the more effi-
cient - running a pro-
gram in compatibility
mode or upgrading the
program?

2. In the long run, which is
more cost effective?

Lesson 3: Challenge Yourself Projects

, Challenge Yourself Projects ,

9. Look Ahead FIJ

A Language Arts: Manage Space on Your Hard Drive Your manager

at an online book store uses a particular viewer to read some of his older
documents. Check to see if there is space on the computer hard disk to
install the program. (Your teacher will provide the program for you.)
= Check the program’s properties to see if you can determine the size of
the program file.
= Check the free space on the hard disk for the volume that you will
install the program on (this is usually C:).

= Install the program by following its installation instructions.

When you are finished, open a Word document and key a paragraph
explaining why managing the size and contents of your hard drive is
important. Explain what can happen if you try to load a program without
checking to see if your hard drive has enough free space. Save the document

as: v3rev-[your first initial and last name]9.
Mtk
? 10. Configure Compatibility FIJ
Language Arts: Work in Compatibility Mode While the book store
has upgraded the computer network to Vista, the viewer itself was designed
for a previous version of Windows.

Configure the program to run in compatibility mode for Windows XP.
Then, open a Word document and key a paragraph that describes the steps
you took to configure the program to work in compatibility mode. Save the

document as: v3rev-[your first initial and last name]10.
Pittirk
@ 11. Set Up Printers FIJ
Language Arts: Install a Network Printer Now that your manager
has the viewer installed, he needs to connect to a shared printer capable of
printing the documents.
= Install a network printer that is provided by your teacher.
= Run the program and print a sample document to check the program
and printer connection.
Open a Word document and key one or two paragraphs that describes how
installing additional drivers for a shared network printer might be important
for business owners and employees. Save the document as: v3rev-|your first

initial and last name]11.

Walter Hodges/ Corbis




LESSON

" Key Concepts

® Show and hide files, folders,
and information about files and
folders

® Configure Windows Explorer
layouts

® Create, delete, and rename files
and folders

® Configure permissions and
share folders

® Search for files and folders and
filter results

® Back up and restore files and
schedule backups

® Copy data to removable media

The following standards are
covered in this lesson. Refer

to pages xxivand 715 in
=R the Student Edition for a -
description of the standards
listed here.

ISTE Standards Correlation

NETSeS

1a, 2a, 2d, 3b, 3c, 4b, 5a, 5b,
6a, 6¢C

Microsoft Certified
Application Specialist

Standards

Vista

4.1,4.2,4.3,4.4,4.5,

4.6, 4.7 E=

, Manage Files and Folders ,

Organizing your computer files and folders is the key to maintaining the
information on your computer system. Having vital information stored on your
computer does you no good if you cannot find it. Search functions, backups,
permissions, and file properties all contribute to your computer filing system, and
not using these functions would make you and your computer less efficient.

21st CENTURY JECGNEECH

Use Good Judgment How would you define good judgment? Showing good

judgment could be as simple as thinking before you act. It could also mean that
you carefully review your options and predict what the consequences will be
before making decisions. Thinking about past mistakes can help you learn how
to act in a similar situation. For certain activities such as driving, using good
judgment can even be a life-saving skill. What decision have you made recently that

showed good judgment?

Lesson 4: Manage Files and Folders 95
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LESSON

Before You Read

Reading Guide aguae

Key Terms In order to gain a more complete understanding of the terms you are reading, keep a Key
Term Journal. Divide a piece of paper into four columns. Label them Key Term, What is it?, What else is it
like?, and What are some examples? Write down each term and answer the questions as you read.

Read to Learn
Learn to manage files and folders.
Become familiar with search techniques.

Learn to back up and restore data and save it to
removable media.

Main Idea

Use Vista’s file and folder configuration features to
organize and archive the data on your computer.

Vocabulary
Key Terms

Backup and Restore keyword
Center metadata

CD permissions

DVD rename

Favorite Links shadow copy

file extension share

filter sort

folder shortcut stack

folder type virtual folder

group wildcard

hidden file Windows Explorer

Academic Standards

English Language Arts
NCTE 1 Read texts to acquire new information.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

feature
indicate
medium
secure

Quick Write Activity /J

Describe Businesses may file information by
categories such as customer name, date, or ID
number. On a separate sheet of paper, identify three
types of businesses that might file information
based on an ID number.

Study Skills

Eliminate Distractions Trying to study while
listening to the radio, watching TV, or performing
some other task at the same time makes you less
effective at both efforts. Try to avoid doing anything
else when you are studying and make that time
more effective.

NCTE 5 Use different writing process elements to communicate effectively.

NCTE 7 Conduct research and gather, evaluate, and synthesize data to communicate discoveries.
NCTE 8 Use information resources to gather information and create and communicate knowledge.

Lesson 4: Reading Guide




Step;By-Step
iy

o With your teacher’s help,
navigate to the data files

folder. Select all of the files
for this lesson. Copy and
paste them into your
Documents folder.

e Choose Start @>AII

Programs>Accessories.

e Select Windows Explorer.
In the Windows Explorer
toolbar, click Organize.
Select Folder and Search
Options.

Click the View tab.

00

In the Advanced settings
box, scroll down to Hide
extensions for known
file types. Clear the check
box to show file extensions
(see Figure 4.1).

Under Folder views, click
Apply to Folders. In the
dialog box, click Yes.

In the Folder Options
dialog box, click OK. Click

Close @

Choose Start @>
Documents.

€ICHECK) Your screen
should look like Figure 4.2.

Click Close IE]

Continue to the next exercise.

{ 00 © ©O

Lesson 4: Exercise 4-1

EXERCISE 4-1
Show and Hide File Extensions

le

One of the key tools for file management is Windows Explorer. From this window
you can set the majority of file and folder viewing options and navigate to any
location on your computer to view them. Every file has a file extension, which is a set
of characters added to the end of its name to identify its type of format. You can
choose to show or hide the file extensions in the Folder Options dialog box.

FIGURE 4.1 Folder Options dialog box

Folder Options @

General | View | Search

Folder views

*You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

[ PpplytoFolders | [ Reset Folders

Advanced settings:

Files and Folders
[ Always show icons, never thumbnails
[ Aways show menus
Display file icon on thumbnails
Display file size information in folder tips
Display simple folder view in Mavigation pane =
[ Display the full path in the title bar (Classic folders only)
Hidden files and folders
@ Do not show hidden files and folders
(0) Show hidden files and folders

|--> (@ Hide extensions for known file types

»

m

Hide protected operating system files (Recommended) —

Clear check box |

ok (G ] o]

FIGURE 4.2 Files showing file extensions

Hame Date taloen Tags Sare Rating
= L= &crew fileacedh
T2
R 637] Exel file s
B Documents 681] PowverPoint file.ppt
l? Wi bl crnangquees-webpagehtm
Doy 5 k] Word fileduss
Folder -
B Desitop
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Step-By-Step
\

o Click Start @>Control

Panel.

9 In the right pane, click

Appearance and
Personalization.

€ICHECK) Your screen
should look like Figure 4.3.

Click Folder Options.

In the Folder Options
dialog box, click the
View tab.

© 00 O

In the Advanced settings
pane, scroll to Hide pro-
tected operating system
files (Recommended)
and clear the check box.

o EICHECK) Your screen
should look like Figure 4.4.

e In the Warning box,

click Yes.

o Click OK.

H Continue to the next exercise.

Lesson 4: Exercise 4-2

EXERCISE 4-2
Show and Hide Protected
Operating System Files

As a safety precaution, many operating system files will not appear in a folder view.

Your system might be damaged if these files were to be moved or lost. In order to view

these files, you must change the folder settings.

FIGURE 4.3 Appearance and Personalization window

@K ;urlh » Control Panel » Appearsnce and Personplization »

[ .
E Personalization
bl prek WA EPITHCE Change shebiig g

Chimge suieen tave

I Taskbar and Start Menu
Cirstamize the St menu
Chanpr thr picture oa the Stat menu

Mahie PC

Unmr Accournls end Family
Jalely

- | L 2 '! Searih

Chanige he theme

@ Ease of Access Center
Accommodite bow vision Charige sorgen resder

A e Underfing keyboard shortouts an

Personaltzation

Eharge the cobur tebeene | Adped woeen sesalufnm
Cusstnrnize iromes nn the tackhar
d oy - — = Cmatragt on or off
| Folder Options |

Folder Options
Spenily ungle- or double-cink lo cpen
Show hidden filed and folders

h. Fanits
Install e pemsesse A Frevt

%ﬁ Windows Sidebar Properties
Add gedgets 10 Sdeba

Clock, Languege. snd Negion 1'.
Easr l Arvem
Adddional Options

[l Wirm

Lhe Classc Windews lolder

Cheacea whether b6 keep Sdebar on top of cthe

FIGURE 4.4 Change folder settings

Folder Options

General | View | Search

Folder views
You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

Reset Folders

Apply to Folders

Advanced settings:

Dizplay file icon on thumbnails -

Display file size information in folder tips

Display simple folder view in Navigation pane 5

[] Display the full path in the title bar {Classic folders only)

\. Hidden files and folders =

(@ Do not show hidden files and folders
(2 Show hidden files and folders

[7] Hide extensions for known file types

B

[] Launch folder windows in a separate process

Remember each folder's view settings

[] Restore previous folder windows at logon b

Restore Defaults

J [ Cancel J[ Aeoy |

[ ok

M
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Step-By-Step
\

o Click Start @ and select

Control Panel.

9 In the right pane, click

Appearance and
Personalization.

€ICHECK) Your screen
should look like Figure 4.5.

Under Folder Options
select Show hidden files
and folders. In the Folder
Options dialog box, click
the View tab.

In the Advanced settings
pane, under Hidden files

and folders, select Show
hidden files and folders.

€ICHECK) Your dialog
box should look like

Figure 4.6. Click Apply.

In the Advanced settings
pane, click the check box
in front of Hide protected
operating system files
(Recommended).

Under Hidden files and
folders, select Do not
show hidden files and
folders.

Click OK.

o
0

In the Appearance and
Personalization window,

click Close @

=) Continue to the next exercise.

Lesson 4: Exercise 4-3

EXERCISE 4-3

Show Hidden Files and Folders

In addition to the operating system folder, other files and folders might be hidden. A
hidden file is a file that Windows Vista does not display. Hidden files and folders
make windows look less cluttered. They also prevent people from moving or deleting

them. Use the folder options settings to hide or show a hidden file or folder.

FIGURE 4.5 Appearance and Personalization window

= .T;J"

@I_—_J"H b Control Panel » Appesrance and Personalizetion »

Contral Panel Horne .
Personalization

Syxtem amd Maintraanse
TErusity

Het snd Imtesnet
Handware gnad Sound

Pregmms

Channe desitnp hackgrournd
Change screen s

- | by || Seurch

Channe the colar scheme Adjirst sereen resnlistinn

Change ihe therme

Taskbar and Start Menou

Castnmizne the Stat menu

Cisdnmere icrns an the taskbar

|

|

Change the psclure an the 3ol menu

Mchile P

Ease of Access Center
Accomaricdate low wiich
Linidedne beyhinerd shioeouts

L Aqaianks and Family
Salety

Appraise siml
Fernenalizalmn
Clineh, Lariguistpe e Rt Falder Cptions
Fmr of hrerny

Additicnal Optiona

Fhow hidden files and folden

apeudy simgle ur doulde-click Ly open

Change screen resdes
and aceess beys  Turn High Contrast an ar off

Use Class, Wirnbuws Tolders

Show hidden files

Fants

Clasmic Veew Irstall g rernorve & el

Add gedgets to Sideba

and folders

{ Windows Sidebar Properties

Choose whether to keep Sdebar on top of other windows

FIGURE 4.6 Protect System files

Folder Options

| General | View |Search|

Folder views

‘You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

Reset Folders

Apply to Folders

Advanced settings:

|, Files and Folders
[ Always show icons, never thumbnails
[ Always show menus
Display file icon on thumbnails
Display file size information in folder tips
Display simple folder view in Navigation pane
[ Display the full path in the title bar (Classic folders only)
| Hidden files and folders
() Do not show hidden files and folders
[ Hide extensions for known file types
[ Hide protected operating system files (Recommended) =

Restore Defaults

| »

m

—




Step-By-Step
\

o Click Start @ and

choose All Programs>
Accessories. Select
Windows Explorer.

€ICHECK) Your screen
should look similar to
Figure 4.7.

e On the toolbar, click
Organize and choose

Layout>Menu Bar.

Click Organize and
choose Layout>Preview
Pane.

Click Organize and
choose Layout>Details
Pane to close the pane.

o Select Excel file.xIsx in
the file list.

o EICHECK) Your screen

should look similar to
Figure 4.8.

0 Click Close @

H Continue to the next exercise.

You Should KnoW'

Select a file to view the
most common properties
associated with the file in
the Details pane.

Lesson 4: Exercise 4-4

Oaty

EXERCISE 4-4 § “m
Configure Windows Explorer Layouts °

You use Windows Explorer to view most of the files and folders on your computer.
Windows Explorer can be configured to show files and folders in different ways. You
can change the layout to show such things as details or previews of files.

FIGURE 4.7 Windows Explorer default layout

G;:__J B » MpinUser » Documerts -I*,-”_.r.,--.u

A Marmse 1 Date modified Type Sire &

l-_ Docubnerds E].ﬂ.cczss file accdb G122 100 P Microscft Office Access .. 2BBKE A
l‘ Ficols ._.ﬂhLﬂ Ibexlsx G/LLAHN 144 PM Kerusofl Cllce bned . dEE A
] Outlook filepst BN 1L P Microsufl Clhce Dulloo.., JMAEKE A

& Recefily Changed B Pewedaing file ppke 61352000 11:39 P Microseét Office Power... WER A
B s o | smarguez-webpage.mht  6/27/2009 10:26 P MHTKL Document S0TKR A
I Searches i) Woed bedocs /L3 2N 1118 P Wherosobl Clhce Word — WEE A

Publ

[ Organize folder layouts |

Faolders W
B Desktop -
B rasin User
E1 Contacts
W Desktop 'E
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FIGURE 4.8 Windows Explorer layout changed
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Step-By-Step
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Click Start @) and
choose All Programs>
Accessories>Windows
Explorer.

€ICHECK) Your screen
should look similar to
Figure 4.9.

In the Menu bar, choose
File>sNew>Folder.

Key: [your first initial and
last name]-1.

Press |[ENTER].

Click Organize and
choose Layout>
Details Pane.

€ICHECK) Your screen
should look similar to

Figure 4.10.

Continue to the next exercise.

Srlortcuts

You can also create a new
folder by right-clicking in an
open area of the file list and
choosing New>Folder.

Lesson 4: Exercise 4-5

EXERCISE 4-5
Create a Folder

In order to keep files organized on your computer, you should categorize them as
much as possible. One of the primary ways to organize files is to keep the different

categories of files in separate folders. You can create new folders in any location.

FIGURE 4.9 Windows Explorer
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FIGURE 4.10 Windows Explorer with new folder added
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Step-By-Step
\

o Click Start @ and

choose All Programs>
Accessories>Windows
Explorer.

9 In the Windows Explorer
file list, select the [your
first initial and last
name]-1 folder you created
in the previous exercise.

In the Menu bar, click File
and select Rename.

€ICHECK) Your screen
should look similar to
Figure 4.11.

Press . on your

keyboard. Press

IeBACKSPACE once to

delete the 1 and key: 2.

o PreSSIENTER.
o €ICHECK) Your screen

should look similar to
Figure 4.12.

e Click Close IE]

© 00

H Continue to the next exercise.

You can also rename a
folder by right-clicking
on the folder and selecting
Rename. You can also

select the folder and press

on your keyboard.

Lesson 4: Exercise 4-6

Rename a Folder
Changing the name of a folder is easy in Microsoft Windows Vista. You should be
careful when you rename folders, as programs often have stored information in

specific addresses. If you rename the folder in which a program has stored information
for later use, the program may no longer be able to access that information.

FIGURE 4.11 Windows Explorer with original folder name
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FIGURE 4.12 Windows Explorer with renamed folder
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Step-By-Step
b

o Click Start @ and

choose All Programs>
Accessories and select
Windows Explorer.

9 €ICHECK) Your screen

should look similar to
Figure 4.13.

0 Click the [your first initial
and last name]-2 folder.

o Drag and drop the folder
onto the Start @ button.

e Close Windows Explorer.

0 Click Start @

o EICHECK) Your screen

should look similar to
Figure 4.14.

e Click Start @ to close

the Start menu.

b Continue to the next exercise.

If you use a folder regularly,
you can also create a
shortcut for the folder on
your desktop. Right-click
the folder and select
Create Shortcut. Then
click the shortcut and drag
it onto the desktop.

Lesson 4: Exercise 4-7

EXERCISE 4-7
Add a Folder Shortcut to the Start Menu

To make access to your personal folders faster, you can add a folder shortcut to the Start
menu. The folder shortcut bypasses the folder path, and takes you directly from the Start
menu to the folder. Vista will open the Windows Explorer view of the folder.

FIGURE 4.13 Windows Explorer

St e Fopm
ATy

Drag folder to Start
menu button on
desktop Taskbar

Vi LT

g wrud Beziors {ersim
uic s Feporee
ioims et

Widoms Mittting foace




Step-By-Step
\

o Click Start @ and select

Documents.

e €ICHECK) Your screen

should look similar to
Figure 4.15.

e Click the [your first initial
and last name]-2 folder.

o Drag and drop the folder in
a blank area on the

Favorite Links list in the
left pane.

e €ICHECK) Your screen

should look similar to
Figure 4.16.

o Click Close @

H Continue to the next exercise.

Troubleshooter ]

You may need to resize
the folder links in the left
pane in order to have
room to add the folder to
your Favorite Links list.
Move your cursor to the
top of the Folders label
until it becomes a double-
headed arrow. Click and
drag it down.

Lesson 4: Exercise 4-8

EXERCISE 4-8
Add Folders to the Favorite Links List

Vista is designed to allow you quick access and navigation through the computer’s
directory. The Favorite Links list is part of that effort. The list appears in the folder
views in the Navigation pane under the Favorite Links heading.

FIGURE 4.15 Documents folder

=il
GC‘- E ¥ Mauir User » Documesds » L i #p || Seanch
Fée  Eda View Took Help

= Mame - Date maddied Type

E Docunent b Emargues-1 B0V 2000 518 PM Tile Todder

T £ achho Bl ace G120000 100 P Bstrosolt Office
B Picures BBt Fibe sl EA22009 14 PM  Whicresolt Hfice
iy Fecantly Lhanged @ Ougock filepn SAXXN00 1EE2 PM Mezrosoft Office
B rls P oderPomd e gpts 112009 1130 PM hscrosoly Otfiee
B Seirches [ sndrques-webpegembt 2772000 103 Pt MHTML Docurr
i Pubhic B Wedd Fhe.de<s 1372000 1108 PR WEcroscfs Office

< r

. | Drag folder to left pane |

Selecy n File bo preview,
Feldrery »
BB Desitop -
Bt e

B Comtaens

!I Declacp

T tocwment

narguer-y

!I Diossribeads

E frciites

W vinks = 0 n "
E T mpama ——____________———_____l

FIGURE 4.16 Folder added to Favorite Links
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Step;By-Step
iy

o Click Start @ and select

Documents.

e Right-click the [your first
initial and last name]-2

folder. Select Properties.
Click the Security tab.

e EICHECK) Your dialog

box should look similar to
Figure 4.17. Click Edit.

o In the Permissions for
[your first initial and
last name]-2 dialog box,
click Add.

e In the Select Users or
Groups dialog box, click
in the Enter the object
names to select box and
key: Annie Borden;Third.

e EICHECK) Your dialog

box should look like
Figure 4.18.

o Click Check Names.
Click OK.

Nam) Continued on the next page.

Troubleshooter

In Step 6, make sure you
key the text exactly as
written: a space between
“Annie” and “Borden”, no
spaces between “Borden”,
“7”, or “Third”. Otherwise
the system will not recog-
nize the user names.

Lesson 4: Exercise 4-9

EXERCISE 4-9

Configure the NTFS Permissions

of a Folder

In addition to hiding folders, you can set permissions for the folders. By changing
permissions, you prevent others from changing any aspect of a folder. You can set the
same permissions for a group of users or different permissions for individual users.

FIGURE 4.17 Properties dialog box Security tab

| . smarquez-2 Properties

| General | Sharing | Security | Previous Versions | Customize |

EXH

Object name:  C:\lUsers\Documents'smarquez-2

GI‘CIIJD ar user names:

TYSYSTEM
E Main User (MAIN-USER Main User)
82, Administrators (MAIN-USER\Administrators)

To change pemissions, click Edit.

Pemissions for SYSTEM Allaw Dery

Click to edit
permissions

Full control

Modify

Read & execute
List folder contents
Read

Write e

For special permissions or advanced settings,
click Advanced.

Leam about access control and pemissions

[ ok || Conce || 2oply

FIGURE 4.18 Select Users or Groups dialog box

Select Users or Groups

Select this object type:

lUsers, Groups, or Built-n security principals
From this location:
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Enter the object names to select (sxamples):

[Annie Borden:Third

No spaces

Advanced... [_




Step-By-Step
iy

8/

o

@ 6

00 66

6,
7

In the Permissions dialog
box, under Group or user
names, select Third
(MAIN-USER\Third)

(see Figure 4.19).

Under Permissions for
Third, clear the Allow
check box for Read &
execute. Click the Allow
check boxes for List
folder contents and
Read. All other check
boxes should be blank.

