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But there’s certain to be someone, somewhere, whodoesn’t care for the new look—and

Microsoftrarelytakes a step forward withoutoffering a step back to those who want
it. You can not only change Vista’s color scheme, you can also completelyturn off
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Figure 4-1:
Mostpeople with fast
enough computers use
the Aero Glass look of
Windows Vista—and

that’s why theillustra-
tions in this book show

Aero Glass. But your
computer maylook
different, especially
if you've deliberately
turned on one ofthe

otherstyles.

Your choices are:

Vista Basic (middle),
which looksa lotlike
Aero-the window

edges arestill rounded,
andthe Start menustill
has the new two-tone

design, but the window
edges aren't transpar-
ent. You lose taskbar

thumbnails (page 94)
and Flip 3D, too (page
90).

With Windows

Standard (bottom)
andtheslightly darker
WindowsClassic, you
lose all semblance of
3-D window elements;
windows have sharp,
square corners, and
the Start menuis

solidly gray. You're in
a weird cross between
Windows Vista and
Windows Me.
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the Aero look andfeatures, if you so desire. You can substitute any of the three looks
depicted in Figure 4-1.
 

Tip: Aero Glass uses up someof your PC's horsepower, 24 hours a day, Changing your scheme from Aero
to Basic (or simply turning off transparency) can give your computer a speed boost, becauseit no longer
has to compute and drawfuzzy images of whateveris behind your windowtitle bars.

Microsoft figures that’s not something you'll want to do often, so the controls are a bit
buried. But here they are, just in case you're a believer in opaque windowedges:

1. Right-click a blank spot on the desktop. From the shortcut menu, choose
Personalize.

The Personalization control panel opens.

2. Click the first link, “Window Color and Appearance.”

If you've been using the Aero design, you nowarrive at the dialog box shownin
Figure 4-2. Here’s where you can choosea different accent color for your windows,
or adjust (or turn off) the degree of window-edge transparency, whichwill make
your PC slightlyfaster.

If you've been using one of the other themes, you go directly to the dialog box
shownin Figure 4-3; skip to step 4.
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Figure 4-2:
This dialog box,
new in Vista,is
offered onlyif
Windows deems

your computer

Go-*®jul« ¥Personalization » Window Color and Appearance
Window Color and Appearance
You can change the color of windows, the Start menu, and the taskbar. Pick one of the available colors or create

 

 
 
 

worthy to run
the Aero cosmet-

your own color using the color mover,

   
ic scheme (page
22), Here’s
where you can
adjust the color
tint, change (or
turn off) the
transparency
effect, or open
the Appearance
Settings dialog
box (Figure 4-3).

|
+ “id=

Default Blue Teal Red PinkGraphite Orange

jv] Enable transparency

Color intensity:

(x) Show color mover

Open classic appearance properties for more color options

h

ft | |— = =  
 
 
 
 
 
 
 
 

 

 

3. Click “Openclassic appearance properties...” at the bottom of the window.

The AppearanceSettings dialog box opens.
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Aero or Not 4. In the Color Schemelist, click the Windows design look you prefer: Windows

i Vista Aero, WindowsVista Basic, Windows Standard, or WindowsClassic.
|

With eachclick, you see a sampleat the topof the dialog box. (Figure 4-3 shows
the samples moreclearly.)

5. Once youfind a design youlike, click OK.

Thescreen flickers, thunderrolls somewhere, and yourscreen changes.
 

Figure 4-3:
Advanced Appearance 5 Left: This box

lists canned

designs, but
for realfun,
click Advanced.

Right: Click
a part ofthe
view pane

| (Desktop,Colors and edected here onty apply ifyouhave selectedaWindo
Casi coraieme Tf any other enkiapehon: tgs caase and a Scrollbar, and
Sa APEiAUC: so on). Then
tae ae : ; use the menus

| [Actors Tite Bar oz) 33 iisBz to choose
colors and

type sizes for
the chosen
interface ele-
ment,

| @ Appearance Settings

 
 

 
   
 

  
 

Dialing Up Your Own Look
All Versions

As you know from Figure 4-1, Windowsincludes a numberofcolor schemes: pre-
designed accent-colorsets that affect the look ofall the windows you open. These
color-coordinated design schemesaffect the colors and shapes of your windowedges,
title bars, windowfonts, desktop background, and so on.

