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Introduction

Windows 7 is Microsoft’s newest operating system. If you
are looking to add a personal touch to your installation of

Windows 7, this book will help you get started.

There are thousands of customizations you can apply and
this pocket guide only scratches the surface. As always,
I’ve written this book so anyone can pick it up and work

through it.

| recommend you begin by reading the first chapter—Get
Started; this chapter will give you a good foundation for
the rest of the book. A basic knowledge of how Windows
works is required to follow most of the sections; however,
if you are very new with computers, | am confident you will
learn a great amount as you go through this book—taking

things one step at a time.

Once you have read the Get Started section, you’re ready

to explore the rest of the book and personalize your
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machine to match your style. I’'m sure there’s something
here for everyone; take a browse through the Contents
page and see what strikes your interest. You do not need

to read this book in order; feel free to explore.

If you have questions or feedback, head to the Contact Me

section at the end of this book and get in touch with me. Is

If this version of the book seems a little dated, head to

Windows Guides for an updated version.

| began writing this book as soon as the public beta came
out. | felt this was a good time to start getting familiar
with the features that would soon be ready with the
released version of the operating system. However, as
features are updated, some of these sections may no
longer work exactly as stated. | will continually update this
book and make sure that it's ready for the final release of
Windows 7. Please note: This guide is up to date as of
Windows 7 RTM (Released August 6, 2009.)

Notational Conventions

In this guide, | have used these notational conventions:
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/talic: Text from the current dialogue you are working with.
Bold: the name of a keyboard key.

Italic bold: something you type as shown, e.g., regedit.
Unless otherwise specified, you can use uppercase or
lowercase letter. Note that some URLs extend over multiple
lines in this guide; when you type them, do not insert

spaces between parts of the URL.

Click: move the cursor to the referenced item and press

the left mouse button.

Press: push on a keyboard key.
Select: choose from a list.

Blue Links: Links to external websites

Green Links: Links to navigate within this book
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Additional Help

I’ve organized the following resources to help you use this
book and improve your skills with and knowledge of
Windows 7:

Glossary: Common terms are explained here.
Appendices: Common tasks are taught here.
Index: Search the book and find relevant
information.

Windows 7 Forum: Meet Windows 7 enthusiasts

and get your questions answered.

Windows 7 Resources: Get the latest tips and

guides here.
Contact Me: Get in touch with me if you have

questions.



1 Get Started

Before you get started with this book, there are a few

questions you should ask yourself:

e Should Il install Windows 7 and still keep Vista or XP
on my computer?

e What version of Windows 7 should | use?

e Should | upgrade or do a clean installation?

e Should | use the 32 or 64 bit version of Windows 77

This chapter addresses these questions and helps you get

the answers that best suit your needs.

In the latter half of this chapter, you’ll learn about the
Windows Registry and Group Policy Editor, which are

referenced throughout this book.

Enjoy working through this book and remember: More is
less when you customize your system; don’t try to change
every last thing. Make changes that look good and keep

your system clean and tidy.
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1.1 Windows 7 System Requirements

The minimum system requirements to run Windows 7 are:

1 gigahertz (GHz) or faster 32- bit (x86) or 64- bit

(x64)

e 1 gigabyte (GB) RAM (32- bit) or 2 GB RAM (64- bit)

e 16 GB available hard disk space (32- bit) or 20 GB
(64- bit)

e DirectX 9 graphics device with WDDM 1.0 or higher

driver
Additional requirements to use certain features:

e Internet access (fees may apply)

e Depending on resolution, video playback may
require additional memory and advanced graphics
hardware

e For some Windows Media Center functionality a TV
tuner and additional hardware may be required

e Windows Touch and Tablet PCs require specific

hardware
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HomeGroup requires a network and PCs running
Windows 7

DVD/CD authoring requires a compatible optical
drive

BitLocker requires Trusted Platform Module (TPM)
1.2

BitLocker To Go requires a USB flash drive
Windows XP Mode requires an additional 1 GB of
RAM, an additional 15 GB of available hard disk
space, and a processor capable of hardware
virtualization with Intel VT or AMD- V turned on

Music and sound require audio output

Product functionality and graphics may vary based on your

system configuration. Some features may require advanced

or additional hardware.

I’ve tested Windows 7 with 512MB of RAM and found it to

work well; however, | do not recommend running with

such low memory—unless you really have to.
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1.2 Which Version of Windows 7?

Windows 7 is available in four editions. Windows 7 Starter
is not sold individually, so | will not explain its features. |

personally recommend Windows 7 Home Premium as this

is suitable for home use and will provide you with most of
the functionality needed to do everything in this book.

However, if you want all the features, you’ll need Windows
7 Ultimate.

1.2.1 Buy Your Copy of Windows 7

Upgrade Full Version

Windows 7
Home Premium
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Upgrade Full Version
Windows 7
Professional
.,
-
- i Upgrade Full Version
Windows 7
Ultimate

Microsoft compiled a feature chart, which is included in

this guide for your convenience:
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Choose the Windows 7 edition that is best for you

i

& Windows 7

Windows 7 Windows 7 Windows 7
Features Home Premium Professional Ultimate
Make the things you do every day easier with ~./ J J

improved desktop navigation,

Start programs faster and mare easily, and
quickly find the documents you use most often,

Make your web experience faster, easier and
safer than ever with Internet Explorer 8.

Watch, pause, rewind, and record TV on your
PC.

Easily create a home network and connect your
PCs to a printer with HomeGroup.

Run many Windows XP productivity programs in
Windows XP Mode,

Connect to company networks easily and more
securely with Domain Join.

NS S S
NS ISl S 'S | S
el % [Py A GRS

In addition to full-system Backup and Restore

<
A

found in all editions, you can back up to a home
or business network,

Help protect data on your PC and portable

storage devices against loss or theft with J
BitLocker,
Work in the language of your choice and switch J

between any of 35 languages.
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1.3 Windows 7 32 or 64- bit?

When deciding to move up to a 64- bit operating system,
you should first consider what 64- bit gets you. Knowing
what software runs on 64- bit should influence your
decision; you will see no advantage if you are running 32-
bit software on a 64- bit OS. You also lose the ability to run
16- bit software, which shouldn’t be a problem unless you
rely on older software, such as old work software or

home- made packages you haven’t yet updated.

1.3.1 What Does 64- Bit 7 Get Me?

More bits gets you access to more memory; the processor
inside your PC communicates with your system memory
(RAM) with numeric addressing. Thus, the maximum
amount of memory a 32- bit processor can address is 4
gigabytes. Newer 64- bit processors—not to mention the
64- bit operating systems that run on them—can address
17,179,869,184 gigabytes (16 exabytes) of RAM.

Windows NT, released in 1993, was Microsoft’s first fully

32- bit operating system; however, it took eight years
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before the platform, which had since evolved into Windows
2000 and then XP, became mainstream. (Yes, Windows 9x
ran 32- bit applications, but it was a hybrid OS that ran on
a 16- bit DOS foundation, which was one of the reasons it
was so unstable.) 64- bit Windows became a reality in XP,
and Vista was Microsoft’s first serious attempt to make
64- bit computing mainstream. | am sure more people will
use Windows 7 64 bit because of the increasing demands

for more RAM. The question is: how mainstream is 64 bit?

1.3.2 How Mainstream is 64 bit?

While 64- bit Windows 7 can run most 32- bit applications
without a problem, it’s not compatible with 32- bit
hardware drivers or 32- bit utilities like Windows Explorer
extensions (e.g., context menu add- ons.) This means you
need a native 64- bit driver for every device on your PC;
finding support for all your hardware can be a bit of a

challenge, at least on older computers
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1.3.3 Is there a Performance Increase?

Now, 64- bit software running on 64- bit Windows has been
known to run as much as 10% faster, which illustrates the
other reason—aside from memory addressing—that people
find 64- bit 7 alluring. Just be prepared for lackluster
industry support, at least for the next few years until

Microsoft releases a 64- bit- only OS.

1.4 Install Windows 7

Now you’ve decided which version of Windows 7 to use,

you should check your system’s compatibility online. If

your PC is compatible, you have four options:

Upgrade to 7 from Windows Vista

1
2. Install Windows 7 as a Virtual Machine

3. Dual Boot Windows XP/Vista with Windows
4

Install Windows from Scratch

You’ll learn how to do each of these in this section.
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1.4.1 Upgrade to 7 from Windows Vista

Upgrading is the easiest option of the three. However,
upgrading can take a long time. To upgrade to Windows 7

from Windows Vista:

1. Insert the Windows 7 DVD into your DVD- ROM

drive.
2. Click Run setup.exe from the Autoplay menu.

[ AutoPlay E=NIE™

[~ BD-ROM Drive (F:)
(| GRMCULFRER_EN_DVD

[] Always do this for software and games:

Install or run program

—_—

| Runsetup.exe
f-i Published by Mioosoft Corporation

General options

Open folder to view files

using Windows Explorer

Set AutcPlay defaults in Control Panel
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3. Click /nstall nowon the Install Windows screen.

£7 Install Windows. [E= e =5

~
Windows 7

Check compatibility online '-_F

Install now ’-i\

ore installing Windows

Corpofafion. Al fights 7eséryed

4. Setup will begin by copying files to your computer.
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Setup is copying temporary files...

5. lrecommend you get Windows updates online
before upgrading Windows. This will ensure greater

security and compatibility.
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Get Important updates for installation

W EEE

6. Accept the license terms and click Next.
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Please read the licanse terms

MICROSOFT SOFTWARE LICENSE TERMS

WINDOWS 7 ULTIMATE

These licens terms are an agreement batveen Micsosaft Corparation (or besedt on
Where you I, one of 15 aMTiates) and yau. Picase read Ehem. They app to the
saftware named: abuve, which incudes the fnedia on which yau receved 1, I 3ay.
Printad-paper Icense terms, Which may Come Yith the SoRviare, may (EpiRee o madly
any ofr screen license terms. The terms 2l apply 10 any Microsol

updates,
supplements,

Intemet-based sérvices, and

7. Now click Upgrade and follow the instructions. You
may get a compatibility report, which will help you
determine what may not work properly after the

upgrade.
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1.4.2 Install Windows 7 as a Virtual Machine

If you would like to use Windows 7 and still use Windows
Vista or XP, rebooting your computer every time can be a
pain. A virtual machine (VM) can be used to simulate
hardware and run Windows (or any operating system)

within Windows.
1.4.2.1 Install Virtual Box

Virtual box is a VM host that facilities in VM creation and

deployment. To install virtual box:
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1. Download Virtual Box.
2. |Install Virtual Box and ensure all options are

selected via the Custom Setup.

{
) Sun xVM VirtualBox Setup ==

Custom Setup
Select the way you want features to be installed.

Click on the icons in the tree below to change the way features will be installed.

| sun VirtuzlBox application.

This feature requires 79MEB on your
hard drive; Ithas 3of 3
subfeatures selected, The
subfeatures require 460KE on vo...

L 18 L3

Location: C:'\Program Files\SunixvM VirtualBox, Browse |

Version 3.0.4 Disk Usage l < Badck I Mext = I Cancel |

3. You’ll be asked whether you want to install drivers;

these are essential and should be installed.



17 | 1 Get Started

[57] Windows Security l |

Would you like to install this device software?

Marne: Sun Microsystems, Inc, Universal Serial ...
e d Publisher: Sun Microsystems, Inc.

7] Always trust software from "Sun Microsystems, Install ] [ Don'tInstall ]
Inc.”,

W You should only install driver software from publishers you trust. How can [ decide which
device software is safe to install?

4. Open Virtual Box and click New.

-~

% Sun VirtualBox

File Machine Help

Mew Setfings Start  Discard

5. On the Virtual Machine Wizard, click Next.
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-

¥ Create New Virtual Machine

|9 o

Welcome to the New Virtual Machine Wizard!

This wizard will guide you through the steps that are
necessary to create a new virtual machine for VirtuzlBox.

Use the Next button to go the next page of the wizard and
the Back button to return to the previous paage.

6. Give the VM a name (Windows 7 will do) and select

Windows 7from the Versjon drop down list.
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r — —
8% Create New Virtual Machine M

VM Name and OS Type

Enter a name for the new virtual machine and select the type
of the quest operating system you plan to install onto the
wirtual machine.

The name of the virtual machine usually indicates its software
and hardware configuration. It will be used by all VirtualBox
components to identify your virtual machine.

Mame
W?duws Vista Ultimate

05 Type
Operating System: [Mqosoftmdnws v] ﬁ
Version: |Windows Vista -

stock | [ vedt> | [ cance

7. Select the amount of memory you want to use (|

recommend using no more than half your physical
RAM amount i.e., 4GB RAM = 2GB allocated.)
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e —_—
88 Create New Virtual Machine M

Memory

Select the amount of base memory (RAM) in megabytes to be
allocated to the virtual machine.

8. Select Create new hard disk.
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s - .
§@ Create New Virtual Machine m

Virtual Hard Disk

Select a hard disk image to be used as the boot hard disk of
the virtual machine. You can either create a new hard disk
using the New button or select an existing hard disk image
from the drop-down list or by pressing the Exasting button
(to invoke the Virtual Media Manager dialog).

1f you need a more complicated hard disk setup, you can also
skip this step and attach hard disks later using the VM Settings
dialog.

The recommended size of the boot hard disk is 20480 MB.
[7] Boot Hard Disk {Primary Master)
@ Create new hard disk
(7} Use existing hard disk

[sna media> ==

gﬂa*][ﬂaxt}»]lt)amei]

9. Click Next
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r s 9
% Create New Virtual Disk RS

Welcome to the Create New Virtual Disk Wizard!

This wizard will help you to create a new virtual hard disk for
your virtual machine,

Use the Nexct button to go to the next page of the wizard and
the Back button to return to the previous page.

10. Select Dynamically expanding storage and click

Next.
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F =
% Create New Virtus| Disk [

Hard Disk Storage Type

Select the type of virtual hard disk you want to create,

A dynamically expanding storage initially occupies a very
smali amount of space on your physical hard disk, Tt will grow
dynamically (up to the size spedfied) as the Guest 0S daims
disk space.

A fixed-size storage does not arow, Itis stored in a file of
approximately the same size as the size of the virtual hard

disk. The creation of & fixed-size storage may take a long time
depending on the storage size and the write performance of

11. Choose where you will save your VM data.
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-

§# Create New Virtual Disk L
'
§# Select a file for the new hard disk image file
| M Media (E] ¥ Tuctall . VM 6 o

Crganize =

o Libraries
El Documents

.J'i Music
= Pictures
B videos

# Homegroup

L Computer

12. Click Next.

Mew folder

-~

m

MNarme

1 Mac 05 X Leopard

. Ubuntu 8.10

L Windows 3.1

L) Windows T RTM

. Windows 2000 Professicnal
Ll Windows Server 2008

| Windows Vista Business

| L Windows Vista Ultimate

1) Windows XP Professional
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§9 Create New Virtual Disk |2 i

Virtual Disk Location and Size

Press the Select button to select the location of a file to
store the hard disk data or type a file name in the entry field.

Location
Tall_VMsWiindo s Vists Ulimate WistaL bmate vl

Select the size of the virtual hard disk in megabytes, This size
will be reported to the Guest 0S as the maximum size of this
hard disk.

Size

13. Click Finish.
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% Create New Virtual Disk L9 ||

Summary

You are going to create a new virtual hard disk with the
following parameters:

Typet  Dynamically expanding storage

Location: E: )
Wnstalll_vMs\Windows Vista Lltimate \Vistalltmate
Sudi

Size:  20.00 GB (21474836480 Bytes)

If the above settings are correct, press the Finish button.
Once you press it, a new hard disk will be created.

14. Click Finish to create your VM.
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.
3% Create New Virtual Machine

7 i)

Summary

You are going to create & new virtual machine with the
following parameters:

MName: Windows Vista Ulimate

05 Type: Windows Vista

Base Memory: 1024MB

Boot Hard Disk: Vistalltimate.vdi {Mormal, 20.00 GB)

If the above is correct press the Finish button, Once you
press it, a new virtual machine will be created.

Note that you can alter these and all other setting of the
'| created virtual machine at any time using the Settings dialog
accessible through the menu of the main window.

1.4.2.2 Install Windows 7 as a VM

Now you’ve created your VM, you’ll need to boot it up and

install the operating system:

1.

Open Virtual Box, click your VM, and click Start.
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»
\."j Sun VirtualBox

| File | Machine Help

LR

Mew Settings Start  [Ciscard

2. Click Next.
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You have started a newly created virtual machine for the first
time, This wizard will help you to perform the steps necessary
for installing an operating system of your choice onto this
virtual machine,

Use the Next button to go to the next page of the wizard and
the Back button to return to the previous page. You can also
press Cancelif you want to cancel execution of this wizard,

3. Leave CD/DVD Rom Device selected. If you are
using the Windows 7 DVD (upgrade DVDs wont
work for a clean install), click Mext. If you are using
an ISO image, select /mage File and browse to your
ISO.
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Select Installation Media

Select the type of the media you would like to use for
inztallation purposes below.

Media Type
@ CO/OVD-ROM Device
Floppy Device
Select the media which contains the setup program of the
operating system you want to install. This media must be

bootable, otherwise the setup program will not be able to
start.

Media Source
©} HostDrive D

@ Tmage File

|<nome,dia> vl

i) (e (i)

4, 1SO Only: Click Add to browse to your ISO file.
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5. 1SO Only: Locate your ISO and click Open.

=

Select a CD/DVD-ROM disk image file

Look in: I | _Operating Systems j & & ef E
B MName 5 Date modified Type
&ﬁ‘ Windows 7 T/8/2009 4:31 AM File folder
Recent Places gl ) :
| Windows Waorkstation 2008 T/8/2009 4:31 AM File folder
. ity en_windows_7_ultimate x84 _dud x15-65922.... 8/7/2009 4:08 AM iso Archiv
Desktop @ en_windows_7_ultimate x86_dvd_»15-65921..., &/6,/2009 8:57 PM iso Archiv
. IEWindqws 7 Betal 32 bitISO | en_windows_T_ultimate_«86_dvd «d5-65821.150 fjy
= ([ Windows 7 Ultimate RC Build ;}‘PE;';; *G'*";h ive
et . . L i7ET 2,
Hxcmes (B Windows Vista SPL (86):50. | pose moifiedt /6/2000 8:57 PM
ol [ Windows Vista SPZ (64).iso :

6. 1SO Only: Click Se/ect.
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Actions

8 8 9 8

New  Add Remove Release Refresh

F=) Herd Disks |@ CO/DVDImages || Flopry Inaoes

= |
MName Size |

! en:wi nd owg;?}Tu i m ai:e;;SG‘_d‘v‘dgd:S‘ﬁS 971.is0 233GB

| Location: E:\Install\_Operating Systems'en_windows_7_ultimate_x86_dvd_x15-6592Liso |
| Attached tor Mot Attached N

o] Lo | |

7. Click Finish to begin installation.



33 | 1 Get Started

You have selected the following media to boot from:

Type: CO/DVD-ROM Device
Source: en_windows_7_ultimate_x86_dvd_x15-6532 Liso
{2.33GB)

Ifthe above is correct, press the Finish button. Once

| you press it the selected media will be tempaorarily

mounted on the vitual machine and the machine will
start execution.

Please note that when you close the vidual machine,
the specified media will be automatically unmounted
and the boot device will be set back to the first hard
digk.

Depending on the type of the setup program, you may
need to manually unmount (eject) the media after the
setup program reboots the vitual machine, o prevent
the installation process from starting again. You can do
this by selecting the corresponding Unmount... action
in the Devices menu.

| <Back |[ Fmsh | | cancel

8. Windows 7 will now boot.

windows is loading files...




Windows 7 - The Pocket Guide | 34

9. Refer to Install Windows from Scratch to install
Windows 7 as a VM.

1.4.3 Dual Boot Windows XP/Vista with
Windows 7

Dual booting Windows is the most challenging of the three
options; however, making it work can be very rewarding.
The process of creating a dual boot environment differs
from Windows Vista to XP. Please follow the instructions
according to which version of Windows you are currently

using.

To run two operating systems on your computer, you will
need to add a second partition. If you are not familiar with
adding a partition, you can learn how in this section.
Please note: each operating system will be able to see the

other partition; thus, you can share files between them.

1.4.3.1 Dual Boot Windows XP with Windows 7

You will need third party software to create a second
partition for Windows 7; once you have created the

partition, you can install Windows 7 on it.
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Create a New Partition (XP)
To create a second partition on your hard drive in Windows

XP:

1. Download the GParted live CD here.
2. Burn the image to a CD (Appendix G: Burn an ISO

Image to a Disc), reboot your computer, and boot
from the CD (Appendix H: Boot from a CD or DVD.)

3. Once you’ve booted into GParted, create a partition
for Windows 7 (16 GB+ recommended) (Appendix I:
Create a Partition with GParted.)

Refer to the Install Windows from Scratch section of this

chapter to learn how to install Windows 7 on your newly

created partition.

1.4.3.2 Dual Boot Windows Vista with Windows 7

Windows Vista natively manages partitions; you will need
to create a second partition for Windows 7. Once you have

created the partition, you can install Windows 7 on it.
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Create a New Partition (Vista)

To create a second partition on your hard drive in Windows
Vista:

1. Click the Start button, right click Computer, and

click Manage.

2. In the left pane, click Disk Management.
a3 Device Manager
| &3 Storage
=7 Disk Management
- G Services and Applications

3. Now create a new partition by shrinking a previous
volume so you can use the newly created space.
Right click on the partition and click SArink

Volume.
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| Media (E) -
J 164.79 GB NTF Open
!]'_HEE!EFE!'_':,EE@-E Explore

Change Drive Letter and Paths...
Format...

Extend Volume..,

Sk Valinie..

Nalate Walirnac
4. Input the size, in MB, by which you want to shrink

the partition. | recommend 32 GB (32,768 MB.)
Windows 7 requires a minimum of 16 GB (16,384

MB.)
Shrink E: [
Total size before shrink in MB: i163?45'
Size of available shrnk space in MB; :fﬁ_ﬁﬁiﬁ
Erter the amount of space to shrnk in MB: 16384| |_:'
Total size after shrink in MB: ;1523:51

Size of available shrink space can be restricted if snapshots or pagefiles
are enabled on the volume.

[ Shk | [ Concel |

—— e ———
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5. Now right click the free space and click New Simple

Volume...

|148.79 GB NTFS I'r_lﬁ.ﬂﬂ GE New Simple Volume...
|| Healthy (Logical [ |[Free spac
- et e Mew Spanned Volume..,
Mew Striped Velume.,
Delete Partition:..
| Help
T
6. Click Next.
[ New Simple Volume Wizard |£|1
Welcome to the New Simple
Volume Wizard
This wizard helps you create a simple volume on a disk.
A simple volume can only be on a single disk.
To continue, click Nexd:
I
Back [ Next > ] [ Cancel ]

7. Specify the volume size and click NMext.
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8.

Specify Volume Size

Choose a volume size that is between the maxdmum and minimum sizes,

Maxdimum disk space in ME: 16383
Minimum disk space in MB: a

Simple volume sizein MB:

e

n 3
New Simple Velume Wizard &J

=)

Assign an unused letter to the drive and click Next.

New Simple Volume Wizard lﬁ

Assign Drive Letter or Path
For easier access, you can assign a drive letter or drive path to your partition

1@ Assign the following drive letter:
(2 Mourtt in the following empty NTFS folder:

1) Do not assign a drive letter or drive path

<Back |[ Nee> | [ Carcel |
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9. Format the drive as NTFS, give it a label, and click
Next.

New Simple Volume Wizard lﬁ

Format Partition
To store data on this parttion, you must format it first

Choose whether you wart to format this volume, and if so, what settings you want to use

{71 Do not format this volume

@ Format this volume with the following setftings:

File system: NTFS b.d

Allocation unit size: Default -

Wolume Iabel: Win7

[ Perform a quick format

|| Enable file and folder compression I

<Back | Net> | [ Cancdl |
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10. Click Finish.