Click Apply. Under Group
or user names, select
Annie Borden.

Under Permissions for
Annie Borden, click the
Deny check box for Full
control. Note that all the
Deny boxes are checked.

Click OK.

In the Windows Security
dialog box, click Yes.

Click OK.

Right-click in an open area
of the Documents file list
and select Refresh.

€ICHECK) Your screen

should look like Figure 4.20.

Click Close [sm

H Continue to the next exercise.

Lesson 4: Exercise 4-9

EXERCISE 4-9 (Continued)
Configure the NTFS Permissions
of a Folder

FIGURE 4.19 Permissions dialog box

| . Permissions for smarquez-2

Security

Object name:
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Leam about access control and permissions
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FIGURE 4.20 Documents folder with folder with permissions
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Step-By-Step
iy

o Click Start @ and select

Documents.

e In the Documents folder
list, right-click the [your
first initial and last
name]-2 folder and
select Properties
(see Figure 4.21).

e In the Properties dialog
box, click the Customize

tab.

o Under What kind of
folder do you want?,
click the folder type
drop-down arrow and
select Pictures and
Videos.

e EICHECK) Your dialog

box should look like
Figure 4.22.

o Click OK.
o Click Close E

b Continue to the next exercise.

You Should KnoW'

Even if you customize a
folder to hold a specific
type of file, you can save
any type of file in that
folder. For example, you
can save a Word
document in a Pictures
and Videos folder.

Lesson 4: Exercise 4-10

EXERCISE 4-10
Set the Folder Type

The folder type can indicate, or convey, what sort of files are saved inside it. You can
change the type assigned to a folder based on the kind of files you want to save in the
folder. Making folders of different types makes it easier to find your files later.

FIGURE 4.21 Documents folder
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FIGURE 4.22 Folder Properties dialog box Customize tab
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Steb:By-Step
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o Click Start @ and select

Documents.

e Create a new Documents
folder called: [your first
initial and last name]-3.

e Right-click the folder and
select Properties. Click
the Sharing tab.

o €ICHECK) Your dialog

box should look similar to
Figure 4.23.

6 Under Network File and
Folder Sharing, click
Share.

o In the File Sharing dialog
box, under Choose
people to share with,
click the drop-down arrow
and select Annie Borden.

o €ICHECK) Your screen

should look like Figure 4.24.

Click Add.

e Click the drop-down arrow.

Select Third. Click Add.

o In the user pane under
Permission Level, click

the drop-down arrow next
to the Reader level for
Third. Select Contributor.

@ Click Share. Click

Continue. Click Done.
Close both dialog boxes.

H Continue to the next exercise.

Lesson 4: Exercise 4-11

EXERCISE 4-11
Share a Folder on a Hard Disk

You can set up a folder on your hard disk so that other users can share the contents

of that folder.

FIGURE 4.23 Folder Properties Sharing tab

smarquez-3 Properties

General | Sharing |Se4.':1_|r'rt:,r | Previous Versions | Customizel

Metwork File and Folder Sharing

smarguez-3
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Network Path:
Mot Shared

Advanced Sharing

Set custom permissions, create multiple shares, and set other
advanced sharing options.

[ I@.»“u::l\.rarv::ed Sharing...

Password Protection

People without a user account and password for this computer
can access folders shared with evenvone.

To change this setting, use the Network and Sharing Center.

| oK

]’ Cancel ] Apply

FIGURE 4.24 File Sharing dialog box
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Step-By-Step
iy

o Click Start @ and select

Documents.

e Right-click the [your first
initial and last name]-3

folder and select
Properties.

e In the folder Properties
dialog box, click the
Sharing tab, if necessary.
Under Advanced
Sharing, click Advanced
Sharing (see Figure 4.25).

o In the User Account
Control dialog box,
click Continue.

e In the Advanced Sharing
box, select Share this
folder.

0 Click Permissions.

o €ICHECK) Your dialog

box should look similar to
Figure 4.26.

e In the Permissions

for folder dialog box,
click Add.

b Continued on the next page.

Lesson 4: Exercise 4-12

EXERCISE 4-12
Add Permissions to Share for Users

In addition to allowing specific people to access the folder, you can set specific
permissions for users that allow them to share files and folders. This added level of
security will help keep your data safe, or secure, and your folders well organized.

FIGURE 4.25 Properties dialog box

| . smarquez-3 Properties

General | Sharing | Security | Previous Versions | Customize |

MNetwork File and Folder Sharing

smarquez-3
1 | Mot Shared

Metwork Path:
Mat Shared

Advanced Sharing

Set custom pemissions, create multiple shares, and set other
advanced sharing options.

[ @Advanced Shaing.. |<«— Advanced Sharing |

Password Protection

People must have a user account and password for this
computer to access shared folders.

To change this setting, use the Network and Sharing Center.

e e

FIGURE 4.26 Permissions for folder dialog box

|+ Permissions for smarquez-3

Share Permissions

GI’OLID Qr User names:

|Add|—>{ Add... ” Remove ]
Permissions for Evenyone Allow Deny
Full Control o o
Change [ ]
Read [

Leam about access control and pemissions
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006

5
6,
7
8

19/

In the Select Users or
Groups dialog box, click in
the Enter the object
names to select box and
key: Annie Borden;Third.

EICHECK) Your dialog
box should look similar to

Figure 4.27.

Click Check Names.
Click OK.

In the Permissions for
dialog box, under Group
or user names, click
Third. Under Permissions
for Third, check the Allow
box for Full Control.

Click Apply.

Under Group or user
names, select Annie
Borden. Under Permis-
sions for Annie Borden,
check the Deny box for
Full Control.

Click OK.

In the Windows Security
warning box, click Yes.

Click OK. Click Close.

EICHECK) Your screen
should look similar to

Figure 4.28.

Click Close E

H Continue to the next exercise.

Lesson 4: Exercise 4-12

EXERCISE 4-12 (Continued)
Add Permissions to Share for Users

FIGURE 4.27 Select Users or Groups dialog box

2 ==

Select Users or Groups

Select this object type:

|Jsers, Groups, or Builtin securty principals

Object Types...
Enter the object names to select {examples):

Annie Borden; Third |Check Names I—)‘ Check Names

From this location:
MAIN-USER

[ ok || cance |

FIGURE 4.28 Documents folder with new shared folder
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You Should Know’
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Steb:By-Step
iy

o Click Start @ and select

Documents.

e Right-click the folder [your
first initial and last
name]-2 and select
Properties.

0 In the Properties dialog
box, click Advanced.

o In the Advanced

Attributes dialog box,
make sure Index this
folder for faster
searching is checked.
Click OK twice.

6 Click Start @ and select

Search.

o €ICHECK) Your screen

should look like Figure 4.29.

o Click in the Search box
and key: [your first initial
and last name]-2.

e In the Show only menu,
click Picture. In the search

box, key: tree.

o EICHECK) Your screen

should look similar to
Figure 4.30.

@ Click Close E

H Continue to the next exercise.

Lesson 4: Exercise 4-13

EXERCISE 4-13
Search for Files and Folders
Using a Virtual Folder

Over time, your computer may accumulate more files and folders than you can keep
track of. To keep you from losing valuable information, Vista offers several search features
to help you find files and folders on your computer or on a network. Vista also allows
you to index the searches so that only the locations that you want are included in your
search. The most readily available search feature, or function, is the virtual folder, a
directory that organizes files based on their content in order to speed up file searches..

FIGURE 4.29 Search folder
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Step;By-Step
iy

o Click Start @ and select

Search.

e In the search box, key:
note. Review the search

results.

e In the search box at the
end of note, key: ?.

o €ICHECK) Your screen

should look similar to
Figure 4.31.

e In the search box, press

[carouspace] to delete

note?. Key: *.jpg.

0 €ICHECK) Your screen

should look similar to
Figure 4.32.

o Click Close E

H Continue to the next exercise.

The * and the ? are two

of the most common
wildcard characters. The *
stands for any number of
characters from zero to
many, and the ? stands for
one unknown character.

Lesson 4: Exercise 4-14

EXERCISE 4-14

Search for Files and Folders

Using Wildcards

If you do not know exactly which file or folder name you are looking for, but you
know part of the file or folder name, you can still complete a search. Vista allows you
to use a character, called a wildcard, to search for partial file or folder names. Wildcard

characters tell Vista that a character or several characters are being left out of the

search term. Wildcards increase the number of matches in a search.

FIGURE 4.31 Search folder with wildcard character added
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Step-By-Step
\

o Click Start @ and select

Documents.

e €ICHECK) Your screen

should look similar to
Figure 4.33.

e Click in the Search box
and key: excel.

o €ICHECK) Your screen

should look similar to
Figure 4.34.

e Click Close E

b Continue to the next exercise.

If you want to search by
file type, key the file

extension. For example, to
find an MP3 file, key MP3.
For more accurate results,
key in *.mp3.

Lesson 4: Exercise 4-15

EXERCISE 4-15
Search for Files and Folders
Using Keywords

Each folder has a search box in the upper-right corner that lets you search the contents
of files and folders within the folder. You can search by a keyword. A keyword is a
word that appears within the file or folder’s name or contents, to generate results.

FIGURE 4.33 Documents folder
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Step-By-Step
\

©O 0 006060 00O

10
1)

Click Start @ and select
Search.

In the Search box, key:
*.jpg.

On the toolbar, click Save
Search.

In the Save As dialog box,
click Save.

Click Close [stam|.

Click Start @ and select
Documents.

In the left pane, under
Favorite Links, click
Searches.

EICHECK) Your screen
should look similar to

Figure 4.35.

In the file list, double-click
the .jpg search. Note the
search results.

EICHECK) Your screen
should look similar to

Figure 4.36.

Click Close E

‘ Continue to the next exercise.

Lesson 4: Exercise 4-16

EXERCISE 4-16
Redisplay the Results of
a Previous Search

When you search for a file or folder, you might not get the results you want on the
first try. You might think after the second effort, however, that your first attempt was
better. If you frequently conduct the same search, you can go back to the previous
search results instead of having to key the search again.

FIGURE 4.35 Documents folder with list of saved searches displayed
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Step-By-Step
\

o Click Start @ and select

Search.

e In the search box, key: jpg.

e €ICHECK) Your screen

should look similar to
Figure 4.37.

o Click Show Advanced

Search @

In the Location drop-down
menu, select Choose
search locations.

© O

In the Choose Search
Locations dialog box,
under Change selected
locations, click the
expansion arrow next to
Public and check the
Public Pictures box.

Click OK. Click Search.

Click Hide Advanced

Search @

In the Show only toolbar,
click Picture.

€ICHECK) Your screen
should look similar to
Figure 4.38. Click Close

=

H Continue to the next exercise.

© 0 00

Lesson 4: Exercise 4-17

EXERCISE 4-17

Filter Results of a Search

Vista's filter functions help you to narrow down the results of your search after you
have generated your initial results. In the toolbar above the main menu are filter

buttons that divide the results into categories based on the type of file returned by
the search.

FIGURE 4.37 Search folder searching for .jpg
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Step-By-Step
iy

o Click Start @ and select

Documents.

On the toolbar, click
Organize.

Pane to close the Preview
Pane, if necessary.

€ICHECK) Your screen

should look similar to
Figure 4.39.

e Choose Layout>Preview

e On the toolbar, click the
More options drop-down

arrow next to Views %
o Select Extra Large Icons.

o EICHECK) Your screen
should look like Figure 4.40.

=) Continued on the next page.

EXERCISE 4-18
Change the Way Files Are
Displayed within Folders

You can set a variety of viewing styles in a folder. You can choose which files you see
and how many details you see about files, such as the file size, file type, and more. You
also can customize how the file icon appears.

FIGURE 4.39 Documents folder default view
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To see the size of a folder

in a ScreenTip when you
rest the mouse pointer
over the folder, choose
Organize>Folder and
Search Options and
click the View tab. Select
the Display file size
information in folder
tips check box.

Lesson 4: Exercise 4-18
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Step-By-Step
\

0 Click the Views More
options drop-down arrow.

o Select Medium Icons.

@ €ICHECK) Your screen
should look like Figure 4.41.

m Click Views %

@ €ICHECK) Your screen
should look like Figure 4.42.

@ Click Close E

‘ Continue to the next exercise.

Clicking the Views drop-
down arrow allows you to
choose a specific view
option. If you click the
Views button itself,
Windows Explorer will
automatically cycle to the
next view. As you continue
to click the button, you
can cycle through all of
the available views.

Lesson 4: Exercise 4-18

EXERCISE 4-18 (Continued)
Change the Way Files Are
Displayed within Folders

FIGURE 4.41 Documents folder Medium lcons view
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Step-By-Step
iy

o Click Start @ and select

Documents.

e On the toolbar, click

Views % Select the
Details view.

e On the toolbar, click

View and select
Choose Details.

o In the Choose Details
dialog box, in the Details
pane, clear the Tags check
box (see Figure 4.43).

e Scroll down the Details
list and click the
Attributes check box.
Click OK.

o €ICHECK) Your screen

should look similar to
Figure 4.44.

o Click Close [

H Continue to the next exercise.

You Should KnoW'

To open every new folder
in its own folder window,
choose Organize>Folder
and Search Options

and click the General
tab. Then, click Open
each folder in its

own window.

Lesson 4: Exercise 4-19

EXERCISE 4-19
Display and Hide File and Folder Details

There are many levels of information that you can display for your files and folders. The

settings you choose will depend upon how much information you need or want.

FIGURE 4.43 Choose Details dialog box
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Step-By-Step
\

o Click Start @ and select

Documents.

e In the main menu bar,

click View and choose
Group By>Attributes.

e €ICHECK) Your screen

should look similar to
Figure 4.45.

o Click View and choose
Stack By>Name.

e €ICHECK) Your screen

should look similar to
Figure 4.46.

H Continued on the next page.

Grouping, stacking, and
sorting are ways of
organizing data by certain
criteria. On a separate
sheet of paper, write down
which method you would
use to sort file names
alphabetically. Describe
the steps you would take
to do that.

Lesson 4: Exercise 4-20

EXERCISE 4-20
Group, Stack, and Sort Files by Details

You can group, stack, or sort files. Each method is a way of organizing and presenting
your files. You may want to stack, or pile, a collection of related files that are organized

by common file properties, such as by file name or size. You may want to group

related files by file type. You can also sort files by the last date they were modified.

FIGURE 4.45 Documents folder grouped by attributes
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Step-By-Step
\

e In the Documents folder

list pane, double-click Q-Z.

o €ICHECK) Your screen

should look like Figure 4.47.

0 Click Back @ twice to go

back to the view that
grouped files by attributes.

o Click View and choose
Sort By>Descending.

@ Click View and choose
Sort By>Size.

m €ICHECK) Your screen

should similar to
Figure 4.48.

@ Click Close E.

H Continue to the next exercise.

Troubleshooter

If you want to see only the
files written by a particular
person, or author, sort the
contents of a folder by
that person’s name. Only
the files that contain that
name will display.

Lesson 4: Exercise 4-20

EXERCISE 4-20 (Continued)
Group, Stack, and Sort Files by Details

FIGURE 4.47 Stack Q-Z
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Step;By-Step
iy

o Click Start @ and select

Documents.

e Right-click Word file.docx
in the file list and select
Properties.

e In the Properties dialog
box, click the Details tab.

o Under Description, roll
the mouse pointer over the
blank area to the right of
Title (see Figure 4.49).
Click in the Add a title
box and key: Books for
ABA. Press |[ENTER].

e Roll the mouse over the
blank area to the right of
Subject and click in the
box. Key: List of titles to
sell at American Book-
sellers Association meeting.

Press -

o Roll the mouse over the
blank area to the right of
Comments and click in
the box. Key: Not all of the
titles have been entered

yet. Press .
o €ICHECK) Your screen

should look like Figure 4.50.

Click OK.

e Click Close E

\am) Continue to the next exercise.

Lesson 4: Exercise 4-21

EXERCISE 4-21
Add Metadata to a File

Metadata is information about a file that is included in a file’s properties. This
information can be useful when you are searching for a file or when you are deciding
how to display or categorize your files. Metadata can contain personal information, so

check the metadata before you share the file.

FIGURE 4.49 Properties dialog box Details tab

* Word file.docx Properties

General | Security | Details | Previous Versions

FIGURE 4.50 New information added

»

m

Property Value
Description
Title Add a title
Subject
Tags
Categories | Roll pointer over space
Commentz  |to open this box
Origin
Authors Main User
iLast saved by
Revigion number 1
Version number
Program name Microsoft Cffice Word
Company
_____N——

" Word file.docx Properties [=5s]
Details | Previous Versions
Property Walue i
Description
Title Books for ABA
Subject List of titles to sell at American Bool....
Tags =
Categories
Comments Nat all the titles have been entered .
Origin
Authars Main User s
Last saved by
Revision number 1
Wersion number
Program name Microsoft Office Word
Company
— ___—__f_-ﬁ




Step;By-Step
iy

o Click Start @ and select

Documents.

e Right-click the PowerPoint
file.pptx file in the file list
and select Properties.

e Click the Details tab. Click
Remove Properties and
Personal Information.

o In the Remove

Properties dialog box,
make sure the Create a
copy with all possible
properties removed
option is selected (see
Figure 4.51).

Click OK. Click OK again.

5
0 EICHECK) Your screen
o

should look like Figure 4.52.

In the Documents folder,
select PowerPoint file -
Copy.pptx and note the
properties listed in the
details pane.

e Click Close E.

\am) Continue to the next exercise.

You Should Know/

In the Remove Properties
dialog box, note that you
can also remove individual
properties from the file.

Lesson 4: Exercise 4-22

EXERCISE 4-22
Remove Properties and Personal
Information from a File

Because any property or personal information connected to a file can be read by
anyone who has access to that file, Vista offers several functions to remove pieces of
information that you do not want to share with others.

FIGURE 4.51 Remove Properties dialog box

Remove Properties

Some of these properties may contain personal information.
What personal information might be in a file?

(@) Create a copy with all possible properties removed
() Remove the following properties from this file:

Property Value 5l
Description
[ Title Booksellers Presentation =
[ subject Presentation for ABA 4
[ Tags ward dick document pag. ..
|:| Categories print
[ comments Information for presenta...
Qrigin
[ authors R. Gupta
Last saved by R. Gupta
[ revision number 1
[] version number ver, L1
Dir lirr e

FIGURE 4.52 Documents folder with new file added

O@tn— ¥ #hetk » Documnents » -4y || zevuren B

Fle EdE View Tookh Help

Onen = o frmt WM Emal QL Share

HMHame et msodified Type e Aftributes

F— 1-.?_}1\:\:55 filesccdb 410/008 1106 AN Microsoft Cifice & O A&
) PowerPaint fileppt 42006 1207 P Micresoft Office P IED A
E Cocument: ISl narquas- webpsgehtm L0008 42000 MTML Document KD A
B s ) e el ibesden LU0 H5PM Microsoft Office E... SER A
Mare w U2} Word file.docx 4072008 1.23 P Microtoft Office .. oKD A
Tealden w wnargies-d 612006 11T PM File Folder 1]
B Dasirep o | 5] PovestFoing file - Copy.p. G109 3:54 PM Micretoft Cifice P BiE A
B ichea
"_ Conacti
F Dt [New file added |
L el K
4 umargueesd
r Destiaimeniti
B Downionds
t' Favantes
B Links
B tinx

File properties
| - S—

W Soved Garmes

! Smarches ki) L L
PowetPomnd Nile - Copy.pptx Tithe Add u tite Diede modified: 67172009 X34 P
Blcroicll Ofice PoweiPond Persemlaton  Aothors Add an sithar Tmgje Add a lag
& s H2KD




Step-By-Step
\

o Click Start @ and select

Documents.

e Right-click in an open area
of the file list and choose

New>Microsoft Office
Word Document.

Press -
e €ICHECK) Your screen

should look similar to
Figure 4.53.

o In the Menu bar, click File
and select Rename.

e Key: Word file 2 (see
Figure 4.54). Press .

H Continued on the next page.

You Should KnoW

If you give several files of
the same type the same
name and then need to
rename them, you can
rename all the files at
once. Select the files you
want to rename, right-click
the files, and then click
Rename. Each file will
have the same name,
followed by a different
sequential number. For
example, Document (2),
Document (3), and so on.

Lesson 4: Exercise 4-23

EXERCISE 4-23
Create, Rename, Move and Delete Files

Vista allows you to create new files for various applications simply by right-clicking.
For example, you can create a new Word file without even opening the Word
application. You can also delete, move, or rename files to suit your needs.