Turns out, however, that you have far more control than just switching wholesale from
one scheme to another. Youcan actually tweak individual elements of a theme: change
the font, change the title-bar color, change the icon spacing, and so on,

To begin this adventure, you haveto get yourself to the AppearanceSettings dialog
box:

- If your computer runs Aero: Right-click the desktop. From the shortcut menu,
choose Personalize. In the control panel that appears, click “WindowColor and
Appearance,’and then click the link that says “Openclassic appearance properties
for more color options.”(You can see this link in Figure 4-2.)
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. If your computer doesn’t run Aero: Right-click the desktop, From the shortcut Ante
menu, choose Personalize. Whenyou click “WindowColor and Appearance,” you OwnLook
get the classic AppearanceSettingsdialog box right away (Figure 4-3, left), without
ever seeing the box in Figure 4-2.

See the “Color scheme”list (Figure 4-3, left)? If you see Windows Aerointhislist,
great. You cangetthe full Vista experience, complete with animations, see-through
windowedges,Flip 3D (page 90), and so on.

If you see only WindowsVista Basic, then you probably have a lower-powered PC(or,
rather, a lower-powered graphics card), or you're using the HomeBasic edition of
Vista. That’s not so bad, though.Youstill get the clean,modernlookof Vista windows
andbuttons, a rounded black glass look for the taskbar and start menu, and so on.

And finally, by choosing Windows Standard or WindowsClassic styles from the
“Windowsand buttons” drop-down list (Figure 4-3, left), you return your PCto the
visual look ofWindows 2003/Windows2000. (Strangely, there’s no way to restore the
nostalgic color scheme of Windows XP.) 

Nofe: The “High Contrast” schemes inthe list are designedto help out people with limited vision, who require
greater differences in color between window elements. High-contrast schemes do not use anyof the Aero
features and more closely resemble the squared-off windowsand dialog boxes of Windows 2000.

 
  

FREQUENTLY ASKED QUESTION

The Solution to Tiny Type

OK, fine—I can adjustthings like the standard Windows type Yes, there is a way to bump up the standard Windows
size, but only if | choose the point size. Right-click the

 

 
 
 
 
 
 

 
 
 

 

 
 old Windows Classic design {ort sealing = : 9)=desktop; from the short-

scheme. Look, 'm over 40, || [cerscaig |. = || cut menu, choose Per-
my new laptop hastiny, Chovens urate scalets Htinorniotixiaution onthascieenorslengersealene: |) -SOnialiee,' Then cliek the
tiny pixels, and | wantto Re Te eetHeeeeneeseas “Adjust font size dpi” link
bump up the point size! Default scale (96 DPI) - fit more information ||_at the left side ofthe dialog
Isn't there anything | can {f Levoer scale (120 DP) ~ make text mare readable box.

After you authenticate your-
self (page 191), you arrive

The people have spoken, (ee) caves) [eiv]|} at the DPI Scaling dialog
and they've said, "We want = = box, where you can scale up
our screens to show more!” the size of the text, at least

The manufacturers have responded, and they've said, “OK, _in programs(like Windows itself) that are modern enough

fine—we'll just make the pixels smaller.” These days, text to respond to this control. (The dialog box offers only two
on PC screens (especially laptops) is practically unreadable choices: defaultsize, or onesize bigger. To choose something

for over-40 eyes. larger, click the Custom DPI button.)

AN This change will take effect alter a restart [ Custom DPL._ |up the new Vista look?

 |
|

do without having to give

|   
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You, the Interior Designer
The real fun, however, awaits when you choose one of the canned schemes,like
Windows Classic (Figure 4-3, left), and then click the Advanced button. Now you
find yourself in a dialog box that lets you change every single aspect of this scheme
independently(Figure 4-3, right).