New Simple Volume Wizard lﬁ

Completing the New Simple
Volume Wizard

You have successfully completed the New Simple Volume
Wizard.

You selected the following settings:
Volume type: Simple Yolume

Disk selected: Disk 0 i
Volume size: 16383 MB
Drive letter or path: F;

File system: NTFS
Allocation unit size: Default
Volume label: Win7

Ohiirde frarmzt- Mo

»

m

To close this wizard, click Finish.

e[ ] [

Refer to Install Windows from Scratch to learn how to

install Windows 7 on your newly created partition.

1.4.4 Install Windows from Scratch

Whether you are installing Windows 7 on a blank hard
drive or a newly created partition, the procedure is the

same.

To install Windows 7 from scratch:
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1. Power on your computer, insert the Windows 7
DVD, and restart your computer.

2. Press the necessary key to initiate booting from
your DVD (usually Esc or F12.) (Appendix H: Boot
from a CD or DVD.)

3. Windows will now load the installation files.

Windows is loading files...

4. Click /nstall now.

[ —
E7 Install Windows = |«[E

aly
Y
Windows 7

Check compatibility online '3‘

Install now ‘3

o know before installing Windows

erosoft Cprparation. A Aights resenied:
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5.

On the Get important updates for installation page,
| recommend getting the latest updates to help
ensure a successful installation and protect your
computer against security threats. You need an
Internet connection to get updates.

On the Please read the license terms page, if you
accept the license terms, click / accept the license
terms. (You must accept to continue the
installation.)

On the Which type of installation do you want?
page, click Custom.

On the Where do you want to install Windows?
page:

a. Click Nextto begin the installation (unless
you want to create a partition.)

b. OR If you already have another existing
partition with enough free space and want
to install Windows 7 on that partition to
create a multi- boot configuration, select the
partition you want to use, and click NMextto
begin the installation. (Be sure to install

Windows 7 on a different partition from
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where your current version of Windows is
installed.)

Windows will take some time to install, so be patient

Installing Windows..

Thet's all the information we need right now. Your computer willrestark several times during
installation.

o Copying Windows files
o Installing features

o Installing updates
Completing installation

Figure 1: Installing Update:s

Your computer will restart several times during the
process as it configures itself and installs updates (Figure
1.) Be sure to leave the DVD in the drive and let Windows

take care of itself.
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Setup is preparing your computer for first use

=

Figure 2: Installation Complete

After some time, Windows will now be installed (Figure 2.)
If you are running a dual boot, you should have the choice
of either version of Windows when you power on your

computer.

1.5 Use Virtual XP Mode

Windows 7 comes with built- in support to virtually run
Windows XP. This is a great feature for those who are still
holding on to XP or have applications that are not

compatible with Windows 7 and Vista.

1.5.1 Requirements for XP mode

e Check for compatibility with SecurAble.
e 1 GHz 32- bit / 64- bit processor required.
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e Memory (RAM) - 1.25 GB required, 2 GB memory
recommended.

e Recommended 15 GB hard disk space per virtual
Windows environment.

e NB: Windows XP Mode is only available in Windows
7 Enterprise, Windows 7 Professional, and Windows
7 Ultimate.

1.5.2 Windows Virtual PC features for
Windows XP Mode

e Once both the Windows Virtual PC and the virtual
Windows XP environment are installed, Windows
Virtual PC provides a simple wizard to setup the
Windows XP Mode with just a few clicks.

e Users can access USB devices attached to Windows
7 directly from Windows XP Mode. These devices
include Printers and Scanners, Flash Memory/Sticks
and External Hard Disks, Digital Cameras and
more.

e Publish and Launch applications installed on
Windows XP Mode directly from the Windows 7
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desktop, as if they were installed on the Windows 7
itself.

e Access your Windows 7 Known Folders - My
documents, Pictures, Desktop, Music, Video, from
inside the virtual windows environment, such as
Windows XP Mode.

e Cut and paste between your Windows 7 and
Windows XP Mode.

e Print directly to your attached printer from your
Windows XP Mode applications either in application

mode or desktop mode.

More information available here.

1.5.3 Install and Use Virtual XP Mode

To enable and use Virtual XP mode, first check for
compatibility, with SecurAble, or you’ll be presented with

the error below:
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-

Virtual Windaows XP - Windows Virtual PC

| "Virtual Windows XP' could not be started because
" hardware-assisted virtualization is disabled. Please
enable hardware virtualization in the BIOS settings and

try again.

Download Windows XP Mode and Windows Virtual

PC.

Install Windows6.1- KB958559- x86.msu.

Restart Your Computer.

Install VirtualWindowsXP. msi and accept the default
settings.

Set a login Password.
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@ 0 Virtual Windows XP Setup

Specify the password for Virtual Windows XP

User name: User
Fassword: (TTT]
Confirm password: sene

| 7| Remember credentials (Recommended)

More about saved credentials

6. | recommend enabling Automatic Updates.
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@ (& Virtual Windows XP Setup

Help protect your computer

With Automatic Updates, Windows can routinely check for the latest security updates for
your computer and install them automatically.

@ Help protect my computer by turning on Automatic Updates now.
- {recommended)

@ () Not right now

If you haven't turned on Automatic Updates, your computer is mare
vulnerable to viruses and other security threats,

Find more about Automatic Updates
No information is collected that can be used to identify you or contact you

Please read the Windows Update Privacy Statement

Mext Cancel

7. Windows XP will now install and be ready to use.

1.6 Transfer Your Files from Your Old
PC

Windows Easy Transfer is used to transfer your files from

your old PC (Windows XP, Vista, or 7) to your new PC.
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W W Windows Easy Transfer

Welcome to Windows Easy Transfer

Windows Easy Transfer lets you copy files and settings from one computer to anather, No
information is deleted from your old computer,

You can transfer:

v |ser accounts *  E-mail

= Documents » Internet favorites
*  Music * Videos

s Pictures s And more

‘When the transfer is done, you'll see a list of what was transferred, programs you might want to
install on your new computer, and links to other programs that you might want to download,

Tip: If you're upgrading this computer to Windows 7, think of "old computer” as referring to your
"old version of Windows" and "new computer” as referring to your "new version of Windows."

You can transfer your files through the following ways:

. An Easy Transfer Cable
. A Network
. An external hard disk of USB flash drive
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52 |

@ @  Windows Easy Transfer

What do you want to use to transfer items to your new computer?

An Easy Transfer cable

[ already have an Easy Transfer cable to transfer files from one computer to
4 S /4
- another,

i A network
Transfer files from one computer to another using 3 network connection

An external hard disk or USB flash drive

™ Createan Easy Transter file. Choose this if you are using Windows Easy
Transfer to upgrade this computer to Windows 7,

How do I choose?

You can specify which accounts to move to your new PC

and everything is pretty simple at straight forward.

To use Windows Easy Transfer: click Start, type transfand
click Windows Easy Transfer. Follow the on- screen

instructions to copy your data.
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1.7 About the Windows Registry

Throughout this book, some sections require you to
access the Windows Registry and make changes. | try to
make executable registry hacks in most cases, but it can
be fun to script or create your own registry files. Before
doing anything with the Windows Registry, you should
know what the registry is, how to back it up, how to
restore it to a previous state, and how to add keys and

values.

1.7.1 What is the Windows Registry?

Think of the Windows registry as a control center for your
computer. Windows settings, individual program settings,
and other important configuration information are stored

here.

The registry is made up of the following components:

¢ Keys
e Subkeys

e Values
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1.7.2 Access the Windows Registry Editor

‘ | regedit

SICIE

Figure 3: Starting Registry Editor

Figure 3 shows how to open the registry editor. For more

information, see Appendix D: Launch Windows Registry

Editor.

1.7.3 Add Keys or Values

In some of the tutorials in this book, you will need to

create a new key or value.

1.7.3.1 Add a New Key

To add a new key:

1. Right click on the parent key.
2. Click New > Key.
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) A-UrSOrS
i L.‘-'-'s'*fCIi-:kLcckTime REG_DWORD (0000460 |
1ol Deskton | | o : oy
- La Collapse Eclu... REG 52 7
| 1i=
|'\-'11 Iew » ' KE‘_;-'

i 4 Wi Fined...
3. Follow the section’s instructions for what key name

to assign.

1.7.3.2 Add a New Value

To add a new value:

1. Navigate to the key that you want to add a value to.
2. Right click in the blank space of the right pane.
3. Click New > xx (Where xx is the value specified in

the section.)

REG_SZ 5
RE ey | New o
RE;
RE| String Value

s RE Binary Yalue
RE DWORD (32-bit] Value |
RE QWORD (64-bit) Value '

' EE' Multi-Stnng Value
’ F‘E' Expandable String Value

REG 57 7
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4. Follow the section’s instructions for what value to

assign.

1.7.4 Back up the Registry

To back up the registry, please refer to Appendix E: Back

up the Windows Reqistry.

1.8 About the Group Policy Editor

Group Policy is a feature of Microsoft Windows that
provides centralized management and configuration for
your computer or computers in a domain. This tool is
mainly used by systems administrators to control a group
of PCs; however, you can use it to customize your personal

machine.

Please Note: The Group Policy Editor (Figure 5) is not
included with every version of Windows 7 and is currently

only available in Windows 7 Ultimate.
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1.8.1 Access the Group Policy Editor

Click the Start button, type gpedit.msc, and press Enter

(Figure 4.)

‘ | gpedit.msc

€ @

Figure 4: Access the Group Policy Editor

=il |
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1.8.2 Work with the Group Policy Editor

1=/ Local Group Policy Editor ==

file Action View Help
e |E = =
| Locel Computer Policy| | |-} ol Computer Policy.

4 & Computer Configur
" Software Settings
0 Widonts Sefhing # Computer Configuration
- 7] Administrative T4 :

4 &, User Configuration Ll
» ] Software Settings|
» ] Windows Sefting
| Administrative T¢

Select an item to view its description.  Name

Extended ,{ Standard /

Figure 5: The Group Policy Editor

To enable options, double click on the specified option in

the right- hand pane, and change the setting to £Fnabled
(Figure 6.)
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=

=/ Local Group Policy Editor

File Action View Help

] = =

& Apply the default user logon picture to al

E: Apply the default user logon picture to :

(7 Mot Configured Comment:

@ Enabled

Figure 6: Enabling/Disabling Options in Group Policy Editor

1.9 You Are Ready to Begin

You made it this far and now you are ready to begin. As a
brief recap, you learned the requirements of Windows 7,
the version to install, and how to install your chosen
version. You also learned about the Windows Registry and
the Group Policy Editor. | strongly suggest you review the 2

Back up Your Data chapter before proceeding; however,

you’re welcome to explore and experiment—hopefully

you’ll learn something new along the way.



2 Back up Your Data

If you are not familiar with data backup or currently

choose not to back up your files, please read this chapter.
Making changes to your computer brings a certain level of
risk. This risk is alleviated greatly when you make backups

that are timely, complete, and functional.

If you are one of the lucky people who have never lost a
file on your computer, congratulations; however, this
chapter is still for you. If you have lost files before—yep
that’s you—then you should review this chapter too before

you begin.

In this chapter, you’ll learn how to use Backup and
Restore, backup and restore your registry, and how to

recover lost files.
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2.1 Backup and Restore

Backup and Restore—bundled with Windows 7—is an
excellent tool, which allows you to backup and restore
either your files or an image of your operating system.
2.1.1 Launch Backup and Restore

To launch the Backup and Restore Center:

1. Click the Start button and type Backup.

‘ | backup

5 e 5

2. Click Backup and Restore.

2.1.2 Back up Your Files
To back up your files:

1. Click Set up backup...
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Back up or restore your files

Backup
Windows Backup has not been set up, 1HSet up backup

2. Windows will now prepare your system for backup.

1@ Set up backup ﬁ

33'? Starting Windows Backup

Please wait while Windows Backup starts

= | —— ™

3. Choose a backup destination and click NMext.



63 | 2 Back up Your Data

) '9 Set up backup

Select where you want to save your backup

W mend that you save your backup en an external hard drive, Guidehnes for chaosing 3 backug

Hectinatior

Save backup on:

FreeSpace  Total Size

Backup Destination
f‘dr DVD RW Drive (D:) 0 bytes 233 GB
— Media (E:) 66.83 GB 18573 GB

Refresh. Save on 2 network.,

[ |
N — — e

4. | recommend you choose your files to backup.
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b
@ @ Set up backup

What do you want to back up?

70 Let Windows choose (recornmended)

‘Windows will back up data files saved in libraries, on the desktop, and in default Windows folders,
Windows will also create a system image, which can be used to restore your computer if it stops
working. These items will be backed up on a regular schedule. How does Windows choose what
files to back up?

@ Let me choose

You can select libraries and folders and whether to include a system image in the backup.
The itermns you choose will be backed up on a regular schedule.

canc

5. Specify the files you want to backup. You can
include a system image, which will save your
Windows settings as they are. This can be restored

if something goes really wrong.
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@ 4 Set up backup

What do you want to back up?

Select the check box of the items that you want to include in the backup, What files are excluded by
default from the backup?

Data Files |

@fﬂ. Back up data for newly created users
1 [¥]82, Rich's Libraries

a M Computer

b [t 05 (C)

Include a system image of drives: OS5 (C:)

A system image is a copy of the drives required for Windows to run, You can use it to restore your
computer if it stops working,

6. Review your backup settings.

7. Set the frequency of backup.
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How often do you want to back up?

Files that have changed and new files that have been created since your last backup will be
added to your backup according to the schedule you set below.

E’:Run backup on a schedule {reccmmended):

How aften: |Weekly =z ‘
What day: |Sunday v‘
What time; |7L[}0 PM ‘J

8. Windows will now backup your files.

Back up or restore your files

Backup in progress... -
' @7 i [ % View Details

2.1.3 Restoring Your Files

Launch Backup and Restore and click Restore Files. Locate
your backup files and follow the instructions to get your
previously backed up files back.
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2.2 Back Up and Restore the Registry

Some sections in this book will require you to change
values in your registry. If you make a mistake and don’t
correct it, you may find your computer is not as functional
as it was before. To protect yourself from any mistakes,

you need to backup your registry.

2.2.1 Back up the Registry

See: Appendix E: Back up the Windows Regqistry.

2.2.2 Restore the Registry

Before restoring the registry, make a back up, so you can

roll back if anything goes wrong. To restore your registry

from a backup:

1. Open the Registry Editor (Appendix D: Launch

Windows Registry Editor.)

2. Left click Computerin the left pane.
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4 % Computer | -

| bl HKEY_CLASSES ROOT |

4. Click your backup file and click Open.
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& Import Registry File
C./“\._/ |=__: v Libraries » Documents » v|£,| Search Documents Pl
Organize = Mew folder = - O 0@3

-
i Favorites Document... ar : Folder ¥ Includes: 2 library locations
Bl Desktop "
% Downloads Naine Diate modified Type
i Recent Places |87 RichsBackup 2/15/2003 5:58 PM Registr
4 Libraries L

|4 Documents
k >

o' Music

=] Pictures

S Videos

/& Computer

- < I b
LS = =

File hame: RichsBackup - |RegwstratiunFileslf’"reg] V‘

]

l Open 1|_VJ Cancel ]

2.3 Create a System Recovery Disc

If Windows 7 goes wrong, you can attempt a repair, at
boot up, to see if the problem can be fixed. To do this, you
will need to create a system recovery disc; if you have the

original Windows 7 disc, it will act as a recovery disc.

The system recovery disc cannot be used to install

Windows, but it can be used to fix common problems that
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prevent Windows from booting. | recommend you make a
system recovery disc before playing with Windows’

settings.
To create a system recovery disc:

1. Click the Start button.
2. Type Backup.

| backup

e |

Click Backup and Restore.

4. In the left column, click Create a system repair disc.
'5' Create a system repair disc

5. Select your DVD drive and click Create disc.
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-
{4, Create a system repair disc = | =

Select a CDY/DVD drive and insert a blank disc into the drive

A system repair disc can be used to boot your computer. It also contains
Windows system recovery tools that can help you recover Windows from a
serious error or restore your computer from a system image.

Dirive: 4 DVD RW Drive (D) -

6. Wait for the disc to burn.

Creating disc...

e ]

System repair disc complete

_——e

7. Test the disc by rebooting your PC with the disc in
the drive. Boot from the optical drive (Appendix H:

Boot from a CD or DVD) and ensure the disc works

by waiting for the main menu to load; if the menu
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loads, you should be good to go in the event of a
computer problem.

8. Save the recovery disc in a safe place.

2.4 Recovering Lost Data on Your Drive

If you lose your data, be sure to check the recycle bin first.
If there are no files in the recycle bin, there is still hope.
Even though your files are deleted, the data may still be
recoverable because the reference to the file has simply
been deleted and not the data itself. As long as your file

has not been overwritten, you have a chance at recovery.

After trying many file recovery programs, I've decided

Recuva is by far the best.

Recuva (pronounced “recover”) is a freeware Windows
utility to restore files that have been accidentally deleted
from your computer. This includes files emptied from the
Recycle bin as well as images and other files that have
been deleted by user error from digital camera memory
cards or MP3 players. It will even bring back files that have

been deleted by bugs, crashes and viruses!
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One of the most important ways to protect yourself, when
you are using your computer, is to be in control of
security. There are so many threats out there that it is

important to be proactive and protect your computer.

In this chapter, you will learn how to choose anti- virus,
anti- malware, and firewall software; how to take
ownership of your files; how to encrypt your sensitive data;
and how to protect your privacy online and in Windows
Media Player 11. While there are many PC security options

available, this section should give you a good start.

3.1 Choose an Anti- virus Program

To protect yourself, you must have an anti- virus program.
A virus is designed to disrupt the normal operation of your
PC and can be costly: both in your time and in repairs that

need to be made to recover your system.
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Microsoft currently supplies a list of all vendors whose

software works with Windows 7. Of the current software, |

recommend AVG Free, which is free for personal use.

3.2 Anti- spyware Software

Anti- spyware software helps you keep malicious software
off your PC. Spyware is malicious programs that often send
personal data, passwords and other private personal and

financial data to third parties.

As listed above: you can visit Microsoft’s list of compatible

security programs. AVG comes with a great anti- spyware

module that should keep you free of harm.

3.3 Firewalls

A firewall is a hardware or software device that controls
access to computers on a Local Area Network (LAN.) It
examines all traffic routed between the two networks -
inbound and outbound—to see if it meets certain criteria.

If it does it is routed between the networks, otherwise it is
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stopped. It can also manage public access to private

networked resources such as host applications.

Many people got to great lengths to find a good firewall
and often pay large sums of money to increase protection.
For the average home user, Windows Firewall is sufficient
and will protect you from unwanted communications

between your computer and the world wide web.

To access Windows Firewall: Click the Start button, type

fire, and click Windows Firewall.

3.4 Add Take Ownership to Context

Menu

Many folders in 7 are protected from changes and require
administrative approval to change every time. Sometimes
this can become tedious, so I've created a registry hack

you can use to take ownership of your files.

1. Download TakeOwnership.zip.
2. Unzip the file.
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3. Double click InstallTakeOwnership.reg and accept
the prompts.
4. You can now take ownership of a file by right

clicking it and clicking Take Ownership.

Remove Take Ownership from your context menu by

merging RemoveTakeOwnership.reg into your registry.

3.5 Encrypt your USB Drive’s Data

Please note: | prefer TrueCrypt, which is explained in this
section; however, Windows 7 is bundled with USB

encryption software: BitLocker To Go.

Do you have data on your USB drive that could be accessed
by someone if they found your key drive? Do you have
sensitive data that you need to protect, but don’t want to
pay for expensive software? TrueCrypt was designed for
you and in this section you’ll learn how to use it. If you
would like to protect data on your hard drive, move to the

next section where | show you an easier- to- use program.

This section is written for TrueCrypt 6.2a (currently not

compatible with Windows 7, but it works for the desired
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outcome of this section); newer versions should operate in
a similar fashion.

| will refer to your USB drive as a “USB key drive”
throughout this section. If you are encrypting your hard
disk drive, simply replace this phrase with “hard disk

drive’—the procedure is identical.

Final word: do not encrypt the entire drive your OS is
stored on. You can encrypt parts of the drive, but not

system files.

3.5.1 Download TrueCrypt

1. Download TrueCrypt.
2. Run the installer.

When prompted, select Extract and click Next.
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- —m
4 TrueCrypt Setup 6.2a El_lﬂ

Wizard Mode
Select one of the modes. If you are not sure which to select, use the default mode,

" Install

Select this option if you want to install or update TrueCrypt on this system,

& Extract

If you select this option, all files will be extracted from this package but nothing will be
installed on the system, Do not select it if you intend to encrypt the system partition or
system drive. Selecting this option can be useful, for example, if you want to run
TrueCryptin so-called fraveler (portable) mode. TrueCrypt does not have to be installed
on the operating system under which itis run. After all files are extracted, you can
directly run the extracted file ‘TrueCrypt.exe’ (then TrueCrypt will run in traveler mode).
Yfou can also move the extracted files to other computers.

Help < Badk l Next > l Cancel

4. Extract the files to your USB key drive in a folder
named TrueCrypt.

Y S
- -a R #ﬁ&

TrueCrypt TrueCrypt.exe truecrypt.sys truecrypt-x64.sys
Format.exe

Figure 7: TrueCrypt Files
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You can delete other files in the directory if you wish.
Ensure you keep the four files as depicted above (Figure
7)

3.5.2 Encrypt part of your USB drive

1. Run TrueCrypt.exe.

2. Once loaded, specify a drive letter that will become
the encrypted volume (the drive letter of your USB
drive won’t change—but will show as two different
drive letters when you complete this tutorial.)

3. Click Create Volume. Your USB drive will still keep
its letter (e.g., “R”), but it will be split into two
virtual drives (so the encrypted data will appear as
a “[your chosen letter]” drive in Computer after you
finish the setup.)

4. Now click Create a standard TrueCrypt volume and
click Next.

5. The next screen will ask you where you want to
store the volume. Save a file named Containerin
the TrueCrypt folder on your USB thumb drive and
click Next.
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6. Specify the size of the encrypted volume (I suggest
you use 1/2 the size of the drive.)

7. Create a secure password.
Now click Format and your Container will be
formatted.

9. After a confirmation message, click Exi/t.

3.5.3 Verify Your Encrypted Drive Works

1. Go to your Computer and look for a “W” (or letter
you chose) drive. It’s not there; good news!

2. Open TrueCrypt.

3. Click the drive letter you chose in the previous
steps.

4. Click Select File and find your Containeryou
created.
Click Mount.

6. Type in your password and click OK and your
volume will mount.

7. Go to Computer and your drive will be there.
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When you are done, go back to TrueCrypt and click
Dismount. Congratulations, you now have your data

encrypted on your USB drive.

3.6 Protect Your Data in a Hidden

Container

If you want to protect the files on your computer in an
easy way, Secret Disk provides a great solution. Please
note: if you are trying to protect your files from a customs,
or similar, inspecition, you may be required to enter your
password. Thus, using a program like this is not a solution

to hiding illegal information-don’t do it!
To set up your secret container:

1. Download Secret Disk.
2. Install Secret Disk on your computer.

3. Start the program and select a password.
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Secret Disk 110 En.ghsh I

SE”C’"“ﬁ“Eﬁ”ﬂ

Choose Your Password

Choose password:

EX S22 2 22

Repeat password:
kK ok ok o ok ok ok

Cancel ‘ l Set Password

4. Secret Disk creates a partition for your hidden files
(note: if you already have the X drive mapped on
your network, like | have, Secret Disk will replace

this mapping until you close the program.)
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Metwork Location (9]

:ﬁ TV Shows (5:) —agy Images (T:)
a Install {U:) -ﬁ Movies (V)

J [ Music (%)
g Documents (W) e
- =g -x 7,12 GE free of 399 GE
- — Downloads (Z:)
g# Photos (¥:) . = |
€ ., 0GB freeof 130 GB
_u“ mt
.