FIGURE 4.53 Documents folder new document

{ JU |[ ¥ MaimUser » Documerds » v | ¥ | searen

File Edt View Tools Help

Clre S | T v 1 .. =i
By Crqaniee Virar =

W E el [ fheer (3 R

Hame Lhate meshfred Iype Saze Ablnbutes

B | Beaiirs G Dutlook file pst 67122009 12:52 PM Wiicrosoft Office 0. 59600 A
[ rmarquessanbipagembd BRITFO00 1026 PR MHTRL Document HITER A
E fuue €] Access file secdb 671272009 100 P00 Microsoft Office A KD A
5 FRecently Changed 40 PP ant file. ppbe AF13/72009 11:33 PR Mirmosafe Crffice P nKE A
B M ] PawerP ant file - Copyppte 6/30/2000 827 PM Mlicrosoft Office P KB A
B searches 0] Wi file dnex GANIN0D RIS PM  Miernsafe Crffice W.., 1KB A
Pubilie ‘.ﬂ Excel Tilealia BLLFINS 154 PRA Wicroselt Cihice kx., EEE A
e E_llch-rM-r.mslpd‘! Office Woed Dgcu... 6/20/2009 829 PR Microsoft Crifice W... OB A
i amarques-d BIHFIN0G S8 PRl Faldes
B Smargués-3 6,30/ 2009 5:37 P#A Fide Foldar '
Faldrm L
el [New Word file added|
I':' Conlachs E
M Dettop
E cocuments
a. smarguez-2
FIGURE 4.54 Documents folder renamed document
Edit $orme [tz et

o L ¢ MainUier » Documenic & - i oy |3::h-:r'

File Edit Yiew Teols Help

‘ r..;lil:ll e ey .lﬂ .5.'|.:+-'- - |;| i-'-u-'" | | |:.-l1 .1.l| E Shire ii: |.E.l.l.'l|.
I e Mamie Crate mcdified Type Tige Artnbates
e ] Dutloak file pst AA272000 12:52 PR Micrasaty Cffice 0. SRS KR A
[ smarguez-webpage.nhd LALIFI0E 120 M MHTRML Document WITEE A
E e =) Accrss filescedh A2/000 1600 P4 Microsolt Offfice A... BEKE A&
j Recently Changed 1] BowerPml e ppls GFLAF009 10:39 P Microsslt Oifice P, IEE A
n Muzic i:illﬂowzrpmt file - Copypptx 6/30/2002 8:2T PR Microsofy Office P MNKB A
F searches B Word hleducs BIUFMR B2 PR Mhiciosalt Dlfice W, WKE A
Pulslic B Becel filedex G22009 104 PM Microsoft Office D, GKE A&
b amaigues-2 |'-E|_'| Wid hie Ladoca bSHFMRE 825 PRA Ihoienall Difice W, OEE &
I Imargues-2 A 6,30,/ 2009 5:15 PR Fde Folder
A smarquer-1 3072000 53T PM Fr Folder
Folden w
B Deskiop =
B [New Word file renamed |
B Contazts =
B Dektop
' Documents

. srmargues-d

. Smargues-3

| LTI




Step-By-Step
iy

o In the Menu bar, click Edit
and select Move to
folder.

o In the Move Items dialog
box, choose [your user
name]>Downloads. Click
Move (see Figure 4.55).

e In the left pane, under

Folders, click the
Downloads folder.

o €ICHECK) Your screen

should look like Figure 4.56.

@ Right-click Word file
2.docx and select Delete.
In the confirmation box,
click Yes.

@ Click Close 4w

H Continue to the next exercise.

To move a consecutive
group of files or folders,
click the first item, hold
down , and click the
last item. Click Edit in the
Menu bar and select
Move to folder.

Lesson 4: Exercise 4-23

EXERCISE 4-23 (Continued)
Create, Rename, Move, and Delete Files
FIGURE 4.55 Move ltems dialog box

Maove Items

Select the place where you want to move "Word file
2.docx’. Then dick the Move button.

B Decktop
4 [B¥ Main User
% Contacts
m Desktop
> E Documents
m Downloads

> E Favorites
B 1inks X

| »

m

Falder: Downloads

[ Make Mew Folder ] [ Mave ] [ Cancel

FIGURE 4.56 File moved to Downloads folder

- | by | Sedvod

ﬁ':_,-lﬂlm b Main User » Downloads
File Edt Yiew Tools Help

Hame

i) Ward file 7. dlec

Diate mndified Typre Attribugres
6702009 B:73 P Microsaft Office ... DEE A

[ Pesureniy
B Dictae
& Recertly Changed
B v
E" Srarchrs

Pubdc

smargues-d

Foiders ki
] - Deskiop -
B Main User
B Cortacts
B Cekiop
a l Pocumenly
W sPnarmiser-]
. sergises-3
!] Druvenloads
B Faveres -

i 1iem




Step;By-Step
iy

o Open your computer’s disc
drive and insert a CD or

DVD. Close the drive.

e In the AutoPlay dialog
box, click Burn files to

disc (see Figure 4.57).

e In the Burn a Disc dialog
box, in the Disc title box,
key: [your first initial and
last name]. Click Next.

o €ICHECK) Your screen

should look similar to
Figure 4.58.

e In the left pane, under

Folders, expand the Main
User folder and select the
Documents folder.

o Hold down - and click

all the files in the folder.

o In the Menu bar, click
File and choose Send

To>[your CD/DVD
drive].

Nam) Continued on the next page.

The word medium as it is
used here, refers to an
individual method of
distributing information.
You may recognize it better
in its plural form, media.

Lesson 4: Exercise 4-24

EXERCISE 4-24
Copy Data Files to a CD or DVD

You can save your files to the hard disk or network drives, or you can save them to a
removable medium, or format, like a CD or a DVD. Saving data to a removable
medium ensures a higher level of security for your data. It can protect your privacy
and protect the data if the computer hardware fails.

FIGURE 4.57 AutoPlay dialog box

s AutoPlay

=] @

4 & DVD RW Drive (E)
=

[T Always de this for blank CDs:
Blank CD options

Burn an audio CD
using Windows Media Player

- Burn files to disc
. ® using Windows

Add Files
using Roxio Creator Data

Set AutoPlay defaults in Control Panel

FIGURE 4.58 CD/DVD drive folder

GC.) |£ » Computer » DVD RW Drive (E:) smarquez

File Edit View Tools Help

Wy Organize ~ 22 Views ~

Date modified

Mame Size Type

Drag files to this folder to add them to the disc.

Favorite Links
[E| Documents

E Pictures
|4 Recently Changed
E—J‘ Music
%’ Searches
; Public

, smarquez-2

Folders bt
Bl Desktop
ﬁ Main User <€ I
. Public
(% Computer
& osc)
(—a RECOVERY (D:)
A} DVD RW Drive (E) ||
G Public (Z:)
& Network =

-__a a 0 items ——_____________—‘—-______i

| »

Expand this folder and
select Documents

m




Step-By-Step
\

e In the drive folder, click File
and select Close session
(see Figure 4.59).

o Close the drive folder view
by clicking Close IE]

@ In the left pane, under

Folders, select [your CD/
DVD drive].

m €ICHECK) Your screen

should look similar to
Figure 4.60.

@ Click Close @

@ Eject your disc from the
computer’s disc drive and
turn it in to your teacher.

H Continue to the next exercise.

You Should KnoW'

When you copy files to a
writeable disc, the process
is known as burning a
disc. Burning your data to
a disc is also useful for
storing, archiving, and
sharing files among
different computers.

Lesson 4: Exercise 4-24

EXERCISE 4-24 (Continued)
Copy Data Files to a CD or DVD

FIGURE 4.59 CD/DVD drive folder

=
GL_.I | » Computer ¢ EVD RW Drive {Ei) smarque: = | *p | Zearen
S % Vot ik
[T
Flew ] 3 Size Type Diate micdifeed

iles Cimeently po the Tise (T)

l‘:LLu:.- I"|I=.l|.|.=lb = Excel fileala
" L | 755 K

E‘ullwk rﬁups[ PowerPoanl file.pptx

P‘uw:lell.Tll Cup} ]Jpl: snlarqu:. mbpag: mhd

. imargquez-2 o M I .

j Wead file. dl.mi

[Files sent from Documents folder |

Falder b
B Desitop

B pasn Liser
. Public

1% Computer
& osic
s MECOVERY (Dn)
i DVD R Orrve (i)
S Public (Z)

& Merwnek -

:__.!“ 1 items __-____-_--___________-l

FIGURE 4.60 Files added to CD/DVD drive folder
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Step-By-Step
\

o Click Start @ and select

Control Panel.

In the Control Panel,
click System and
Maintenance.

Click Backup and
Restore Center.

€ICHECK) Your screen

Under Back up files or
your entire computer,
click Back up files.

In the User Account
Control dialog box, click
Continue.

© 0 000 O

In the Back Up Files
wizard, select On a hard
disk, CD, or DVD. In the
drop-down list, select the
option assigned by your
teacher. Click Next.

©

Under Which file types
do you want to back up,
clear all the check boxes
except Documents.

€ICHECK) Your

screen should look like
Figure 4.62. Click Next.

o

@ Click Save settings and
start backup. In the
confirmation box, click

Close [E]

=) Continue to the next exercise.

Lesson 4: Exercise 4-25

should look like Figure 4.61.

EXERCISE 4-25
Back Up Files and Folders

To make sure you do not lose valuable data if your computer hardware or software is

damaged or malfunctions, you should regularly back up your data. Vista has functions

that make backing up files easier. You can choose to back up on
without backing up all data.

ly some information

FIGURE 4.61 Backup and Restore Center

@':.J w W Svtom an Muistemance + MichupandMestors Conem = | dp || Loges

Fie fda Veew Tosl Heip

Ty Protect your files and compintes by backing them up

'g Back up files or your emtine computer

Crauty backup copes o your files ind iciden: Bk up b

Bt b g A0 110 AN
Whae o coee flex END W B (1)

Cruite & Wendowa Completi PC Badbig it Beters wnage of your
e computer, whech o b ed B0 recover Bom o hardeae
Vassrn

¥ ach up Lompute

& Windess Comphne 50 Backug sna Baston amags hay not
Ewen tonaiel

i: Restone files or your entire compater

Resborg {les and foider fegm & baciup. Tsiaen i

Thifl Fueve bein i crdenlifly modifed & destnd). Yihet
PebsdOv COCwTE]

Rstons yoor sriay compute from & Windoos Camplets PC

Bechup and Biliorg mnige

U Vew uen e thadke e T ieteny pree ek o Pl Lscmnd roilore

FIGURE 4.62 Back Up Files wizard

K3 o Dackvpries

Which file types do you want ta back up?

&1 fikes on this computer of the type that you select will be backed up, ncluding files that belong to
ather usen of this computer, We recammend that you back up all of the file types selected below.

o — Cateqary defads
" Mizsie Decuments, swch as word processing hie,
spreadhheety, and presenletions, mcluding POF and
Visles APS files.
T E-mail
1TV shows

T e lie,
Additicnal files

Only fles am NTFS disks ean be backed up. Syvtemn files, evecutabile files, and tempreary files will pat
be backed wp. What other file types are not included = the becioup?

127



EXERCISE 4-26

Jﬁ?tebléy-Step
Schedule Backups

o Click Start @ and select

You can set up your system to perform automatic backups. Automatic backups allow
Control Panel.

you to reset your system to an earlier period, called a restore point, if your system is

9 In the Control Panel, damaged. You can schedule regular backups in the Backup and Restore Center.

click System and
Maintenance. Click
Backup and Restore
Center.

e Under Back up files or
your entire computer,
click Change settings.

o €ICHECK) Your screen

should look like Figure 4.63.

6 Click Change backup
settings.

o In the User Account
Control dialog box, click
Continue. Click Next
three times.

o Under How often do you
want to create a back-
up?, make sure How
often is set to Weekly.

e Click the What day drop-
down arrow and select
Sunday. Click the What
time drop-down arrow
and select 12:00 AM
(midnight).

o €ICHECK) Your wizard

should look like Figure 4.64.

@ Click Save settings and
exit. Click Close [E]

\am) Continue to the next exercise.

Lesson 4: Exercise 4-26

FIGURE 4.63 Backup Status and Configuration window
E: Backup Satus and Configuetion E‘

Automatic file backup is turned on

‘Windews will scan yeur comguter for new and updated files and add them 1o your
backup based on the schedule you set.

Wit Tobe by are gk nchuded wn the backun?
Backup status
'u The last file backap wad fucoeiful,
Backup locsticn: DV B Dwrve (E)

302005 506 PM
TALI008 1200 A

Last sucoeiihal backug:

Mext backug:

Complete PC Backup

¥ Back up now
Czan for new or updated files and add them te your backup.

Change backup
¥ Change backup settings <————— settings

Adjust your current backup settings or start a new, full Backup

_-_—__-—__-—____—_

FIGURE 4.64 Back Up Files wizard

@ 1 Back Up Files

How often do you want to create a backup?

Mew files and files that have changed will be added to your backup according to the schedule you set

below,

How often: [Weekiy x|
What day: [Sunday -
What time: [12:00 AM (midnight) -]

[T] Create a new, full backup now in addition to saving settings

When should I create a new, full backup?

[ Save settings and exit ] I Cancel




Jﬁ;‘oteléi5Bv-$te|c> EXERCISE 4-27
Restore Files and Folders from a
o Click Star‘t@and select Backup File

Control Panel.
Once you have backed up your files, you can restore them at any time using the Backup

Click Backup and and Restore Center. You can restore files to the most recent backup, or you can restore
Restore Center. files based on a previous restore point or backup.
Under Restore files or FIGURE 4.65 Add files to restore folder
your entire computer, 1+ Add files to restore =
click Restore files. GO [0 <« Users » Documents » ~ [ 42 | search o
. ‘ Organize v &< Views ~ [ Ne
In the Restore Files =
. ) Favorite Links MName Size Date created Date modified Backup date
window, select Files from
[El Documents , smarquez-3 , smarquez-2
the latest backup and § smarquez-2 6/30/2009 5:37 PM 6/30/2009 5:18 PM
click Next. Bl Desktop e Excel file.xlsx @ Access file.accdb
M Computer == | 6/12/2009 1:04 PM = | 6/12/2009 1:00 PM
= Hl | 765 KB - | 2888
In the Select the files E Pictures PowerPoint file.pphe o PowerPoint file - Copy.pptx
p Music 6, 2009 11:39 PM I—'r;'— 6/30/2009 8:27 PM
and folders to restore [ Recently Changed _1 2938 _| 293kB

. . Werd file.d -webpage.mht
screen, click Add files. More » 6/30/2009 8:25 PM : 6/21/2009 10:26 PM
Folders v 9,65 KB EF 606 KB
In the Add files to i AppData 1
. Contacts s

restore folder, hold || CTRL ] | Deskiop

and select all the files. BaDocuments) [~

File name: "smarquez-webpage mht" "Word file docx” "4 ~ [ All Fles (). -
€ICHECK) Your screen (A ] [ Cancel |
should look similar to
Figure 4.65. FIGURE 4.66 Copy File dialog box
Click Add. Click Next. Copy Fie |
Click Start restore. There is already a file with the same name in this location.

Click the file you want to keep

In the Copy File dialog

OO0 ©¢ 6 6 0 00

= Copy and Replace

box, click the Do this for Replace the file in the destination folder with the file you are copying:
' 1 . Access fileaccdb
all conflicts check box. Pt Backup Device (DVD RW Drive (E:))
Size: 288 KB
Select Copy, but keep Date modified: 6/12/2009 1:00 PM
both files.
=< Don't copy
No files will be changed. Leave this file in the destination folder:
oc H ECK) Your screen ~—— . Access fileaccdb
L. l’j Access file (C:\Users\Documents)
should look similar to T Size: 288 KB
. Date modified: 6/12,/2009 1:00 PM
Figure 4.66.
= Copy, but keep both files
ClICk Finish C||Ck The file you are copying will be renamed "Access file (2).accdb”

Close @ Click here
[¥] Do this for all conflicts

H Continue to the next exercise.

Lesson 4: Exercise 4-27




Step;By-Step
iy

o Click Start @ and select

Documents.

e In the file list, select Word
file.docx. Right-click the
file and select Restore
previous versions.

e EICHECK) VYour dialog

box should look like
Figure 4.67.

o In the Properties dialog
box, under File versions,
select the most recent
Shadow copy of the file
and click Restore.

e €ICHECK) Your dialog

box should look like
Figure 4.68.

o In the Previous Versions
dialog box, select Restore.

o In the Properties dialog
box, click OK.

0 Click Close @

Troubleshooter

Only one version of afile is
saved as a shadow copy.
If you modify a file more
than once in a day, only
the version that was
current when the restore
point was made is saved
as a shadow copy.

Lesson 4: Exercise 4-28

EXERCISE 4-28
Restore a Previous Version

Daty

w e

of a File

You do not always have to use the Backup and Restore Center to view a previous

version of a file. You can retrieve a previous version of a file while viewing it in a
folder, using either a backup copy, or a shadow copy, which is created by your
computer and saved locally when the system protection is turned on.

FIGURE 4.67 Properties dialog box file versions

¥ Word file.docx Properties

Previous versions come from shadow copies, which
are saved automatically to your computer's hard diske,
or from backup copies. How do | use previous

| General | Security I Dietails | Previous Versions

EX3]

versions 7
File versions:
Mame Date modvified Location
Today (1) ~
¥ Word file.doox  6/30/2009 8:25 PM Backup
Earlier this month (3) -
] Word file.docx  6/13/2000 11:18 PM  Shadow copy
i Wordile.doox 6/12/2009 1:01 PM Shadow copy
B Word file.docx  6/12/2000 1:01 PM Backup

[Most recent Shadow copy |

| Restore |

y

] [ Restare...

[ COpen ] [ Copy...

)

[ ok || Cancel |

Apply

FIGURE 4.68 Previous Versions dialog box

Previous Versions

version of "Word file.docx™ from Wednesday
June 15, 2009, 11:18 PM?

This will replace the current version of this file on your
computer and cannot be undone,

Are you sure you want to restore the previous

==

[ Restore ] [ Cancel




LESSON

” Vocabulary

Key Terms

Backup and Restore Center

CcDh

DVD

Favorite Links
file extension
file icon

filter

folder shortcut
folder type
group

hidden file
keyword
metadata
permissions
rename
shadow copy
share

sort

stack

virtual folder
wildcard

Windows Explorer

Academic Vocabulary
feature

indicate

medium

secure

Lesson 4: After You Read

, After You Read gy

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary

list on the left to complete the statements.

1.
2.

5.

Vocabulary Activity

6.

Review Key Concepts

. You can use a

. You can restore individual files using backup copies or a

A DVD is an example of a removable (p- 125)

A(n) is a character that can be used to represent any number

or letter in a search. (p. 112)

to navigate directly to a specific folder from
the Start menu. (p. 103)

(p. 130)
You can determine who has access to your shared folders by setting
(p. 105)

Practice vocabulary by sharing folders.

Create a folder labeled Vocabulary on your hard disk and set it to be a shared

folder.

= Set the permissions on the folder to allow only the classmate assigned by
your teacher.

= Within the shared folder, create and name a folder for each vocabulary
word.

= Navigate to your assigned classmate’s shared folder. Within each folder,
create a Word file named for the vocabulary word on the folder and key
the definition for the word in the file.

Answer the following questions on a separate piece of paper.

7.

8.

9.

What is metadata? (p. 121)
A. Secret information embedded in C. Information about a file's
a file. address.
B. Information added to the D. Your name and personal
properties of a file. information.

What is the folder called that displays your search results? (p. 111)
A. A shared folder C. Avirtual folder
B. A Boolean operator D. A Search folder

Which of the following are file extensions? (p. 97)

C. Documents/Music/Photos/Data

D. Documents/Pictures and Videos/
Music Details/Music icons

A. Documents/Music files/Picture
files/Video files
B. .jpg/.mov/.mpg/.accdb




LESSON

' Stép-By-Step
i

o Choose Start @>Au

Programs>Accessories.
Select Windows
Explorer.

EICHECK) Your screen
should look similar to
Figure 4.69.

©

In the Windows Explorer

toolbar, click Organize and
select Folder and Search
Options.

In the Folder Options
dialog box, click the
View tab.

¢

In the Advanced Settings
box, select the Hide

¢

extensions for known
file types check box.

EICHECK) Your dialog
box should look like

Figure 4.70.

o

o In the Folder views area,
click Apply to Folders.

e In the Folder views

confirmation dialog box,
click Yes.

o In the Folder Options
dialog box, click OK. Click

Close @ Exit Vista.

Lesson 4: Practice It Activities

Practice It Activities

1. Show and Hide File Extensions

Follow the steps to complete the activity.

FIGURE 4.69 Windows Explorer

GC‘J |r F Mainser ¢ Dotuments F
m .

Flr FEdit View Toals

R Hame Date modified Type
B Docunents G Dsttmnk fileps BN 125 P Micrnonft Office ... SHTKE A
L smarques-webpagemint BT 2008 126 P MMHTML Decument GITED A
F Pt [ smarquer-wehpage (7]t EAT/000 1036 P MHTML Docurnent BTKR A
. Reocently Changed ] s Tl accdt GBI EM  Mirosoll Offvce A HEKE A
B tusic B access file 2] accdm BALZ2009 00 P Mhcrosoft Office B mEKD A
F Sewches B Powerennt Tdegipta B2/ 1130 PR Mdecroolt (e B med A
Pl i) PowerPoint fibe - Copy.ppts E30000 B27 PM Microsoft Office P, MNERF A&
i smasques-? k_ﬂﬂuurrﬂuin!fﬂr Cegry (7). ppex BP0 RIT PN Microsoft Office P, WER &
Bl PowsrPaing fie (Zhpptx G008 1139 PM Microsofl Office P, NEE A
&) Ward fedars EALN 1118 M Microsnft Office W INER &
Fulders v | B Word fie {2jdoc AR ELPM Micresofl Offsce W 10EE A
BB Desizop s B Ewcel file e E/L22000 104 P Microsoft Office B BED A
B raain Uses K] Ear el File {)xhia BLAOE 104 M Miceabl (flae Bz HER &
B Contacts i smisquez-2 SIS SABPM  File Folder
B Destiep M smarmurer-3 E/302000 %317 P File Folder
r Dacurmenls
£ Smargues-2
i amangues=3
Ill Diownkonds
B Frvnrites EN] in
13 Rems
;';‘ ___-—____/___—-——__l

FIGURE 4.70 Folder Options dialog box

‘-:. T
| General | View | Search |

Folder views

You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

[ Appiyto Folders | |

Reset Folders

Advanced settings:

Files and Folders

] Always show icons, neverthumbnails
[¥] Always show menus
[¥] Display file icon on thumbnails
[¥] Display file size information in folder tips
[¥] Display simple folder view in Mavigation pane
[ Display the full path in the title bar (Classic folders onfy)
| Hidden files and folders
@ Do not show hidden files and folders
(2 Show hidden files and folders

[l Hide extensions for known file types

[¥] Hide protected operating system files (Recommended)

»

-

- | *p [




LESSON

' Stép-By-Step
i

&
12/

3
o

o
o

)
8/
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Click Start @ and select
Documents.