Dialing Up Your
D9

 

| Note: Microsoft put a lot of work into the newlookof Vista, and doesn’t especially want people dilutingit
with their own randomchanges. “If you wantthe Vista look," the companyis saying,“it’s all or nothing.”If
WindowsVista Basic (or WindowsVista Aero) is selected in the “Windows and buttons”list (Figure 4-3, left),
the changes you makein the Advanced box (Figure 4-3, right) may have no effect.

Proceed with your interior-decoration crusadein either of two ways:

« Change the elements of the scheme oneat a time. Start by choosing from the| Item drop-downlist (or by clicking a piece of the illustration at the top halfof
the dialogbox,like a title bar or a button). Thenuse the Size, Color 1, and Color 2
drop-downlists to tailor the chosen element—such as Desktop or Scrollbar—to
suit yourartistic urges.

|
GEM IN THE ROUGH

Effects: The Tiniest Speed Tweaks

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
if you peerclosely at the dialog box shownat left in Figure
4-3, you'll see a button called Effects. It takes you to a
dialog boxthatlets you control what Microsoft calls special
effects in Vista.

Now,these aren't exactly the kind of special effects they make
at Industrial Light and Magic for
usein Star Wars movies. Infact,|Secs

edges on the typed charactersby using clever color changes
on the pixels at the edges of certain letters. Factory setting:
On, ClearType.

Show shadows under menus. Take a look: in Windows
Vista, open menus actually seem to castfaint, light gray

drop shadows, as though the

menu is floating an eighth of

 
 

they're so subtle, they're practi-  cally invisible—and there are far || “#82Seer f¥i Show shadows under menus
fewer effects in Vista than there | Tiles widow Sontants dhe sated

were in XP. \

i] Lise the folowing method to smooth edges of screen fonts: an inch abovethe surface of the

windowbehindit.It’s a cool, but

utterly superfluousspecialeffect acrael Gaeaaial that saps a tiny bit of speed 

Use the following method
to smooth edges of screen
fonts. When fonts are enlarged, they become ragged on
the curves. But when you turn onthis option, WindowsVista
softens the curves, makingall text look more professional (or
slightly blurrier, depending on yourpoint of view).

Using the drop-downlist, you can choose a smoothing
technology called ClearType. It's designed especially for
flat-panel screens, as on laptops. It simulates smoother

from the proceedings. This
checkbox is the on/off switch.

Factory setting: On.

Show window contents while dragging.If this option is
off, when you drag a window,a faint outline of its border
is visible; you don'tseeall the itemsin the window coming
alongfor the ride. As soonas youstop dragging, the contents
reappear.If it’s on, however, as you drag a window across
your screen, you seeall its contents, too—which can slow the
dragging process on slower machines. Factory setting: On.
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Someof the screen elements named in the Item drop-downlist have text associ-
ated with them:Icon, Inactive Title Bar, Menu, Message Box, ToolTip, and so on.
When you choose oneof these text items, the Font drop-downlist at the bottom
of the dialog box comestolife. Using this menu, you can change the typeface(font,
color, and size) used for any of these screen elements.If you have trouble reading
the type in dialog boxes (because you have a high-resolution, tiny-type screen), or
you wish your icon names showed upalittle more boldly, or you'd prefer a more
graceful font in your menus, these controls offer the solution.
 

Tip:\f you create an attractive combination of colors and type sizes, rememberthat you can preserveit for
future generations. Click OK to return to the AppearanceSeltings box. Then return to the Personalization control
panel. (For example, right-click the desktop, and then, from the shortcut menu, choose Personalize.)

Now,click the Themelink; in the Theme Settings dialog box,click Save As and name yourcreation, Thereafter,
you'll see its name listed alongside the “official” Microsoft therres.

(A Theme,by the way, isn’t the same as a color scheme. A Theme includes much more than visual elements;
it also includes sounds,icons, and so on.) 