5. Now you can store your files on this partition.

Favorite Links | Name Size Date mud'rﬁg

i T ——— Rt
= Downloads (D) '-;QWm dowsGuidesemailsubscribers.csv 296 KB 4/18/2009 7:3

=a Media (E)

More »

Folders ~ e m

X

1 item
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6. Lock your disk when you are finished with it.

|1

(== 3 ]

2|

Favarite Links Size Date modifief
296 KB 4/18/2009 7:3|
=4 Downloads§
ca Media (E)

More »»

Folders .

1item

7. Now the disk is locked, it cannot be accessed.



85 | 3 Security

KA\WindowsGuidesemailsubscribers.csv

@ K\WindowsGuidesemailsubscribers.csv

The directory name is invalid.

| 296 KB 4/18/2009 7:3|
e Media (E]
More » i
Folders Sl i | fil. — s
=i WindowsGuidesemailsubscribers.csv
|!.._ == Microsoft Office Excel Comma Separated Values File
4,

8. To unlock the secret partition, just start the

program, click unlock, and type in your password.
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Secret Disk 1,10 English

Dashboard

This software creates one more hard disk on your PC which may be locked and
unlocked with a password for just one second. Moreover, when lodked this
disk is completely invisible for Windows and users, Unlocked disk available in
My Computer area as usual disk to store your private files,

Disk status: { Unlock ]

Locked. Disk invisible and - -

secure. I o ]
Settings

9. You can delete your secret disk at any time.
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[ e |

I."'_" y  WARNIMG! This will erase all files and folders located on your Secret
S Disk now! Would you like to proceed?

This program is an excellent solution for anyone who is

looking to protect sensitive files.

3.7 Maximize Privacy: Browser Ad

Blocking

Let me begin by saying: adverts can be very useful and
help you find what you are looking for; some ads are
unobtrusive and inoffensive. However, | personally don’t
like seeing ads and | always encourage people to block
them. In this section, you’ll learn how to block ads in IE8*,

Mozilla Firefox, Opera, and Google Chrome.

*|E has no supported extension, and your results will vary.
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3.7.1 Internet Explorer 8
To block ads in Internet Explorer:

1. If you haven't already, upgrade to version 8.

2. While browsing, click Safety > InPrivate Browsing
(CTRL+SHIFT+P.)

i B T e Pagev| 7
¥ Delete Browsing History... Cirl4+shift+Del
@ InPrivate Browsing Ctri+shift+P

|_;L Webpage Privacy Palicy. ..

iddress.. InPrivate Filtering Cirl +5hift+F
InPrivate Filtering Settings

ﬂ ty Report

[ # SmartScreen Filter

l_ Windows Update
!

3. You will be notified InPrivate browsing is running.
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When InPrivate Browsing is turned on, you will see this indicator

OO - W oo |

inPrivate Browsing helps prevent Internet Explorer from staring data about your
browsing session. This includes cookies, temporary Internet files, history, and other
data. Toolbars and extensions are disabled by default. See Help for more
information,

Ta turn off InPrivate Browsing, close this browser window,

Learn more about InPrivate Browsing | Read the internet Explorer privacy statement onfine

4. Over time, InPrivate will build a list of content that

should be blocked and you will see less ads.

If you'd like to speed up the process, see this discussion

on importing AdBlock definitions to InPrivate.

3.7.2 Moazilla Firefox

To block ads in Mozilla Firefox:

1. Download AdBlock Plus.
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Software Installation E|
i Only install add-ons from authors whom you trust.
P FRY Malicious software can damage your computer or vislate your privacy.

‘fou have asked to install the following item;
Adblock Plus  [auinor not veriied)

A'BP https: f/addons.mozilla.arg fen-US ffirefox downloads latest/ 1865faddon-1865atest I

EInstaIINowﬂ [ Cancel ]

2. When prompted, select EasylistUSA as your
subscription

3. Enjoy ad- free browsing!

3.7.3 Google Chrome
To block ads in Google Chrome:

1. Go to the AdSweep site.
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2. Follow the instructions for Google Chrome (these
are subject to change and better referenced than

replicated.)
3.7.4 Opera

To block ads in Opera:

1. Go to the AdSweep site.
2. Follow the instructions for Opera (these are subject

to change and better referenced than replicated.)

3.7.5 Safari

To block ads in Safari:

1. Download Safari AdBlock.
2. Install the software and enjoy ad- free web

browsing
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3.8 Maximize Privacy: Windows Media

Player 11

Personally, | like to ensure maximum privacy when using
my computer. There are many programs that gather and
send data; however, | will focus on Windows Media Player
11 because this is bundled with Windows 7. This section
will show you how to ensure maximum privacy in Windows
Media Player 11 (WMP11.) Microsoft, in the interest of
privacy, allows you to protect your data; this section shows

you how to do this.

3.5.1 Configuring Privacy When Setting up
WMP11 for the First Time

To configure privacy settings, when setting up WMP11 for

the first time:

1. a. Click on the Windows Media Player icon on the
Taskbar.
b. OR click the Start button, type Med/ia, and click
Windows Media Player.)
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1.

Click Custom Settings and click Next.

r = - Y
1] Windaws Media Player [

M Welcome to Windows Media Player

ol
4

| |

Choose the initial settings for Windows Media Player. You can change these settings in the Player later.

Usage data will be sent to Microsaft if you use recommended settings, but the information will not be used to
identify or contact you.

To lgarn more shout Recommended setfings, read the Privacy Statement onfine.

e

") Recommended settings

Make Windows Media Player the default program for playing media, automatically download
usage rights and media information to update your media files, and send usage data from the
Player to Microsoft.

@ Custom settings
Customize privacy, playback, and online store settings,

e ————————————

2. Adjust the privacy options accordingly. Review the

screenshot, below, for my recommendations. Click
Next.
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i & Windows Media Player M1
. Select Privacy Options

) R4 Privacy Optians Privacy Statement
Enhanced Playback Experience
|| Display media information from the Internet

[7] Update music files by retrieving media information from the Internet

|| Download usage rights automatically when I play or sync a file

MNote: Medz information that i retrieved may not be in your Bngusgs,
Enhanced Content Provider Services

[} Send unique Player ID to content providers

Click Cookies to view or change privacy settings that affect cookies [: Eopies
Windows Media Player O Experi p Prog

[7]1 want to help make Microsoft software and services even better by sending

Player usage data to Microsoft

History

Store and display a list of recently ffrequently played:

7] Music [FlPictures 7] videa [ Playlists

Bk [ pet ]

3. Choose whether or not to make Windows Media

Player your default media player. Click Finish.
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s : b
¥ Windows Media Player ﬂ
e, Select the Default Music and Video Player
{
|
\
-\-__-"/
How do you want to use Windows Media Player?
() Make Windows Media Player the default music and video player
@) Choose the file types that Windows Mediz Player will play
ek [t ]

Your privacy is now protected when viewing and listening

to media.

3.5.2 Configuring Privacy after WMP11 is Set

Up

To configure privacy settings, after WMP11 is already set

up:
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2. a. Click on the Windows Media Player icon on the
Taskbar.
b. OR click the Start button, type Media, and click
Windows Media Player.)

G e -

3. On the Windows Media Player screen, Press the Alt

key, and click 7oo/s > Options...

(5] Windows Media Player
'L_.J_(_ L ¥ librare » Music.k Al ic Play
File 3
- e e
9 View » B S Sean
Play r = Title
Tools + Download 3
= Help 4 Apply media information changes
Show menu bar Ctri+M Plug-ins r
i 00-ludacris_- Akon, Colb: Opti
: phions...
|| 00-DJ Khaled-l |
1l Uﬂ-bust,a_rhyr| - Advanced »
a | 7] Music -t | Dance

4. Under the Privacytab, configure your privacy
settings. Review the screenshot, below, for my

recommendations. Click OK.
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erﬁons B

Payer | RpMusc | Devices | Bum | Pedfomance
Lbrary | Pugins | Privacy | Secuity | DVD | Network

Spedfy privacy settings

Read the privacy statement online
Enhanced Playback and Device Experience
[ Display media information from the Internet
[T Update music files by retrieving media info from the Internst
[ Download usage rights automatically when I play or sync a file
|¥] Automatically check if protected files need to be refreshed
[ 52t dock on devices automatically

Enhanced Content Provider Services

[ 5end unique Flayer ID to content providers

Click Cookies to view or change privacy settings )

that affect cookies. 3 et

Windows Media Player Customer Experience Improvement Program

DI want to help make Microsoft software and services even better by
sending Player usage data to Microsoft,

History

Store and display a list of recent/frequently played:
[ Music [ video
[T Fictures [T Playlists

Clear caches for CDs, DVDs, and devices.

[ ok || Cancel fony |
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Your privacy is now protected when viewing and listening
to media.



4 Windows 7’s New Features

Windows 7 is packed with a whole host of new features. In
this chapter, we’ll take a look at some of these new
features and how they can help you work more efficiently
on your computer. While this is not an exhaustive break
down of each feature, my hope is to both bring awareness
of what Windows 7 has to offer and inspire you to make

the most of what is available.

Some of these features are explained in more detail later
in this book.

4.1 Libraries

Libraries are special folders, which aggregate your current
media folders into one. For example: if you have three

video folders (e.g., Movies, TV Shows, and Camera Videos),
you can merge them into one, and have quick access to all

your files at once. Public folders will also be merged into
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your libraries so your whole network can have seamless
access to public files. This feature is particularly useful if
you have a home media server and want to access the

media on the server without navigating to mapped drives.

Figure 8 shows the Libraries view, which gives you quick

access to your documents, music, pictures, videos, and
more.

[ [ENET==)
@uv‘ =4 v Libraries » - | 153 || Searc 2l
Organize v New library - A @

450 Favorites 7 Libraries
Ji Recently Change| Open & library to see your files and arrange them by folder, date, and other properties,
Public IE =
BE Deskiop & Dlor.umants Aj Music
i Downloads - = Ly S Library
il Recent Places ot -
e ictures ideos
H.‘",-, Library MEl, Library
4 Libraries " -
.EI Documents
» =) Music %
' 4 ftems
e
\

Figure 8: Windows 7’s libraries

Figure 9 shows an example of a library, which contains two
different folders. A library can contain many folders from

different locations including network locations.
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Documents library Arrange by

Mame Date

@ RichsBackup 2/1 Iy Registration Entries 75,940 b
Figure 9: Libraries can contain many different folders

Type

8 PR Renitisbior Ert

4.2 AeroSnap and AeroPeek

AeroSnap and AeroPeek are two features, which help you
work more efficiently in Windows 7. Both features work
with Aero enabled; however, AeroPeek will not work if Aero
is disabled.

4.2.1 AeroSnap

AeroSnap is used to “dock” your windows to a side of the
screen. If you’ve ever wanted to compare two windows

side by side, this is the feature you’ve been waiting for.

Simply drag the window you are using to the left or right
hand side of the screen. The window will then “snap” to
that side of the screen, as shown in Figure 10. You can

also drag a window to the top of the screen to maximize it.
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® oo i Wi . .

pr_',. - v F_|' | =0 https://www.google.com/reader/view/user/-/state/com.google/reading

Emajl Calendar D:cljments F'h;t; Reader Sites Web more v

Google reader | || Allitems = [ieat
| EB Add & subscription All items
Hon}e Show: 0 new items - all items  Mark all as rea
All items
Starred ftems 27 » The people of your country and cultun
= Your stuff native tongue
(7% Shared itams » Translating a book that will reach hun
] * Access tothe latest versions of my b
Notes s
® A chance to polish up your language
Trends «iif s The same feeling | get by writing thes
Browse for stuff
People you follow i How Do | Apply?

Taiow persnHuiing Wil you: View To apply, comment below or email me: richf:

=IComment view
Sharing seftings » Current Languages
Subscrplions . | have the following languages volunteered fo
contact still):

» Persian

e Portuguese

» Spanish
Thank youl
Further Reading:

o Get the Windows Guides toolbar

izet FREE Windows Books (password: likefree)

Figure 10: AeroSnap “snaps” your windows to screen edges
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4.2.2 AeroPeek

AeroPeek helps you take a “peek” at your desktop by
moving the cursor to the bottom, right- hand side of the
screen. This feature helps you regain focus. I've not found
this feature as useful as AeroSnap, but | am sure the idea
will grow on me and | will find myself using it more often
as | become more familiar with it.Figure 11 shows an

example of AeroPeek in action.

i

........

Ble=Ea] eS|
Figure 11: AeroPeek lets you “peek” at your desktop
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4.3 Federated Search

Federated search is used to search beyond
the scope of your PC. Based upon
OpenSearch and RSS, you can search
remote repositories. You can create your

own connectors, which is very easy

Conrector

because of the standard format used by
OpenSearch. Figure 12 shows the Live Search connector
after installation; you can now use Live Search directly

from Windows Explorer.
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\Ju |; ¢ Rich » Searches » LiveSearch v|“:?| Sear
Organize «
W Favorites ! S hives
earcn Live searcn,
B Desktop " i
§ Downloads # 1
: Search Connector
15| Recent Places
0 Live Search .jo-, This Search Connector was successfully

== added to Windows.

= Libraries " .
oo " A shorteut was added to your Windows favorites.
|5 Documents

@ Music .—l

= QK

li=| Pictures e

E Videos 2 x x

# Thizs Search Connector will send searches to

http://searchilive.com

1% Computer

Figure 12: Use Federated Search connectors

4.4 Improvements in User Account

Control

One of Windows Vista’s most criticized features is User
Account Control (UAC.) Things need to be simple when
using your computer and UAC seemingly added a new

level of complexity that rarely helped the average user.
Yes, asking a user if they want to take a specific action

does add a level of security; however, if the user is clicking
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yes to everything, then this level of security becomes more
of a stumbling block.

Microsoft listened to users and has greatly improved UAC.
For example, the default user in Windows 7 (the one you
set up when you installed Windows) has the setting
enabled whereby self- made changes to Windows settings
do not need a prompt. However, changes made by
programs still need approval. Figure 13 shows the details
of this setting. With this setting, only warnings are given

when changes to the computer are requested by software.

Default - Notify me only when programs try to make
changes to my computer

& [Don't notify me when I make changes to Windowes
settings

{_1 Recommended if you use familiar programs and visit
familiar websites

Figure 13: Default UAC Setting
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To access UAC settings:

1. Click the Start button, type UAC, and click on
Change User Account Control Settings.

2. Currently, there are four options are offered when
deciding on the level of security set by UAC. These
options are range from Never notify to Always

notify.

Microsoft isn’t the only one that made changes; other
companies have built their software to work with UAC so
there will be fewer compatibility issues as Windows 7

matures as an operating system.

4.5 BitLocker To Go and Biometric

BitLocker encrypts your drives so others cannot access
them without a password. Two new and exciting features
in Windows 7 are BitLocker To Go and BitLocker Biometric.

The following is an explanation of both of these features:
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4.5.1 BitLocker To Go

BitLocker To Go encrypts the data on your portable media.
With an increasing number of key drives at our disposal,
loss of sensitive data is becoming more of a threat. In this
section, you’ll learn how to encrypt your thumb (flash)

drive with BitLocker To Go (Alternative: Encrypt your USB

Drive’s Data), how to verify that the data is encrypted, and

how to remove encryption from your drive.

4.5.1.1 Encrypting Your Thumb Drive
To encrypt your thumb drive:
1. Plug your thumb drive into a USB port.

2. Click the Start button, type BitLocker, and click on

Bitlocker Drive Encryption.
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3.

Next to your thumb drive icon, click Turn on
Bitlocker.

BitLocker Drive Encryption - Hard Disk Drives

Yy & B Turn On BitLocker
=

y” Off

BitLocker Drive Encryption - BitLocker To Go
r-uj_sf- RICH (E:) Turmn OFf BitLocker
Encrypting Manage BitLocker
If your thumb drive is compatible, BitLocker will

prepare it for encryption.

(/) b Bitlacker Drive Encryption (E)

Starting BitLocker

Please wait while Bitl ocker initializes the drive.

A, Do not remove your drive during BitLocker setup.

What are BitLocker's system requirements?

i Cancel
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5. Choose a password and click Continue.

Q Ly BitLocker Drive Encryption (E:)

Choose how you want to unlock this drive

[#] Use a password to unlock the drive
Type your password twice: It

=TT om

Tips for creating a strong password

[7] Use my smart card to unlock the drive ]

You will need to insert your smart card, The smart card PIN will be
required when you unlock the drive.

How do I use these options?

G|
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6. Either save your recovery key (used if you forget

your password) or print a copy of it.

==

@ L@ BitLocker Drive Encryption (E)

How do you want to store your recovery key?

If you forget your password or lose your smartcard, you can use your
recovery key to access your drive.

We recommended that you save your recovery key to a file and print it.

“» Save the recovery key to a file i

“* Print the recovery key

ﬁl Some settings are managed by your system administrator.

What is a recovery key?

MNext Cancel
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If you save the file, ensure the file is stored
somewhere safe.

w | 4| ]}

AL Rl FEDS TR A-1158-4215-AD35-804.25BBEEDE

type: | Text Files

re Save [

Click Next.

Mext H Cancel
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9. Confirm your chosen settings and password and

click Start Encrypting.

—

K3 ¢ Bittockes Drive Encryption (E)

Encrypt the drive

The selected drive s E:

You will be able to unlock this drive on computers running Windows using:

Encryption might take a while depending on the size of the drive,

¥ your drive is removable, do not remove the drive while encryption is in
progress,

Until encryption is complete your files will not be protected.

|— Start Encrypting J| Cancel

10. Your drive will now be encrypted.

Starting encryption

/1. Do not remove your drive until encryption begins.
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If you have a large thumb drive, this can take a long time.
P Ulves

Bitl ocker Drive Encryption prized access to any files

o use the computer
Encrypting... use your files,

ption before [ turn it on?
Drive E:11% Completed

m| ! Turn On Bitkocker

't Pause encryption before removing the drive or files on
the drive could be darmaged.

P ! .
._‘; 'f’ RICH (E:) Turn Off Bitl ocker
- Encrypting Manage BitLocker

4.5.1.2 Verifying That Your Data is Encrypted

When protecting your data or anything you own, it is
important to ensure the protection actually works. | took
my thumb drive out of the Windows 7 machine and put it
in a Vista machine. You should do the following too, to

ensure your data is protected.

Please note: If you check the drive in an older version of
Windows, you will need either XP SP3 or Vista SP1 (or
above) to read the encrypted drive. Other operating

systems will recognize the drive as an unformatted drive.



115 | 4 Windows 7’s New Features

To verify that your data is protected:

1. Put your thumb drive in another PC and try to open
the files. You should see a BitLocker setup file,
which shows BitLocker is not installed on the
computer you’re testing on. If you have BitLocker
installed on the machine, you will be prompted for

a password (see the next step.)

By Organize ~ ews + (@ Bumn

2. If you have BitLocker installed on the PC you are
testing on, you will be prompted for your
password. If it’s not installed, go ahead and install
it.
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L) 7 Bitkocker Drive Encryption (E:)

This drive is protected by BitLocker Drive Encryption

Type your password to unlock this drive

[T Sriow password characters a8 | typs them

lock on this computer from now on

Wi do | have to unlock

Unlock H Cam:r:LI

3. Enter your password to get to your data.

4.5.1.3 Removing BitLocker Encryption
If you would like to decrypt your drive:
1. Plug your thumb drive into a USB port.

2. Click the Start button, type BitLocker, and click on

Bitlocker Drive Encryption.
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3. Next to your thumb drive, click Turn Off BitLocker,
and click Decrypt Drive.

stored on the drves shown below, You are able to use the computer Wl

" BitLocker Drive Ercryption 2l
‘.'I . or
Turn Off BitLocker a

Bift Vour drive will be decrypted, This may take considerable time, You can monjtar
the status of your drive decryption.

Decrypt Drive ” Cancel J

BitLocker Drive Encryption - BitLocker To Go
L'_-'_.'__f'ff;:.-'? RICH (E:)

) Encrypting Manage BitLocker -

Turn Off BitLocker

4. You should be notified your data is decrypting (this

will take some time.)

BitLocker Diwve Encryption - BitLecker Ta Ga

o RICH(E)
Decrypting

5. Your drive is no longer encrypted.

Now you are familiar with Windows 7’s built- in feature,

BitLocker To Go, which helps you protect your data.
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4.5.2 BitLocker Biometric

BitLocker Biometric protects your computer by fingerprint
credentials. If you don’t have a fingerprint scanner on your
laptop, | am sure, by now, you’ve seen someone with a
laptop that has this functionality. BitLocker Biometric
provides native support for logon authentication for
Windows and also comes with an API software vendors can
use to protect access to programs. Expect to see more and
more programs using this feature. Figure 14 shows a list

of biometric devices attached to your computer.

Manage biometric devices

You can use a fingerprint reader to log on to Windows, Some programs also offer features that work with
biometrics.

Biometric Devices

UPEK Enrolled Manage your fingerprint data
TouchChip Fingerprint Coprocessor ...
Properties

Figure 14: List of Biometric devices

You can assign any finger when enrolling a biometric

device as shown in Figure 15.



119 | 4 Windows 7’s New Features

Click a button over a finger to start enrollment.

Figure 15: Assign a finger to your biometric device

BitLocker biometric looks to be an exciting feature that will
become more integral to our computing habits in the near

future.

4.6 The Windows HomeGroup

Setting up a home network can, at times, be complicated.

In the past, Windows XP and Vista haven’t done a great job
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at guiding you through the setup process. As the average
household has more than one computer these days (no
source, but I’'m just assuming this is the case), home
networking is becoming more of a mainstream need. With
PCs running Windows 7, a home network is easier to setup
and a lot more useful. HomeGroup makes it easier to
connect to other computers and devices on a wireless
home network, so you can share files, photos, music,
printers, and more throughout your home network.
HomeGroup is strictly a feature of Windows 7, so you’ll
need to have at least two PCs running Windows 7. Once
you've set up a HomeGroup, you can use the Network and
Sharing Center to choose what you share with other

HomeGroup members.

4.6.1 Set up Your HomeGroup

Figure 16 shows the location specification of the current
network you are connected to. When you select Home as
your network locationn (after connecting to your network),
Windows will start modifying settings to enable resource

sharing.
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Select a location forthe-ﬂetvmrk

This computer is connected to 2 network, Windows will automatically apply the correct
network settings based on the network’s location,

Home network

+ || Choose this fora home or similar location. You can participate in a homegroup,
and you can see other network computers,

Connecting to your network and applying settings...

Figure 16: Selecting the location of your network

After Windows prepares your network, you will be asked to
decide what you want to share on the network. Choose
from Pictures, Documents, Printers, Music, and Videos
(Figure 16.) When you click Create Now, your network will

be set up with the choices you made (Figure 17.)



Windows 7 - The Pocket Guide | 122

g 3
=

.
\J) &% Create aHomegroup

Share with other home computers running Windows 7
Your computer can share files and printers with other computers running Windows 7, and you can
stream media to devices using a homegroup. The homegroup is protected with a password, and

you'll slways be able to choose what you share with the group.

Tell me more shout homegroups

Select what you want ta share:

[ Pictures [] Documents
[¥] Music [¥] Printers '
[&] Videos

Net | [ Cancel

Figure 17: Selecting shared items for your HomeGroup

Now your HomeGroup is nearly set up. All you need is the
password, which allows other computers, running
Windows 7, to connect to your HomeGroup. Figure 18
shows the screen where you are given your password. You
can view this password whenever you need by going to the

Network and Sharing Center.
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- =

\.) &% Createa Homegroup

Use this password to add other computers to your homegroup
Before you can access files and printers located on other computers, add those computers to your

homegroup. You'll need the following password.

Write down this password:

na37/GrelBZ

Print password end instructions

¥ you ever forget your homegroup password, you can view or change it by opening HomeGroup in
Cantrol Panel,

How can other computers join my homegroup?