On the toolbar click
Organize and choose
Layout>Preview Pane.

€ICHECK) Your screen
should look similar to
Figure 4.71.

On the toolbar, click the
Views More options
drop-down menu and
select Medium Icons.

€ICHECK) Your screen
should look similar to
Figure 4.72.

Click the Views More
options arrow and select
Details.

Close the Preview pane.

Click Close @

Exit Vista.

Lesson 4: Practice It Activities

Practice It Activities

2. Change the Way Files Are Displayed within Folders

Follow the steps to complete the activity.

FIGURE 4.71 Documents folder default view

= | %3 || Sraern i

{ “'\.J f ® Man Uier ¢ Docwments »
File  Edd  View

Tesh  Help

i | Hame Disle modded Type
B Oocments L} Oublack ke AN 1EEI PM . Miciosali O
B Frtw O wmarmuer wehpage BTTT000 100 PR MHTAML Da
[l snarquez-webpage ETT/2000 1006 PR MHTML Do
A Retarily Changed By areeniile L0 10PN Micresoh O
n Wt E‘_Fccm{lle*.!l SL2008 100 PM Miciosgft O
B Searche B PowerPoint file GNT009 1139 P Miciosalt Or
I ) PowerPoint file - Copy GOV BITPM Micresetft O
) Poweer Proint file - Copy (1) GI00S BITPM  Micietaly O
‘E’]PmF:ml File (21 W00 1138 P Miciosolt O
@Wmll Fils 00N 1108 PE . Mhoietolt O Select o fle to preview.
Fadders b "ﬂ'-'l'nmi File (7] bR Bl P Phciersall O
B Deditep o | G esce il AN 104PM Nieresal O
B Muim s il Exeet pile 17 ST 104 P Micresolt OF
B Contacts Bs snargquees-2 E20/2005 508 P File Felder
I'| Desktap B snargues-] EM2005 537 PM File Fodder
[ Decuments
A Smargues-1
B umeangued-3
Hl Downsosd:
I Fovontes - il v
- Lz _'___—A
FIGURE 4.72 Documents folder Medium Icons
{:)1:-_-:; ¢ MainUser v Dociments » = = B
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Lesson 4: Practice It Activities

Click Start @ and select
Documents.

In the main menu, click
View and choose Group
By>Attributes.

Click View and choose
Stack By>Name.

In the Documents folder

list pane, double-click Q-Z.

€ICHECK) Your screen
should look similar to

Figure 4.73.

Click Back [

In the Menu bar, click
View and choose Sort
By>Descending.

Click View and choose
Sort By>Size.

€ICHECK) Your screen
should look similar to

Figure 4.74.

Click Close @

Exit Vista.

Practice It Activities

3. Group, Stack, and Sort Files

Follow the steps to complete the activity.

FIGURE 4.73 Stack Q-Z

6"\..}"‘. J v Sesich Fetufts in Docurmenis » Q=1 w | 49 || Gemerh a

Me  Edd Vew Tesh  Help

Type Folier Auther Tag

ol ol
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@

LT

Iz=s
Back button = |-

B Searches W e (7] marars 3 srnanguees-2

huslders
f: Erarrhies -
1B Videes
b Publc
18 Computer
F Network
B Controd Panal
& Recycle Bin
5 Seaich Bt m Do
P L '

[T
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—____________._-——'———_____

FIGURE 4.74 Documents folder sorted by descending size
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o Click Start @ and select

Documents.

e Right-click Word file.docx
in the file list and select
Properties.

e Click the Details tab. Click
Remove Properties and
Personal Information.

o In the Remove

Properties dialog box,
make sure the Create a
copy with all possible
properties removed
option is selected.

Click OK.

EICHECK) Your screen
should look like Figure 4.75.

In the Properties dialog
box, click OK.

EICHECK) Your screen

should look similar to
Figure 4.76.

© 000

In the Documents folder,
select the Word file -
Copy.docx file and note
the properties listed in the
details pane.

o Click Close 4w
@ Exit Vista.

Lesson 4: You Try It Activities

You Try It Activities

4. Remove Properties and Personal
Information from a File

Your supervisor wants you to send a database to the company accountant for a
preliminary audit, but he wants to remove any identifying information from the
file. Use the Remove Properties function before sending the file.

FIGURE 4.75 Remove Properties dialog box

Remove Properties

Some of these properties may contain personal information.

What personal information might be in a file

@ Create a copy with all possible properties removed
() Remove the following properties from this file:

Property Value il
Description
[ Title Books for ABA =
[ Subject List of titles to sell at Ameri...
|:| Tags
|:| Categories
[7] cComments Mot all the tites have been...
Origin
]
Last saved by
[T] revision number 1
[ version number
Dronram namea Mirrnenft Miffira Ward

Select All

————— e .

FIGURE 4.76 Documents folder with new file added
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o Open your computer’s disc
drive and insert a CD or

DVD. Close the drive.

e Select Burn files to disc.

e €ICHECK) Your screen
should look like Figure 4.77.

o In the Disc title box, key:
[your first initial and last
name]-5. Click Next.

e Under Folders, expand the
Main User folder and
select the Documents
folder. Select Access
file.accdb.

o In the main menu, click File
and select Send To>
[your CD/DVD drive].

o In the drive folder, click File
and select Close session.
Close the drive folder.

e In the Documents folder,
under Folders, select
[your CD/DVD drive].

o €ICHECK) Your screen
should look like Figure 4.78.

@ Click Close [sam|.

Remove the disc from the
drive and turn it in to your
teacher. Exit Vista.

Lesson 4: You Try It Activities

, You Try It Activities J

5. Copy Data Files to a CD or DVD

The accountancy firm does not accept database information via e-mail, so you will
have to save the file to a different medium and send it via standard mail. You decide to

burn the information to a CD or DVD.

FIGURE 4.77 AutoPlay dialog box
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FIGURE 4.78 CD/DVD drive folder with file added
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LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

‘_ ; Language Arts: Back Up Files By now you have created several files

for this lesson and your work in the previous lessons. Using the skills you
learned in this lesson, back up all the files you have created on your
computer so far. Back up this information to a network location or to a CD
or DVD, depending upon the option your teacher assigns.

Save the backup files in a single folder named: v4rev-|your first initial and
last name|6. When you are finished, open a Word document and key a
paragraph that describes why you should back up the files on your computer

on a regular basis. Share your paragraph with the class.

7. Standards at Work Activity

“® Microsoft Certified Application Specialist Correlation

Vista 4.2.4 Add a folder shortcut to the Start menu

Shortcut to Vocabulary Using the skills you have learned in this lesson,
create a shortcut to the Vocabulary shared folder you created in this lesson’s
Vocabulary Activity. Put the shortcut to the shared folder on the Start menu
so that you can quickly access the Vocabulary folder.

When you are finished, open a Word document and key a paragraph that
describes why customizing your Start menu can help you to complete your
tasks in a more efficient manner. Key another paragraph that describes how
to remove a folder shortcut from the Start menu. Save your file as: v4drev-

[your first initial and last name|7. Share your paragraph with the class.

8. 21st Century Skills Activity

Use Good Judgment for Security Often, keeping your computer secure

is a matter of good judgment. Allowing the wrong people or resources to
access your computer could lead to its security being compromised.

Using the skills you have learned in this lesson, create a shared folder
named: v4rev-[your first initial and last name]8. Set the permissions on this
folder to include your teacher and a group of classmates assigned by your
teacher. Give your teacher full, unrestricted access. Give the group of
students access only to view the contents of the folder.

Open a Word document and key a paragraph that describes what a user can
do if he or she has Full control permissions to a file or folder. Save the file
as: vdrev-[your first initial and last name]|8.

Lesson 4: Critical Thinking Activities 137




LESSON

Always Make Copies
Backing up your data is one of
the most important tasks you
can perform to ensure the
security of your information.
These projects teach you how
to use the backup techniques
you have learned so that you
have an effective backup
strategy.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. Why is it important to
save information such as
memos, mail, and other
important documents?

2. What methods should
you use to protect and
back up information that
is not stored on your
computer?

Lesson 4: Challenge Yourself Projects

, Challenge Yourself Projects ,

9.Back Up Your Data FIJ

": } Language Arts: Protect Files Your supervisor wants to have backups
made of the company’s business files each week. Schedule an automatic

backup to run every Saturday morning to back up the files in your
Documents folder. Set the files to be backed up to the network location
specified by your teacher in a folder named: v4rev-|your first initial and
last name]9.

Open a Word document and list three examples of commonly used folders
that a business might want to backup. Then, key a paragraph that describes
how making backups for commonly used folders can protect your company
from losing important data. Share your ideas with the class.

10. Set Permissions FIJ

@ Language Arts: Restrict Access to a Folder While you want backups
to be readily available in order to preserve your business data files, you do
not want just anyone to have access to your corporate information. Set the
vdrev-[your first initial and last name]9 folder you created above to have
permissions only for your teacher.

Open a Word document and key a paragraph that describes how setting
permissions on files and folders can help protect your document against
unwanted changes and comments. Identify three types of information a
business might want to restrict access to in order for the business to

remain successful.

Save your file as: v4rev-|your first initial and last name]10.
Pittirk
i tideFiles [
@ Language Arts: Control Files As a further security measure for the
files, make the files within the v4rev-[your first initial and last name]9
folder hidden files to protect them from accidentally being moved or
deleted. Change your settings in Windows Explorer so that you can view
hidden files.

Open a Word document and key a paragraph that explains why is it
important to ensure that you are the only one that has the control, or
power, to view hidden files.

Save your file as: v4rev-[your first initial and last name]|11.

Dennis Degnan/CORBIS




w , Customize Windows Vista,

” Key Concepts

® Customize the Start menu

® Configure programs to start
automatically

® Add toolbars to the Taskbar

® Move, hide, and customize the
Taskbar and Notification area

® Change the appearance of your
computer and arrange desktop
icons

® Change the sound, screen saver,
and mouse settings

® Configure Windows Sidebar
and download and install new
gadgets

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in
the Student Edition for a

description of the standards -
listed here.

ISTE Standards Correlation

NETSeS

1a, 2a, 2d, 3b, 3c, 4b, 5a, 5b,
6a, 6¢C

Microsoft Certified
Application Specialist

Standards
Vista .
6.1,6.2,6.3,6.4 =

Lesson 5: Customize Windows Vig#}

Customizing your computer’s work area and desktop is similar to organizing
your desk at home or at work. Having a comfortable and uncluttered workspace
allows you to keep track of everything you need to complete your work. The skills
you will learn in this lesson will help you to maximize your efficiency by showing
you how to adjust Vista's settings.

21st CENTURY JECNENEES

Promote Accessibility Everyone is unique, and our uniqueness allows us to
appreciate our differences. In order for workers to perform at the top of their
abilities, they need to have easy access to everything they require to do their jobs.
A person who is visually impaired may need to adjust the settings on his or her
computer. A person with a condition that affects his or her motor skills and

coordination may need to adjust the speed and sensitivity of equipment, such as

a mouse. What are three valuable resources that you have access to at school or in
the workplace? What would happen if you did not have access to these resources?

%'

' *
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@y -

|\

d
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LESSON

Before You Read

, Reading Guide aguae

Watch Your Speed Sometimes we read so fast that we do not take enough time to understand what we
are reading. To better learn difficult concepts, slow down when you have trouble understanding. Take a
moment to reread anything that you do not completely comprehend.

Read to Learn

Learn to optimize the Start menu and Taskbar to
make tools and programs more accessible.

Practice how to change the settings for your
computer’s sound, mouse, and screen saver.

Learn to configure Windows Sidebar and
download and install new gadgets.

Main Idea

Learn how to adapt Windows Vista to best suit your
needs and improve your efficiency.

Vocabulary

Key Terms

Quick Launch toolbar
mouse pointer Start menu

Notification area Startup folder
pin Windows Sidebar

gadget

Academic Standards

English Language Arts
NCTE 3 Apply strategies to interpret texts.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

associate
method

Quick Write Activity /

Describe On a separate sheet of paper, list three
tools on the Vista desktop that you use frequently.
Write one or two sentences about how these tools
could be even more useful.

Study Skills

Double-Check Your Work Review the papers you
prepare for school or work to ensure that all
questions are answered and relevant. Double-
checking your work could be a big step toward
improving your grades.

NCTE 4 Use written language to communicate effectively.

NCTE 5 Use different writing process elements to communicate effectively.

NCTE 7 Conduct research and gather, evaluate, and synthesize data to communicate discoveries.

Math

NCTM (Measurement) Apply appropriate techniques, tools, and formulas to determine measurements.

Lesson 5: Reading Guide




Step-By-Step
\

12/
13/
9
15

o
o

b Continued on the next page.

Click Start @ and select
Control Panel.

In the Control Panel win-
dow, select Appearance
and Personalization.

€ICHECK) Your screen
should look like Figure 5.1.

Under Taskbar and Start
Menu, click Customize
the Start menu.

In the Taskbar and Start
Menu Properties dialog
box, be sure the Start
menu is selected.

€ICHECK) Your screen
should look like Figure 5.2.

Click Customize.

If you are unsure what a
program in the Start menu
does, move the mouse
pointer over its icon or
name. A ScreenTip will
appear that displays
information about the
program.

Lesson 5: Exercise 5-1

EXERCISE 5-1
Customize the Start Menu

Windows Vista allows you to customize many of its functions. One of the easiest ways
to make Vista more efficient is to make the Start menu fit your needs. The primary
way you can do this is by using the Customize the Start menu function. This tool
allows you to adjust what items appear in the Start menu.

FIGURE 5.1 Appearance and Personalization window

/@Dvh—g’. + Control Panel » Appearance and Personalization » T | * | | Search

File Edit View Tools Help

Control Panel Home . .

| Personalization

Systemn and Maintenance “% Change desktop background Change the color scheme | Adjust screen reselution
i Change screen saver | Change the theme

Security

Network and Internet
S i Taskbar and Start Menu

Customize the Start menu Customize icons on the taskbar

Hardware and Sound
Programs Change thdlpicture on the Start menu

Mabile PC
User Accounts and Family @ Ease of Access Center

te low vision, | Change screen reader

Safety 5
Appearance and Customize the |utsandaccess keys | Turn High Contrast on or off
Personalization Start menu

) older Options

Clock, Language, and Region

Specify single- or double-click to open Use Classic Windows folders

ERE e Show hidden files and folders

Additional Options

h Fonts
Classic View Install or remove a font

%ﬁ Windows Sidebar Properties
Add gadgets to Sidebar | Choose whether to keep Sidebar on top of other windows

__-_-—_.._—-‘-_-—_-_'-——_i

FIGURE 5.2 Taskbar and Start Menu Properties dialog box

a Taskbar and Start Menu Properties =25

Taskbar | Start Menu |Notiﬁmtion Area | Toolbar5|

This menu style gives you easy access to your
folders, favorite programs, and search.

i) Classic Start menu

This menu style gives you the look and
functionality of previous versions of Windows.

 Select Start menu

Privacy
Store and display a list of recently opened files

Store and display a list of recently opened programs

.N\-—-.




Step-By-Step
\

e In the Customize Start
Menu dialog box, scroll
down to Music and click
Display as a menu (see
Figure 5.3).

the Printers check box.
Click OK.

In the Taskbar and Start
Menu Properties dialog
box, click OK.

o Scroll down and select

m Close the Appearance
and Personalization
window.

@ Click Start @

@ EICHECK) Your screen
should look like Figure 5.4.

@ Click Start @ again to

close the Start menu.

H Continue to the next exercise.

You also can access the
Taskbar and Start Menu
Properties dialog box by
right-clicking the Taskbar,
choosing Properties,

and clicking the Start
Menu tab.

Lesson 5: Exercise 5-1

EXERCISE 5-1 (Continued)
Customize the Start Menu

FIGURE 5.3 Customize Start Menu dialog box

Customize Start Menu (===
You can customize how links, icons, and menus lock and behave on the
Start menu.

Favorites menu .
F Games

(@) Display as a link

() Display as a menu

(C) Don't display this item
Help
Highlight newly installed programs
| & Music

() Display as a link

o

(C) Don't display this item
Metwaork

=i '

m

Start menu size

Mumber of recent programs to display:

Use Default Settings

Show on Start menu

Internet link: [Interrlet Explorer - ]
E-mail link: [Microscﬂ Office Outlook = ]
| 0K | [ Cancel ]

FIGURE 5.4 Start menu customized

i Internet
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LT

ﬂ Winadas Meeting Space
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Eﬂ Windows Phote Gallery

Becmnl Erire
u Windows Media Pleye -
Computed
Mebaori
Conneed To
Comdrol Fand
Diefault Progiams
Printers
Heeliz arud Suppant

——

£ U

Music added to
Start menu

| Printers added to

Start menu




Jn;"'tep'BY'SteP EXERCISE 5-2
Pin and Unpin Items in the Start Menu

o Click Start @ and . .
You can also customize your Start menu to include shortcuts to the programs you use
choose All Programs> . .
. most often. You can pin these programs to the Start menu, which makes them appear
Accessories. . . . .
on the Start menu. A pinned program is available on the Start menu at all times.

9 Right-click Calculator and
select Pin to Start Menu FIGURE 5.5 Pinning Calculator to Start menu
(see Figure 5.5).

0 In the Start menu, click
Back.

o €ICHECK) Your screen
should look like Figure 5.6.

Ciper Ve by
e Right-click Calculator in I |
the Start menu and select i | et
Unpin from Start Menu. L T

M Yeskom

0 Click Start @

H Continue to the next exercise.

Academic Skills

Many computer terms,
such as pin, are meta-
phors. You pin a program
that you want to make
easily accessible to the
Start menu much as you

Litasmet Lol

would pin a list of phone D
numbers to a bulletin board 7 et Calculator
near your phone. Make a [ oo

list of computer terms that
are also metaphors for
other common items.

.i Wndoran Wickd#y Certer
;ﬂ Widves Wbttinng Spsbt

E{u Winees Pricts Dubery

u Wy L Pl

Lesson 5: Exercise 5-2




Step-By-Step
\

o Click Start @ and select

All Programs.

e Right-click the Startup
folder and select Open.

e In the left pane under

Folders, navigate to the
Accessories folder and
select it.

o In the Accessories folder
pane, right-click on the
Notepad icon and select
Create Shortcut.

e Click and drag the shortcut
to the Startup folder (see
Figure 5.7).

e Under Folders, click the
Startup folder.

o EICHECK) Your screen
should look like Figure 5.8.

e Click Close [

b Continue to the next exercise.

You Should KnoW'

The next time you start
Windows Vista, the
Notepad program will start
automatically. If you do not
want this program to run
automatically, open the
Startup folder and delete
the Notepad shortcut. Be
careful not to remove any
other programs or program
shortcuts in the Startup
folder.

Lesson 5: Exercise 5-3

EXERCISE 5-3 -
Configure a Program to Start Automatically

If there are programs you always use when you turn on your computer, you can set up
those programs to start automatically when Windows Vista starts. Placing the shortcuts

of programs onto the Startup folder makes them run automatically when Vista starts.

FIGURE 5.7 Drag Notepad onto Startup folder
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Step-By-Step
\

o Click Start @ and select

Control Panel.

9 Click Appearance and
Personalization.

0 Click Taskbar and Start
Menu.

o In the Taskbar and Start
Menu Properties dialog

box, click the Taskbar tab.

Click the Show Quick
Launch check box.

e EICHECK) Your dialog

box should look similar to
Figure 5.9.

o Click OK.

o In the Appearance and
Personalization folder,

click Close [
e €ICHECK) Your screen

should look similar to
Figure 5.10.

H Continue to the next exercise.

You can open the Quick
Launch toolbar—or any
other toolbar—from the
Taskbar by right-clicking
an open area of the
Taskbar and choosing
Toolbars>Quick Launch.

Lesson 5: Exercise 5-4

EXERCISE 5-4
Display the Quick Launch Toolbar
on the Taskbar

The Quick Launch toolbar allows you to quickly start your most frequently used
programs. The Quick Launch toolbar is displayed on the Vista Taskbar. You can
modify the Quick Launch toolbar to contain shortcuts to any programs you desire.

FIGURE 5.9 Taskbar and Start Menu Properties dialog box

¢k Taskhar and Seart Menu Propesties ===
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FIGURE 5.10 Quick Launch toolbar in Vista Taskbar




Step-By-Step
\

o Click Start @ and select

Control Panel.

9 Select Appearance and
Personalization.

0 Click Taskbar and Start
Menu.

o In the Taskbar and

Start Menu Properties
dialog box, click the
Toolbars tab.

e Click the Desktop check
box.

e €ICHECK) Your screen

should look similar to
Figure 5.11.

o Click OK.

e Close the Appearance
and Personalization
window.

e On the Taskbar, to the
right of the Desktop
toolbar label, click the
double right-arrow [gzd.