Desktop Background (Wallpaper)
All Versions

Vista has a whole newhost of desktop pictures, patterns, and colors for your viewing
pleasure. You want widescreen images for your newflat-panel monitor? No problem,
Vista’s got ‘em. Want somethinggritty, artsy, in black and white? They'rethere, too,
And youcanstill use any picture you'dlike as your backgroundas well.

To changeyours,right-click the desktop. From the shortcut menu,choose Personalize.
In the Personalization dialog box, click Desktop Background.

Use a Microsoft Photo

Now you're looking at the box shownin Figure 4-4. It starts you off examining the
Microsoft-supplied photos that come with Vista. They're organized into categories
like Black and White, Light Auras, Paintings, Textures (which take well to being
tiled—more on that in a moment), Vistas (panoramic nature shots—yes, there had
to be some), and Widescreen (designed to fit especially wide monitors).
 

Tip: tf you'd rather nave a plain, solid-colored background, choose Solid Colors from the Picture Location
pop-up menu. You'll have your choiceof a full palette of shades. It’s not a bad idea, actually; you'll gain a ittle
bit of speed, andit'll bealittle easier to find youriconsif they're not lost among the weeds and mountain
bushes of a nature photo. 

If you see something youlike, click it to slap it across the entire background of your
desktop, Click OK.
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rotuetms §6€Use Your Photo

altel It’s much morefun,ofcourse, to use one of your ownpictures on the desktop. That
might be an adorable baby photoofyourniece, or it might be Britney Spears with
half her clothes off; the choice is yours.
  

Figure 4-4:
Desktop Backgrounds
have come a long way
since Windows3.1.

 
  

 
 
 
 

 

 
 

 GC je |KEE<« Pessonalization + Desktop Background 

(Edt “View Tools=Help Because of Windows

Vista’s name, most of
Choose a desktop background the desktop images
Click a picture to makert your desktop background. To usea picture that's notlisted, browse Desktop Backgroundsto the picture and double click it, 3

es make! points to are, well, 
 
 | Picture Location [Windows Wallpapers ~| | Browse... ] vistas—beautiful,

= expansive, nature im-
Black and White (4) —- a - ages. There are many

more to choose from,
50 feel free to look
around.

 
Light Auras (5) “

aah
How should the picture be positioned?

    
     
 

At the topof the Desktop Backgrounddialog boxis a Picture Location pop-up menu,
It lists several folders thatare likely to contain photos on your PC:

* Pictures points to your Pictures folder, so it conveniently shows youall of the
pictures saved there—upfor grabs for your desktop.

* Sample Pictures contains even moregreat pictures for the desktop. They’ve been
supplied by Microsoft so that, immediately uponinstalling Vista, you'll have some
pix to fool aroundwith.

* Public Pictures is a subfolder of the Public folder (page 730). It’s expected to be
the place you share yourpictures with others who have access to your computer.
(Ironically, the Public Pictures folder contains the Sample Pictures folder.)
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Tip: \f you store pictures in a folder other than Pictures, youcanstill use them. That's what the Browse button Desktop Background
is for. Click it to select thefolder and makeits contents appearas thumbnail wallpaper candidates (Wallpaper) 

Beneath the thumbnails, by the way, Microsoft asks a very good question: “Howshould
the picture be positioned?” What it means, actually, is,“Howshould the picture be
positioned if it’s too small to fill your screen?”

Your choices are (as represented by the mini-pictures):

« Fit to screen. Stretch the picture to fit the desktop, even if distortion mayresult.

* Tile. Place the picture in the upper-left corner of the desktop, and repeat it over
and over until the entire desktopis covered.

- Center. Plop the picture in the middle of the desktop. If the picture is smaller than
the desktop, a colored borderfills in the gaps. (You can change the bordercolor by
clicking thelittle “Change background color”link that appears when you choose
the Center option.)

Once you have chosen yourdesktop picture, and the wayit will be positioned, apply
your newdesktop byclicking OK.