Finish

Figure 18: Your HomeGroup password

4.6.2 Joining Your HomeGroup with Another
PC

Now you’ve set up your HomeGroup, you can join other
computers to it. To join your current HomeGroup, go to

your second PC and:

1. Connect to the same network (wireless or wired) on
which the current Windows 7, HomeGroup- enabled

PC is connected.
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2. You will be prompted to join the HomeGroup. Click
Join Now.

Do you want to join a homegroup?

_has created a homegroup on your network,

A homegroup links computers on your home network so that you can

share pictures, music, videos, documents, and printers. The homegroup is B, j
protected with a password, and you'll always be able to choose what you -

share with the group.

B

|
f/‘!fv

L

Tell me more about homegroups

Change advanced shanng settings

Join now
3. Type in your HomeGroup password

Type your homegroup password

A password helps prevent unauthonized access to homegroup files and printers. You can get the
password from the person who set up your homegroup,

Where can 1 find the homegroup password?

Type the password:
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4. Now you can decide what you would like to share,
from your PC, on the HomeGroup

_ has created a homegroup that you can join

A homegroup links computers on your home network so that you can share pictures, music,

videos, documents, and printers. The homegroup is protected with a password, and you'll always
be able to choose what you share with the group.

Tell me more about homegroups

Select the libraries and devices you want to share with your homegroup:
B -

[¥] Music || Printers [ | ﬁ
. 4} <
[#] Videos . I

5. After sharing your files, your PC is now part of the
HomeGroup.

[¥] Pictures [F] Documents

You have joined the homegroup
You can begin accessing files and printers shared by other pecple in the homegroup.

How can access files and prnters on other computers?
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4.6.3 Accessing Files Shared on the
HomeGroup

To access files shared on your HomeGroup:

1. Open Windows Explorer (#+E.)

2. In the left- hand pane, you should now see your
HomeGroup files. Click on the links to access the
shared data.

w4 Libraries
[ =] Documents
o' Music

li=| Pictures

E Videos

2 Homegrou
i

(]

|5 Documents
& Music

|e=| Pictures

E Videos
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4.7 Device Stage

Device Stage is a new technology that helps you interact
with any compatible device connected to your computer.
Device Stage lets you see device status and run common

tasks. This a current list of products that take advantage

of Device Stage.

Device stage is designed to take the pain out of adding
new devices to your computer and have them working
almost instantly. Many people wonder why it is so hard to
recognize a device plugged into a machine. Simply put,
Windows cannot interact with all these devices instantly
because they all work differently; Windows needs drivers
for these devices to communicate with them properly.
Device stage will install drivers when you plug a new
device in or go out to Windows Update to get the
necessary files. | am very impressed with Device stage. |
plugged in my LG TV and not only did it recognize it as
such, but it changed my PC’s resolution to the TV’s native
resolution of 1920 x 1080 without me clicking the mouse

once.
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Essentially, device stage should alleviate the need for bulky
third- party applications that were required, in the past, to

access your devices.

4.8 Action Center

Windows Action Center is an improved version of Vista’s
Security Center. The action center alerts you to problems
with your PC and lets you know how you can resolve them.
Notifications are delivered through the notification area
(Figure 19.)
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2 important messages
3 total messages

Windows will install updates as scheduled
(Important)

View firewall options (Important)

fﬂl Back up your files

(Open Action Center

Figure 19: Action Center notifications

Figure 20 shows the action center, which gives you alerts

about virus protection settings, Windows update, and
more.
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Q\;, W » CoutndBaneh b Systecerail Sectity » Aot Cemer %2 | [ Search Conir

Control Panel Home .
Review recent messages and resolve problems

e Ao Come et Action Center has detected one or mare issues for you to review,
& Change User Account Contral

i Security ®
View archived messages

View pesformance information Network firewall (Important)

Windows Firewall and ESET Personal firewall both report that | View firewall options

they are turned off.

Turn off messages about network firewall

Maintenance 62

‘Windows will install updates as scheduled (Important)

Installing updates might cause your computer to restart, so please R
save your work. These updates will be installed at 3:00 AM 8/27/2009,
orthe next time you shut down your computer.

Turn off messages about Windows Update reminders

Back up your files )
SEr The last backup was cancelled. % Run backup now

Bk anel Kot Backup date: 8/26/2009 4:25 AM |
Westhonws ekt Tum off messages sbout Windows Backup

Windows Program

Compstibility Troubleshoot
Rl ot onteh If you dan't see your prablem listed, try one of these:

Figure 20: The Windows Action Center
The Action Center deals with both security and
maintenance.
4.8.1 Action Center - Security

The security section of the Action Center deals with anti-

virus software and spyware protection, firewall settings,

UAC, and more. This is your one- stop solution to ensuring
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your computer is secure. Figure 21 shows the settings that
are monitored.

MNetwork firewall Cn

@ Windows Firewall is actively protecting your computer,

Windows Update Mot automatic

Windows Update is set to checl with vou before downloading and installing updates.

Wirus protection Mot found

Windows did not find antivirus software on this computer,

Spyware and unwanted software protection Cn

B8 Windows Defender is actively protecting your computer,

Internét security settings QK

All Internet security settings are set to their recommended levels.

User Account Control On
UAC will notify when programs try to make changes to the computer.

Adjust UAC settings

MNetwork Access Protection Off
Metwark: Access Protection Agent service is not running

s Protection?

What is Metwerk Acc

Figure 21: Action Center - Security alerts

4.8.2 Action Center - Maintenance

In a similar fashion to the security section, the Action

Center also ensures your computer is maintained and
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deals with backup, updates, and more. Figure 22 shows

the areas the Maintenance section is responsible for.

Maintenance (]
Check for solutions to problem reports Cn

Check for solutiens | Privacy pelicy | Settings | View system histery
Windows Backup Mot set up

9 S&t up backup

Check forupdates Mo Action Needed
Windows Update does not require any action.

Help

Troubleshooting: System Maintenance Mo action needed

Windows is actively checking your system for maintenance problems.

Chang ibleshooting settings

Figure 22: Action Center - Maintenance alerts

4.8.3 Action Center - Troubleshooting

One great feature bundled with the Action Center is
troubleshooting. If you are having problems with your
computer, open the troubleshooting component and
Windows will run tests to determine why the problem

exists and how it can be fixed.
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To test the troubleshooter, | decided to let Windows find

out why | cannot run Aero in a virtual environment. To

troubleshoot a problem:

1. Click the Start button, type action, and click on

Action Center.

‘f | action

1@

2. Scroll down and click on 7roubleshooting.
I ‘ Trioublesho sHooting
Find and fix pru:rl::llems

3. Click Yes if you would like to get the latest

troubleshooting updates.

A\ Do you want the most up to date content available for troubleshoot...

By choosing yes, you will have access to the latest online troubleshooters and receive
nectifications for solutions to known problems.

Read the privacy statement online [ Yes | | No




Windows 7 - The Pocket Guide | 134

4. Locate the issue you are having (in this case:

Display Aero desktop effects.)
!L Appearance and Personalization

ﬁf’ Dizplay Aere desktop effects

5. Windows will now determine why you are having

the problem.

s E] Aero
Detecting problems
Checking video card capabilities...
=
Cancel
_
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6.

In this case, Windows determined | need to update
my drivers.

|
() B hero
Update the driver for yourvideo card

The current video card may support Aero if the video card driver that is compliant with the
Windows Display Oriver Model (WDDM). Contactthe video card vendor for the latest WDDM-
compliant driver for the video card,

Update video card driver

Nest | [ Cancel
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7. Windows may continue to detect problems.
=)
\_-/" ®| Aero
Detecting additional problems

Checking video card driver settings...

l Cencel |

8. Windows has found the exact problem: my graphics

card (a generic VMware card) is not compatible with
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Aero.
\.-/' B Acio
Troubleshooting could not fix the problem
Problems found
Video card driver doesn't support Aero effects Mot fixed ;3

% ECxplore additional options

< Close the troubleshooter

View detailed information

Cancel J

The Action Center is great and a move in the right
direction. Computers will never completely fix themselves,

but letting you know what the problem is helps greatly.

4.9 Internet Explorer 8

Internet Explorer 8 is Microsoft’s latest web browser,
which comes packed with many new features. Below is an
explanation of how to get IE8 up and running and a

breakdown of some of the best features.
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4.9.1 Configuring IE8 for the First Time
When you first launch IE8, you are presented with some

questions. I've put together a simple step by step and
explanation of the initial setup:

1. Click on the IE8 icon on the Taskbar.

2. You will see the initial setup screen. Click Next.

Set Up Windows Internet Explorer 8 .

Welcome to Internet Explorer 8

Internet Explorer 8 helps you use the Internet even faster than before,

New features like search suggestions retrieve information as you type,

and Accelerators let you preview online services just by pointing your
mouse at them.

Learn about these new features and how to manage their settings

Read the Internet Explorer Privacy Statement online

| Mext || Ask me later

3. Choose whether you want suggested sites or not.
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iz Up Windows Internet Explorer g

Turn on Suggested Sites

Do you want to discover websites you might like based on websites
you've visited?
Yes, turn on Suggested Sites

@ No, don'tturn on

Suggested Sites is an online service that uses your browsing history to make personalized
wehbsite suggestions, You can turn off Suggested Sites at any time.

Fead the Intemnet EBxplorer Privacy Statement online [ Back H Next H Cardl

4. | recommend choosing Custom Settings.
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Set Up Windows Internet Explorer @

Choose your settings

Before you get started, do you want to:
) Use express settings
Search provider: Live Search

Accelerators: Blog with Windows Live, Map with Live Search, E-miail with Windows Live,
Tranzlate with Live Search

Smart Screen Filter: Enabled
Compatibility View: Use updates

® Choose custom settings
Review and modify each setting individually,

Read the Internet Explorer Privacy Statement onling

l Back || Next ‘| Cancel

5. If you want a custom provider, click Show me a

webpage after setup to choose more search
providers.
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-

: Set Up Windows Internet Explorer & '

Choose a default search provider

Search providers enable you to search for information on the Internet.

Your current default search provider is: Live Search
7)  Keepmy current default search provider

@ Show me a webpage after setup to choose more search providers

Read the Internet Explorer Privacy Statement online | Back H Nedt H Canie) ]

6. If you want to set up more accelerators, click Show
me a webpage after setup to choose more

Accelerators.
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Set Up Windowe Intermet Explorer 8 =

Choose your Accelerators

Use Accelerators with text selected from a webpage to quickly map
addresses, define words and more,

Tell rne about Accelerators

Keep my current Acceleratars:
Blog with Windows Live, Map with Live Search, E-mail with Windows Live, Translate with
Live Search

@ Show me a webpage after setup to choose more Accelerators

(0 Tumn off all Accelerators that are included with Internet Explorer

Read the Internet Explorer Privacy Statement online

e e [

7. Smart Screen Filter helps protect you from

malicious websites.
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SetUp Windows Internet Explorer @

Turn on SmartScreen Filter

SmartScreen Filter can help protect you from malicious software,
fraudulent websites, and online phishing scams.
& ® Turn on SmartScreen Filter (recommended)

Some website adclresses will be sent to Microsoft to be checked. Information received
will not be used to personally identify you.

B © Turn off SmartScreen Filter
Website addresses will not be sent to Microsoft unless you choose to check them.,

Read the Intemet Explorer Privacy Statement online | Back H Mext H Eanpel

8. You can choose to use compatibility updates.
These updates make websites, designed for older

browsers, look better.
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-

| Set Up Windows Tnternet Explorer 8 =l

Compatibility Settings

Do you want to use Compatibility View updates?
@ Yes, Iwantto use updates

2 No, Idon't want to use updates

Compatibility View helps make websites designed for older browsers look better in
Internet Explorer 8, You can stop using Compatibility View updates at any time.

Read the Internet Explorer Privacy Statement online

I Back H Finish H Cancel

9. Click Finish and you are ready to go.

4.9.2 Web Slices

Web slices are used to save ‘snippets’ of your favorite web
pages and show you just the parts you want to see. These
can be really useful when you follow some websites that

are updated frequently. See the selection of Web Slices

here.
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An example of a Webslice: MSN News Slideshow:

[

8| http:fwaded msnocomyrssfed s

- , ';}5[& MSN Slideshow v] & | Suggested Sites v @ | Get More Add-ons

ideshow
— : What a Mess! Objects 5
Around Earth Stack Up I
Artist's rendition shows
> 12,000 pieces of space
N Slide: junk; satellites & more
3 Debris falling in Texas could i
CShE be from =atelite collizion £
iman Fes !
ed in Int
Subscnb
Slidesl
—_ 4¢ -
-

4.9.3 Accelerators

Accelerators help you perform common tasks, such as
online search and mapping, with ease. Download

accelerators here and install the ones you want to use.

Then, when you are browsing, simply highlight some text

and click the accelerator arrow to perform a task.
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I top Windows Defender Running in

Blog with Windows Live
E-mail with Windows Live
Map with Live Search
Search with Live Search

Translate with Live Search

All Accelerators k
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Adding new accelerators is easy; click the accelerator you
want and click Add.

(Red Accetorator

H'H Do you want to add this Accelerator?

MHame: 'Share on Facebook”
From www_ieaddons. com
Destingtion: www facebook com
Categony; Share Accelerator

[] Mk this my default pravider for this Accelerstor Categony

[ Add J | Cancel

| : Accelerstor names can be misleading, Only add Accelerstors from
! websites you frust.

4.9.4 Quick Tabs

Quick tabs show you all currently open tabs at a glance to

help you select the page you need.
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~;z. Abaut | Windo.,, | & Windows Tool... | & Windows Foru.. | & Competitions |, | & Best Windo... X i v B v 2 @ v Pagev Safety Too

About | Windows Teols, Help & Guides % Windows Tools, Help-& Guides| Seven, .. X Windows Forums - Index page x

4.9.5 Improved Search

Search has been greatly improved, with smart suggestions
and even inline search (absence of a pop- up search

window)—a feature I've taken for granted in Firefox.

Enter your query in the search bar and receive customized
results and suggestions depending on the current search

engine in use.
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|| £ £~
Lrve Search S'Ji_ngE.tIDI'IE
windews togls
B Histony
B Windows Tools, Help & Guides | Seven, Vista,..,

22| Find...

Inline search helps you find the key phrases you are

looking for, without the hassle of a pop- up search box.

x Fm(l:‘windnw: | Previaus Nextl E Cptions ~ | 7 matches

[' _j Enter e-mail address
= 4"."
¢y Home % BestOf [ Fonts @ Freeware W lcons 4 savers (1A Wallpaper
| About =
Windows
Windows Guides is designed to help you customize Windows Vista or XP. Learn how to clstomize @ Abbiit
laoks, improve performance, and enhance usability. Join the community and learn mare. =
& Announce

4.9.6 InPrivate Browsing

InPrivate Browsing helps prevent Internet Explorer from
storing data about your browsing session. This includes

cookies, temporary Internet files, history, and other data.
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Toolbars and extensions are disabled by default.
@ Best Windows Freebies and Guides 10 [January 2009] | Best of

@U - m.ﬂr http:/ ‘mintywhite.com/tech/be

4.9.7 Automatic Crash Recovery

If IE8 crashes while you are using it, you won’t lose your
current tabs; IE8 recovers your browsing session

automatically.

~,

ﬁ‘l‘"lrlf‘lﬂmﬂ"i Internet Elcr:;férer @
Your last browsing session closed unexpectedly
< Restore your last session

Reopens all tabs that were open when your browser
closzed.

< Go to your home page
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4.10 Geographic Location

Many programs in Windows 7, such as Firefox, will utilize
your geographic location. This location will be used in a
variety of ways including letting people know where you

are when you send emails and take pictures, etc.
To set your default geographic location:

1. Click the Start button, type /oc, and click on Default
Location.
2. From this screen, you can set your default location

settings.
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-
=5 ]

@Qv“}? <« Default Location - | +3 | | Search Control Panel el |

-

Enter a default location F

You can provide a default location for programs to use when a location senser, such as a GPS receiver, is not
| available. This location can be used by all programs and users on this computer.

How is my privacy affected?

Zip/Postal code: 98989

T

Country/Region: |United States |

A~ More options |

Enter your address to give programs a more precise location.

Address1: 123 minty lane
Address 2:
City: Minty White Land

State/Province: m

PR - il "

% Deiete information Cancel ” B apply |

3. When you are done, click Apply.

Now you are ready for maximum utilization as more

location- aware programs and services are released.
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4.11 Conclusion

Windows 7 has some excellent new features. Yes, there are
even more new features than | previously listed in this
chapter; however, | feel ones I’ve covered are the most

exciting and useful.

Windows 7 is Microsoft’s best operating system to date; |

am in no doubt about this statement. The future is bright.



5 System Maintenance and

Management

Just like any car, Windows needs to be maintained and
cleaned frequently. Whenever | work on someone’s
computer, | have a check list of things | like to do to
ensure | won’t be working on the same computer anytime

soon.

Anyone can maintain their computer; they just have to
learn how. In this chapter you’ll learn some basic tips and
about some tools to use—to ensure your computer

becomes/remains clutter free and does not get sluggish.
5.1 Automatically Delete Temporary

Files

The Windows Disk Cleanup Wizard will delete your

temporary files, but only if they are over a week old. To
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create a simple batch script that will clean up your
temporary directories:

5.1.1 Create the Batch File

Open Notepad and type (ensure you have two lines as

shown below):

cd C:\Users\%username%\AppData\Local
rmdir /S /Q Temp

| New Text Becument - Notepad
File Edit Format View Help

cd C:\Users\%username%'\AppData‘Local
rmdir /5 /Q Temp

Save the file as cleantemp.bat
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cleantemp.oa
L

Now double click on the file, you created, to remove your

temporary files and free up space on your computer.

If this doesn’t work and gives an access error, try replacing
%username% with you windows login username.

5.1.2 Automate the Process

To automate this process:

1. Right click on the batch file you created and click
create shortcut.
2. Place the shortcut in your startup folder in the start

menu (Customize Your Start Menu.)

3. Now when you log in to Windows 7, your temporary

files will be deleted.



157 | 5 System Maintenance and Management

5.2 Clean up Windows

Cleaning up Windows can be a tedious task as there are so
many temporary and unused files stored everywhere.
Manual cleaning may be more thorough, but would take

hours. Luckily there are two programs suited to this job.

The first of these two programs is the well known
CCleaner. CCleaner is a freeware system optimization,
privacy and cleaning tool. It removes unused files from
your system—allowing Windows to run faster and freeing
up valuable hard disk space. It also cleans traces of your
online activities such as your Internet history. Additionally

it contains a fully featured registry cleaner.

Another program | use frequently is Advanced SystemCare
Free (ASC.) ASC is a comprehensive PC- care utility that has
a one- click approach to helping protect, repair and

optimize your PC.

| prefer ASC but CCleaner is great too. You do not need
both of these programs; one of these programs is

adequate.
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5.3 Remove Entries from Add/Remove

Programs

There may be several reasons for removing certain
programs from the add/remove programs list. One reason
may be that you have no intention of removing some
programs and they are cluttering the list—or you may want
to remove that net monitoring program so your kids can’t
remove it. In this section you will learn how to remove

these programs.

| recommend you back up the Windows Registry before

doing this.

1. Open the Registry Editor (Appendix D: Launch

Windows Registry Editor.)

2. Scroll to the following entry:

HKEY_LOCAL_MACHINE\Software\Microsoft\Windows\Curr

entVersion\Uninstall
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ﬁ Registry Editor
Eile: Edit VYiew Faverites Help

| ..... L. ThemeManager .
Themes

i Uninstall
(FEZFEA2C-106E-4210

..... ) AddressBook

----- Connection Manager

----- DirectDrawEx

..... DXM_Runtime

..... Fonteore

----- IE40

..... [E4Data

..... b IESBAKEX

----- | [EData

..... MobileOpticnPack

..... MPlayer2

- SchedulingAgent
----- WIC

3. In the left pane are the programs (some
represented by numbers and letters, and some by
their name) and in the right pane you can see the
display name.

4. Find the key that corresponds to the program you
want to hide. Click the key in the left pane and click
File > Export.
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i e S P T
v | MPlawesd | _|| =

..} Schel Expand
L WIC| e b
e URL | Find...
L UserPict
| WebChe  Delete
Window| Fename
L Window|
Window| Export
L waneuT | Permissions... I._
MACHINE: St Copy Key Name B

5. Choose a name for the file and save it. (This will
allow you to restore the key when you want to

uninstall the program.)

File name: EBackupMPlayerrag| - Save |

Save as type |Hegist|ation Files {"rea) v] | Cancel |

6. Now the key is backed up, you can delete the key
by right clicking on it and choosing De/ete.

7. Restore the key by double clicking on the reg file
you saved in step 5.
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5.4 Remove Unwanted Software

| advise you to browse your add/remove programs list and
weed out any software you do not use. This will free up

hard drive space and cut down clutter on your PC.

If you have a newer PC, there may be a lot of trial software,
coined “bloatware”. The PC Decrapifier is designed to
remove a specific list unwanted software in an unattended
fashion. The PC does not need to be new; however, the
older the PC is, the less likely it will have any of the

software it can detect.

Simply download PC Decrapifier, and run the EXE. There is
no installation necessary. If you have anti- virus software
installed, it may complain about this program; these

warnings can be safely ignored.

When it runs, you will be presented with a wizard- style

dialog box that steps you through the entire process.

You will be able to pick and choose what programs you
want to remove. The program will not remove anything,

without prompting you first.
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Click the NMextbutton and it will begin cleaning your PC. If
it does not find anything, a pop- up box will notify you of

this and the program will exit and not modify your PC.

5.5 Disable Memory Dump Files and
Save HDD Space

If your computer crashes, it will create a dump file. From
this dump file you can diagnose the source of the problem.
It is unlikely you will need this file; if you do, you can
always turn the option back on. This section will show you
how to save space by disabling memory dump files in
Windows 7.

1. Click Start and click Contro/ Panel.

2. Type Advanced in the search box.

3. Click on View advanced system settings in the
search results.

By System
L& At

Configure advanced user profile properties

’u.l'r Ve SuvVAREed SYSTem SE A0S

4. Under Startup and Recovery, click Settings.
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Startup and Recovery

System startup, system failure, and debugging information

| Settings... |

5. In the Write debugging information drop down,
click (none)and click OK.
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Startup and Recovery

—

System failure
[]write an‘event to the system
Automatically restart

Write debugging information

System startup

Default operating system:

| Windows 7 -
[] Time to display list of operating systeme: 35_'_3-' seconds
[ Time to display recovery options when needed: ;- 20 _:“. seconds

log

[(oone)

Bomp Hle:

| #6SystemRoot S MEMORY . OMP |

V| Diiervirite any existing file

useless information.

You will now save space and not store (possibly)
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5.6 Shrink/Extend a Partition on Your

Hard Drive

If you use multiple partitions on your hard drive, you may
want to shrink or extend one of them—after realizing you
want more space on another one of the partitions. (Create

a New Partition.)

1. Click the Start button, right click on Computer, and
click Manage (the Computer Management Console

will load.)

Open

%]
Control & Wikage

Map Metwork Drive.,
Pevice
EAEe Bisconnect Metwork Dnive..,

Default Show on Desktop

Rename

Help.an
Properties
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2. In the left pane, click Storage > Disk Management.

& Computer Management (Local
4 i} System Tools
fs I:Ej Task Scheduler
fd] Event Viewer
b @a| Shared Folders
% Local Users and Groups
(&) Performance
g Device Manager
4 =8 Storage
= Disk Management
. T Services and Applications

3. All disks and partitions will display. To shrink a
partition, right click on the partition and choose
Shrink Volume.

Disk 0 B
Basic !. (G e | Open
16,00 GB 16,00 GB NTFS i ] Explors
Online ;' Healthy (System, Boot, Page Filg)
3 | Mark Partition as Active =
=4CD-ROM O Change Drive Letter and Paths,.,
LR Fermat
Mo Media Evtend Vol
wtend Yolume..,
Shrink Yelume,,
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4. Enter the amount of space, to shrink by, in MB.