@ €ICHECK) Your screen

should look similar to
Figure 5.12.

m Click the double right-arrow
again to close the toolbar
menu.

b Continue to the next exercise.

Lesson 5: Exercise 5-5

EXERCISE 5-5

Add a Toolbar to the Taskbar

The Vista Taskbar can display several different types of toolbars in addition to the
Quick Launch toolbar. These toolbars can be opened from the Taskbar and Start
Menu Properties dialog box, accessed through the Control Panel, or by right-clicking

the Taskbar itself.

FIGURE 5.11 Taskbar and Start Menu Properties dialog box Toolbars tab

a Taskbar and Start Menu Properties

| Taskbar I Start Menu I Motification Area | Toohbars |

)

Select which toolbars to add to the taskbar.

Address

Windows Media Player
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FEEEEEL
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FIGURE 5.12 Desktop toolbar menu
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Step-By-Step
b

o Click in a blank area on the
Taskbar, and drag the
Taskbar up and to the
right side of the screen
(see Figure 5.13).

9 Release the mouse button.

0 €ICHECK) Your screen

should look similar to
Figure 5.14.

o Click Start @ to view the

Start menu.

e Click Start @ to close

the menu.

0 Right-click on a blank area
of the Taskbar and select
Properties.

H Continued on the next page.

Be careful to not clutter the
desktop. You can improve
your computer’s perfor-
mance and find files and
folders more easily if you
store them in the
Documents folder rather
than on the desktop.

Lesson 5: Exercise 5-6

EXERCISE 5-6
Move and Hide the Taskbar

While the Taskbar serves many useful purposes, it does take up space at the bottom
of your screen. You can move the Taskbar to another part of the desktop or even hide
it when you want to use all of the screen area.

FIGURE 5.13 Desktop with Taskbar at bottom

s 6:42 PM
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Step-By-Step
\

o In the Taskbar and Start
Menu Properties dialog
box, on the Taskbar tab,
check the Auto-hide the
taskbar box.

e €ICHECK) Your screen

should look similar to
Figure 5.15. Click OK.

o €ICHECK) Your screen

should look similar to
Figure 5.16.

@ Move your mouse pointer
all the way to the right side

of the screen to display the
Taskbar. Drag the
Taskbar back to the
bottom of the screen.

m Right-click the Taskbar
and select Properties.

@ In the Taskbar and Start
Menu Properties dialog
box, clear the Auto-hide
the taskbar check box
and click OK.

H Continue to the next exercise.

You can only move the
Taskbar if it is not locked.
To lock and unlock the
Taskbar, right-click in a
blank area on the Taskbar
and select Lock the
Taskbar.

Lesson 5: Exercise 5-6

EXERCISE 5'6 (Continued)
Move and Hide the Taskbar

FIGURE 5.15 Taskbar and Start Menu Properties dialog box

a Taskbar and Start Menu Properties @

Taskbar |S13rt Menu I Motification Area I Tuulbars|

Taskbar appearance

Lock the taskbar

Auto-hide the taskbar

Keep the taskbar on top of other windows
Group similar taskbar buttons

Shiow Quick Launch

[ show window previews (thumbnails)

FIGURE 5.16 Taskbar hidden
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Steb:By-Step
iy

Q0 0 6 O

o

Right-click a blank area on
the Taskbar and select
Properties.

In the Taskbar and Start
Menu Properties dialog
box, click the Notification
Area tab.

Under Icons, check the
Hide inactive icons box,
if necessary.

€ICHECK) Your dialog

box should look similar to
Figure 5.17.

Click Customize.

In the Customize
Notification Icons dialog
box, click Windows
Sidebar. In the Behavior
column, click the drop-
down arrow and select
Show (see Figure 5.18).

Click OK. In the Taskbar
and Start Menu
Properties box, click OK.

H Continue to the next exercise.

Lesson 5: Exercise 5-7

EXERCISE 5-7
Customize the Notification Area

The Notification area is on the right side of the Taskbar. It displays the icons for some

services, applications, and the computer’s clock. You can customize the Notification

area just as you can customize the rest of the Taskbar.

FIGURE 5.17 Taskbar and Start Menu Properties dialog box

a Taskbar and Start Menu Properties
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FIGURE 5.18 Customize Notification Icons dialog box
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Step-By-Step
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o Right-click in an open area
of the desktop and select
Personalize from the
drop-down menu.

e Click Window Color and
Appearance. Under
Window Color and
Appearance, click Open
classic appearance
properties for more
color options.

e In the Appearance
Settings dialog box, under

Color scheme, select
Windows Standard.

o €ICHECK) Your dialog

box should look like
Figure 5.19. Click Apply.

e €ICHECK) Your screen

should look similar to
Figure 5.20.

o Select the previous setting.
Click OK.

o Click Close IEI

‘ Continue to the next exercise.

In Step 3, note your com-
puter’s Color scheme
setting before you change
it to Windows Standard.
You can see a preview by
clicking on each Color
scheme.

Lesson 5: Exercise 5-8

EXERCISE 5-8
Change the Appearance of a Computer

Vista contains functions that allow you to change specific aspects of your computer’s
appearance, like the Start menu or Taskbar. It also has functions that allow you to
change the overall appearance of the desktop. For example, you can change the colors
and font styles in active and inactive windows and dialog boxes.

FIGURE 5.19 Appearance Settings dialog box
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Step-By-Step
\

o Right-click in an open area
of the desktop.

9 In the drop-down menu,
choose View>Auto

Arrange (see Figure 5.21)
to have Windows arrange
the desktop icons
automatically.

0 Right-click in an open area
of the desktop and choose

Sort By>Name.

o €ICHECK) Your screen

should look similar to
Figure 5.22.

e Right-click in an open area
of the desktop and choose

View>Auto Arrange to
deselect the Auto
Arrange feature.

o If necessary, arrange the
desktop icons back to the

way you prefer.

b Continue to the next exercise.

You Should KnoW

You can also sort your
desktop icons by file size
or the last date they were
modified.

Lesson 5: Exercise 5-9

EXERCISE 5-9
Arrange Desktop Icons

You can arrange program and folder icons on your desktop to best suit your needs, or
you can let Vista arrange the icons for you using a method, or system, you choose.
You can have the icons sorted by such details as name or type, or you can have them
aligned to a grid or arranged automatically.

FIGURE 5.21 Desktop drop-down menu
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Step-By-Step
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o Click Start @ and select

Control Panel.

9 Click Appearance and
Personalization. Click
Personalization.

€ICHECK) Your screen
should look like Figure 5.23.

In the Personalization
folder, click Sounds.

In the Sound dialog box,
under Program, scroll
down and click Device
Connect.

Click Test.

Under the Sounds
heading, click the drop-
down arrow and select
tada.wav.

Click Test.

0 00 ©0 0 O

EICHECK) VYour dialog
box should look like
Figure 5.24. Click OK.

@ Click Close @

s Continue to the next exercise.

[ Troubleshooter

If you cannot hear sounds,
make sure you have
speakers connected to
your computer. Also, make
sure your sound settings
are not on mute.

Lesson 5: Exercise 5-10

EXERCISE 5-10
Change the Sound Settings

You can modify the sound properties in Vista to customize many different audio settings.

You can change the volume settings for all sounds. You can also associate, or assign,

sounds to a certain action, such as logging on or receiving a new e-mail. These settings

are changed by applying different sound files to program events. The new sounds will

play when you perform the actions to which they are associated.

FIGURE 5.23 Personalization window
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Step-By-Step
\

1
12/
13/

©

)
8/

Right-click on an open area
of the desktop and select
Personalize.

In the Personalization
window, click Screen
Saver (see Figure 5.25).

In the Screen Saver
Settings dialog box, click
the Screen saver drop-
down arrow and select
Mystify.

Under Screen saver, in
the Wait box, click the
down arrow to 5 minutes.

EICHECK) Your dialog
box should look similar to
Figure 5.26.

Click Preview to see a
preview of the Mystify
screen saver on your
monitor. Click any key to
end the screen saver.

Click OK.

Close the Personalization
window.

b Continue to the next exercise.

Lesson 5: Exercise 5-11

EXERCISE 5-11
Change the Screen Saver Settings

You can personalize the screen saver, which is the picture or animation that Vista

displays on your screen when your computer is idle. You can choose a new screen

saver from several different options. Vista allows you to disable the screen saver. You

also can change the settings for the screen saver, including the amount of time before

it activates and whether you must enter a password to return to your desktop.

FIGURE 5.25 Personalization window
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FIGURE 5.26 Screen Saver Settings dialog box
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Step-By-Step
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1
12/

13/

9
15
o
)
8/
o
-

Click Start @ and select
Control Panel.

In the Control Panel,
under Hardware and
Sound, click Mouse
(see Figure 5.27)

In the Mouse Properties
dialog box, click the
Pointer Options tab.

Under Motion, slide the
selector all the way toward
the Fast setting.

Under Visibility, Check
Show location of
pointer when I press
the CTRL key box.

€ICHECK) Your dialog
box should look like

Figure 5.28.
Click OK.

Close the Control Panel.

Press and release| CTRL |.

Move the mouse pointer
around the screen.

Continue to the next exercise.

Lesson 5: Exercise 5-12

EXERCISE 5-12
Change the Mouse Settings

You can change the mouse pointer settings in Vista to make the mouse more
comfortable for you to use. Vista allows you to adjust the speed the mouse pointer
moves over the desktop or the speed at which it registers double-clicks. You can swap
the functions of the buttons, or make the mouse pointer more visible.

FIGURE 5.27 Control Panel
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FIGURE 5.28 Mouse Properties dialog box
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Step-By-Step
\

o Click Start @ and

choose All Programs>
Accessories>Windows
Sidebar.

e €ICHECK) Your screen

should look like Figure 5.29.

e Click Start @ and select

Control Panel.

o Click Appearance and
Personalization.

e In the Appearance and
Personalization window,

click Windows Sidebar
Properties.

o In the Windows Sidebar
Properties dialog box,
under Arrangement,
check the Sidebar is
always on top of other
windows box.

o €ICHECK) Your dialog

box should look like
Figure 5.30. Click Apply.

e Click OK. Close the

Appearance and
Personalization window.

=) Continue to the next exercise.

Lesson 5: Exercise 5-13

EXERCISE 5-13 a8
Display and Configure the Windows Sidebar

The Windows Sidebar is another function of Vista designed to help you make the
most of your computer desktop. The Sidebar is a panel on the desktop that displays
gadgets. A gadget is a mini application that can be used to perform tasks, such as

displaying the time, date, or contacts.

FIGURE 5.29 Windows Sidebar opened
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Step-By-Step
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At the top of the Windows

Sidebar, click the [4]to

open the Gadget Gallery
(see Figure 5.31).

9 In the Gadget Gallery,
click Get more gadgets
online.

e €ICHECK) Your screen
should look like Figure 5.32.

o Follow your teacher’s
instruction for selecting a

gadget. Click Download.

e In the Windows Internet
Explorer confirmation box,
click OK.

e In the File Download
dialog box, click Save.

o In the Save As dialog
box, navigate to the

Documents folder and
click Save.

e Close Internet Explorer.
0 Close the Gadget Gallery.

b Continued on the next page.

You Should KnoW/

By default, new gadgets
are installed at the top of

the Sidebar. If there is not
enough room for all of the
gadgets, the gadget at the
bottom will be removed.

Lesson 5: Exercise 5-14

EXERCISE 5-14

Download and Install a Gadget

Windows Vista provides several pre-installed gadgets for the Sidebar. You can also
download more gadgets online from the Microsoft Windows Live Gallery. Once you
have downloaded a gadget from the Internet, or have chosen a pre-installed option,
you can install and display the gadget in the Windows Sidebar. You can install up to

six different gadgets on the Sidebar.

FIGURE 5.31 Gadgets button

FIGURE 5.32 Gadget Gallery
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Step;By-Step
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@ Click Start @ and select

Documents.

@ Double-click the gadget
that you downloaded.

@ In the Windows Sidebar
Security Warning box,
click Install.

In the Documents folder,

click Close [
@ Click the to reopen the

Gadget Gallery.

@ €ICHECK) Your screen

should look similar to
Figure 5.33.

@ In the Gadget Gallery,
double-click the gadget.

Close the Gadget Gallery.

® €ICHECK) Your screen

should look similar to
Figure 5.34.

H Continue to the next exercise.

Being able to follow instruc-
tions is important to any
academic study. Look for
a gadget that you think will
help you in your work. On
a separate sheet of paper,
explain how you will use
the new gadget to help
with an upcoming project.

Lesson 5: Exercise 5-14

EXERCISE 5-14 (Continued)
Download and Install a Gadget

FIGURE 5.33 Internet Explorer Sidebar page
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@-0 After You Read /Sy

” Vocabulary

Key Terms

gadget

mouse pointer
Notification area

pin

Quick Launch toolbar
Start menu

Startup folder
Windows Sidebar

Academic Vocabulary
associate
method

Lesson 5: After you Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. A clock is an example of a(n) that can be added to the
Windows Sidebar. (p. 155)

2. You can configure a program to run automatically when Windows Vista starts

by putting it into the (p. 144)

3. The is where the majority of the programs in Vista are
launched. (p. 141)

4. You can applications to the Start menu in order to make

them easily accessible. (p. 143)
5. A sound can be with an action, which will result in the

sound being played when the action is performed. (p. 152)

Vocabulary Activity

6. Create a word search using eight of the Vocabulary words from the lesson.

= Pick eight words for the search.

= Write the definitions for the words. These will be the clues for the search.

= Create a block of letters—your eight words should be hidden in this block.

= Exchange your word search with a classmate and solve their search. Use the
definitions to identify the eight vocabulary words, then find the words in
the block of letters.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. How do you display the Quick Launch toolbar? (p. 145)
A. Start>Control Panel>Quick C. Start>Control Panel>

Launch Personalize>Quick Launch
B. Right-click the Taskbar and D. Choose Quick Launch in the
choose Toolbars>Quick Launch Start menu

8. How do you move the Taskbar? (p. 147)
A. Control Panel>Personalization>
Taskbar and Start menu.
B. Drag it to a new location.

C. Right-click and drag the Taskbar
to a new location.

D. Right-click and select Move
Taskbar.

9. How do you change the screen saver? (p. 153)
A. In the Personalization folder, C. Right-click on the desktop and
click Screen Saver. select Screen Saver.
B. In the Control Panel, click
Screen Saver.

D. Right-click the Taskbar and
select Screen Saver.




@—o ' Practice It Activities ',

1. Add a Toolbar to the Taskbar

- - Follow the steps to complete the activity.
Step-By-Step
Jny FIGURE 5.35 Taskbar and Start Menu Properties dialog box

a Taskbar and 5tart Menu Properties [==e]
o Click Start @ and select
Control Panel | Taskbar | start Menu | Notification Area | Toolbars

Select which toolbars to add to the taskbar.

9 Select Appearance and Address

- . Windows Media Player
Personalization.

Tablet PC Input Panel

0 Click Taskbar and Start Deskiop
Quick Launch
Menu.

o In the Taskbar and Start
Menu Properties dialog
box, click the Toolbars tab
(see Figure 5.35).

e Add the Links toolbar to
the Taskbar.

ocnckOK. [ o J[ concel ][ apoy ]

o Close the Appearance
and Personalization FIGURE 5.36 Links toolbar menu

window.

e On the Taskbar, click the
double right-arrow after the
Links label.

o €ICHECK) Your dialog

box should look similar to
Figure 5.36.

@ Click the double right-arrow
again to close the toolbar

-’. :
r

menu. — k - r

~ I Links toolbar
- — - e d d
0 Exit Vista. - == epan e

.I'

Lesson 5: Practice It Activities




m ' Practice It Activities 3

: Stép-By-Step
i

o Right-click in an open area
of the desktop and select

Personalize from the

drop-down menu.

9 Click Window Color and
Appearance.

e In the Appearance

Settings dialog box in the
Color scheme pane,
select Windows Classic
(see Figure 5.37).

o Click Apply.

e €ICHECK) Your screen

should look similar to
Figure 5.38.

e In the Appearance

Settings dialog box in the
Color scheme pane,
select Windows Vista
Basic and click OK.

o In the Personalization
window, click Close @

e Exit Vista.

Lesson 5: Practice It Activities

2. Change the Appearance of your Screen

Follow the steps to complete the activity.

FIGURE 5.37 Appearance Settings dialog box

EL' Appearance Settings |

Appearance

recive Window NSl
Active Window 1 ] B3

MNomal [izabled Selected
Window Text

Message Tert

OK |

Color scheme:

Windows Aero -
windows Vista Basic
Windows Standard
Windows Classic
High Contrast White Effects...
High Contrast Black

High Contrast #2 -

[ OK I[ Cancel H Apply ]

FIGURE 5.38 Windows Classic appearance
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Practice It Activities

3. Change the Sound Settings

Follow the steps to complete the activity.

Step-By-Step
‘by FIGURE 5.39 Personalization window

o Click Start@and select @-G*l'f e e e e ~ T M seomeh

Control Panel.

s

Fls kil View  Tock  Help

Personafize appearance and sounds

e Click Appearance and

Personalization. Click B Window Color und Agpesance

Firse tune the color and style of yeur weindow,
Personalization.
! [esktnp Earkgenund

Chocse from svailable backgrownds of coloes of use one of your own pectures o dedoeste the

deshkiep.

a Scneen Saver

Change yoisr scneen taver of sdjust when it displays. A soresn taver i 8 pectuie of snimation that
errvers your seeeen and appears when your remguter is idle Tee s sef periad of time.

EICHECK) Your screen
should look like Figure 5.39.

Atk Seunds

Change which sounds are heard when you do everylhang from getting e-msd to émgtying your
Eecyzie Ein.

__E Blionsse Pemniers
LS

Click Sounds.

In the Sound dialog box,

under Prog ram, scroll Pick a different mdwte pointer. You can alsa change how the mouse poinber looks duning sisch
ki

actecttses as ehelng ams selectog.
down to and select New

Mail Notification.

Theme

Change the theme. Themes can change & wide range of visual snd auditcry elements o one timse
michfing ther appracence of menin, o, barkgreunc, w reen e, same @ omguite sounds,
and mowse pointes.

il Said Wi

Click Test.

! Déplay Settings

o i |

ol firreee

Under Sounds, click the

FIGURE 5.40 Sound dialog box
drop-down arrow and

select Windows & Sound =3

Exclamation.wav. Playbadk | Recording | Seunds

& sound theme is a set of sounds applied to events in Windows
. and programs. You can select an existing scheme or save one you
Cth TeSt- have modified.

Sound Scheme:

¢hcH ECI_() Your screen Windows Default modified)  ~| [ Saveas.. |[ Delete
ShOU'd |00k ||ke Figure 5 40 To change sounds, click a program event in the following list and
) ) then select a sound to apply. You can save the changes as a new
ClICk OK sound scheme,
Program

. I N Menu pop-up s
Close the Personalization || | .. Minimize
window. || |~ I(] Mew Fax Motification D

..... ] Mew Mail Notification
----- Open program

f T T O Print Complete 2k
Exit Vista. 2
Play Windows Startup sound

€@ 6 00 00 00 O

Sounds:

’Windows Exclamation.wav "H P Test ” Browse... ]

l O ]’ Cancel ][ Apply ]

Lesson 5: Practice It Activities




' Stép-By-Step
i

12/
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Lesson 5: You Try It Activities

Right-click in an open area
of the desktop and select
Personalize.

Click Screen Saver
(see Figure 5.41).

In the Screen Saver
Settings dialog box,
change the Screen Saver
to Aurora.

Change the wait time to
15 minutes.

EICHECK) Your dialog
box should look like
Figure 5.42.

Preview the changes.
Click OK.

Close the Personalization
folder.

Exit Vista.

You Try It Activities

4. Change the Screen Saver

Your supervisor has asked you to set up his computer. Now he would like the screen

saver changed. You decide to change the screen saver to a more constant pattern and

to increase the amount of time the computer must be idle before it activates.

FIGURE 5.41 Personalization window

o

e

S
QU '"_“‘Iil Appearance snd Pemonalization » Pesonalizstion

Fle Eda Veew Touls Help
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2

=)

=y | Sewrch r.T
1

Windew Color and Appearance
Fire bure the enlor snd style of your vandees.

Db Bl krpmined
Choose from sveilsble backgrounds or colors or use one of your cwm pictures to decorate the
drikiop.

Seraeri Sanoed

Change your screen sever o adjust when it displays. A screen saver is a pichure or snimation that
eroer yonm Loreen and appean when your comgutes nolle fon s vl perod of bme

oy
Change which sourds are heard when you do everything from getting e-mail e emptying your
Eecyele Bm.

Mouse Pomtirn
Pirk o diflerert moone peanier. ¥You can alss change hew the mnuse poinder leaky dumng such
actrolres s chiking and selecting,

Theme

T hangr the thrmne, Threnes can changr s wade tangr of sl and subtory elemenls b one Lene
nchuding the appestanse of menut, icons, backgrounds, soreen tavers, tome compater soundt,
and mouse pointers.