 
Screen Savers
All Versions

You don’t technically need a screen saver to protect your monitor from burn-in.

Today’s energy-efficient monitors wouldn't burn an image into the screen unless you ;
left them on continuously, unused, for at least two years, according to the people who
design and build them.

;|

 

No, screen savers are mostly about entertainment, pure and simple
Vista's built-in screen saver is certainly entertaining,

and Windows

 
 
  

 
 

  

Webby Wallpaper

If there's a graphic on the Webthatstrikes your fancy, itcan Internet Explorer Wallpaper.bmp. (If you use a Firefox
becomewallpaper,too. Right-click the image—right there in browser, thefile is called Firefox Wallpaper.bmp and lands
your Web browser—and chooseSet as Background (or Set—_in the Mozilla—Firefox folder instead of the Microsoft

as Wallpaper) from the shortcut menu. The graphic moves_Internet Explorer folder.) If you find another Web graphic you
immediately to the middle of your desktop. (You'll probably —_like and wantto repeat the stepsto turn it into wallpaper, be
have to close or minimize your browser window to see it.) aware that WindowsVista saves the newfile with the same

name, replacing the original file. To have access to both
files, change the nameof the previous wallpaper file before
grabbing a new image.

 

WindowsVista saves the file in an invisible folder (your
PersonalsAppData—Roaming—Microsoft—s|nternet
Explorer folder, if you must know). Windows namesit
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Screen Savers

 
The ideais simple: A few minutes after you leave your computer, whatever work you
were doing is hiddenbehind the screensaver; passers-by can’t see what's onthe screen.
To exit the screen saver, move the mouse, click a mouse button,or press a key.
 

Tip: Moving the mouseis the best wayto get rid of a screen saver. A mouseclick or a key press could trig-
ger an action you didn't intend—such as clicking some button in one of your programs or typing theletter
whose key you pressed. 

Choosing a Screen Saver
To choose a WindowsVista screensaver, right-click the desktop. From the shortcut
menu, choose Personalize. In the resulting window,click Screen Saver.

Nowusethe Screen Saver drop-down list. A miniature previewappearsin the preview
monitor on the dialog box (see Figure 4-5).
 

[ i Screen Saver Settings 

Screen Saver |

Screen saver

(sana) (Peer)
(None)
i3D Text me, display logon screen

{Blank
Bubbles me ;
Mystify nce byadjusting displayPhotos
Ribbons

| Windows Energy
Windows Logo

    
Figure 4-5:
Somescreen savers don’t work

unless you have an Aero-capable
PC (page 22): Windows Energy, Rib-
bons, Mystify, Bubbles, Aurora, and
3D Text. If you don’t have an Aero
machine, you're left with slim pick-
Jngs. Of course, the photo sample
pictures are nice. (If you have an
Aero-capable PC but you've turned
off the Aero Jook, the fancy screen
savers are stil! available.)

  

 
To see a full-screen preview,click the Preview button. The screen saverdisplay fills
yourscreen and remains there until you move your mouse, click a mouse button, or
press a key.
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The Wait box determines howlong the screen saver waits before kicking in, after RTs ey
the last time you move the mouse ortype. Click the Settings buttonto play with the
chosen screen saver module's look and behavior. For example, you maybe able to
changeits colors, texture, or animation style.

At the bottomofthis tab, click “Change powersettings” to open the Power Options
Windowdescribed on page 298. 

Tip:\f you keep graphicsfiles in your Pictures folder, try selecting the Photos screen saver. Thenclick the |
Settings button and choose the pictures you want to see. Whenthe screen saverkicks in, Vista puts on a
spectacular slide showof your photos, bringing each to the screen with a special effect (flying in from the
side, fading in, and so on), 

Sounds

| All Versions
Windowsplays beeps and bloops to celebrate various occasions: closing a program,
yanking out a USB drive, logging in orout, getting a newfax, and so on. You can turn

| these sounds on or off, or choose new sounds for these events; see page 308. :

Mouse Makeover

assert your individuality by choosing a different pointer shape. For starters, you
might want to choose a bigger arrow cursor—agreat solution on today’s tinier-pixel,
shrunken-cursor monitors.