Querying Shrink Space
Guenving volume for avaiable shrink space, please walt
Shrink C: .
Total size before shrnk in MB 158382
Size of available shrink space in MEB: 1B552
Enter the amount of space to shrnk in MEB: 124 =
Tatal size after shrink in ME; ;15355

Size of available shink space can be restricted f snapshots or pagefiles
ars enabled on the volums.

I Shink; ] | Cancel

If you would like to extend a partition, you will need to
make sure there is empty space available behind the
partition. Then go back to step 4 and instead click Extend

Volume.
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5.7 Schedule Defragmentation

Defragmentation helps speed up access to data on your
drive. In this section, you’ll learn how to schedule
defragmentation so you don’t have to worry about

ensuring your drive is defragmented.

5.9.1 What does “Defragment” mean?

When you constantly add and delete files on your hard

drive, they become fragmented.

Think of this as follows: You have a library full of
collections of books. Each of these collections represents a
file on your hard drive. You take one book from the
collection and put some sticky notes in the book and make
it too big to fit back on the shelf-so you put it on the end.
Every now and then you get a new book for a collection;
these too need to go on the end of the shelf. You sell a
collection and buy a bigger one to replace it.
Unfortunately, the whole collection doesn’t fit in the
recently made space so you put half in the space and half

at the end of the shelf. You do this for years and you have
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a mess on your hands. Defragmenting “re- orders your
book collections” in terms of your data, and makes access
to them a lot easier.

5.9.2 Setting up Scheduled Defragmentation

Setting up scheduled defrags is easy:

1. Click the Start button, type defrag, and click Disk

Defragmenter.

| defrag|

@ ® =

2. Click Configure schedule.

Ej Disk Defragmenter l‘:' e &

=+ Disk Defragmenter consolidates fragmented files on your computer's hard disk to improve system
« performance. el me more zbout Disk Defragmenter]

Schedule:

Scheduled defragmentation is turned on | “}‘ Configure schedule.,, I
Run at1:00 AM every Wednesday

3. Choose a time when your computer is turned on,

but you are not using it.
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-

Disk Defragmenter: Modify Schedule : EE
’“fuli Disk defragmenter schedule configuration:
¥ Run on a schedule (recommended)
Frequency: IWeekIy - |
Day: IThursda},r x |
Time; |00 AM v
Disks: [ Select disks.. |
‘ oK ‘ ‘ Cancel |
h, p

4. Click OKand Close to save your settings

Your disk will now be defragmented regularly.

5.8 Take Charge of Automatic Updates

If you leave your computer on overnight, you may find you
come back in the morning to find all your programs closed

and that download, you were waiting for, canceled. Likely,
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automatic updates restarted your computer or you had a
short power outage. In this section, we’ll blame automatic

updates and learn how to disable automatic installation of

the updates.

Automatic updates will let you choose different options:

e Install updates automatically.
e Download updates but let me choose whether to

install them.
e Check for updates but let me choose whether to

download and install them.

e Never check for updates.

To configure automatic updates:

1. Click the Start button and click Contro/ Panel.
2. Click System and Security.

. System and Security
9 Feview your computer’s status

Back up vour computer

Find and fix problems
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3. Click Turn automatic updating on or off.

|ssp Windows Update

‘-..._'l Turn automatic-Updating on or off

4. Choose your preferred method of updating your

computer.

Important updates

Check for es but let me-choose whether ta download and install them

|Install updates automatically (recommended)

Download updates but let me choose whether to install them
Check for updates but let me choose whether to download and install them
Hicdban Mever check for updates (not recommended)

[¥] Receive recommended updates the same way you receive important updates

Whocan inztall updates

[ Allow stanclarel users to install updates on this computer

Featured update notifications

[¥] Motify me when featured updates are available for downloading

Mote: Windows Update might update jtzelf automatically first when checking for other updates. Read our
privacy statement onling,

5. Click OK.

Now, when updates are available, you will not necessarily
have to install them instantly.



6 Increase Performance

Windows runs pretty well on its own. | am very impressed
by how well Windows 7 works out of the box, but there are

still a few things you can do to improve performance.

| could write many books on all the tweaks you can apply;
however, in this chapter | will focus on the key things you
can do to get the most performance out of doing the least

work.

As always, | recommend you make backups before making

major changes to your system:

Appendix C: Create a System Restore Point

Appendix E: Back up the Windows Registry

Back up Your Data
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6.1 Reduce Boot Time

Does your computer boot slowly? If you shut your
computer down regularly, this can be a real pain. Anything
more than about 45 seconds tests my patience and I've
used computers that take well over five minutes to boot

(really, not kidding.)

There are three easy things you can do to improve boot

time:

e Remove unnecessary startup programs.
e Delay non- essential programs on startup.

e Remove Spyware.

In this section, you will learn how to do the first two of

these tasks.

6.1.1 Use Startup Delayer to Reduce Boot Time

Some programs need to start right away,

f| like your dock or your antivirus

startdelay V..
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program. Some programs can wait; for example:

Messenger programs, etc.

With StartUp Delayer, you can set programs to start up in

defined intervals, which will smooth the startup process
considerably. The program also acts as a startup manager,
allowing you to uncheck programs you don’t want to run

at all.

Figure 23 shows Startup delayer’s interface, which lets you
drag programs to the delay area. Once in the delay area,
you can define how long to wait before these programs

start.
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R ﬁ"

File Actions Langusge Help

7SOV

Filter &8 All Users + Rich

~ Dela Path

00:00:43 C:\Program Files\WMware\WMware To...
WIiEl Vidware User Process 00:00:20 C:\Program Files\WVMware\WMware To...

|Launch Delay: 43 seconds

Figure 23: Startup Delayer's interface

After testing this software on my Windows 7 Ultimate
laptop (Core Duo 2 GHz, 3 GB ram), | managed to get a
complete startup time (boot to functionality) in 28 seconds
(originally 41)... not bad. | have done other things to tweak

my laptop, but this is still a real improvement.
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6.2 Rate and Improve Your Computer’s

Performance

Like Windows Vista, Windows 7 comes with a performance
rating tool, which rates your system and then gives you
tips on improving it. In this section, you’ll learn how to use
Windows 7’s Performance Information Tools to rate your

system.
To rate your system:

1. Click the Start button, type perf, and click on
Performance Information and Tools.

2. Click on Rate this computer and let the tests run.

Rate and improve your computer's performance

The Windows Experience Index assesses key system components on a scale of L0t 7.9

Your Windows Experience Index has not yet been established. | 'u.y'Ratethis computer |

Windows will now rate your computer. This rating can take

up to 20 minutes (Figure 24.)
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= Windows Experience Index ==

This might take a few minutes. Your screen might flash
during the rating.

Running the Direct3D 9 Aero £

Cancel

Figure 24: Rating Computer Performance

After the test is complete, Windows will offer suggestions
on how to improve your computer’s performance (Figure
25.)

Rate and improve your computer's performance

The Windows Experience Index assesses key system components onascale of 1.0te 7.9,

Component What is rated Subscore Base score

Processor: Calculations per second 51

Memory (RAM): Memory operations per second 51

hi Desktop performance for

L Windows Aero a2

Gaming graphics: E?Eh;?gle;es:;::ﬂga,ann;ng 3.0 Determined by
grap P lowest subscore

Primary hard disk: Disk data transfer rate 52

Figure 25: Windows Scores Your Computer Based on

Performance
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6.3 Enhance SATA Disk Performance

You can improve the performance of your SATA hard drive

by enhancing write caching.

If you are not sure whether or not you have an SATA drive

in your computer, please check with your manufacturer.

A quick warning: If you turn this setting on and your
computer is not connected to a battery backup, losing
power increases you risk of data loss or corruption. If you
are using a laptop, the chances of this are unlikely as you
have a battery in the laptop that will act as a power source

if there is an outage.
To enhance SATA drive performance:

1. Click on the Start Button, type devin the search

box, and click Device Manager.

=4 Device Manager
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2. Click on the + Next to Disk Drives

.—_| (g Disk drives

-y Hitachi HT5542525K95A00 ATA Device
pe MemeryStickd Device

CM Mimsniren

3. Right click on your hard drive and click Properties.

=" Disk drives

L ! il in o~ B -

gy Men Update Driver Software...
) | ! Uninstall
K Dicplay i
| isplay i
!"1‘:.; D‘u’Dx’CD! Scan for hardware changes
I:!g'ﬁ Human =
Properties
|y IDEATA

4, Click the Policies tab and check Enable advanced
performance (Note: this option may not be

available for your drive.)

|| Enable write caching on the disk

This setting improves disk pefomance, but a power outage or
equipment failure might result in data loss or comuption.

|¥] Enable advanced performance

Recommended only for disks with & backup power supply.
This setting further improves disk performance, but t also
increases the rsk of data loss § the disk loses power.
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5. Now click OKand close Device Manager.

6.4 Speed up Your External Hard Drives

The default setting in Windows 7 disables write caching for
external drives. This is done so that you can remove an
external drive at any time without data loss. If you are
willing to eject your drive each time using Safely Remove
Hardware, you can increase the performance of your

external hard drives by enabling write caching.

To turn write caching on and activate advanced

performance:

1. Click on the Start Button, type devin the search

box, and click Device Manager.

=4 Device Manager

2. Click on the + Next to Disk Drives.
5%-'"1.41 Dizk drives

o Hitachi HT5542525K95A00 ATA Device
iy MernoryStickd Device

L o e



Windows 7 - The Pocket Guide | 182
3. Right click on your external hard drive and click
Propetrties.

=y Disk drives
Hitachi HTS542525Ka5A00 ATA Device

1._1 Memur}rSt' U!:rciate Drver Software...
. gy D1 Devic Disable
- B Display adapti Uninstall
mé DVD/CO-ROM
EEE;' Mianandited Scan for hardware changes
- IDE ATAJATA O

i@ IEEE1394 Bus

4. Click the Policies tab and click Optimize for

performance.

[¥] Enable write caching on the device
Improves system performance by enabling write caching on the
device, but @ power outage or equipment failure might result in data
|oss or comuption.

[#] Tum off Windows write-cache buffer flushing on the device
To prevent data loss, do not select this check box unless the
device has a separste power supply that allows the device to
flush its buffer in case of power failure.
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5. If available, check: Enable write caching on the
device and Turn off Windows write- cache buffer
flushing on the device.

Click OK.

Reboot your computer to apply changes.

6.5 Use ReadyBoost to Speed up

Programs

Using Windows ReadyBoost is a great way to improve the
performance of your computer when doing your day- to-

day tasks.

6.4.1 What is ReadyBoost?

ReadyBoost uses a USB thumb drive to create an extra
cache of the most commonly used data, which is quickly

accessible when needed. Microsoft’s website states:

Windows ReadyBoost [is] a new concept in adding
memory to a system. You can use non- volatile
flash memory, such as that on a universal serial

bus (USB) flash drive, to improve performance
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without having to add additional memory "under
the hood."

Source

6.4.2 How Does ReadyBoost Work?

Solid state memory (what your USB drive uses) has
excellent transfer speeds; therefore, it can be used to

store and access data that is needed quickly.

Windows 7 ReadyBoost uses the USB thumb drive as an
extra cache between the processor and the hard disk.

Unlike RAM, the data is stored on your thumb drive and
can be used next time you use your computer—a great
time saver if you use many different programs and run

many of them simultaneously.
6.4.3 What are the Requirements for
ReadyBoost?

For a USB thumb drive to be compatible, it needs to have a

minimum of 256 MB free space. Most modern USB thumb
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drives will meet the space and speed requirements of
ReadyBoost.

6.4.4 How Can | get ReadyBoost Working for
Me?

To enable ReadyBoost:

1. Put your USB thumb drive into a USB port on your

computer.
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2. When the AutoPlay menu appears, click Speed up
my System with Windows ReadyBoost.

_ RICH (E)
.

[7] Always do this for pictures:

Pictures cpticns

TQJ Import Pictures and Videos

sy A =
Lising Windows

View pictures
] VPl
= sing Windaolys

General options

Lsing Windows Explorer

% |dse thiz drive for backup

using Wincows B 0

L Open folder to view files

P

‘ 1\ Speedupmy system ;
M usng Windotis ReadyBoast :

View more AutoPlay options in Contrel Penel

3. Select your device and specify how much of the
drive you want to use for ReadyBoost. | recommend
using a full USB drive. (TIP: match the size of your
drive to the amount of RAM you have in your
computer. i.e., With 4GB RAM, use a 4GB thumb
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drive.)
| Gemeral | Toos | Hardware | Sharing
ReadyBoost | Marton Ghost | Customize

) Lj Speed up your system by utllizing the available space

=

on this device.

1 Do not use this device,

Space to reserve for system speed:

0 7190 (5] me

While the device is being used for system speed the
reserved space will not be available for file storage.

Windows recommends reserving 7190 ME for
optimal performance.

Please read our privacy statement {online]}

o J[ e ]|

Apply

l

4. Click OK. Don’t expect miracles—but stick with it

and your computer will begin to perform more

efficiently.



Windows 7 - The Pocket Guide | 188

6.6 Make Windows Shut Down Faster

As you install programs on your computer, it slows down—
we all know that. However, what you may not know is that
the programs install services. Windows is “kind” enough to
patiently wait for these services to stop when you shut
down your computer; however, if you have all your work

saved, there is no need to wait.
Decrease the time it takes for Windows to shut down by:

1. Open the Registry Editor (Appendix D: Launch

Windows Reqistry Editor.)

2. You will see a screen like the one below. In the left

menu, navigate to:
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HKEY_LOCAL_MACHINE\SYSTEM\ CurrentControlSet\Control

»
@’ Registry Editar
File Edit View Favorites Help

4 {8 Computer || Name Type Ddta
1 1 HKEY_CLASSES ROOT ab) (Default REG.SZ (value n
vy HREY_CURRENTUSER | | gl g0 otpriverFlags  REG_DWORD 0000000
o HK?C—E;’;U‘;:E]ELMHINE "|| stlcurrentuser  ReG.sz USERNA
. HARONARE ab|FirmwareBootD... REG_SZ multi{0)
e J. AN _E!’_]Preshutdown()r... REG_MULTI 52 wuauser
": SECURITY ab|SenviceControl..  REG_EXPAND_SZ Fosystern
... SOFTWARE ab|SystemBootDevi... REG_SZ muli(0)
4.}l SYSTEM E‘_’\ijstemStartOpti... REG_SZ MNOEXEC
b} ControlSetonl ab|WitToKillServic... REG_SZ 4000
oy ControlSetd02
a - CurrentControlSet
41l Control
J ACPI

3. In the right pane you will see a key called
WaitToKillServiceTimeout, with a default value of
12000 (12 seconds.)

4. Right click on the key and click Mod/fy...

T_T\i_‘_'r"JLI:IIIJLﬂILUrJLIUII'; (RN LR s T
Ak : S — e S

. Modify...
Modify Binary Data...

Delete

Hename
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5. Change the value from 72000 to 4000.

-

Edit String e |

Value name:
Waj-TTo-l‘GlI-Sa"u'ic.e'l-'l-rnemt

Yalue data:
4000

ok || Cancel |
—— —_ i

6. This can potentially reduce your shut down time by

8 seconds.

Please note: | do not advise setting this value to less than
four seconds because some programs need a few seconds
to close and you increase the chance of data loss by

setting this value any lower.

6.7 Run Memory Diagnostic Tool

Memory (RAM) can become corrupted and not work

properly. Usually, a replacement is needed to fix the
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problem, but before you replace your hardware, you
should use the Windows Memory Diagnostic tool. This tool

is available in both Windows Vista and 7.
To run Windows Memory Diagnostic:

1. Click the Start button, type mem, and click on
Windows Memory Diagnostic.
2. When the Windows Memory Diagnostic screen

loads, click Restart now and check for problems.
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(3] Windows Memory Diagnostic | 2

Check your computer for memory problems
Llig

Memory problems can cause your computer to lose information
or stop working. How does Windows diagnose memory

problems?

# Restart now and check for problems

(recommended)

Save your work and close any open pregrams before
restarting.

% Check for problems the next time I start my
computer

3. You computer will restart.

~ Shutting down...

4. The memory diagnostic will run and can take some

time (up to an hour.)
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Windows Memory Diagnostics Tool

5 5T711 runnming. P1

windows will restart the computer automatically. Test results will be
displayed again after you log on.

Starting Windows
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After sharing this feature with Windows Vista users, many
of them reported a more responsive system after the test

and | expect the same results with Windows 7.



7 Customize Your Start Menu and

Desktop

The start menu and your desktop are two of the most
commonly used elements of Windows 7. Customizing both
of them can make your computing experience more
enjoyable and productive. In this chapter, you’ll learn how
to customize and improve your start menu; you’ll also
learn how to customize your taskbar, system tray, desktop

icons, themes, and color scheme.

When you are done customizing, you can move to the next

chapter and learn how to save your settings as a theme.

Remember, more is less with customization, so you don’t
need to follow this chapter completely. Use this chapter to

inspire you to add the finishing touches to your system.
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7.1 Customize Your Start Menu

The Windows Start Menu is notoriously bloated and often
confusing—even in Windows 7. There are a couple of ways
you can customize your start menu to restore order. The
first is to customize the right- hand panel and the second

is to organize the programs folder.

7.1.1 Customizing the Right- hand Panel

1. Right click on the Start button and click Properties.

Properties

Open Windows Explorer

2. On the Start Menu tab, click the Customize...

button.

k. Taskbar and Start Menu Properties

| Taskbar | Start Menu | Toolbars |
To customize how links, icons, and menus look and Customize,

behave in the Start menu, didk Customize,

Here you can change what shows up in the right section of
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the start menu (Figure 26.) If you don’t use your Music

folder, why have it linked there?
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-

Customize Start Menu m

You can customize how links, icons, and menus look and behave on the
Start menu.

Dcorpue 5
@ Display a5 a link _|
(71 Display as a menu i
(71 Don't display this item i
[@] connect To LS
I Control Panel
@ Display as a link
7 Display as a menu
(71 Don't display this item
|| Default Programs
[7] Devices and Printers
"} Documents
@ Display as alink
(") Display as a menu
() Don't display this item
& Downloads
(™) Display as alink g

Start menu size
Mumber of recent programs to display:

Mumber of recent items to display in Jump Lists: ET:_:?

Use Defauit Settings | I T

Figure 26: Customize the Right- Hand Panel
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7.1.2 Customizing the Programs List

After installing a few programs, your start menu can get
cluttered. To reduce the number of folders in the left part

of the menu, consider using folders like ‘Media’, ‘Internet

etc. To customize your Start Menu:

1. Click the Start button.
2. Right click on Programs and click Open All
Users / Open (you’ll need to edit both.)

m- | Open

@ A Properties

. | Open All Users
|. } JI:I|.||.|_|UHP-LI'IIF!‘

| Segrch programs and files L |

Once in the Windows Explorer window, you can rename
folders and put links together as you please. | usually
delete the shortcuts to readme files, help files, and
uninstall links as these can all be accessed from other

places and | rarely use them.
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Before:
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1-Zip 2/7/200911:57 AM  File Folder
Accessories 2/24/2003 %:57 PM  File Folder
. Acronis 2/7/200911:51 AM File Folder

Administrative Tools 2/7/200912:03 PM File Folder
Advanced SystemCare 3 2/7/2009 11:58 AM File Folder
AeroSnap 2/15/200911:38 AM  File Folder
. Broderbund 2/B/20091:07 AM File Folder
| BulkImage Downloader  2/16/2009 9:32 AM  File Folder

Canon MX700 series 2/8/200912:17 AM  File Folder

\! Cheetah Burner 2/7/200911:58 AM  File Folder
L. ClockMaker 2/18/2009 8:09 PM File Folder
1) Driver Magician 2/7/200912:15 PM File Folder
Elaborate Bytes 2/7/2009 11:54 AM File Folder
ESET 2/7/200912:40 PM File Folder
Extras and Upgrades 1/20/2008 7:43 PM File Folder
| Foxit Reader 2/7/200912:04 PM File Folder
Games 1/20/2008 7:43 PM File Folder
Ll Gtk+ 2/7/200812:24 PM File Folder
L. Tlium Software 2/7/200912:02 PM File Folder
1! Insofta Cover Comma...  2/9/2009 4:16 PM File Folder
Instant Eyedropper 2/7/2009 12:08 PM File Folder
iTunes 2/7/200912:12 PM File Folder
./ Maintenance 11/2/2006 5:56 AM  File Folder
| Microsoft Office 2/7/200912:03 PM File Folder
Microsoft Visual Studi...  2/7/200811:58 AM  File Folder
Mozilla Firefox 2/7/2008 12:04 PM File Folder
L MozyHome 2/11/2009 5:25 PM File Folder
. NetBeans 2/7/200912:24 PM  File Folder
PDF Split And Merge 2/17/200911:41 AM  File Folder
! Phares 2/20/200912:05PM  File Folder
QuickMediaConverter 2/12/2009 4:35 PM File Folder
L. QuickTime 2/7/200912:11 PM File Folder
© Smart Defrag 2/7/200912:00 PM  File Folder
Snaglt @ 2/8/2009 9:13 AM File Folder
Ll Snatch Server 2/7/200912:30 PM File Folder
I\ SonicStage 2/11/2009 11:06 PM  File Folder
1 Startup 2/11/2009 5:25 PM File Folder
Tablet PC 11/2/2006 5:37 AM  File Folder
Titan Backup 2/7/200912:31 PM File Folder
L. VideoLAN 2/7/200912:32 PM File Folder
L0 VMware 2/7/200912:37 PM File Folder
WinSCP 2/8/2009 4:33 PM File Folder
|| Apple Software Update.  2/7/200912:10 PM Shortcut 2KB
|| LogMeln 2/7/2009 4:57 PM Shortcut 1KB
| Pidgin 2/7/200912:24 PM Shortcut 1KB
& Safari 2/24/2009 9:36 PM Shortcut 3KB
| TweetDeck 2/13/2009 11:52 PM  Shortcut 1KB
|| Windows Calendar 11/2/2006 5:56 AM Shortcut 2KB
| Windows Contacts 11/2/2006 5:53 AM Shortcut 2KB
|| Windows Defender 11/2/2006 5:56 AM  Shertcut 2KB
| Windows Faxand Scan  11/2/2006 5:55 AM  Shortcut 2KB
|_| Windows Live Messen... 11/2/2006 5:55 AM  Shortcut 1KB
| Windows Mail 1/20/2008 7:43 PM Shortcut 2KB
|| Windows Meeting Space 11/2/2006 5:56 AM Shortcut 2KB

|| Windows Movie Maker  11/2/2006 5:55 AM Shortcut 2KB
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After:
Mame : Date modified Type
| Accessories 2/24,/2000 10:08 PM  File Folder
Administrative Tools 277720091203 PM File Folder
Customization 2/24/200910:02 PM File Folder
File Toals 2/24/2009 10:07 PM  File Folder
Garmes 1/20/2008 7:43 PM File Folder
Graphic 272472009 10:04 PM  File Folder
Internet 272472000 10:09 PM  File Folder
Life 272472009 10:02 PM  File Folder
Maintenance 11/2/2006 5:56 AM File Folder
Media 2/2472009 10:07 PM File Folder
Office 27242009 10:06 PM  File Folder
Security 272472009 10:06 PM  File Folder
Startup 2/24/200910:07 PM  File Folder
Web Development 2/24/200910:05 PM  File Folder

While the search function is great, it doesn’t hurt to be
organized. Please be aware that when you uninstall a
program, it probably won’t remove the link from the start

menu because you’'ve changed the location of the shortcut.
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7.2 Change Start Menu Power Button
Action
The start menu power option is set to SAut Down, by

default, in Windows 7. In this section, you’ll learn how to

change this default option.
To change the default power option:

1. Right click on the Task Bar and click Properties.

SR —

|| % Lockthe taskbar
Properties

Ll
2. Under the Start Menu tab, choose your desired

power button action.
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r
Taskbar and Start Menu Properties
4§ [

llﬂ_,stlib_ar_ Start Menu |T’m|ba'5!