Ugalay furttings

——

FIGURE 5.42 Screen Saver Settings dialog box
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mo ' You Try It Activities 3

' Stép-By-Step
i

o Click Start @ and select

Control Panel.

e In the Control Panel,
under Hardware and
Sound, click Mouse.

e In the Mouse Properties
dialog box, click the
Pointer Options tab.

o In the Motion area, slide
the selector midway
between the Slow and
Fast settings.

e EICHECK) Your dialog

box should look like
Figure 5.43.

e Click the Pointers tab.

o Change the Scheme to
Windows Standard
(Extra Large).

e Move the mouse pointer
around the screen to check
the speed.

o EICHECK) Your dialog

box should look like
Figure 5.44.

@ Close the Control Panel.

m Exit Vista.

Lesson 5: You Try It Activities

5. Change the Mouse Settings

While you are changing your supervisor’s screen saver, he asks that you also change

his mouse settings so that the cursor moves more slowly. He would also like to

make the pointer larger so that he can see it more easily.

FIGURE 5.43 Mouse Properties dialog box Pointer Options tab

. Mouse Properties

Poirter Options | Wheel | Hardware

B

Motion
Select a pointer speed:
Slowr [ ] Fast
Enhance pointer precision
Snap To
Automatically move pointer to the default button in a
dialog box
Visibility

Display poirter trails
Shaort '—n Leng

l:l Hide poirter while typing

@ Show location of poirter when | press the CTRL key

oK ][ Cancal ||

Aonly |

FIGURE 5.44 Mouse Properties dialog box Buttons tab

- Mouse Properties

| Bul'lorl5| Poirters | Fainter Options | Wheel | Hardware|

==

Scheme

[Windows Standard (extra large) (system scheme - ]

[ Save As... ]| Delete |

Customize:

Momal Select

Help Select

Working In Background

Busy

Precision Select

Enable pointer shadow

[ Use Defautt ] [ Browse... ]

J [ Caneel ]

Poply |




LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

ﬁ Language Arts: Personalize Your Desktop You work for the community
newspaper. You decide to customize your desktop functions to make the

computer more efficient for you in your role at the paper.
= Change the more common sound settings to sounds that better
suit you and your work environment.
= Move or hide the Taskbar to better use your viewable area.
= Add or remove gadgets on the Sidebar, or turn off the Sidebar,
depending upon your preference.
Open a Word document and key an essay that lists the changes you made
to your desktop. Describe why you made the changes and how they will
help to increase your efficiency. Save your document as: v5rev-|your first

initial and last name]6.

7. Standards at Work Activity
“® Microsoft Certified Application Specialist Correlation
Vista 6.4 Manage the Windows Sidebar

Finding New Gadgets Make a list of the gadgets from Microsoft that
might be useful in your position at the paper. Using the skills you have
learned:
= Download three new gadgets from the Internet. Do not install them.
= Save the gadgets in your Documents folder.
= Save copies of the gadgets into a network folder location provided by
your teacher in a folder you create labeled: v5rev-|your first initial and
last name]7. Then, open a Word document and key a paragraph that
explains why the Gadgets Gallery might be useful in the newspaper
business. Share your answers with the class.

8. 21st Century Skills Activity

Increase Accessibility One way to appreciate diversity in the workplace

is to make computers more accessible to those with disabilities. Make your
computer easier to use for someone who might have a learning difficulty or
physical disability:

= Adjust the mouse options to make the pointer as visible as possible.

= Adjust the speed of the mouse to make it move as far as possible with
the least amount of effort. Share your new settings with a classmate.

Lesson 5: Critical Thinking Activities




LESSON

Before You Begin

Customize Every person
works at different speeds
and with different styles,
which is why customizing
your desktop to your needs
is necessary. These projects
teach you how to use the
skills you have learned to
adapt your computer
workspace to its most
efficient mode.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. How does your custom
desktop differ from
some of your classmates’
desktops?

2. How does your desktop
differ from the Vista
default?

p

Lesson 5: Challenge Yourself Projects

Challenge Yourself Projects ,

Pittirk

g Language Arts: Create Shortcuts You use a few programs at work
often enough that you decide to make them readily accessible. Display the
Quick Launch toolbar on the Taskbar if it is not visible.

= Create new shortcuts on the desktop for the following programs:
Internet Explorer, Outlook, and Word.
= Move the programs onto the Quick Launch toolbar.

After you have added the programs to the toolbar, open a Word document
and key a paragraph that explains how you moved the shortcut icons to the
toolbar. Save your document as: v5rev-[your first initial and last name]|9.

Plittsrb

10. Configure Programs HJ

g Language Arts: Open Outlook on Startup The newspaper’s supervising
manager wants each employee to check his or her calendar appointments
and e-mail at the beginning of each shift.

Configure Outlook to open automatically on your desktop when Vista
starts. Make the program open in a window that takes up about a quarter of
the screen. Open a Word document and key a paragraph that explains why
checking your e-mail and calendar appointments on a consistent basis is
critical in today’s workplace. Would you want to do business with a vendor
that did not engage in consistent and timely response to its e-mail or phone
messages? Explain how not checking your calendar could result in poor
service. Save your document as: v5rev-|your first initial and last name]10.

Pittirk

11. Convert Currency HJ

-‘_ a Math: Download and Install a Gadget You are responsible for updating

the currency exchange rates feature in the Business section of your newspaper.
Use the Gadget Gallery to find a currency converter gadget. Download and
save the gadget in your Documents folder. Then, install it and add it to
Sidebar.

After you have added the gadget to the Sidebar, use the converter to
determine the following conversions from U.S. dollars to Japanese yen:

= $1 = $5

= $10 = $20
Use Word to create a table for your answers. Save the document as: v5rev-
[your first initial and last name]11.

A

Mark Richards/PhotoEdit




@6 Optimize and Troubleshoot ,

Key Co_ﬁc_ept_s

® Use Windows ReadyBoost
® Defragment a hard disk

® Use Windows Help and
Support

® Display information about your
computer’s performance

® Enable and disable network
connections

® Use advanced startup options

® Manage Remote Assistance

The following standards are
covered in this lesson. Refer
to pages xxiv and 715 in
the Student Edition for a
description of the standards
listed here.

ISTE Standards Correlation

T NETSeS ™

1a, 2a, 2d, 3b, 3c, 4b, 5a, 5b,
6a, 6¢

Microsoft Certified
Application Specialist

Standards

Vista

71,72,7.3,7.4,7.5,
76,7.7,7.8 IEEII:

With personal computers and operating systems becoming more complex, there
are more things that might go wrong with them. It is a good idea to be able to
maintain your computer to keep it in good running order. You should also be
able to diagnose and repair some minor malfunctions on your own. The exercises
in this lesson will give you the skills to perform these tasks. The exercises in this
lesson can make permanent changes to your computer and software. Do not

complete any of the exercises without the express permission of your teacher.

21st CENTURY JECNENEES

Use the Right Resources You are surrounded by sources of information

everywhere you look. A school bulletin board offers a place for students to
exchange information about extracurricular activities and items or services for sale.
Your school library has books, magazines, and newspapers, as well as librarians
who can help you find resources for a research project. An Internet connection
opens an almost limitless source of information. How do you know when you are

using a reliable resource? How do you find a valid resource on the Internet?

Lesson 6: Optimize and Troublesh(riot N 166
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LESSON

Before You Read

Reading Guide aguae

Memory Aids Successful readers use “mind tricks” to help them remember. A proven strategy is to make
associations with new ideas as you learn them. The term WYSIWYG (wiz-zee-wig) is an example, standing
for “What You See Is What You Get.” As you read, make up your own memory aids.

Read to Learn

e Use utilities to manage your computer.
e Evaluate system statistics.

e Discover how to use help and support.

Main Idea

Use Vista’s utilities to maintain your computer and
to repair common system malfunctions.

Vocabulary

Key Terms
Advanced Boot Options
command prompt
Cru
defragment
Internet Protocol (IP)
memory cache
optimize
page file memory
ping
print queue
processor
RAM

ReadyBoost

Remote Assistance
Invitation

statistics

system restore point

Task Manager

unresponsive

Windows Experience
Index

Windows Help and
Support

Academic Standards

English Language Arts
NCTE 3 Apply strategies to interpret texts.

Academic Vocabulary
These words appear in your reading and on your
tests. Make sure you know their meanings.

establish
identify

restore

Quick Write Activity A

Describe On a separate sheet of paper, write down
three problems you have had in the past with a
computer. Write down possible solutions to the
problems next to them.

Study Skills

Look It Up If you hear or read a word that you do
not know, look it up in the dictionary or on your
computer. Before long, this practice will become a
vocabulary-building habit.

NCTE 4 Use written language to communicate effectively.

NCTE 8 Use information resources to gather information and create and communicate knowledge.

Math

NCTM (Measurement) Apply appropriate techniques, tools, and formulas to determine measurements.

Lesson 6: Reading Guide
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Steb:By-Step
iy

o Connect to your computer
the removable media
provided by your teacher.

e In the AutoPlay dialog box
under General Options,
select Speed up my
system (see Figure 6.1).

e In the Secure Digital
Storage Device
Properties dialog box,
click the ReadyBoost tab.

o Click Use this device.

6 EICHECK) Your dialog

box should look like

Figure 6.2.

o Click OK.

H Continue to the next exercise.

You can also open the
Properties dialog box
ReadyBoost tab by
selecting an appropriate
media drive from the
Computer folder, right-
clicking the drive, and
selecting Properties.

Lesson 6: Exercise 6-1

EXERCISE 6-1
Use Windows ReadyBoost

Windows ReadyBoost speeds up your computer by using space on certain removable
media, or digital storage devices. It does this by expanding the available memory, or
memory cache. ReadyBoost uses part of the removable media as a temporary location
to store information that is being transferred. You can activate ReadyBoost when you

connect removable storage media, such as a USB drive, to your computer.

FIGURE 6.1 AutoPlay dialog box
A AutoPlay == =S
é Secure Digital Storage Device (F)

General options

Open folder to view files
. using Windows Explorer
Fa

Speed up my system
using Windows ReadyBoost

Set AutoPlay defaults in Control Panel

FIGURE 6.2 Secure Digital Storage Device Properties dialog box

A Secure Digital Storage Device (F:) Properties (=]

| General I Tools I Hardware I Sharing | ReadyBoost | Customize

#h, Speed up your system by utilizing the available space
bﬁ" on this device,

i7) Do not use this device,

@) Use this device. «—— Select this option
for ReadyBoost

Space to reserve for system speed:

O : 230 || MB

While the device is being used for system speed the
reserved space will not be available for file storage.

Windows recommends reserving 230 ME for optimal
performance.

Please read our privacy statement (online)

OK. I[ Cancel ][ Apply

168




Step-By-Step
\
o Click Start @ and select
Control Panel.

13/
9

In the Control Panel,
click System and
Maintenance.

€ICHECK) Your screen
should look like Figure 6.3.

In the System and
Maintenance window,
under Administrative
Tools, click Defragment
your hard drive.

In the User Account
Control dialog box, enter
the password, if necessary.
Click Continue.

In the Disk Defragmenter
dialog box, click
Defragment now (see
Figure 6.4).

Click Close.

0G0 O O

Close the System and
Maintenance window.

H Continue to the next exercise.

You Should KnoW

Defragmenting your hard
disk might take several
minutes to a few hours,
depending on the size and
degree of fragmentation of
your hard disk. Do not use
your computer during this
process.

Lesson 6: Exercise 6-2

EXERCISE 6-2

Manually Defragment a Hard Disk

Over time, data can spread out across a hard disk. This process is called fragmentation.

When you defragment a computer’s hard disk, all the data is reorganized on the disk

so that it is stored and grouped most effectively. Defragmenting a hard disk enables

the computer to access the information more quickly.

FIGURE 6.3 System and Maintenance window

e Ecd
Costenl Fard Home

®  Syulerm sl Main enane e

Sreurty
Programs

pL

Eace CELs

FAdditicnal Options

B& P & &

Clatsic View

y B

F

;{dﬂhl“ the Sait e
7
Sheww kidden files ard falders

Eﬁ.ﬁ

= o=

'@_,_\u-rle v Control Panel » Systern and Mantenance b - |+1 ||'sﬁrw| B
View  Took  Help

T Wiew amount of RAM and processor speed -

Check yeour cornguter’s Windows Experversie Index base scone % Alleew rermcte sicess

See the name of this computer

Windows Update

Tum autematic updating once ol | Chieck for updates | View installed updates

Power Oplions

Change batlery seflangs = Fequire 3 pasiwsid wiven the compuler wakes
Change what the power battors de | Chsnge when the computer sheeps

Indexing Options

Change bow Wnddnd tearches

Problem Reports and Solutions

Check for new solutions | Choose how to check for solutions | View problem history

Perfarmance Informatio Defragment your
Check yeur computer's Windo hard drive

Uze tools to improve performan

Device Manager

"ﬁ'\'thEldhar{and devices '-e:'Upd.'ﬂe devce drivers

Administrative Tools
Free up disk spece | WY Defragment your hard drive

W Create and format haed dok partitiors. | §8 View event logs | 38 Schedle tasks

FIGURE 6.4 Disk Defragmenter dialog box

&l Disk Defragmenter

5 Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system

===

= performance. How does Disk Defragmenter help?

Run on a schedule (recommended)

Run at 1:00 AM every Wednesday, starting 1/1/2009
Last run: 6/25/2009 10:52 AM

MNext scheduled run: 7/8/2009 1:00 AM

Scheduled def CY hled

el is
Your disks will be defragmented at the scheduled time.

’ Modify schedule... ]

[ Defragment now |

A

4

’ Defragment now
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Cancel
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Step-By-Step
b

o Click Start @ and select

Control Panel.

In the Control Panel,
click System and
Maintenance.

€ICHECK) Your screen

should look like Figure 6.5.
o Click Power Options.

Select the High
performance option if
it is not already selected.

e EICHECK) Your screen
should look like Figure 6.6.

o Click Close E

b Continue to the next exercise.

Troubleshooter

Your user rights and
computer’s hardware
configuration might limit
the changes you can make
to the Power Options set-
tings. Ask your teacher if
you need more information
about the settings.

Exercise 6-3

Lesson 6:

EXERCISE 6-3

Adjust Power Options

Power options are another way to optimize your computer. When you optimize your

computer, you make it perform as well as it possibly can. You can set the power

options to maximize your computer’s processing power and speed, or you can

configure the computer to run in a power-conserving mode.

FIGURE 6.5 System and Maintenance window
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FIGURE 6.6 Power Options
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Step-By-Step
\

¢ 0 06 00 O

Click Start @). I the right
pane at the bottom of the
Start menu, click Help
and Support.

€ICHECK) Your screen
should look similar to
Figure 6.7.

Under Find an answer,
click Windows Basics.

Scroll down to Help and
Support. Under Help
and Support, click
Getting help.

Click in the Search Help
box and key: network
connections. Press |[ENTER].

Click Working with the
Network Connections
folder.

Read the information about
working with the Network
Connections folder. Click
To set up a network or
connection to expand the
topic (see Figure 6.8).

b Continued on the next page.

To browse Help topics
by subject, click Browse

Help and select a sub-
ject heading from the list.

Lesson 6: Exercise 6-4

EXERCISE 6-4

Use Windows Help and Support and the
Knowledge Base

To answer questions about Vista, you can use the Windows Help and Support tool.
After entering a search term, you will be directed to a list of related topics with

information and answers. If you search the Knowledge Base, you will find articles
created by technicians based on issues raised by users. Articles are frequently updated.

FIGURE 6.7 Windows Help and Support home

W Windews Help and Support | = o ==
[T -’ '-l ‘._.“-‘ Ask Qptions =

Find an answer

£y | <— > 0

Whanidinas Badnsi Secwnly and Mankenanoe Windows Dnbae Help
= | Windows >
Wl |Basics | 2 (2]
Table of Conlenls Trinableshocting What's new? F
Ask someone

Use &+ Windows Remote Assistance to get help from a friend or offer help.
Poat a guestion or search for an snswer in Windows comimunities.

-
-
# Fortechnical assistance, contact Mirensolt Customer Support onlime.
-

Blsire wupgreat aptions...

S

FIGURE 6.8 Working with the Network Connections folder help
@ Windows Help and Support =l @
1) __;_‘5 F"1 ?:’ Ask Options ~

Search Help | [Help and Support Home | Hideall =
Working with the Network Connections folder

The Network Connections folder stores all of your network
connections. A network connection is a set of information that enables
your computer to connect to the Internet, a network, or another
computer. When you install a network adapter in your computer,
Windows creates a connection for it in the Network Connections folder.
A locel area connection is created for an Ethernet network adapter, A
wireless network connection is created for a wireless network adapter,

m

Once you have a netwark connection, you can set up a network, an
Internet connection, or a virtual private network (VPN) connection.

~ To set up a network or connection 4—' Click to expand |
1. = Click to open Network and Sharing Center. b

2. Inthe Mavigation pane, under Tasks, click Setup a
connection or network, and then follow the directions in the

W\
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Steb:By-Step
iy

e Click Help and Support

home m

0 Under Ask someone, click
More support options.

@ Under Other resources,
click Knowledge Base.

m €ICHECK) Your screen
should look like Figure 6.9.

@ Click the first option in the
Search Results list.

@ EICHECK) Your screen

should look similar to
Figure 6.10.

@ Close Internet Explorer.

@ Close Windows Help and
Support.

H Continue to the next exercise.

You Should KnoW'

The Microsoft Knowledge
Base is an online feature
of Windows Help and
Support. This means you
must be connected to the
Internet to access it. If
your computer is currently
offline, you will not be
able to search the
Knowledge Base.

Lesson 6: Exercise 6-4

EXERCISE 6-4 (Continued)
Use Windows Help and Support and
Knowledge Base

FIGURE 6.9 Knowledge Base displayed in Internet Explorer

1 Search The Knowledge Base - Internet Explorer

(W) - [ nttpet/support.microssft.comysearch/defouitaspr?spid=117328query=network+ connections * [ 42 ] x |[ Google

File Edit View Favortes Tools Help :

& -

5[ Search The Knowledge Baze [ BB - &

United States
Microsoft

Help and Support Home

| Select & Product | Advanced Search

Search the Support Knowledge Base (KB)

‘You Searched

Search In: @ English Knowledge Base (KB)
21 Al of Microsoft.com
) Internet

search Product:  windows Vista

For: network connections

Search Results

4 see only fou able wireless natwork
adapter in Windows XP or in Windows Vista

(93754 Ay hace anly four availabl

FIGURE 6.10 Results of Knowledge Base search

5 When an P address changes to  static IP address, a static IP address and an alterate IP addr - Internet Explorer provided by

() - [ rtpu/rsuppont. microsoft.comkb/926180/en-us [4]x] ﬁoogfe.’
File Edit View Favortes Toels Help
G-:ﬂ -
W |'[5 When an [P address changes to a static IP address... | ‘E} 8- k
Search Microsoft.com
[ L)
i [
Help and Support Home | Select a Product | Adwvanced Search

When an IP address changes to a static IP address, a static IP address and an
alternate IP address remain on the network interface in Windows Vista

Vigw products that this article applies ta.

SYMPTOMS Article ID : 926180

When the IP address configuration changes from an alternate 1P address to a static 1P address Py
in Windows Vista, beth the alternate 1P address and the static IP address remain on the kost Review % Harch 15, 2007
network interface. Revision t 2.3

RESOLUTION
To resolve this problem, follow these steps:

1. Leg on to the Windows Vista client computer a5 2 user who is 3 member of the Administraters group.

2.  Open the Network Connections felder. To do this, click Start, type ncpa.cpl in the Start Search box, and then press
ENTER.

If the User Account Control dialog box prompts vou to elevate your administrator token, click Continue.
3. Right-click the network interface, and then dick Properties.,
4. Click Internet Protocol Version 4 (TCP/IPva), and then click Properties. l

A __-——_u“i&___-—-"‘-'_-_—h——___
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Step-By-Step
\y

1
12/

3/
9

o

o

8/

Click Start @ and select
Control Panel.

Select System and
Maintenance, then
click Performance
Information and Tools.

Click Advanced Tools.

EICHECK) Your screen
should look like Figure 6.11.

Click Open Task
Manager. In the Windows
Task Manager, click the
Performance tab (see
Figure 6.12).

Under CPU Usage, note
the percentage displayed
under the graph. This is the
current CPU use.

Under System, note the
numbers to the right of
Page File. This is the
current amount of memory
devoted to page file use.

Close the Windows Task
Manager. Close the
Advanced Tools window.

e Continue to the next exercise.

You can also open the
Task Manager by right-
clicking in a blank area of
the Taskbar and selecting
Task Manager.

EXERCISE 6-5
Learn the CPU and Page File Usage of
a Computer

Vista tracks statistics, or numerical data, about the operation of your computer. These
statistics include the percentage of the computer’s CPU, or Central Processing Unit,
that is being used and how much page file memory is in use. A page file is memory
on the hard drive that the computer uses to temporarily supplement RAM, or Random
Access Memory. You can track these statistics using the Task Manager.

FIGURE 6.11 Advanced Tools

@l:-:lvl- i Pedormnance Infoamaticn and Tools » Advanced Tools - | iy Il Search

File  Edil  View ook Help
Uze these toals to get additional performance information

Performance issues
Mo mawes repoted,

Varee achears rel inlarmmation about your cormgrales's priormenc e

B
@ W View perlormance delmls in Evenl lug

View details of preblemns affecting Windews perfoemance.

'i_'j Open Beliahility and Pedfeamance Manites

Wiew graphs of system performance and collect data logs, Open Task

f Open Task Manager < Manager

Get information abouwt the pregrams and processes that are cumently running on your computer.

View advanced system details in System Information
Wiew details sbout the hardware and scftware components on your computer.