Begin by right-clicking the desktop and, from the shortcut menu, choosing Person-
alize. In the dialog box, click Mouse Pointers. You arrive at the dialog box shown in

All Versions

If your fondness for the standard Windows arrow cursor begins to wane, you can

Figure 4-6.

At this point, you can proceedin anyof three ways:

esaeate

 
Password-Protecting Screen Savers  lf you work in an office, password-protecting your screen—mouse or pressing a key merely producesthe standard logon

saver is a great idea. It means that if you wander away fo—_screen. Until somebodytypesthe correct password,the data
get coffee, and your screen saver kicks in, your snoopy__that's currently on your screenis safe from prying eyes.
co-workers can’t stop by your desk and wiggle the mouse
to see what you were working on.

 
  
  

  If you don’t work in a public place, however, and you're
actually annoyedthat you haveto re-log on every time your

To set this up, turn on the “On resume, logon screen” screen saverkicks in, now you know thesolution. Turn off
checkbox. Now,the act of “awakening” the PC by clickingthe the checkbox.
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Mouse Makeover + Scheme. Windows has manymorecursors than the arrow pointer. At various times,
you mayalso see the spinning circular cursor (which means,“Wait; I’mthinking,”
or “Wait; I’ve crashed”), the I-beam cursor (which appears when you're editing
text), the little pointing-finger hand made famousby Microsoft’s advertising (which
appears when you point to a Web pagelink), and so on.

 
| All of these cursors come prepackaged into design-coordinatedsets called schemes.

To look over the cursor shapes in a different scheme, use the Scheme drop-down
list; the correspondingpointercollection appears in the Customizelist box. Some
are cute: Dinosaur, for example, displays an animated marching cartoon dinosaur
instead of the hourglass cursor. Someare functional: the ones whose names
include“large”offer jumbo, magnified cursors ideal for very large screensorfailing
eyesight. When youfind one that seemslike an improvement over the Windows
Aero (system scheme) set, click OK.

Select individual pointers. You don’t have to change to a completely different
scheme; you canalso replace just one cursor. To do so, click the pointer you want
to change, and then click the Browse button. You’re shown the vast array of
cursor-replacement icons (which are in the Local Disk (C:)>Windows—Cursors
folder). Click one to see whatit looks like; double-click to selectit,

Create your own pointer scheme. Once youve replaced a cursor shape, you'vealso
changed the scheme to whichit belongs. At this point, either click OK to activate
 

- Figure 4-6: ,
PF Mouse Properties ” Ever lose your mouse pointer while working——— Ss i it ? i
[Btaoe |B ligase. Wheel A on a laptop with a dim screen? Maybe pointer

————t trails could help. Or have you ever worked
Motion on a desktop computer with a mouse pointer

Select a pointer speed: that seems to take forever to move across the
desktop?Try increasing the pointer speed.

 

[| Automatically move pointerto the default buttonin a
dalog bax

 

Display pointer trails

Shot. ————{i]. Long

[¥} Hide pointer while typing

[| Show location of pointer when | press the CTRL key

 

 
    

 

  
 

 
(0K) [caneel )[itooly.)

 

WINDOWS VISTA! THE MISSING MANUAL



 

your change andget back to work, or save the new, improved scheme underits
ownname,so you can switch back to the original when nostalgia calls. To do so,
click the Save As button, name the scheme,and then click OK.
 

Tip: The “Enable pointer shadow” checkbox at the bottom of this tab is prettyneat. It casts a shadow on
whatever's beneath the cursor, as thoughit's skimming just abovethesurface of your screen. 

 

Pointer Options
Clicking the Pointer Optionstab offers a few more randomcursor-related functions
(see Figure 4-6).