To customize how links, icons, and menus look and [
behavein the Start menu, dick Customize.

Powvier button action: M‘l ?_']

Switch user
Privacy Log off
i Lock
9] Store and display (TN SN
_ y Sleep
[¥] Store and display 15— tm
taskbar o
Shut down

3. Click OKto save

Test the new setting by clicking the Start button and

viewing the new option.

7.3 Change Your Account Picture

Your account picture is used for the login screen, your
start menu, windows meeting space, and more. When you
first set up your account, you can choose one of the

default images. In this section, you'll learn how to
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customize your account picture. Do this by following these

steps:

1. Click the Start button.

2. Click your account picture at the top of the menu.

3. In the User Accounts window, choose Change Your

Picture.

Make changes to your user account

Change your password
Rich
Administrator
Password protected

Remave your password

Change your picture
'@ Change your account name

B Change youraccount type

'@' Marrzge another account

Change User Account Contrel settings

4. a. Either: click a picture you want to use.
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b. OR click Browse For More Pictures, locate your

picture, and click Open.

Choose a new picture for your account

' Rich
|'_ | Administrator
| Password protected

The picture you choose will appear on the Welcome screen and on the Start menu.

ERErRE
£ “ s i

Browse for more pictures, , "/ ogbmwypuiom

5. If you see any white space around your picture, edit

L

it in paint or another editing program to make your

image square.

Now you have your own icon for
your user account. This is really
helpful when you have multiple

users on your account.
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7.4 Customize Desktop Icons

There are many ways you can customize your desktop
icons: you can resize them, change them, or even remove
them. Learn how to customize your icons in this section.

To customize your icons:

1. Right click the desktop and click Personalize.

B Screen resolution
B Gadgets

Bl perconalize

2. Click Change Desktop Icons.

S

I |« HAppearance and Pe

Control Panel Home

Change decskiop icons

3. Here you can choose the icons you want to be

shown on the Desktop.
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- —_
EE Desktop lcon Settings M
Desktop lcons
Desktop icons
[ Computer [] Recycle Bin
7] User's Files [7] Control Panel
[] Network
N R @ 3
Computer Rich Network Recycle Bin
ffull)
B
Fecycle Bin
{empty}
Change icon... | [ Restore Defaut |
Aliow themes to change desktop icons
Lok ] |uGancet ]| Apoly |

To change the default icons:

1. Follow steps 1- 3 from above.
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2.

Click Change Icon.

¥
S

e Bim

py)

Change Joon... l [ Restore Default

¢ themes to change deskiop icons

In the Change Icon dialog box, click the image you
want to replace the selected icon and click OK.

Note: You can download custom icons here.
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r-l.'.';han-'g.pfz Icon ﬁ

Look for icons in this file:

L Windowsisystem32Ymageres

X, BN,
=10 9mi
AS=@H 0G|
RN % 9 L m[

g1
e

™
o

Lok J[ cancel |

. Check the icon is the one you want and click apply.
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5. Go to your desktop to ensure the change took

place.

|;®|

RECYCISE T

To change the size, order, and alignment of your desktop

icons:

1. Right click a blank spot on the Desktop, click View,

and specify the size and alignment of the icons.

View ] Large icons
Sort by b @ Mediumicons
|
Refresh 5mall icons
Paste Auto arrange icons

Paste shortcut |

Undo Move Ctrl+Z

Align icons to grid

v
| % Show desktop icons
v Show desktop gadgets

|
Graphics Properties.., |

fAranhirs Mintinne v [

2. Choose whether you want the icons to be shown on
the desktop or to be hidden.
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You can also resize the icon size on the desktop by
clicking a blank area on the desktop, holding the Ctrl key,

and scrolling your mouse wheel.

7.5 Remove Shortcut Overlay Icon

SHRA=STE L U

To remove the shortcut overlay icon in Windows 7 and

achieve results like the image above depicts:

1. Download this zip file.

2. Extract the file and store c/ear./ico anywhere you
like.

3. Open the registry editor (Appendix D: Launch

Windows Registry Editor.)

4. Navigate to:

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Windows\Cu

rrentVersion\explorer\Shell Icons
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5. Create a new String value named 29 (Add a New
Value.)

6. Double click 29 and enter the path of the clear.ico
file. i.e., C:\lcons\clear.ico.

7. Restart your computer to apply changes.

7.6 Customize Your Mouse

You're probably pretty happy with how your mouse works,
but you can always make some changes, which may help
you. | always turn the sensitivity of my mouse pad up to
the maximum, which makes me move my fingers less to
get around the screen. If | want precision, | am unlikely to
get it with a laptop mouse pad anyway, so | plug in an
external one. Learn how to customize your mouse in this

section.

7.6.1 Set the Mouse Buttons

To change the behavior of your mouse buttons:
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1. Click the Start button, type mouse in the search
box, and click Mouse to display the Mouse

Properties dialog box.

Cantrol Fanel (18]

@.Char;;qé hu-:uw your mouse warks

2. On the Buttons tab, you can switch the mouse for

left or right- handed use.

o g
¥ Mouse Properties m
Buttonis |Fp|fﬁa'5 e |P_onta" =r Options |M‘1&d |Hﬂfﬂhﬁll e.|ﬂ]Devm'..56tﬁ=gs|
 Button corfiguration 1
|
| Devices: Uther Poirting Devices v |
¥ Right-handed (" Lefthanded |
I Right
- Primary Click (Nomal Select, - Secondary Click {Context
| Nermal Drag) - Menu, Special Drag)

3. Move the slider to set the speed at which you need

to double click for Windows to recognize it.
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 Double Click Speed

Double-click the folder to test your setting. I the folder does not
open or close, try using a slower setting,

|

E.

4. When you finish changing the mouse settings, click
the OK button to save changes.

7.6.2 Set Mouse Pointer Options
To change your mouse pointer options:

1. Click the Start button, type mouse in the search
box, and click Mouse to display the Mouse
Properties dialog box.

2. Click the Pointer Options tab.

¥ Mouse Properties P

[ Buttons | Porters| Porter Options | Wiheel | Hardware | /@) Device Satings |
|

3. Here you can set or change the following options:
e The speed at which your cursor moves. (As
you move the slider, you can test the effect

of the change by moving your cursor.)
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e Increase the precision of the pointer when
you move short distances.

o Configure the mouse to automatically move
to the default button in a dialog box to
facilitate quick selection of the button.

e Set the length of the trails if you want to
increase the cursor’s visibility by
temporarily showing its path.

e Remove the cursor's visibility when you're
typing and not using the mouse.

e Locate the cursor on your screen by

pressing the Ctrl key.

7.6.3 Set Scroll Wheel Options

Like in Windows Vista, you can configure the behavior of
the mouse wheel in Windows 7. | use a mouse with a wheel
most of the time and | frequently utilize the wheel. If you
too use the wheel, you can find benefit in configuring the

behavior of it.

To configure mouse wheel settings:
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1. Click the Start button, type mouse in the search
box, and click Mouse to display the Mouse
Properties dialog box.

2. Under the Whee/tab, you can configure the vertical

and horizontal scrolling setting

# Mouse Properties K

| Buttons | Pointers | Pointer Options | Wheel | Hardware | ] Device Settings|

Vertical Scrolling

7 Roil the wheel one notch to scroll:

@ Thie following number of fines at a time:
") One screen at a time

Haorizontal Scrolling

Tilt the wheel to scroll the following number
of characters at a time:

OK || Cancel Anipy
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7.7 Add an OS X Style Dock to Your
Desktop

Although OS X doesn’t suit my computing needs, | do love
the look of some of the features it has. One of the best
features is the easy- to- use and customizable dock. You

can put a dock in Windows 7 too. To install a dock:

1. Download ObjectDock here (Go to the page and

click the “Free Download” button.)

2. |Install ObjectDock on to your computer.

3. Once installed, launch ObjectDock (if it hasn’t
launched already.)

4. You can get thousands of icons for your dock here.

0e oalz=m : : ,,é;m

ObjectDock is very easy to use and there is a lot of support
out there for this free product; go to the ObjectDock

website and click Forums.




219 | 7 Customize Your Start Menu and Desktop

7.8 Customize the Taskbar

The Windows Taskbar can be customized to meet your
needs; you can move it, resize it, hide it, and even add

toolbars to it.

7.8.1 Move the Taskbar

By default, the taskbar resides at the bottom of your
screen. You can move the taskbar to any side of the screen
or even to another screen if you use more than one

monitor. To move the taskbar:

1. Right click the taskbar and ensure Lock the Taskbar

is unchecked.

Lock the taskbar

Properties —

2. Drag the taskbar to the side of the desktop where

you want it.
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&
@

7.8.2 Resize the Taskbar

By default, the taskbar is one “row” wide. You can resize
the taskbar to any size you want (up to half the size of the

screen!) To resize the taskbar:

1. Right click the taskbar and ensure Lock the Taskbar
is unchecked.
2. Place the cursor on the outer edge of the taskbar

until the pointer turns into a two- headed arrow.
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3. Drag the border to change the size of the taskbar.
@ ‘ @ H . -:l;l.

7.8.3 Auto- hide the Taskbar

D |

You may find the taskbar gets in the way when you are
using a program or when you are on working on your
desktop. You can auto- hide the taskbar when it is not in

focus.
To auto hide the taskbar:

1. Click the Start button, type taskb in the Search
box, and click 7askbar And Start Menu.
2. Check Auto- Hide The Taskbar and click OK
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Taskbar | start Menu | Toolbars |

Taskbar appearance
[] Lock the taskbar

7

. :
L Taskbar and Start Menu Properties Wl

To access the taskbar, simply move your cursor to the side

of the screen the taskbar is located on and it will appear.

7.9 Restore the Quick Launch Toolbar

Remember the quick launch bar in Windows Vista? This is
the toolbar with Flip- 3D, Show desktop, and IE shortcuts.

You can have it in Windows 7 too; in this section, you’ll

learn how to restore this toolbar.

To enable the quick launch toolbar:

1. Right click the taskbar and click 7oo/bars > New
Toolbar...
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Taskbar and Start g : : i
. Toolbars 3 Address L
Ease of Access Ce Linke ye
Cascade windows &

LI

Show windows stacked TeAEERCInpyhuns —
} Show windows side by side Desktop
Show the desktop Mew Toolbar..
Start Task Manager
v | Lockthe taskbar
m PO Properties

Sy

2. Paste the following into the folder field and click
Select Folder.

%AppData%\Microsoft\Internet Explorer\Quick Launch

Faolder;  %efppDatae Microsoft\Internet Explorer Quick Launch|

| Select Folder _]

3. Right click the Taskbar and uncheck Lock the
taskbar.

v | Lockthetaskbar

Properties

=
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4. TIP: To remove the text, right click the toolbar and
uncheck Show Text and Show Title.

Yiew b
Open Falder

Show Text

Show Title

Cloze Toolbar
Toolbars k

Cascade windows
Show windowe stacked
Show windows side by side

Show the desktop
Start Task Manager

Lock the taskbar
Properties

5. To enable large icons, right click the toolbar and

click View > Large Icons.
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View b+ | Largelcons
Open Folder Small Icons
Show Text
Show Title

Close Toolbar
Toclbars 3

Cascadewindows
Show windows stacked
Show windows side by cide

Show the desktop

Start Task Manager

Lock the taskbar
M

You now have your beloved quick launch toolbar back!

7.10 Add Extra Clocks

If you spend time in more than one time zone, have family
around the world, or a really too lazy to work out what

time it is in Japan, this section is for you.

To add multiple clocks in Windows 7:
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1. Click the Clock (lower right- hand side of the screen
in the notification area) and click Change time and

date settings...

Wednesday, August 26, 2009

1 August, 2009 b

Su Mo Tu We Th Fr
28 27T 28 2% 30 3
2 F % 5 & g
g 1 I1 IZ 13 14
16 17 18 1% 20 21

23 2 EHEI 28
%A 12T 4

nWERGen &

T:05:59

Change date and time sethings...

S

2. Under the Additional Clocks tab, select up to two

more clocks. Click OK'to save your settings.
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r - T —
= Date and Time w

Date and Time | Additional Clocks Internet Time

Additional clocks can display the time in other time zones. You can view
themn by clicking on or hovering over the taskbar clock.

[¥] Show this clock
Select time zone:

|{UTC) Dublin, Edinburgh, Lisben, London -

Enter display narne:

London

[¥] Show this clock
Select time zone:

|(UTC+1300) Nuku'slofs 5

Enter display name;

Close to Edge]
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Now you can see the time around the world:

#

Wednesday, August 26, 2003

3

1 August, 2009

Su Mo Tu We Th
% 21 28 29 30
# 3 & 5 B
g 10 11 12 13
16 17 18 19 20
2 sz

=RMEED
B E e &

1:07:23 12:07 PM 12:07 &M
Wednesday Wednesday Thursday

Change date and time settings...




8 Wallpapers, Themes, and

Screensavers

One of the easiest ways to add a personal touch to your
computer is to change your wallpaper or screensaver. If
this concept is new to you, then this chapter is for you. If
you are already familiar with changing your wallpaper and
screensaver, you can skip these sections, and explore the

rest of this chapter.

In this chapter, you will learn how to change your
wallpaper and make it more functional. You’ll also learn
how to change your screensaver, and, I'll point you toward
some good screensavers you can use on your computer.
Finally, you’ll learn how to save your settings as a theme

SO yOou can reuse your customization settings anytime.
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8.1 Change Your Desktop Wallpaper

This section will teach you how to change your wallpaper.
If you are already familiar with this, please move on to the
rest of this chapter to find out what else you can do with

your wallpaper and screensavers.
To change your desktop wallpaper, download one, and:

1. Right click the desktop and click Personalize.

l Screen resolution
By Gadgets

| ﬂ: Personalize

2. Click Desktop Background.

n

Desktop Backgroeund
Harmony
3. Choose the wallpaper picture or color you want,
and specify its location. (Note: you can choose
multiple wallpapers and shuffle them at time

intervals.)
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Pictures Library
- Top Rated Pheotos
Solid Colors

e Windows Desktop Backgrounds: to use one
of the background patterns or pictures that
came with Windows Vista.

e Pictures Library. to use a picture from your
pictures library.

o Top Rated Photos: To pick your favorite
pictures by rating.

e Solid Colors: to use a single color.

4. Click if Browse you want to locate and use a picture

from another location.
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5. You can specify how your wallpaper will look:

Picture position:

Stretch

m Tile
AR

-
.

Center

e  Fill Fit to the screen (at the expense of
some edges that might not fit.)

e Fit. Ensure the whole picture shows (may
show black edges if the picture is out of
proportion.)

e  Stretch: Fits the screen, but may make your
picture look bad.

e Tile: Repeat the image across the screen.
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e (Center. A normal sized picture in the center
of the screen with a solid colored
background behind it.

Experiment and see what looks good on your screen.

8.2 Make Your Wallpaper More

Functional

When you think of desktop wallpaper, you probably think
of a way to express yourself with a picture you really like.
One suggestion | have, is to make your desktop wallpaper

more functional by using it in a different way.

We speak of the main screen of your computer as a
desktop, but it doesn’t really look like a desktop.
Download a desktop- like image here and organize your

files accordingly—just like you would on a physical

desktop.

See Figure 27 for a sample of what the wallpaper looks
like.
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Figure 27: Desk Wallpaper

8.3 Shuffle Desktop Backgrounds

Windows 7 comes with native background shuffling

functionality. To enable background shuffling:

1. Right click the desktop and click Personalize.
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2. Click Desktop Background.

m

Desktop Background

Harmons

Specify the wallpapers you want to use.
4, Specify the time interval between transitions
(Optional: you can Shuffle the order of your

slideshow.)

Change picture every:

|3L'I minutes x| [¥]5huffle

5. Click Save Changes and enjoy the slideshow.

8.4 Activate Hidden Regional Themes

Windows 7 is a worldwide operating system and Microsoft
made a really good move by adding regional wallpapers
into the operating system. When you choose your region
settings, the appropriate theme is displayed. In this
section, you’ll learn how to activate hidden regional

settings in Windows 7.
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To activate regional themes:

1. Open Computer (B+E), click Organize, and click
Folder and Search Options.

-

"%, Computer »

&S

Organize » Systemn properties

Setect all

[ Layout *

Folder and search cptions

2. Under the View tab, check Show hidden files,
folders, and drives and uncheck Hide Protected

operating system files.



237 | 8 Wallpapers, Themes, and Screensavers

-

Folder Options

| General | View | Search |

Folder views

You can apply the view (such as Details or lcons) that
you are using for this folderto all folders of this type.

| AopvioFodes | [ Restfokos |

Advanced settings:

[ Mways show icons, never thumbnais
[ Mways show menus

[¥] Display file icon on thumbnails

[¥] Display file size information in folder tips

| Hidden files and folders
(71 Dont show hidden files, folders, or drives
@ Show hidden files, folders, and drives
[¥] Hide empty drives in the Computer falder
[7] Hide extensions for known fils types

[ Cisplay the full path in the titls bar (Classic theme only)

W] Hide protected opersting system files (Recommanded)

[ Lsunch folder windows in a separate process -
Restore Defaults:
Ok | [ Comcel | [ septy |

3. When prompted, click Yes. Click OK.
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-
Warning

_'3 You have chosen to display protected operating system files (files labeled System and
S Hidden) in Windows Explorer.

These files are required to start and run Windows. Deleting or editing them can make your

computer inoperable,
Are you sure you want to display these files?

4. Navigate to %systemroot%\Globalization\MCT\

-
@vlﬂ N Windows \Globalzationt MO
Crganize = Include in library Share with = Burn )
W Favorites aene
|4 Recently Changed W MCT-AU
L Public L MCT-CA
B Desktop I MCT-GB
& Downloads 0 MCT-US
‘Ll Recent Places L MCT-ZA

5. Select a region by opening its folder and double

clicking on the theme file to activate the themes.
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@ U:H BORC\Windows\Glebahzation\MCT\MCT-G8\Theme

Cirganize = | | Open = Bum Mew folder
%0 Favorites i :
|5 Recently Changed "= GB.theme 7

. Public

You can now use Windows 7’s “hidden” regional themes
(Figure 28), which will be available from the Personalize

menu (right click the desktop and click Personalize.)

Figure 28: UK Regional Theme
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8.5 Get More Themes

Microsoft has a site where you can get more themes. A
theme can include: wallpaper, cursors, sounds, and

screensavers.
To get more themes for Windows 7:

1. Right click the desktop, and click Personalize.
2. On the Theme screen, click Get more themes

online.

My Themes (21

-

Nindows Themes (8]

et mene themescnline

You can now browse the website to find new themes.
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Alternatively, you can go directly to the site here.

8.6 Save Your Settings as a Theme

When you are satisfied with the appearance of your
windows desktop, you can save the settings as a theme. A

theme incorporates the following settings:

e Color and appearance choices.

e Color schemes.
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e Sound schemes.
e Mouse pointer schemes.
e Advanced appearance settings.

e Screen saver choice.

These settings are all unique to your account, so things
like screen resolution, which is a global setting, will need
manual changing.

To save your settings as a theme:

1. Right click the desktop, and click Personalize.
2. Click Save theme.

Unzaved Theme

Save theme

3. Give your theme a name
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18 mintytheme

e IThemE File (* theme)

Save | |-

You can restore a saved theme, by clicking on the theme

nhame under My themes.

8.7 Choose a Screensaver

To change your screensaver:

1. Right click the desktop and click Personalize.

2. Click Screen Saver.

1%,
Soreen Saver

Maone

3. Choose a screensaver from the list (download

screensavers.)
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”
& Screen Saver Settings.

=i

Sreen Saver

brightness and other power

Change power settings

| 2@ giregw . L
= = -
- | 1
g o
e o _.-‘__-FT_ !
e
Screen saver
Bubbles ~| | settings.. || Preview
Wait: 10 | minutes [7] On resume, display logon screen
Power management

Conserve energy or maximize performance by adjusting display

settings.

o< J[ concel

|

H Apply

4. Click Settings and specify the options you want for

the screen saver.

From this screen, you can also:
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e Preview the screen saver in full- screen view.

o Specify the length of time you want your computer
to be inactive before the screen saver starts.

e Optionally require log on after you stop the

screensaver running.

8.8 Recommended Screensavers

There are so many screensavers available and many are
either resource intensive or packed with malware (or both.)
Here is a list of some of the best screensavers that are low

on resource consumption.

8.8.1 Photo/Video Slideshow Screensaver
To use your photos and videos as a slide show:

1. Right click the desktop and click Personalize.

2. Click Screen Saver.
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‘D
Screen Saver
[Hone

3. Select Photos in the Screen Saver list.

.
B Screen Saver Settings

Screen Saver

Windows Guides

=)

SCreen saver

Photos vl [ Settings.,.

4. Click Settings.



247 | 8 Wallpapers, Themes, and Screensavers

Photos Screen Saver Settings ﬁ
Use pictures from:
Pictures Browse,..
5lide show speed: |Medium v

[F]Shuffle pictures

How do I customize miy screen saver?

[ Save ] | Cancel

5. a. Choose pictures from your photo folders (limit
by tags or ratings.)
b. OR choose pictures from a specific folder (click
Browse to specify the folder.)
Specify a theme for the display.
Specify the speed at which you want the pictures to
change.

8. Specify whether or not you want your pictures
appear in random order.

9. Click Save and click OK.
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8.8.2 Other Recommended Screensavers

| have a collection of screensavers here that you can

download and use.



9 Customize Windows Explorer

Windows Explorer is your main portal to all your files. You
can greatly increase your efficiency by making some
simple changes. You can also add a personal touch to your

file structure.

In this chapter, you’ll learn how to standardize the view of
Windows Explorer, set up quickly accessible shortcuts,
improve the way you select files, and customize your

folder icons.

9.1 Set Views for all Folders

Windows 7 does a pretty good job at analyzing the content
of a folder to determine how it should display the files.
98% of the time | want to see the details of the files and |
don’t care for thumbnails, tags, ratings, etc. If you are like

me and want to simplify Windows Explorer’s view:
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1. Open and folder and customize it in a way that you
want reflected across all your folders.
2. Press the Alt key once and then click 7oo/s >

Folder Options.

Libraries » Documents »

B Hep

['i Map Metwork Drive...

i Disconnect Metwork Drive..

Open Sync Center..,

Folder Options...

es [ L minbywhite

3. Click the Viewtab and click Apply to Folders.
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[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.

[ Apply to Folders ]

| Feset Folders

Advanced settings:

Files and Folders

[7] Mways show menus
|| Display file icon on thumbnails

Hidden files and folders

[] Mways show icons, never thumbnails

[&7] 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)

¥

@ Do not show hidden files and folders
™) Show hidden files and folders
[ Hide extensions for known fils types
[7] Hide protected opersting system files (Recommended)  ~

Restore Defaulis

T

Cancel ||

| E=l

4. When prompted, click Yes and your settings will

now be in effect.

Please Note: Any previous customization might be retained

for specific folders you’ve already worked with—but don’t

count on it.
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9.2 Set up Shortcuts to Common

Folders

Explorer has a great feature in Windows 7: the shortcut

menu, which is, by default, shown in the left- hand. This
shortcut menu is customizable and can save you a lot of
time if you frequently open and close files from specific

locations.

9.2.1 Adding Shortcuts to the Shortcut Menu
To add a shortcut to the menu:

1. Locate the folder you want to add.

2. Click on it and drag it to the menu.

7 Favorites Documents librar
B Ces 4
ﬁ- Do Mame
Hil Regeiid mintywhite
+ Lveies @ RichsBackup.reg
= Libraries # Create link in Favorites |
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9.2.2 Remove Shortcuts from the Shortcut

Menu
To remove a shortcut from the menu:

1. Right click on the shortcut.
2. Click Delete.

Bl Decktop
& Downloads mintywhite
| Recent Places File Folder
| mintyedie | :
6o Restore previous versions
H Live S Fage b
. Dpen File Folder{F}
a [ Librarie: Openin new window
!_fl D CI"—“‘1 Send to
i o' Musiq
bl pictu
b B Video|  COPY
Delete
1M Compuy Rename
‘..' Nr:twl:uri Open folder location
Properties
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9.3 Select Multiple Files with
Checkboxes

When you want to select multiple files, you need to hold
the Ctrl key, while clicking on each file name; if you let go
of the key before selecting another file, you lose your
entire selection. Windows 7’s solution to this is to allow
you to select check boxes next to files, so you do not have
to hold the Ctrl key.