'g_‘} #djust the appearance and pefomance of Windows

Seleed setbings b chansye visual dlicels, proceaon and memeny aagr, and sl memoeny.

FIGURE 6.12 Memory usage in the Windows Task Manager
" Windows Task Manager | o e

Filr  Options WYirw  Help
| Aochcstons | Frocesses | servces | Performance | networking | users |

U Lisage CPLI Lisage History
CPU . - -
use minysical Mrmnry Lisage Hsmey

Pivysical Memery (M)

Totsl J0EF Ilﬂ'dﬂ Lirls
Cached 154 Threads Lk
Free 1 Processes &5
Lo Time [t
Memo_ry fOl' —> Page Fie TOOM [ AT
page file use |z
G =
HNonpaged 7 Fesouros Monitor...
Processes &4 CPU Usage 2% Physical Memorgs 20%

Lesson 6: Exercise 6-5
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Jn;"'tep'BV'SteP EXERCISE 6-6
Display the Amount of RAM and
0 Cick Start @) the Processor Speed

9 Right-click Computer and Sometimes, you may need to check the amount of RAM a computer has, as well as the
select Properties (see speed of its processor. The processor is the main circuit chip that performs the
Figure 6.13). calculations that run the computer. Both RAM and processor statistics are important

— in deciding which software and hardware to add to your computer.

0 €ICHECK) Your screen
should look similar to FIGURE 6.13 Computer Properties
Figure 6.14.

o Under System, note the [~ e S
information given for 15 Wi e it
Processor. This most likely ] icome o
includes a number given in 2y ot ity ot
gigahertz (GHz). This is your ﬁ Wit Mt B
processor speed. T ecoes oot tatery

u Wiredtart hbesha Pliyes

e Under Memory (RAM), ) romnas
note the number given in
gigabytes (GB) or mega-

bytes (MB). This is the
amount of RAM installed on
your computer.

o Click Close .
E FIGURE 6.14 System information

H Continue to the next exercise. e -
G'C,. [ s Commifantl + bubtm and Vinrtzmamis ¢ bpbte w [ %4 1| Srams

Fie  Bim  Wes Tess  belp

You Should KnoW

Wi bt indoamation about your computer

W
7 Barrste irtley

RAM is the short-term
storage that your computer
uses to run programs. RAM
memory is designed to
clear when your computer

Windowa Vs ™ 1Bwrali

[ ——r—
T [T 1T SN — T [ —

e L x|

| Processor speed |

Tyt
is turned off. ek e
Podel Rty DL
L m-'--wni-ul----:d-:h
ez oy il (P 1T - T T
Wiy -~
i i RAM memory
Fotet 1Fekst Dy Tystim q
installed on system
Dol tuppoet
Wit by samare]

CPU and processor are

e T PR R
£ mmpute e TP W Camgr st

synonyms. The terms can
be used interchangeably.

Fial chmtanir rame By Lt
Computer Smorgion. Mobibool
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Step-By-Step
\

o Click Start @

9 Right-click Computer and
select Properties.

0 In the System window, in
the left pane, select Device
Manager (see Figure 6.15).

o In the Use Account

Control dialog box, click
Continue.

In the Device Manager,

click <] in front of Disk

drives. Note that all your
computer’s disk drives are
displayed.

o €ICHECK) Your screen

should look similar to
Figure 6.16.

o Choose File>Exit.

e In the System window,

click Close E

b Continue to the next exercise.

Lesson 6: Exercise 6-7

EXERCISE 6-7

Find the Hardware and Devices
Installed on a Computer

Vista utilities enable you to find out exactly what hardware and devices are connected

to or installed on your computer. The Device Manager is the utility that displays

installed devices and allows you to enable, disable, and uninstall them.

FIGURE 6.15 System window

File Edst  Wiew Took Help

Tasks

¥ Devicr Manager
Windows edition

¥ Advanced sytem settings

Sydern

OO |H- ¢ Control Panel » Systern and Maintenance ¢ System

T]*-}-”".-e\u-zt

View basic information about your computer

Device Manager |

Windows Vista™ Litimate
Copyright © 2006 Mizrosoft Compeation. AN rights resereed.

Manulactures:

el
Latitude D420

w Windows Expenence lndex

Genuing Intel(F) CPU UZ500 @ 120GH: 120 GHx

238 ME
bl Opeating Sysdemn

FIGURE 6.16 Device Manager

8 Drvce Manages
File Actien  Wiew Help

== o Bml &

__'-——__.i

rrum@/

B vser
-5 Battenies
E-48 Computes

g Dk drrves:

Disk drives

o TOSHIRA MEBIDSGAH ATA Device <€
1o, Display sdapters
B okl DVOVCD-ROM drives
& !Jﬁ Hurmisn Intedsce Devices
@ g IDE ATATATAPI controilers
- @ DEEE 1394 Bus host controllers
[ e Beyboaeds
B’ ﬁ, Kice and other pointing devices
© E] Moderns
1Bl BAonitors
[ K¥ Mebwork adaplers
[-4T] PCMCLA adapters
E-TT Poets (COM & LPT)
] n Processors
-5 50 et adaplers
s Smart card readers
-8y Sound, vides and game controders
B 4F Storage controllers

displayed




Step-By-Step
\

o Click Start @ and select

Control Panel.

9 Select System and
Maintenance. Under

System, click Check your
computer’s Windows
Experience Index base
score.

0 €ICHECK) Your screen
should look like Figure 6.17.

o If your computer currently
has no score, click Rate

this computer. If your
computer has a score, click
Update my score.

¢

In the User Account
Control dialog box, click
Continue.

EICHECK) Your screen
should look similar to
Figure 6.18. Click View
and print details.

©

Click Print this page.
With permission from your
teacher, click Print in the
Print dialog box.

Close the More details
about my computer

page.

Close the Performance
Information and Tools
window.

{ 0 06 ©

Continue to the next exercise.

Lesson 6: Exercise 6-8

EXERCISE 6-8

Learn the System Performance

Rating of a Computer

Vista rates your system performance using the Windows Experience Index, a number
that determines a base score for your system that can be used to ensure that programs

and other software will run correctly and quickly on your computer. To change your
score, you must upgrade your computer.

FIGURE 6.17 Rate and improve your computer’s performance screen

== ]
m-ﬁ @ Pericemunce Indormation snd Took = | 44 || Fearch 2
L7

Rate and improve yaur computer's performance

W Mot suwe wiserr Bo sEart? Learn hovy yoa Cam impIove YOUR COMpUEErs pedermance.

Yeur Windows Experience Index has not been established yet. W Fuate this computer
P st Camponent What is ratrd 1
,.,,_‘_,..,r,:;d tlr:l . Processor: Cabculations pes second Rate this
Memery (RAM]: Memory operstions per second computer
Cararhi kg prdforman r lar Wincines Are
Crmmirwg e aphics FD buiireis ard gaming graphics peformance
Primary hard disk: Diisk data transfer rate

q Wiew softeare for my base score
e 1 =

FIGURE 6.18 Rate and improve screen with rating updated

=iy
@T\V:}". = Prderrnance Information and Tasks - | +4 | | Search
Fle  Edit Wirw Tack  Help {

Tasks . .
= Rate and improve your computer’s performance
B Manege startup programs .

|

o Mot sure where ta start? Learn how you can improve yaur computer's pefarmance.

Adjust visual effects
Pudpusd mdesing opliom Your computer hias 8 Windows Dopengnce Index base score of m
ettings
Component What is rated Subscone Base score
antip
Provesson LCalculabwns per secend 42
B Advanced luols
Memory (RAM): Memony operations per second 43
Graphirs: DF:mPpulmlllanu lor Winduws 3n
@

St ; 30 business and garming graphics TR
Camirng yraphics: 28 Determined by
ptoTncE lowest subscone
Primary hard disk: Disk data transfer rate a7
View and _ .
- - Wiew and print detsils What do these numbers meal
print details
Leam mare shout the seores online 'a Update my ".r‘

Wiew sallware for my base soore

Viiew ways to increase
onlme -
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Step-By-Step
\

o Click Start @ and select

Control Panel.

9 Click Network and
Internet. Under Network
and Sharing Center,
click View network
status and tasks.

e €ICHECK) Your screen

should look similar to
Figure 6.19.

o Under the network heading,
to the right of Connection,
click View Status.

e In the Connection Status
dialog box, click Details.

e EICHECK) VYour dialog

box should look similar to
Figure 6.20.

o Click Close @
0 In the Connection

Status dialog box, click
Close @

o Close the Network and
Sharing Center window.

H Continue to the next exercise.

An IP address consists of

four groups of numbers
separated by periods,
such as 169.129.74.44.

Lesson 6: Exercise 6-9

EXERCISE 6-9
Find the IP Configuration of a Computer

The Internet Protocol (IP) configuration of a computer is key to connecting your

computer to a network. A unique IP address is assigned specifically to your computer

so that other computers and services on a network can find and communicate with

your computer. There are several aspects of the IP configuration that must be set in

order to connect a computer to a network or the Internet.

FIGURE 6.19 Network and Sharing Center

=l E)

=

ke Fdd  Voew

Dhagnose and repair

@_,_\U-r 5:‘ # MNetwork snd Intemel ¢ Neteouk snd Sharing Certer

Toalk  Help

Metwork and Sharing Center

Ay .
L cugf

KA LIEER OraVista
(Thes cemputer)

KL GroVivta (Private network)
Access Local and Internet
Connection Lescal Area Connecton

A Sharing amd Discovery

Metwork discoveny @ On
File sharing @ On
Public folder sharing ol Cie lipad oribi)

= [ %2 || searcn

&

Wit full map

Custcmaze

Wit status

T

e

B

ﬁ-

|

FIGURE 6.20 Network Connection Details dialog box

MNetwork Connection Details (==
Network Connection Details:
Property Walue
Connection-specific DM...
Description Broadcom Net¥treme 5oc Gigabit Contro
Physical Address 00-18-8B-BB-4F
DHCP Enabled Mo
IPvd IP Address 192.168.1.41 <— Your IP
Py Subnet Mask 255,255 255.0 address
|Pyvd Default Gateway 152.168.1.1
IPwd DNS Servers 24255150
24255145
IPvd WINS Server
MNetBIOS over Tepip En...  Yes
LinkJocal IPvE Address fedD::bd58fddccdad:758d
|Pv& Default Gateway
|Pw6 DNS Server
< m [
Close
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wSteP'BV'SteP EXERCISE 6-10
Ping a Computer to Ascertain
0 Click Start @) and Connectivity Status

choose All Programs>

Accessories>Command
Prompt. network is to ping another computer. You ping a computer by opening your system'’s

One of the easiest ways to ensure that your computer is successfully connected to a

command prompt and entering the command ping with the IP address of the

e EICHECK) Your screen computer you want to check.
should look like Figure 6.21.

FIGURE 6.21 Command Prompt window

=

o In the Command Prompt
window where the blinking
cursor is after the >, key:

ping [the address of a
computer assigned by your Interet

mel
Eplarer

teacher]. i srzion 6.0.68001

oft Corporvation. ALl wights vesevved.
o Press |[EnTER]
9 EICHECK) Your screen Command prompt

should look like Figure 6.22.

o Key: exit. Press -

H Continue to the next exercise.

Command Prompt window

Troubleshooting requires
you to systematically
review a system or prob-

lem. It is similar to the kind FIGURE 6.22 Successful ping to another computer
of SyStematiC review you [ZX Administrator: Command Prompt =[of x|
i g Microsoft YWindows [Uersi 6.0.68081
mlght g'Ve toa mathe— C:;;gight (;I; EEBB H?.::P;ggft Corporation. All rights reserved.
matical calculation or C:\Usersdping 192.168.1.18
formula. By testing all the Pinging 192.168.1.18 with 32 bhytes of data:
Reply fi 192.168.1.18: bytes=32 time<ims TTL=128 g
parts of a formula, for Ep1o)Ezom 192.168.118: gﬁte 32 tiﬂigﬂs ITL-128 Successful replies
. . 2 .168.1.18: byt ti s = .
example, you can pinpoint Reply from 192.168.1.18: bytes=32 time<ime TTL-128 from ping
i Ping stati s for 192.168.1.18:
where it went Off track and lngPacie; entm= 4, Received = 4, Lost = @ (B2 loss).
make CorreCtionS. Approximat und trip times in milli-seconds:

Minimum = Bmz,. MHaximum = Bms. Average = Bms

C:sUsersrexit

Lesson 6: Exercise 6-10




Step-By-Step
b

o Click Start @ and select

Control Panel.

Click Network and
Internet.

EICHECK) Your screen
should look like Figure 6.23.

Click Network and
Sharing Center.

€ICHECK) Your screen
should look like Figure 6.24.

In the Network and
Sharing Center, under

© 0 00O

Tasks, click Manage
network connections.

H Continued on the next page.

You Should Know

A network connection is a
connection that enables a
computer to transmit and
receive information with

the Internet, a network, or
another computer.

Lesson 6: Exercise 6-11

EXERCISE 6-11 s
Enable and Disable a Network Connection

When you establish, or make, a connection to a network, that connection usually stays
active until you disconnect it. You do not want to lose the configuration information

when you disconnect, so in order to shut down the connection, you should disable it in
the Network and Sharing Center.

FIGURE 6.23 Network and Internet window

S

G =T + ConrolPanel + Network snd Itermet + - [ 43 ][ sewrch .'-1

File Edit WView Tools Help

Cantral Panel Home %

Metwork and Sharing Center

term arnd Maintenance CRES Wiew nebwork status and Rasks | Connedt 1o & netwerk

View nebwdik compulien amd dences Add a dence be Ehe nebwork | 3ot up Dile thanng

Hetwork and Intemet Internet l.'}|1'rir:-n':

Seurd Charge your homepage | Menage beeaier sddoom | Delele beoving hedery and eoskics

Offline Files
Encrypt your offline files | Manage disk space used by your offline files

Appearance and 'l_"lrir'ldD'-\'S Firewall .
nahzalsn W Turn Windows Firewall on or off | i Allow a program theough Windows Firewall
ook, Lanquage, and Region
People Near Me
Sign i or out of People Near Me | Change Pecple Mear be settings

Ease of Access
Additional Options
Sync Center

Sync with other computers, mobile devices, or network folders Wiew sync results
Resolve mymc conflicts

CRasser Wiew

Recent Tlsh

Wireless Configuration Uitility i

FIGURE 6.24 Network and Sharing Center
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Step;By-Step
iy

14
15

EICHECK) Your screen
should look like Figure 6.25.

Under LAN or High-
Speed Internet, follow
your teacher’s instructions
for selecting a connection.

On the Network
Connections toolbar, click
Disable this network

device E

In the User Account
Control dialog box, click
Continue.

€ICHECK) Your screen
should look similar to

Figure 6.26.

Select the disabled network
device. On the Network
Connections toolbar, click
Enable this network
device.

In the User Account
Control dialog box, click
Continue.

In the Network
Connections menu,
choose File>Close.

Close the Network and
Sharing Center.

\am) Continue to the next exercise.

Lesson 6: Exercise 6-11

EXERCISE 6-1 1 (Continued)
Enable and Disable a Network Connection

FIGURE 6.25 Network Connections

L%k

File Edit View Tools Advanced Help

5@ <« MNetwork and Internet » Metwork Connections »

Mame Status Device Name Phone # or Ho

LAM or High-5peed Internet (2)

L-'L"' Local Area Connection
= OroVista

Broadcom Metktreme 57 ..

Connectivity Metwork Category Owner Type

Virtual Private Metwork (1)

[; VPN Connection
Se=ib=gy Disconnected

22 WAN Miniport (PPTR)

FIGURE 6.26 Network Connections with device disabled

=

!-;Ee_l;:d'rt View Tools

LEF’« Metwork and Internet » Metwork Connections »

v|¢y||5ean:h

Advanced Help
‘ Organize = Ei Views ~+ b Enablethis network device =y Diagnose this connection I Rename this connection
Status Phone # g

MName Device Name

LAM or High-5peed Internet (2)
[: Local Area Connection
=45 Disabled

1 Broadcom Netitreme 57 ..

pnnectivity MNetwark Category Owner Type

‘_| Enable selected connection

Virtual Private Metwork (1}

e VPN Connection
e | Disconnected
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Step;By-Step
iy

o Double-click the Internet
Explorer icon on your
desktop to start the
program.

e €ICHECK) Your screen

should look similar to
Figure 6.27.

e Right-click in an open area
of the Taskbar and select

Task Manager.

o Click the Applications
tab.

e EICHECK) Your screen

should look similar to
Figure 6.28.

0 Under Task, select the
Internet page that you
opened in Step 1.

o Click End Task.

0 In the Windows Task
Manager menu, choose

File>Exit Task Manager.

H Continue to the next exercise.

Troubleshooter

If you end the program
yourself using Task
Manager, any unsaved
changes will be lost.

Lesson 6: Exercise 6-12

EXERCISE 6-12

Identify and Terminate Unresponsive

Programs

Sometimes a program that is running will become stuck or unresponsive. Vista will

try to solve the problem, but if you do not want to wait you can stop the program
using Task Manager. Once in Task Manager dialog box, identify, or discover which

program is unresponsive, and stop it.

FIGURE 6.27 Internet Explorer

B Wk Pagpt - Iterat Dpdoses
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FIGURE 6.28 Windows Task Manager
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Step-By-Step
b

© 0 0 0 060

8/

Click Start @ and select
Control Panel.

Click Programs.

In the Programs window,
click Programs and
Features.

€ICHECK) Your screen
should look similar to

Figure 6.29.

Select the name of the
program assigned by your
teacher.

On the toolbar, click

Repair (see
Figure 6.30).

In the Windows Installer
dialog box, click Browse
and navigate to the location
provided by your teacher,
or insert the disc provided
by your teacher. Click OK.

Close the Programs and
Features window.

H Continue to the next exercise.

Troubleshooter

Do not make permanent
changes to installed
software without permis-
sion from your teacher.

Lesson 6: Exercise 6-13

EXERCISE 6-13
Repair a Software Installation

Vista utilities enable you to repair some software installations. Problems can occur
when programs have not installed correctly. Programs can also become corrupted
over time, perhaps because of the installation of other programs. You can use the
Programs and Features tool to help install and uninstall programs and to repair

installations. Do not repair a program without permission from your teacher.

FIGURE 6.29 Programs and Features window
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FIGURE 6.30 Program with Repair button enabled
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Step-By-Step
iy

o Click Start @ and select

Control Panel.

e Under Hardware and
Sound, click Printer.

e €ICHECK) Your screen

should look similar to
Figure 6.31.

o Select the printer assigned
by your teacher.

e Double-click the printer
icon to open the Print

Queue.

o €ICHECK) Your screen
should look like Figure 6.32.

o In the queue’s menu,

choose Printer>
Properties.

e In the printer’s Properties
dialog box, click the
General tab.

b Continued on the next page.

If you are currently
printing, you can open
the print queue by
clicking the printer icon in
the Notification area.

Lesson 6: Exercise 6-14

EXERCISE 6-14
Check the Status of a Printer

When you are connected to a network, you might have several choices of printers to
work with. It is a good idea to check the status of all the printers you are connected to
and see if a printer is busy. You can also pause or delete a print job that you already have
sent to the printer. You can control the print jobs that you have sent to a printer through
the printer’s print queue.

FIGURE 6.31 Printers window
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Step;By-Step
iy

o Click Print Test Page. In
the printer’s dialog box,
click Close. In the printer’s
Properties dialog box,
click OK (see Figure 6.33).

@ €ICHECK) Your screen

should look like Figure 6.34.

@ Select the print job that is
displayed in the print
queue and choose
Document>Pause.

@ In the print queue, choose
Document>Resume.

@ Select the document in the
print queue and choose
Document>Cancel.

@ Choose Printer>Close.
@ Close the Printers folder.
@ Close the Control Panel.

\am) Continue to the next exercise.

You Should KnoW'

You can use the print queue
to pause, resume, restart,
or cancel a print job.

Lesson 6: Exercise 6-14

EXERCISE 6-14

(Continued)

Check the Status of a Printer

FIGURE 6.33 Printer Properties

Ea smarguez printer Properties (==
| Color Management I Security | Device Settings
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=~
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Step-By-Step
it

o Click Start @ Click the

right-arrow at the bottom
right side of the Start
menu. Click Restart.

9 After the Power On Self
Test, but before Windows
Vista starts, press and hold

down .
0 €ICHECK) Your screen

should look similar to
Figure 6.35.

O On the Advanced Boot
Options screen, choose

Safe Mode. Press |[EnTER]

If necessary, log in.

6 €)CHECK) Your screen

should look similar to
Figure 6.36.

0 Close Windows Help and
Support.

o Restart the computer.

s Continue to the next exercise.

Safe Mode starts Windows
with the bare minimum of
system drivers and opera-
tions and without network
drivers. If Windows starts in
Safe Mode, you can
eliminate these aspects as
the cause of any problems.

Lesson 6: Exercise 6-15

EXERCISE 6-15
Use Advanced Startup Options

Sometimes a computer might encounter an error that corrupts the operating system so
badly that it will no longer run. When this happens, you can start Vista in a different way
in order to fix the problem. These advanced startup options can help you get the system
running smoothly again. Do not follow these steps without your teacher’s permission.

Never change settings with which you are unfamiliar.

FIGURE 6.35 Advanced Boot Options screen
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Step-By-Step
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1
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Click Start @ and select
Control Panel.