To enable check box file selection:

1. Within the folder, press the Alt key once and then
click Tools > Folder Options.

Libraries » Documents »

REGRED nelp
f Map Metwork Drive..,
Disconnect Metwork Dirive..,

Open Sync Center..,

Falder Cptions...

zes mintywhite
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2. Click the View tab and under Advanced settings,

locate and click Use check boxes to select items.

| 1 |
| General]| View |{Search|

Folder views

You can apply the wiew {such a5 Details or lcons) that
you are Lsing for this folder to all folders of this tvpe.

=

Aoply 1o Folders Reset Folder

Advanced settings:

[7] Restore previous folder windows at logon -
[@] Show drive letters

[¥] Show encrypted or compressed NTFS files in color

[#] Show pop-up description for folder and desktop tems
|:| Shmx preview handlers in preview pane

When typing into list view
12) Automatically type into the Search Box
@ Selectthe typed item in the view

1 1 ]

Fiestore Defaults

Lok ][ Coes J[ fomy |

Now you can check the files you want to collectively select.
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9.4 Customize Folder Icons

| use some folders as a dashboard to get to commonly
used folders. A good example of this is my ‘Media’
partition. Here, | have my Music, Video, Pictures, and other
folders. In this section, you’ll learn how to customize your
folder icons to achieve something similar to Figure 29.

|
e

, = , - i
~ —— | r ‘ A
= [ )
Current Tasks Documents Downloads Install

Music Pictures

Wehbsites

Figure 29: Customized Folder Icons

To change your folder icons:
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1. Right click on the folder you want to customize the

icon for and click Properties.

mintywhite | g
| File Folder |

Open

Upen in new window

Share with 4

Restore previous versions

Send to b
Cut

Copy

Create Shortcut

Delete

Rename

Open folder location

Properties

2. Click the Customize tab and click on Change Icon...
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| General | Sharing ISec:.lnty | Previous \u"ars{o|14| Customize I

What kind of folder do you want?
Optimize thig folder for;

| Generel tems -

[ Mso apply this templste to all subfalders

Folder pictures

Choose & file to show or this foldericen.
Chooss File-.,
Resiore Defaut

Falder icons

You can change the folder icon. F you change the icon, it wil
no longer show a preview of the folder's contents.

. Change lcon... l

3. Click an lcon or browse for your own (get

thousands of icons here.)
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o i =
Change Icon m

Look for icons in this file;

aystem 22ymageres. di Erawse...

Select anicon from the list below:

=10 Ymi
A <s=0.0E
%iiﬁfi@ R E

Lok [ conl |

4. Click OKon both screens and you are done

Note: To view larger icons in Windows Explorer, click the

Views button, on the toolbar, until you get to large icons.
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9.5 Set AutoPlay Defaults

Although | do not find Autoplay to be a useful feature,
many do. In this section, you’ll learn how to set Autoplay

defaults in Windows 7.

The defaults will save you time as you use media with your
PC. For example: you can set DVDs to play or rip CDs

automatically.
To set Autoplay defaults in Windows7:

1. Click the Start button, type awto, and click on
Autoplay.

2. When the Autoplay screen comes up, click which
programs or actions you would like to take for each

media type.
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=l

I [+ Control Panel + Hardware and Sound » AutoPlay

= [ 42 [ Search Contrai Pane!

2|

Media
€4 Audio CD

#4 Enhanced audio CD

£ pyD movie

48 Enhanced DVD movie

[ Software and games

2] Pictures
] Video files

4] Audiefiles

4 BlankCD
49 Blank DVD

%9 Blank ED

Choose what happens when you insert each type of media or device
[7] Use AutoPlay for all media and devices

[ ehoosea defaut

g

[ Ghoose o defaut

]

[ (choose a defaut

>

[.chosse adefautt

z)

[@ Ask me every time

[(choose defaut

D)

[ ehoose o defaut

)

[.ctosse a defaute

[ ctoesea defaut

[ Choosea defauit

3

| Chooseadefautt

|

@

m

3. When you are finished, click Save.

Note: You can change your settings later if you change

your mind.



10 Work Efficiently

There are many things we do on a day- to- day basis that
become very repetitive. When we find a way to do these
things more quickly, we save a lot of time. This chapter
mainly consists of shortcut keys combinations, which
perform a task with minimal effort. There is a reason for

this: shortcut keys save you a lot of time!

| tried to count the number of times | used a shortcut key
while writing this chapter. I’'m sure | missed a lot because |
automatically use them; however, | counted over one
hundred times; that’s a lot. | saved a lot of time while

putting this chapter together.
10.1 Windows 7 Shortcut Keys

Combination Result
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A+ &

M+

HA+Shift+<

#A+Shift+—>

HA+Shift+ <€

HA+Ctrl+ €

A+,
A+ +, A+ -

#A+Home

Dock window to the left- hand
side of the screen

Dock window to the right- hand
side of the screen

Move the current selected
window one monitor to the left

Move the current selected
window one monitor to the right

Expand non- maximized window
to the left (or any arrow key
direction)

Contract non- maximized
window from the left (or any
arrow key direction)

Maximize current window
Minimize current window
Zoom in and out

Minimize/maximize non- active
windows
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#+1,2,3,4,0r5 Launch programs from the
taskbar

#+Space Enable Aero Peek

A+G Bring gadgets to the foreground

#A+p Open "projector" mode to

change external display settings

HA+T Jump to the taskbar to select a
new window with € or 2 +
Enter

#A+X Open Windows mobility center

Ctrl+Left Click Use on taskbar items to switch

between windows of that
program only

10.2 General Windows Shortcut Keys

There are so many shortcut keys in Windows—here are the

best of them:
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10.2.1 Single Keys

Combination Result
F2 Rename the selected item
F3 Search for a file or folder
F4 Display the address bar list in

Windows Explorer
F5 Refresh the active window

F6 Cycle through screen elements in
a window or on the desktop

F10 Activate the menu bar on the
active program

Delete Delete the selected item (and
move it to the recycle bin)

Esc Cancel the current task (close
select windows)

Right Arrow Open the next menu to the right
or open a submenu
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Left Arrow Open the next menu to the left
or open a submenu

10.2.2 Ctrl- Key Shortcuts

Combination Result

Ctrl+ A Select all the items in a
document or window

Ctrl+C Copy the selected item to the
clipboard

Ctrl+ X Cut the selected item

Ctrl+V Paste the current item in the
clipboard

Ctrl+Z Undo an action

Ctrl+ Right Arrow Move the cursor to the beginning

of the next word

Ctrl+ Down Arrow Move the cursor to the beginning
of the next paragraph
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Ctrl+ Left Arrow

Ctrl+ Up Arrow

Ctrl+ Shift+ Arrow Key

Ctrl+F4

Ctrl+F5

Ctrl+Esc
Ctrl+ Shift+ Esc

Ctrl+Alt+ Tab

Move the cursor to the beginning
of the current word

Move the cursor to the beginning
of the current paragraph

Select a block of text

Close the active document (in
programs that allow you to have
multiple documents open
simultaneously

Refresh the current page in
browsers (including refreshing
cached files)

Open the Start menu
Open Task Manager

Switch between windows using
the arrow keys

10.2.3 Shift Key Shortcuts

Combination

Result
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Shift+ Delete Delete the selected item without
removing it to the recycle bin

Shift when inserting Prevent the media from
CD/DVD/Bluray automatically playing

Shift+ Arrow Key Select more than one item within
a window or on the desktop, or
select blocks of text within a
document

Shift+F10 Display the shortcut (right click)
menu for the selected item

10.2.4 Alt Key Shortcuts

Combination Result

Alt+ Enter Display properties of the
selected item

Alt+F4 Close the active item or exit the
active program

Alt+Space Open the shortcut menu for the
active window
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Alt+ Tab Switch between open items

Alt+ Esc Cycle through items in the order
in which they were opened

Alt+ Underlined letter | Display the corresponding menu
or perform the menu/button
command

Alt+ Up Arrow View on folder up in Windows
Explorer

10.3 Windows Photo Gallery Shortcut
Keys

Use these shortcut keys when using Windows Photo

Gallery.
10.3.1 General Shortcut Keys

Combination Result

Ctrl+B Best fit
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Ctrl+E Search for an item

Ctrl+F Open the fix pane

Ctrl+1 Open or close the details pane

Ctrl+P Print the selected picture

Ctrl+. Rotate the picture clockwise

Ctrl+, Rotate the picture counter/anti-
clockwise

Alt+ € Go back

Alt+ Right Arrow Go forward

F2 Rename the selected item

Enter View the selected picture at a
larger size

+ Zoom in

- Zoom out

Right Arrow Expand Node
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Down Arrow
é

Up Arrow
Page Up
Page Down
Home

End

Delete

Shift+ Delete

Select the next item or row
Collapse Node

Select the previous item or row
Previous Screen

Next Screen

Select the first item

Select the last item

Move the selected item to the
recycle bin

Permanently delete the selected
item

10.3.2 Shortcut Keys When Working with

Videos

Here are some Windows Photo Gallery shortcut keys you

can use when working with videos:
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Combination

Result

Set the start trim point

J Move back one frame

K Pause playback

L Move forward one frame

M Split a clip

0] Set the end trim point

Ctrl+K Stop and rewind playback
Ctrl+P Play from the current location

Alt+ Right Arrow

Advanced to the next frame

Alt+ Left Arrow

Go back to the previous frame

Home Move to the start trim point
End Move to the end trim point
Page Up Seek to nearest split point before

the current location




273 | 10 Work Efficiently

Page Down Seek to nearest split point after
the current location

10.4 Microsoft Word Shortcut Keys

Some of these shortcuts may not work in older versions of

Word; however, they are tested and working in Word 2007.

Combination Result
Ctrl + A Select all contents of the page.
Ctrl + B Bold highlighted selection.
Ctrl + C Copy selected text.
Ctrl+ D Open the font dialogue box.

Aligns the line or selected text to

Ctrl+ E the center of the screen.

Ctrl + F Open find box.

Ctrl+ G Open find and replace box.
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Ctrl + H Also opens find and replace box.
Ctrl + 1 Italicize highlighted selection.
Ctrl + J Justify (spread) the text across
the page.
Ctrl + K Insert link.
Aligns the line or selected text to
Cerl+ L the left of the screen.
Ctrl+ M Indent the paragraph.
Ctrl + N Open a new document.
Cirl + O Open a_document stored on your
hard drive.
Ctrl+ P Open the print window.
Aligns the line or selected text to
Ctrl+ R the right of the screen.
Ctrl + S Saves the current document.

Ctrl+ U Underline highlighted selection.
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Cturl+ V
Ctrl + W
Ctrl + X
Cul+Y
Ctrl + Z

Ctrl + Shift + F

Ctrl + Shift + >

Ctrl + ]

Ctrl + Shift + <

Ctrl + [

Ctrl + Shift + *

Ctrl + <left arrow>

Paste contents of clipboard.
Closes the current document.
Cut selected text.

Redo the last action performed.
Undo last action.

Change the font.

Increase selected font + 1pts up
to 12pt and then increases font
+ 2pts.

Increase selected font + 1pts.

Decrease selected font - 1pts if
12pt or lower, if above 12
decreases font by + 2pt.

Decrease selected font - 1pts.

View or hide non printing
characters.

Moves one word to the left.



Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

Ctrl +

<right arrow>

<up arrow>

<down arrow>

Del

Backspace

End

Home

Spacebar

Alt + 1
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Moves one word to the right.

Moves to the beginning of the
line or paragraph.

Moves to the end of the
paragraph.

Deletes word to right of cursor.
Deletes word to left of cursor.

Moves the cursor to the end of
the document.

Moves the cursor to the
beginning of the document.

Reset highlighted text to the
default font.

Single- space lines.
Double- space lines.
1.5- line spacing.

Changes text to heading 1.
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Ctrl + Alt + 2

Ctrl + Alt + 3

Ctrl + F1

F1

Alt + Ctrl + F2

Ctrl + F2

Shift + F3

Shift + Insert

F4

F5

Ctrl + Shift + F6

F7

Changes text to heading 2.
Changes text to heading 3.
Open the Task Pane.

Open Help.

Open new document.
Display the print preview.

Change the text from upper to
lower case or a capital letter at
the beginning of every word.

Paste.

Repeat the last action
performed.

Open the find, replace, and go to

window in Microsoft Word.

Opens to another open Microsoft

Word document.

Spell and grammar check
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selected text and/or document.

Runs a Thesaurus check on the

Shift + F7 word highlighted.

F12 Save as.

Shift + F12 Save.

Ctrl + Shift + F12 Prints the document.
Alt + Shift + D Insert the current date.
Alt + Shift+ T Insert the current time.

10.5 Remote Desktop Shortcut Keys

Use these shortcut key combinations, as replacements to

their equivalent, in remote desktop.

Combination Effect Equivalent

Ctrl+ Alt+ End Interrupt keys Ctrl+ Alt+ Del
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Alt+ Home

Alt+ Page Up

Alt+ Page Down

Alt+Insert

Alt+ Del

Ctrl+ Alt+ Break

Ctrl+ Alt+ Left
Arrow

Ctrl+ Alt+Right
Arrow

Ctrl+ Alt+ Plus(+)

Displays the Windows |
start menu

Alt+ Tab+ Left
Arrow

Switch between
programs to the left

Switch between
programs to the right

Alt+ Tab+ Right
Arrow

Switch between Alt+ Tab
programs in most

recently used order

Window (context)
menu

Alt+Space

Changes remote Alt, Space, X
window to full screen

and back

Switches you to host -
computer

Switches you back to -
remote computer

Screen shot of the Prnt Scrn

whole screen
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Ctrl+ Alt+ Minus | Screen shot of the ALT+Prnt Scrn
-) active window

10.6 Useful Windows Commands

By using Windows commands, you can have quick access
to tools to configure and fix your computer. They also
allow you quick access to Microsoft software embedded
within your operating system. Some of these commands
can be very useful. Some are not so useful but can be fun

to try.
Open the Run dialogue, by pressing #+R

Now type in one of the following commands to open a
program. (Note: Some of these programs may not be

available in your Windows 7 editions.)

10.6.1 Windows Environment Controls

Command Result
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%ALLUSERSPROFILE% | Open the All User's Profile

%HomeDrive% Opens your home drive e.g. C:\
%UserProfile% Opens your User's Profile
%temp% Opens the temporary file Folder
%systemroot% Opens Windows folder

10.6.2 Consoles, Programs etc.

Command Result
access.cpl Accessibility Controls
hdwwiz.cpl Add Hardware Wizard
appwiz.cpl Add/Remove Programs

control admintools Administrative Tools

wuaucpl.cpl Automatic Updates



fsquirt

calc
certmgr.msc
charmap
chkdsk
clipbrd

cmd
dcomcenfg
compmgmt.msc
control panel
timedate.cpl
ddeshare
devmgmt.msc

directx.cpl
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Bluetooth Transfer Wizard
Calculator

Certificate Manager
Character Map

Check Disk Utility
Clipboard Viewer
Command Prompt
Component Services
Computer Management
Control Panel

Date and Time Properties
DDE Share

Device Manager

Direct X Control Panel
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dxdiag
cleanmgr
dfrg.msc
diskmgmt.msc
diskpart
control desktop
desk.cpl

control color

drwtsn32

verifier
eventvwr.msc
sigverif
findfast.cpl

control folders

Direct X Troubleshooter
Disk Cleanup Utility
Disk Defragment

Disk Management

Disk Partition Manager
Display Properties
Display Properties
Display Properties

Dr. Watson System
Troubleshooting Utility

Driver Verifier Utility

Event Viewer

File Signature Verification Tool
Findfast

Folders Properties



control fonts
fonts

freecell
joy.cpl
gpedit.msc
mshearts
iexpress
ciadv.msc
inetcpl.cpl
lexplore

ipconfig /all

ipconfig /displaydns

ipconfig /flushdns
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Fonts

Fonts Folder

Free Cell Card Game

Game Controllers

Group Policy Editor (XP Prof)
Hearts Card Game

lexpress Wizard

Indexing Service

Internet Properties

Internet Explorer

IP Configuration (Connection
Configuration)

IP Config (DNS Cache Contents)

IP Config (Delete DNS Cache
Contents)
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ipconfig /release

ipconfig /renew

ipconfig /registerdns

ipconfig
/showclassid

ipconfig /setclassid

jpicpl32.cpl
javaws

toy.cpl

control keyboard
main.cpl keyboard
secpol.msc

lusrmgr.msc

IP Config (Release All
Connections)

IP Config (Renew All Connections)

IP Config (Refresh DHCP & Re-
Registers DNS)

IP Config (Display DHCP Class ID)

IP Config (Modifies DHCP Class
ID)

Java Control Panel (If Installed)
Java Control Panel (If Installed)
Joystick Properties

Keyboard Properties

Keyboard Properties

Local Security Settings

Local Users and Groups
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logoff Logs You Out Of Windows
winchat Microsoft Chat

winmine Minesweeper Game
control mouse Mouse Properties
main.cpl Mouse Properties

control Network Connections

netconnections

ncpa.cpl Network Connections

netsetup.cpl Network Setup Wizard

notepad Notepad

nvtuicpl.cpl Nview Desktop Manager (If
Installed)

packager Object Packager

odbccp32.cpl ODBC Data Source Administrator

osk On Screen Keyboard
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ac3filter.cpl
password.cpl
perfmon.msc
perfmon
telephon.cpl
powercfg.cpl
control printers
printers
eudcedit
QuickTime.cpl
intl.cpl
regedit
regedit32

mstsc

Opens AC3 Filter (If Installed)
Password Properties
Performance Monitor
Performance Monitor
Phone and Modem Options
Power Management
Printers and Faxes

Printers Folder

Private Character Editor
Quicktime (If Installed)
Regional Settings

Registry Editor

Registry Editor

Remote Desktop
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ntmsmgr.msc Removable Storage

ntmsoprg.msc Removable Storage Operator
Requests

rsop.msc Resultant Set of Policy (XP Prof)

sticpl.cpl Scanners and Cameras

control schedtasks Scheduled Tasks

wscui.cpl Security Center
services.msc Services

fsmgmt.msc Shared Folders

shutdown Shuts Down Windows
mmsys.cpl Sounds and Audio

spider Spider Solitare Card Game
cliconfg SQL Client Configuration
sysedit System Configuration Editor

msconfig System Configuration Utility
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sfc /scannow

sfc /scanonce

sfc /scanboot

sfc /revert

sfc /purgecache

sfc /cachesize=x

sysdm.cpl
Taskmgr
nusrmgr.cpl
utilman
explorer

firewall.cpl

System File Checker (Scan
Immediately)

System FC (Scan Once At Next
Boot)

System FC (Scan On Every Boot)

System FC (Return to Default
Setting)

System FC (Purge File Cache)

System FC (Set Cache Size to size
X)

System Properties

Task Manager

User Account Management
Utility Manager

Windows Explorer

Windows Firewall
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magnify Windows Magnifier

wmimgmt.msc Windows Management
Infrastructure

syskey Windows System Security Tool

wupdmgr Windows Update Launches

winver Windows Version

tourstart Windows XP Tour Wizard

Write WordPad

10.7 Windows Shell Folder Commands

Open the run dialogue by pressing @+R

Now type in one of the following commands to open a
folder. (Note: Some of these programs/folders may not be

available in your edition of Windows 7.)
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10.7.1 Personal Folders

Command

shell:Personal

shell:My Music
shell:CommonMusic

shell:Playlists

shell:SamplePlaylists
shell:My Video
shell:CommonVideo
shell:My Pictures
shell:CommonPictures

shell:Original Images

shell:SamplePictures

Result

Shows the user Documents
folder

Opens your Music folder
Opens the public Music Folder

Shows the user \Music\Playlists
folder

Opens the playlists folder
Opens your Video folder

Opens the public Video Folder
Opens your Pictures folder
Opens the public Pictures Folder

Opens the original images edited

By Windows Photo Gallery

Opens the sample pictures folder
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shell:PhotoAlbums Opens the slideshows folder

10.7.2 User Folders

Command Result
shell:AppData Shows the user Application
Data folder
shell:CD Burning Shows the folder where files
are stored before being burned
to disc
shell:Contacts Shows the user Windows

Contacts folder

shell:CredentialManager | Shows the user Credentials

folder
shell:Cryptokeys Shows the user encryption keys
folder
shell:Desktop Shows the user desktop folder
shell:Downloads Shows the user downloads

folder
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shell:Gadgets

shell:GameTasks

shell:History
shell:Links

shell:Local AppData

shell:Local AppDatalLow

shell:NetHood

shell:PrintHood

shell:Profile

shell:Programs

shell:Quick Launch

Shows the user folder of
downloaded Sidebar Gadgets

Shows the user Game Explorer
folder

Shows the user History folder
Shows the user Links folder

Shows the user Application
Data folder

Shows the user Application
Data (Low Integrity) folder

Shows the user Network Places
folder

Shows the user printer
shortcuts folder

Shows the user profile folder

Shows the user Start Menu
Programs folder

Shows the Quick Launch folder
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shell:Recent Shows the user’s Recent
Documents folder

shell:SavedGames Shows the Saved Games folder

shell:Searches Shows the saved searches
folder

shell:SendTo Shows the user Send To folder

shell:Start Menu Shows the user Start Menu
folder

shell:Startup Shows the user Startup folder

shell:SystemCertificates | Shows the user certificates
folder

shell:Templates Shows the user Templates
folder

10.7.3 System Folders

Command Result

shell:AppUpdatesFolder Shows installed Windows
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shell:Common AppData

shell:Common Desktop

shell:Common Documents

shell:CommonDownloads

shell:Common Programs

shell:Common Start Menu

shell:Common Startup

shell:Common Templates

shell:Default Gadgets

shell:Fonts

Updates

Shows the Public
Application Data folder

Shows the Public Desktop

Shows the Public
Documents folder

Shows the Public Downloads
folder

Shows the Public Start Menu
Programs folder

Shows the Public Start Menu
folder

Shows the Public Startup
folder

Shows the Public Templates
folder

Shows the default Sidebar
Gadgets folder

Shows the Fonts folder



shell:Games
shell:MyComputerFolder

shell:OEM Links

shell:NetworkPlacesFolder

shell:PrintersFolder

shell:ProgramFiles

shell:ProgramFilesCommon

shell:Public

shell:PublicGameTasks

shell:ResourceDir

shell:RecycleBinFolder
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Shows the Games folder
Shows the Computer folder

Shows links provided by
your PC manufacturer

Shows the Network Places
folder

Shows the Printers folder

Shows the Program Files
folder

Shows the Program
Files\Common Files folder

Shows the Public folder

Shows the Public Game
Explorer folder

Shows the Windows
Resources folder

Shows the Recycle Bin
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shell:System Shows the Windows System
folder
shell:UserProfiles Shows the folder holding all

user profiles

shell:Windows Shows the Windows
installation folder

10.7.4 Applications

Command Result
shell:Administrative Tools Shortcuts to
applets in

Administrative
Tools folder

shell:Common Administrative Tools | Shortcuts to Public
applets in
Administrative
Tools

shell:AddNewProgramsFolder Control Panel's
Install a program
from the network
applet
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shell:ChangeRemoveProgramsFolder | Control Panel's
Uninstall or change
a program applet

shell:ConnectionsFolder Shows the list of
Network
Connections

shell:ControlPanelFolder Shows Control
Panel

shell:SearchHomeFolder Shows the
Windows Search
tool

10.7.5 Internet Explorer

Command Result

shell:InternetFolder | Opens IE
shell:Favorites Opens IE favorites
shell:Cache Opens IE cache

shell:Cookies Opens IE cookies
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10.8 Sync System Clock with Internet

Time

Just as in Vista, you can synchronize your clock with an
internet- based server. This will ensure that your computer
date and time is always correct. Having the correct time is
essential, especially when you want to search for files
modified on a specified date; if the date is incorrect, you

will have trouble finding your files.