Click System and
Maintenance. Select
Backup and Restore.

€ICHECK) Your screen
should look like Figure 6.37.

At the bottom of the screen,
click Use System Restore
to fix problems and undo
changes to Windows.

In the User Account
Control dialog box, click
Continue.

In the System Restore
dialog box, click Next.

In the list of restore points,
select the latest restore
point (see Figure 6.38).

Click Next. In the Confirm
your restore point
screen, double-check your
restore point and click
Finish.

In the System Restore
confirmation dialog box,
click Yes.

After the computer restarts,
click Close in the System
Restore completion
dialog box.

H Continue to the next exercise.

Lesson 6: Exercise 6-16

EXERCISE 6-16

Restore a Computer to a Previous Point

Vista allows you to create a system restore point, that will restore, or return, your
computer’s operating system to a previous point. Returning to the previous settings

will solve any system problem that occurred recently. This is not a backup, because
system restore only restores the operating system, not your data files or programs.

FIGURE 6.37 Backup and Restore Center
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FIGURE 6.38 System Restore dialog box with restore point selected
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@ System Restore

Choose a restore point
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wSteP'BV'SteP EXERCISE 6-17
Repair the Windows Vista Installation

o Click Start @) click the . .
, ] If your operating system becomes so corrupted that it cannot be restored, you must
right-facing arrow at the

bottom right of the Start
menu. Click Restart.

Press and hold until

you reach the Advanced

Boot Options page (see
Figure 6.39).

9 Click Repair Your Repair you tes Repair Your Computer

repair it. Vista offers several tools for repairing a Vista installation. They can all be
reached through the Advanced Boot Options page. You should only follow the steps

in this exercise with your teacher’s permission.

FIGURE 6.39 Advanced Boot Options screen

Computer. Press IENTER .

In the System Recovery
Options dialog box, click
Next.

6 Click the User name drop-
down arrow and select your
name. Key your password
into the Password box.

o Click OK.

o EICHECK) Your screen

ENTER=Choose ESC=Cance’

should look like Figure 6.40. FIGURE 6.40 System Recovery Options dialog box

0 Click Restart.

H Continue to the next exercise.

g System Recovery Ophions

Choose a recovery tool
Operating system: Microsoft Windows Vista on (C:) Local Disk

A boot disk, or startup disk, @
contains the files that your L Automatically fix problems that are preventing Windows from starting
computer uses to start ; System Restore
* Restore Windows to an earlier point in ime:
Windows Vista. The fil i |
INAOWS Vista. e Tiles
A Windows Complete PC Restore

are also Stored on the i - Restore your entire computer from a backup
ComPUter! bUt If they 3 Windows Memory Diagnostic Tool Click to restart
b d d Check your computer for memory hardware errors

ecome damaged, you can your computer
use the files on the boot o Command Prompt
dISk tO start Windows Open a command prompt window

Shut Down |

Lesson 6: Exercise 6-17 187




Step-By-Step
\
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13/
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Click Start @ and select
Control Panel.

Click System and
Maintenance.

EICHECK) Your screen
should look like Figure 6.41.

Under System, click Allow
remote access.

In the User Account
Control dialog box, click
Continue.

In the System Properties
dialog box, click the
Remote tab. Under
Remote Assistance,
check the Allow Remote
Assistance connections
to this computer box.

EICHECK) Your screen
should look like Figure 6.42.

Click OK.

Close the System and
Maintenance window.

b Continue to the next exercise.

Lesson 6: Exercise 6-18

EXERCISE 6-18

Enable Windows Remote Assistance
Invitations by Using Remote Settings

Vista allows you to request remote help to fix your computer as well as respond to

requests for such help. To allow someone to have remote access to your computer, or

to remotely access someone else’s computer, you must change the settings to enable

a Remote Assistance Invitation.

FIGURE 6.41 System and Maintenance window
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FIGURE 6.42 System Properties dialog box
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' Jﬁfot'éliiiésy-Steuc» EXERCISE 6-19 »
Set Limits for Windows Remote Assistance

o Click Start @ and select . o
Because a Remote Assistance Invitation allows others to access your computer, you do
Control Panel. e . .
not want the invitation to be left open so that an intruder can gain access to your
e Click System and computer without permission. You can set the amount of time an invitation is open so

Maintenance. that after the invitation expires it will disable remote access.

0 Under System, click Allow FIGURE 6.43 System Properties dialog box

ok J[ Concel J[ ey |

In the Remote

remote access. System Properties ==
| Computer Name: I Hardware: | Advanced I System Protection | Remote
o In the User Account Remcte Assistance
contl’o‘ dlalog bOX, CIiCk [¥] Mlow Remote Assistance connections to this computer
Continue. )
What happens when | enable Remote Assistance?
e In the System Properties
dialog box, click the
Remote Deskiop
Remote tab.
Click an option, and then specify who can connect, f neaded.
o Oc HEC K_) Your screen @ Don't allow connections to this computer
ShOU'd |00k ||ke Figure 643 () Allow connections from computers running any version of
Remote Desktop (ess secure)
() Mllow connections only from computers running Remote
Under Remote Desktop with Network Level Authentication (more secure)
Assistance, click Help me chaoss
Advanced.

Assistance Settings
FIGURE 6.44 Remote Assistance Settings dialog box

ra

dialog box, under

Invitations, select the Remote Assistance Settings (3]
number in the box and
key: 1. You can set limits for the use of Remate Assistance on this computer.
Remote control
o €ICHECK) Your screen
should look like Figure 6.44. Allow this computer to be controlled remotely
Click OK.
@ In the System Properties Invitations
dialog box, click OK. Close Set the madmum amourt of time invitations can remain open
the System and 1 - | Hours v]

Maintenance folder.

[ Create invitations that can only be used from computers running

Nam) Continue to the next exercise. Windows Vista or later

[ ok || cancel |

Lesson 6: Exercise 6-19 Vista 189




Step-By-Step
\

1
12/
13/

Click Start @ and select
Help and Support.

€ICHECK) Your screen

should look like Figure 6.45.

In Windows Help and
Support, under Ask
someone, click Windows
Remote Assistance.

In the Windows Remote
Assistance wizard, select
Invite someone you
trust to help you (see
Figure 6.46).

Click Use e-mail to send
an invitation.

In the Password box, key:
helper1. Key the same
password into the Retype
the password box.

b Continued on the next page.

If you are connected to
the Internet, Windows
Remote Assistance is a
convenient way to ask
someone you trust to con-
nect to your computer and
help you fix a problem.

Lesson 6: Exercise 6-20

EXERCISE 6-20

Request Remote Assistance through

Windows Help and Support

In order for you to receive remote help, you must request assistance through an
invitation. Because remote assistance is a form of operating system help, you can send
a request for Remote Assistance through Windows Help and Support.

FIGURE 6.45 Windows Help and Support
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-
-
* Fortechnical assistance, contact Microsoft Customer Support online. L&
-
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'%! Online Help ~

FIGURE 6.46 Windows Remote Assistance wizard
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Step;By-Step
iy

o Click Next.

0 €ICHECK) Your screen

should look like Figure 6.47.

o In the To box, key the
e-mail address of a

classmate assigned by
your teacher.

@ Click Send .

@ €ICHECK) Your screen

should look like Figure 6.48.

\am) Continue to the next exercise.

You Should KnoW'

You also can send requests
directly through the
Remote Assistance utility
by choosing Start @>AII
Programs>Maintenance.

Lesson 6: Exercise 6-20

EXERCISE 6-20 (Continued)
Request Remote Assistance through

Windows Help and Support

FIGURE 6.47 Invitation e-mail

This message has not Been sent.

| <«——Key e-mail of assigned classmate here |
=1 Ci...

Send

A Hit.w

Subject: Tou have received & Remote Assistance invitation

Aftached | 2] paTiget s Rdncigent 5 K6

= H v ogoa s Yeu have receved a Remote Assitance imatation - Mestage (Plain Test) = =]
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o

|Click to Sendl

I need help with my computer. Would you please use Windows Remote Assistance to conmect to
my computer so you can help me? After you connect, you can view my screen and we can chat
anline.

To accept this invitation, double-click the file attached to this message.

(If you are running Windows Vista, you can also save the file to a location on your
computer. Then you can open Remote Assistance, click Offer to help someone, and them open
this flle.)

Thanks .

&l

FIGURE 6.48 Remote Assistance Invitation open

A Windows Femote Assistance

Waiting for incoming connection_

5 &

Cameel  Stop sharing  Pause

=]

[l
|

Troubleshooter

Remember, make sure you invite someone that you find
trustworthy, such as a friend, coworker, or technical support
person. The person you invite will have access to your files and
personal information.




wstep-"ﬁ_i-step ' EXERCISE 6-21
Disable Remote Assistance Invitations

o In the Windows Remote

) i , You can disable a Remote Assistance Invitation at any time. Once you have disabled
Assistance confirmation he invitati . . ) b ab .

, the invitation, your request for assistance can no longer be use anyone to gain
box, click Yes (see Y 4 8 Y any 8

access to your computer.

Figure 6.49).
9 €ICHECK) Your screen FIGURE 6.49 Remote Assistance confirmation box
should look like Figure 6.50. Windows Remote Aszistance ==
0 Click Disconnect . Would you like to allow ??77? to connect to
your computer?
o In the Windows Remote
Assistance confirmation After connecting, 77?7 will be able to see whatever is on your
box, click Yes. desktop.
6 In the Windows Remote Yes | [ No |
Assistance wizard, click
Cancel. What are the privacy and security concerns?
o Close Windows Help and
Support. FIGURE 6.50 Remote Assistance in session

If at any time you want to ) o Haip ard bupren
immediately disconnect e e e s
from Windows Remote Cannected 1o your heiper

A g ¥our helper oo now S oL deshnp. <€
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_ s 0 . w
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Aslk somecne
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@6 After You Read /Sy

” Vocabulary

Key Terms

Advanced Boot Options

command prompt

CPU

defragment

Internet Protocol (IP)

memory cache

optimize

page file memory

ping

print queue

processor

RAM

ReadyBoost

Remote Assistance
Invitation

statistics

system restore point

Task Manager

unresponsive

Windows Experience Index

Windows Help and Support

Academic Vocabulary
establish
identify

restore

Lesson 6: After You Read

Review Vocabulary

Complete the following statements on a separate piece of paper. Choose from the Vocabulary
list on the left to complete the statements.

1. helps to increase your computer’s speed by temporarily

storing files on a removable storage device. (p. 168)

2. The Task Manager can help you close programs that have become
(p. 181)

3. Print jobs that have been sent from your computer but are not yet printed are
in the (p- 183)

4. In order to have access to a network, you must first a

connection to the network. (p. 179)

5. You can request help with your computer from specific individuals by sending
a(n) (p- 188)

Vocabulary Activity

6. Three of the vocabulary words in this lesson are abbreviations. Open a Word

document and key the abbreviations, the terms that they stand for, and the
definition of the terms.

Now find eight other vocabulary words for which you can make abbreviations.
Write them out the same way as the original three, including their definitions.

Review Key Concepts

Answer the following questions on a separate piece of paper.

7. What utility would you use to request remote help? (p. 188)
A. Remote Control Settings C. Remote Assistance Invitation
B. Remote User Assistance D. Remote Desktop Connection

8. Where would you terminate unresponsive programs? (p. 181)
A. User Account Control C. Device Manager
B. Task Manager D. Windows Explorer

9. Where would you enter the command to ping a computer? (p. 178)
A. Network and Sharing Center C. System and Maintenance
B. Command window D. Command prompt

10. How do you start Vista in Safe Mode? (p. 185)

C. Restart in Task Manager

D. Select Safe Mode in System
window

A. Press F8 at startup
B. Select Advanced Boot Options in
Start menu




Practice It Activities

1. Learn the CPU and Page File Use of a Computer

1IN n . Follow the steps to complete the activity.
Step-By-Step
Wy, FIGURE 6.51 Advanced Tools

rEnEcE
o Click Start @ and select '

@-i::‘:]vll o Peformance Information and Took » Ashvanced Took - | -y ([ F
Control Panel.

File Edt Wiew Took Help {
e Select System and Lise these toals to get additional performance information
Maintenance, then Performance ispees
. Ha ed,
click Performance et
Information and T°°|S. WView sdvanced nformation about your computer's performance

E] f.‘ View praformance detal in Event log

In the left pane click View details of problems affecting Windows peformance.
ki

Advanced Tools.

¥ Open Relability and Performance Monitos
View graphs of system performance end collect dsta loge

‘! Open Tazk Manager
oc H !cK) Your screen SN Get infanmation abaut the pengrams and penceises that ane cLrrently MAnmEng on your Eomputer
should look like Figure 6.51. l! Views sdbvamged ntem detsh o Sertern Idormtisn
Wiewe details sbout the hardwane and software comgonents on your computer.
: Gl B Adpst the spprasance and prdormsnce of Windoes
Click °pen Task ﬁ! Select cettings to change visusl effects, processos and memory uisge. and vistual memedy.

Manager.

5 i Open Dk Deleagrnies
" Madify the schedule used to mtomatically defragment your hard disk.

In the Windows Task
Manager, click the
Performance tab

'f_"' Geneiale 3 wyitem haalth rejioid
ils sbout system hes

© 0 ¢ 0000

(see Figure 6.52). FIGURE 6.52 Windows Task Manager
1% Windows Task Manager HEH [EXE
In the CPU Usage area, File Options View Help
note the percentage | Applications | Processes | Ser\rices| Performance | Netwarking I Users
displayed under the graph. CPU Usage CPU Usage History
the numbers to the right of
i Memory Physical Memory Usage History
Page File.
In the Windows Task - _
Manager menu, choose Physical Memary (MB) System
- . Total 2037 Handles 16578
File>Exit Task Manager. ] i | | e e
Free 36 Processes 64
Up Time 0:33:45
Close the Advanced Kernel Memary (ME) Page File 766M [ 4294M
Total 113
Tools. Paged 77
Nonpaged 35 Resource Monitor... ]
m Exit Vista. Processes: 64 CPU Usage: 1% Physical Memory: 20%
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@6 Practice It Activities J

Stép-By-Step
i

o Click Start @

9 Right-click Computer
and select Properties

(see Figure 6.53).

e €ICHECK) Your screen

should look similar to
Figure 6.54.

o Under System, note the
information given for
Processor.

e Under System, note the
amount of Memory (RAM)
given in megabytes (MB).

0 Click Close [REm]

o Exit Vista.

Lesson 6: Practice It Activities

2. Display the Amount of RAM and the Processor Speed

Follow the steps to complete the activity.

FIGURE 6.53 Start menu
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FIGURE 6.54 System information
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' Stép-By-Step
i

o Click Start @ and select

Control Panel.

9 Under Hardware and
Sound, click Printer
(see Figure 6.55).

e €ICHECK) Your screen

should look similar to
Figure 6.56.

o Select the printer assigned
by your teacher. Check to
see that the status of this
printer is Ready.

e Close the Printers

window.

e Close the Control Panel.

o Exit Vista.

Lesson 6: Practice It Activities

Practice It Activities

3. Discover the Status of a Printer

Follow the steps to complete the activity.

FIGURE 6.55 Control Panel
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mﬁ You Try It Activities y

' Stép-By-Step
i

o Click Start @ and select

Control Panel.

e Click Network and
Internet. Click Network
and Sharing Center.

e In the Network and
Sharing Center Tasks
pane, click Manage
network connections.

o €ICHECK) Your screen
should look like Figure 6.57.

e Under LAN or High-Speed
Internet, follow your
teacher’s instructions for
selecting a connection.

e On the Network

Connections toolbar, click
Enable this network
device. In the User
Account Control dialog
box, click Continue.

o €ICHECK) Your screen
should look like Figure 6.58.

e In the Network

Connections folder menu,
choose File>Close.

o Close the Network and
Sharing Center. Exit
Vista.

Lesson 6: You Try It Activities

4. Enable and Disable a Network Connection

Your supervisor’s desktop computer has become disconnected from the network.
She has asked you to reconnect it. You decide to try to reconnect to the network

using the previously configured network connection.

FIGURE 6.57 Network Connections
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FIGURE 6.58 Network Connections with device enabled
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Step-By-Step
iy

<
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0 00

Lesson 6: You Try It Activities

Click Start @) and
choose All Programs>
Accessories>Command
Prompt.

EICHECK) Your screen
should look similar to

Figure 6.59.

In the Command Prompt
window, after the >, and
key: ping [the IP address of
a computer assigned by
your teacher].

Press | . Key: exit.

EICHECK) Your screen
should look similar to

Figure 6.60.
Press |[ENTER].

Exit Vista.

You Try It Activities

5. Ping a Computer to Check Connectivity

You need to check the network connection to your supervisor’s desktop computer.

You decide to ping another computer in the office to make sure the computer is

really connected.

FIGURE 6.59 Command Prompt window

FIGURE 6.60 Successful ping to another computer

ﬁ Administrator: Command Prompt

C:Uzers>ping 192.168.1_18

Reply from 192.168.1.18: bytes=32
Reply from 192_168.1.18: byte
Reply from 192.168.1.18: b te
Reply from 192.168.1.18: hyteo—32

Ping statistics for 192.168.1.18:
Packets: Sent

Approximate round trip times in
Minimum = Bms,. Maximum = Bms.

C:slUzersrexit

= 4, Received = 4

Microsoft Windows [Uerszion 6.8.68081
Copyright <c? 2886 Microsoft Corporation.

Pinging 192_168.1_18 with 32 hytes of data:

time{ims TTL=128
time<imsz TTL=128
time{imsz TTL=128
time<ims TTL=128

=B (Bx loss).
1li-seconds:
Average = Bms

All rights reserved.




LESSON Critical Thinking Activities

6. Beyond the Classroom Activity

ﬁ Language Arts: Gather Information for Repairs With a classmate,
take turns sending each other Remote Assistance Invitations. When you have

control of your classmate’s computer, use the information you have learned in
this lesson to gather the following statistics about their computer:

= Processor speed

= Amount of RAM

= [P address

Key the statistics into a Word document with your name and the name of
your assigned classmate. Under the statistics, include a paragraph that
defines each of the bulleted items in this activity. With your teacher’s
permission, use the Internet or your school library to gather additional
information for the definitions. Save your file as: v6rev-|your first initial

and last name]6.

7. Standards at Work Activity

“% Microsoft Certified Application Specialist Correlation

Vista 7.3 Locate System Information

Size Up Your System Use the skills you have learned concerning the
Windows Experience Index to find the system performance rating of your
computer. Then, with your teacher’s permission, use Internet Explorer to

search the Internet for software that meets the rating number.

Open a Word document and list the titles of at least three compatible
programs and their rating numbers. Save your file as: v6rev-[your first initial

and last name]7.

8. 21st Century Skills Activity

3 Language Arts: Find Reliable Resources on the Internet A
computer makes many resources available to you. Judging whether those

resources are reliable is important to determining the quality and validity
of the information. With your teacher’s permission, use the Internet to
learn three tips or criteria for evaluating a Web page. For example, determine
whether the information on the page is outdated, or whether the page lists
the author or institution that published the page, as well as contact
information. Open a Word document and key a list of criteria students can
use to judge the reliability of a Web site. Save your paragraph as: v6rev-

[your first initial and last name]8.

Lesson 6: Critical Thinking Activities




LESSON

Recovery A computer
crash in the workplace can
cost a company huge
amounts of money and time.
While backups can restore
the system to a point,
everything done since the
last backup will be lost.
These projects demonstrate
how you can use the skills
you have learned to repair a
malfunctioning system.

Reflect Once you complete
the projects, open a Word
document and answer the
following questions:

1. How often do you think
a typical business should
perform backups?

2. How often do you think
such a business should
set system restore
points?

Lesson 6: Challenge Yourself Projects

» ' Challenge Yourself Projects ,

Mtk

9. Protect Company Resources HJ

@ Language Arts: Use Safe Mode Your company’'s main server has

crashed and will not run when it is rebooted. The computer runs Windows
Vista. Your supervisor has called you in to get the computer up and running,
as the company is losing money every minute the server is offline. You find
that you cannot get Vista to boot properly.
= Using the advanced startup options, start Vista in Safe Mode with
networking capabilities.
= Ping another computer while in Safe Mode to determine whether
the server (your computer) is connecting or not. Then restart Vista
normally.

Open a Word document and key a paragraph that describes why it is

important to back up your system and files regularly. Save your file as:
v6rev-[your first initial and last name]9.

Mtk

10. Repair Your Computer FIJ

@ Language Arts: Use Startup Repair You find that there was nothing
wrong while you were in Safe Mode, but the server still will not start. You
determine that you will have to repair the Vista installation. Restart your
computer using the advanced startup options and choose Repair Your
Computer in the Advanced Boot Options. In the System Recovery
Options box, select Command Prompt and ping another computer. Exit
the command prompt and restart Vista normally.

Open a Word document and make a list of at least three hardware failures
that Startup Repair cannot fix. With your teacher’s permission, use the
Internet or Windows Vista Help and Support to help you gather the
information. Save your file as: v6rev-|[your first initial and last name]10.

Mtk

11. Recover Information 'ﬁJ

A Language Arts: Use System Restore None of the fixes you have

employed to this point have fixed the problem entirely, so you decide to

restore the computer to a previous point. Use the most recent system restore
point to return the computer to the previous stable state.

Open a Word document and list at least three types of files that System
Restore does not affect when using restore points to return your system to
an earlier point in time. Explain why it is important to back up these types
of files. Save your file as: vorev-|your first initial and last name]11.
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