In this section, you’ll learn how to sync your clock’s time

with time.windows.com’s time.
To synchronize your clock:

1. Click the Clock and click Change time and date
settings...

2. Under the /nternet Time tab, click Change Settings.
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= Date and Time mj-‘
| Date and Tme | Additional Clocks | Internet Time

This computer is set to automatically synchronize with
‘time.windows.com’,

This computer is set to automatically synchronize on a scheduled basis,

[ LS' Change settings..,

3. Check Synchronize time with an Internet time
server.
| chose to use the default windows.time.com and
chose Update now. Then click OK.
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ey ; T
=+ Internet Time Settings M

Configure Internet tirne settings:

[¥] Synchronize with an Internet time server

Server: timewindows.com - Update now .

This computer is set to automatically synchronize on a scheduled basis.

bt |wubincel

Now your PC will maintain the correct time and

resynchronize frequently (requires an internet connection.)



11 Organize Your Files

There are many ways to organize your files; an in- depth
organization solution is beyond the scope of this book.
However, this chapter offers a few tips to help you keep on

top of your files.

In this chapter, you’ll learn how to automatically move files
from your desktop, use naming conventions, batch rename
your files, and relocate your personal document folders

from the default locations set in Windows 7.

11.1 Automatically Move Files from

Your Desktop

Do you have a cluttered desktop? Do you spend time
looking for the documents and pictures you’ve saved
recently and then move them to different folders? If this is
the case, or if you just like a clean desktop, this section is

for you. Desktop teleporter is a great utility that moves
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files and folders that are newly created on your desktop to
pre- determined folders.

To automate the process of organizing your desktop:

1. Download Desktop Teleporter.
2. Set up rules to help manage images, music,
documents etc.

3. Set exceptions to your rules if you need them.

[Click to see an image of my clutter- free desktop]

11.2 Use Naming Conventions to

Organize Your Data

Here you can see the naming conventions | use for my
files. This is just a guide to get you started on your own
system. | set many of these conventions many years ago,
but they work. Experience has given me newer ideas, some

of which | am currently using.
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Photo Files

| archive my photos in the following way (Refer to Figure
30):

Photo > %Year% > %Date% Title

@\\Hj-vl « Media (AGYD) (Z:) v Pictures » 2006 » 080603 Adam's

Figure 30: Photo Folder Organization

Documents

Even though you can sort files by date in all popular OSs, |
still prepend a date to the front of a file. This helps me
with versioning. Also, | usually remember when | wrote
something, and not what | called it. Figure 31 shows how |

organize documents.
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& =l « 0501 Winter » 090115¥S 411 » Homework

NEE

Organize v Burn

+{ Favorites

|4 Recently Changed
Public

B Desktop

?E‘" Downloads

15 Recent Places

d Libraries

|5 Documents

Figure 31: Document Organization

Music

MNew folder

MName

] 411 Madison Autormnotive Domain Madel ...
B 411 Madison Automotive Domain Madel ...
W 411 Madison Automotive Domain Model ...

2] 411 Queny75Dw02.vsd

@ 090105 SQL Domain Model Queries.docx
'E‘J 090106 Java Domain Model.docx

i%] 090108 SD 7.vsd

I£] 090110 SD Queries.vsd

2] 090112 DSD.vsd

§£0] 000113 DAQ Examplevsd

4] 090113 DAD Homework.vsd

Date madified

O N

e

Everyone names their music differently; this is my way. I’'m

not an MP3 tag person, so | would probably use this for

inspiration and not instruction.

| name my music files:

Music > %genre% > %album_title%

All individual songs that | buy separately go into a genre

folder, along with any albums that are in their own folders.
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Tags essentially do the same thing, but when you have
over 100 albums (or 1000s as can be the case) it helps to
do some organization within your file structure (see Figure
32)

guv! « Media (WGVD) (Z:) » My Music » HipHop » Albums

Organize « Burn Mew folder

g

Mame
Busta Rhymes - When Disaster Strikes

»{ Favorites

4 Recently Changed
Public

BE Desktop

‘i.-" Mrsamlaade
Figure 32: Music Organization

Camp Lo - Uptown Saturday Might
Camron - Come Home With Me

Camren - Harlems Greatest

Please visit this page, for screenshots of my file system.

11.3 Batch Rename Your Files

| don’t remember when | first started using D- File Mu, but
it is an invaluable tool for me. | use it all the time and |
recommend it to anyone. It can take a little getting used

to, but it’s not too complicated and works very well.
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Download D- FileMU

11.3.1 D- FileMU Features
D- File MU performs the following changes:

e Adding strings to the beginning and end of the
filenames.

o Deleting specified number of characters from
beginning or end of the filenames.

e Adding numbers in sequence to the beginning or
end of the filenames.

e Changing to upper or lowercase.

e Replacing strings with specified string.

o Changing the file extension of filenames.

e Capitalizing words and more.

11.4 Relocate Personal Data Folders

| don't like having my personal files on the system drive. If
you get a virus or reinstall your operating system, you
stand a higher chance of losing your files. | always keep

my personal files on a separate partition or drive. Windows
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likes to store your saved videos, music, pictures, etc, in
your Personal folder. In this section, you'll learn how to

relocate your personal folders and files.
To relocate your personal folders and files:

1. Open Windows Explorer and navigate to your
personal folders (Usually C:\Users\[your account

name]\.)

2. Right click a personal folder that you want to

relocate and click Properties.
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'_ :Mz [Ilncl.lm:r:ltr ?_i:
B Myt Open !
E| My B Open'in new window 14
& My Share with v b
£ save Restore previous versions 14
W Sear Include in library o 1

Send to .
Cut
Copy

Create Shortcut
Delete

Rename

3. On the Location tab of the properties dialog box,

enter the address to which you want to relocate the
folder.
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P — —
1 o

" Wiy Daciimients Properties =5
[ General I Sharng I _ Secunty
Location | Previous Versions I- Customize

& Filesinthe My Documents folder are stared in the
¥ target location below.

fou can change where files in this folder are stored to
anothier place on this hard drive, another drive, or another
compuier on your network

E}Documents

[ Restore Diefault I [ Mave . I [ Find Target..

4. Click OK.

5. Windows will ask permission to create the target
folder if it doesn’t already exist, so click Yes. |
advise moving all the original files to the new
location, unless you see a reason not to.

6. Now you may add your new files to the search
index. An explanation of how to do this is found

later in this chapter.



311 | 11 Organize Your Files

11.5 Organize the Search Index

The search index is a powerful tool that helps you locate
your files very quickly. However, the search indexing
service can be very resource intensive (usually when you’re
not using your PC) and also takes up hard drive space. |

customize the search index to suit my needs.
To customize the search index:

7. Click Start, type search, and click Change how
Windows searches.

2. You will now see which files are indexed. Because |
don’t store personal files on the C partition

(Relocate Personal Data Folders), I've removed it

completely from the search index.
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-

s Indexing Options

=

23,777 items indexed

@ Indexing complete,

Index these locations:

Induded Locations Exdude

(@ ket Bxploce tistory :
(aMedia (E:)

{4 Microsoft Office OneNote
@ Offline Files

| Start Menu

1 Users

Default; AppData; AppData

wodfy | [ Badvanced ]|

Hy'Pause

How does indexing affect searches?

Troubleshoot search and indexin

3. Click Modifyto change which locations are
indexed.
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-
s Indexed Locations

Change selected locations

& v . Meda ()
7] [ Miorosoft Office Onelote
ﬁ Offline Fles
4 & os(c)
SAVGE. VAULTS
b Intel
[+ fu Program Files
b ProgramData
L Temp
i User32Backup
b | jJ Users
[+ 4 Windows

OREODEODOEERE

1

summary of selected locations

Induded Locations

& | Internet Explarer History
aMedia (E:)
ﬁ:‘bﬁamﬁ Office OneMote
El]fﬁlne Files

L Start Menu

| Users

Exdude

Default; AppData; AppData
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4. Press OK and then Close to save your preferences.
Windows will now get to work as it adds and

removes data from the search index.

11.6 Index Zip File Contents for

Searching

As hard drive capacities increase, the search function is a
necessity when trying to access your files. To include zip

file contents when searching in Windows 7:

1. Click the Start button and click on Computer.
2. Press the Alt key and click 7oo/s > Folder Options.

Libraries » Documents »

] e

fi Map Metwork Drive..
Disconnect Metwork Drive...

Cpen Sync Center..,

Folder Options...

zes mintywhite
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3. Under the Search tab, check /nclude compressed
files, and click OK.

[ Folder Options ﬂ
| Geoerel | View | Search

What to search

(@ In indexed locations, search file names and contents.
In non-ndexed locations, search file names onby.

i Mlways search file names and contents fthis might take
several minutes)

How to search

— Include subfolders in search resulis when searching in file
folders

Find partial matches
[ ] Use natural languags search

[7] Don't use the index when searching in file folders for system
files {searches might take longer)

When searching non-ndexed locations
[] Include system directories
| Include compressed files (ZIP, CAB..) |
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Now, when you search, you’'ll be able to find data in

compressed files.

11.7 Scan Your Drive for Duplicate Files

Do you have thousands of photos, documents, songs, etc,
on your hard drive? If you do, you’ll likely have duplicates
all over the place. In this section, you’ll learn how to

search for duplicates and delete them.

Download Easy Duplicate Finder

11.7.1 Easy Duplicate Finder Features

e Search for true duplicates (files with same
contents.)

o Powerful search engine with fast files check.

e Full binary (byte- by- byte) comparison.

e Flexible Scan settings.

e Search files by “masks”.

o Size criteria & skip zero- length files option.

e Find duplicates from selected folders or drives.

e Select multiple folders/drives for scanning.
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e Protect system files and folders.

e Move files to Recycle Bin or delete duplicate files
permanently.

e Mark selected duplicates by renaming them with
adding prefix to file names—to test what files are
safe to delete.

e Much more.



Glossary

Coming soon...
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Appendix A: Version History

0.1

0.1.1

0.1.2

0.1.3

0.1.4

0.2

0.2.1

0.2.2

14 Feb ‘09
28 Feb ‘09

24 March
‘09

25 March
‘09

30 June
‘09

17 July ‘09

24 August
‘09

30 August
‘09

First edition prepared
Grammatical changes

Finalized “RC1” Edition for preview
by readers

Fixed some consistency issues

Updated for Windows 7 RC
Consistency

Major rework of book: New guides,
formatting, grammatical changes,
style changes etc.

e Updated book for consistency
with Windows 7 RTM

e Added more guides

¢ Added appendicies
New cover page

e Grammar update
Preparation for translation

Get the latest version of the book here




Appendix B: Contact Me

You may have questions as you read this book—please
don’t keep them to yourself—ask me them anytime. There

are a number of ways you can contact me:

& Website: http://mintywhite.com

G o . .
— Email: rich@mintywhite.com

L Twitter: http://twitter.com/mintywhite

Digg: http://digg.com/users/mintywhite

Plurk: http://www.plurk.com/user/mintywhite

</ StumbleUpon: http://mintywhite.stumbleupon.com

AIM: mintywhitecom
0, . . .
=2 MSN: mintywhitecom@hotmail.com

¥ Yahoo: mintywhitecom



Appendix C: Create a System Restore

Point

A system restore point is a snapshot of your PC and it’s
settings. This is useful if anything goes wrong and you

want to roll back your system to a previous, working state.

As you work through this book, you may be required to
make significant system changes. In these cases, create a

restore point before you make changes.

Create a System Restore Point
To create a system restore point:

1. Click Start, type protection, and click Create a
restore point.

2. On the System Properties dialogue, click Create.
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- -
System Properties @

| Computer Name: | Hardware |Mua1c:ed | System Protection | Remote
r‘i: ¢ U=e system protection to undo unwanted system changes and
|

restore previous versions of files. #Vhat is svstem protection

System Restore

You can undo system changes by reverting [

your computer to a previous restore point. System Mm&m ]

Protection Settings

Available Drives Protection

&.05 (©) (System) On
= Media (E1) 613

Configure restore settings, manage disk space, Cﬂrﬁgll:s
and delete restore points. —

Create a restore point right now for the drives that E
have system protection tumed on. ; Create...

3. Give your restore point a name.
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r E
Systermn Protection ﬂ

Create a restore point

Type a description to help you identify the restore point, The current date and
time are added automatically,

mintywhite|

4. Wait as your system restore point is created.

System Protection

Creating a restore peint. ..

L c——

5. Your restore point is ready to use when you need it.
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-

System Protection

[0. The restore point was created successfully.

Restore to a Previous Restore Point
To restore to a previous point:

1. Click Start, type restore, and click System Restore.
2. If you followed the previous part of this section,
you’ll already have a restore point to work with.

Some programs (Advanced SystemCare and

Windows Update) create restore points too, so you

should have a few by now. Click Next.



Windows 7 - The Pocket Guide | 326

" System Restore | B |

Restore system files and settings

System Restore can help fix problems that might be making your
computer run slowly or stop responding.

System Restore does not affect any of your documents, pictures, or
other personal data, Recently installed programs and drivers might be
uninstalled, Is this process reversible?

3. Select your restore point and Next.
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r
_ﬂ':’ System Restore

Restore your computer to the state it was in before the selected event _‘L_]

Heow do 1 choose a restore point?

Current time zone: Eastern Daylight Time

Date and Time Description Type

2009 10:15:28

[ Show mare restore points [ 5can for affected programs_|

<Bak || Mext> | [ cancel |

4. Click Finish.
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- TR
& System Restore ﬁ

Confirm your restore point

‘four computer will be restored to the state it was in before the event
in the Description field below.

Time: 8/27/2009 10:15:28 (Eastern Daylight Time)
Description: Manual: mintywhite

Drives: 05 (C:) (System)

If you have changed your Windows password recently, we recommend
that you create a password reset disk. Create & password reset disk.

System Restore needs to restart your computer to apply these changes.
Before you proceed, save any open files and dose all programs,

[ <Bad [ Fnish ]| [ cancel |
e il

5. System restore make take some time (up to an

hour), so enjoy the break from your PC.



Appendix D: Launch Windows Registry
Editor

To access the Windows Registry:

1. Click the Start button, type regedit, and press

Enter

| regedit

€ @

2. When prompted, click Yes

-
";-:JL'-|

-

'"\%' Uszer Account Control | &

Do you want to allow the following program to make

& changes to this computer?

a4 Program name:  Registry Editor
Verified publisher: Microsoft Windows

(%) Show details Yes  |[ No ]

Change when these notifications appear
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Appendix E: Back up the Windows
Registry
To back up the Windows registry:

1. Click the Start button and type regedit.
2. Left click Computerin the left pane.

H Registry Editor
File Edit View Favorites Help

| 4 18 Computer -
HKEY_CLASSES ROOT

3. Goto File > Export.
¥ Registry Editor
File Edit: View Favorites Help
a ke -Ccun‘;' '
il K
i |'| Export

1
1

==

Collapse

Disconnect

4, Save the file (for extra precaution, save the file to a
USB thumb drive.)
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Savein: Diocuments - @7 [E-
CJ;; Name . Date modified Type
\&ﬁ

Mo items match your search,
Recent Places

Evport range:
@A ‘
() Selacted branch




Appendix F: Burn Data to
CD/DVD/Bluray

To burn files to you disc:

1. Put a blank or rewriteable disc in your optical
media drive.

2. When Autoplay loads, click Burn files to disc.

# .
wm AutoPlay l = | ﬂ

&4 DVD RW Drive (D2)
=

[ Always do this for blank DVDs:

Elank DVD options

{4 Burn files to disc
Eh. W using Windows Elplarer

_ = Burn a DVD video disc
'-1 ueing Windows DVD Maker

View more AutoPlay opticns in Contral Panel
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3. Give your disc a title and choose which type of disc
you’d like to create. | chose to write only once to
the disc, but you can write multiple times (and

rewrite if you are using a rewritable disc.)

r = "
Burn a Disc w

How do you want to use this disc?

Disc title: 090827 Backup

i1 Like a USE flash drive

Save, edit, and delete files on the disc anytime. The disc will
work on computers running Windows XP or later, (Live File
Systern)

@ With a CD/DVD player
Burn files in groups and individual files can't be edited or
removed after burning. The disc will also work on most
computers. (Mastered)

Which one should I choose?

) e

4. Drag and drop files to the burn folder.
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\.J’IU |$"J b Computer » DVD R

Organiee ¥ Bum t-cr it | Ul'\_../" |,_ ¥ Computer » Mediz

A it = Mame | ) =

I RS | Organize = 4 Open Burmn
& Recently Changei - ;q | Jrr—— R —
| Public i i Favorites Name
B Desktop ‘a |4 Recently Changed !__‘ 090z
¥ Downloads . t 1 Public | 000t
1 | 1 I
‘2| Recent Places . ¥ Bl Desktop L eW:

|+ Copy to DVD RW Drive (0) | | L One
= Libraries 7 I | | Recent Places 1y Pers

5. Your files are now ready to be burned to your disc.

@ You have files waiting to be burned to disc ™ *
To view the files now, click this balloon.

&

6. When you’ve copied all your files, click Burn to disc.
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UU (€3 Computer » DVDRW Drive (D:) »

Organize = Burn to disc Delete temporary files

=
o : = Mame
" Favontes

& Recently Changel | 4 Fjles Ready to Be Written to the Disc
- Public
Bl Desktop

? Downloads

& 0906 BUS M 361
F 0906 ORG B 321

T e——— -k Taalea

7. Verify your disc name and click Next.
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U g Burn to Disc

Prepare this disc

Disc title:
090827 Backup

Recording speed:

Mew files being burned to the disc will replace any files already on the discif they have the

Same name.

[ Close the wizard after the files have been burned

e ————————————————————————————

8. Your data will now be copied to your disc.
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TS

X4
5 (e Burn to Disc
Please wait...
Burning the data files to the disc...
—
Estimated time left: 4 minutes
Jext Cancel

9. Verify your disc works by accessing it through

Computer (8+ E) or using it in another computer.



Appendix G: Burn an ISO Image to a

Disc

Windows 7 burns ISO images natively; however, Windows
XP and Vista do not. Learn, in this section, how to burn
and ISO to a disc in Windows XP or Vista and how to do
this in Windows 7.

Burn an ISO to Disc in Windows XP or Vista
To burn an ISO image to a disc in Windows XP or Vista:

1. Download ImgBurn.

2. Install ImgBurn on your PC.
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"9 ImgBum 2420 Setup

Installing
Please wait while ImgBurn is being installed,

3. Open ImgBurn and click Write image file to a disc.
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4, Click the Browse for file icon.

Browse for a file.,,

5. Locate the ISO image and click Open.
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windows7-6801,0.080913-2020_Client_en-us_ULTIMATE-
ULTIMATE GB1CFRE EN_DVD.iso
Type: Virtual CloneDrive

Size: 2,72 GB

Date modified: 10/29/2008 813 PM

6. Click Write.

7. ImgBurn will now create your DVD (I strongly
recommend verifying the disc with ImgBurn by

checking Verify.)
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8. If you get the following error and are using a

laptop, don’t worry: this is normal.

All atternpts to automatically close the drive tray have failed!

 Note: Thisisto be expected on laptop style slimline drives,

Please close it manually and then click ‘O to continue,
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9. ImgBurn will notify you when the disc is

successfully burned and verified.

10. Verify your disc works by opening in Computer or
checking it on another PC. i.e., if you are burning
the Windows 7 DVD: go to Computer (Z8+E),
double click on your optical drive’s icon, and
double click on setup.exe. The Windows 7 install
tool should load.
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% Install Windows

Check compatibility online ’-i\

Install now ’3

What to know before installing Windows

another computer

Burn an ISO to Disc in Windows 7
To burn an ISO image to a disc in Windows 7:

1. Put a blank or rewriteable disc in your disc drive.

2. Locate your ISO file, right click in and click Burn
disc image. Note: if another program has assumed
responsibility for ISO files, you’ll need to change

the default program (Appendix |: Change the

Default Program to Handle a File Type .)
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| 1) Windows Vista SPZ (x64).is0 8/3/2008 358 PM [
|£9] Windows ¥P Home & Burn disc image F

3. Il encourage you to verify the disc. Click Burn.

- —
v Windows Disc Image Burner u

Dizc irnage file: Windows Vista SP2 (x04).150

Disc burnen DVD R Drive (D:) *]

Status
To start burning the disc image, click Bumn.

[&] Verify disc after burning
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4. Verify your disc works by opening in Computer or
checking it on another PC. i.e., if you are burning
the Windows 7 DVD: go to Computer (8+E),
double click on your optical drive’s icon, and
double click on setup.exe. The Windows 7 install
tool should load.



Appendix H: Boot from a CD or DVD

When you first boot your PC, you are not in Windows vyet;
you are booting from BIOS, which means there are no

standards and each computer differs.

Due to the number of computer brands and BIOS versions,
a comprehensive guide is not provided here. However, | do

provide some quick tips:

e Have the disc in the drive as the computer is turned
on.

e Wait and you may be prompted to press any key to
boot from the disc.

o Look out for something like F7.2 Boot Menu when
your computer is starting.

e When the boot menu loads, select optical disc drive

(or equivalent) and hit enter.

e Ask the experts.



Appendix I: Create a Partition with
GParted

Note: If you are using Windows Vista or 7, you should use

the built in disk management tool (Create a New Partition

using Vista.) Windows XP disc management tool is not

adequate and you should use something free like GParted.
To create a partition with GParted:

1. Download the GParted live CD here.
2. Burn the image to a CD (Appendix G: Burn an ISO

Image to a Disc), reboot your computer, and boot
from the CD (Appendix H: Boot from a CD or DVD.)

3. Press Enter at the boot prompt; choose your

language, keymap, and screen resolution.
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gt
c GHOME PARTITION EDITOR 0.3

W e | “$EHNFO [

4. You will now see your disks and partitions.
Select the partition you want to resize and click

Resize/Move.

el D Wew  [ewes Pa

08 .3 !

[T P T T

6. Drag the partition to the desired size and click

Resize/Move.
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7. Now exit GParted and either boot back into
Windows or boot from your operating system

installation disc.



Appendix J: Change the Default
Program to Handle a File Type

If you want to open a file type in another program, do the

following:

1. Right click on the file and click Open with >

Choose default program...

im— g e S —

E_m.nWin dows Vis{

- Open ?M
Ce Wiriciones XP Take Ownership | el
([ windows XP : 0.
1-Zip 3
@ windows_vist JAR
% Scan with ESET Smart Security
Advanced options 3
Open with v 7-Zip File Manager pu\
B WinRAR ¥ |88 Mount Files with Virtual CloneDrive
| @ Addfile ta Live Mesh folder,.. ] Windows Disc Image Burner
y —~ | B WinRAR archiver
SP2 (x64).is0 Datd we Addto MozyHome backups
Restore previous versions Choose default program...

—y

[l 3

2. Select the program you would like to open the file
with and check Always use selected program to
open this kind of file. Click OK.
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rOpen with M

= } Choose the program you want to use to open this file:
File:  Windows Vista SP2 (x64).is0

Recommended Programs

7-Zip File Manager = Mount Files with Virtual CloneDrive
Igor Paviov &/ Elaborate Bytes AG

P, \WinRAR archiver

‘ — = Windows Disc Image Burner
Alexander Roshal

Y| Wicroseft Comarasan

Other Programs v

Always use the selected program to open this kind of file Browse...

If the program you want is not in the list or on your computer, you can look for the appropriate program on the
eh.

Web,
—_———

3. Your files will now open in the new program by
default.



Index

Coming soon...
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donation.