+ Pointer speed. It comes as a surprise to many people that the cursor doesn’t move
five inches when the mouse movesfive inches on the desk. Instead, you canset
things up so that moving the mouse one millimeter moves the pointer onefull
inch—orvice versa—using the Pointerspeed slider.

It may comeas even greater surprise that the cursor doesn’t generally move pro-
portionally to the mouse’s movement, regardless of your “Pointer speed”setting.
Instead, the cursor moves farther when you move the mouse faster.How much
farther depends on howyouset the “Select a pointer speed”slider.

The Fast setting is nice if you have an enormous monitor, since it prevents you
from needing an equally large mouse padto get from one corner to another. The
Slowsetting, on the other hand, canbe frustrating, sinceit forces you to constantly
pick up and put downthe mouseas you scootacross the screen. (You can also turn
off the disproportionate-movement feature completely by turning off “Enhance
pointer precision.”)

Snap To. A hefty percentage of the times when youreachfor the mouse, it’s to click
a button in a dialog box. If you, like millions of people before you, usuallyclick
the default (outlined) button—such as OK, Next, or Yes—the Snap To feature can
save youthe effort of positioning the cursor before clicking,

Whenyouturn on Snap To,everytime a dialog box appears, your mouse pointer
jumps automatically to the default button, so that all you need to dois click,
(And to click a different button, such as Cancel, you have to move the mouse only
slightly to reach it.)

Display pointertrails. The options available for enhancing pointervisibility (or
invisibility) are mildly useful under certain circumstances, but mostly, they're just
for show.

If you turn on “Display pointertrails,’ for example, you get ghost images that
trail behind the cursorlike a bunchoflittle ducklings following their mother. In
general, this stuttering-cursoreffectis irritating. On rare occasions, however, you
mayfind that it helps locate the cursor if you're making a presentation on a low-
contrast LCD projector.
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Mouse Makeover

 



 
* Hidepointer while typingis useful if you find that the cursor sometimesgets in

the wayof the words onyour screen. As soonas you use the keyboard,the pointer
disappears; just move the mouse to make the pointer reappear.

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

 

Mouse Makeover

* Show location of pointer whenI press the CTRLkey. If you've managed tolose the
cursor on an LCDprojectoror a laptop withan inferior screen, this feature helps
gain your bearings. Whenyoupressand release the Ctrl key after turning on this
checkbox, Windowsdisplays an animated concentric ring each subsequent time
you press the Ctrl key to pinpoint the cursor’s location.
 

| Tip: Youcan also fatten up the insertion point—the cursor that appears when you're editing text. See page
269.
 

Change Your Theme
All Versions

You know aboutcolor schemes from the beginning of this chapter,Now meet the
bigger picture:Themes.

A Theme is a design schemethat incorporates much more thanyourcolor scheme.It
also involves the background picture for your desktop, sounds, and even the mouse
pointer shape.

 

 
. . Figure 4-7:

& Theme Settings ‘ _ You maynotice, after specifically applying a

Far theme, that the theme you seem fo be using
= —_ is “Modified Theme.” This happens whenever

A themeis a badayround plus a set of sounds, icons, and other you apply a theme, then change anything,
elements to help you personalize your computer with one dick. any single componentofa theme, including

changing your desktop background. Vista takes
note and reports the theme youare using as
modified.

My Current Theme
| Windows VistaWindows Classic  
 

   
 

  
 

WINDOWS VISTA! THE MISSING MANUAL

 



 

Themeoptionslet you radically change the look and emotional tenor ofyourentire
PC with a single click (Figure 4-7).

There are only two themesto choose from out of the box: WindowsVista and Windows
Classic. WindowsClassic themeis the unsnazzy look ofWindows 2000; the Windows
Vista theme, of course, is what you've been lookingatall along.

It's easy enoughto design a new Themeof your own, however.Just make any of the
other changes described in this chapter. Fiddle with your wallpaper, window fonts,
icons, and so on. Thenreturn to the Themes dialog box and click SaveAs. Finally,
give your new theme a name,so you cancall it up whenever youlike.

Monitor Settings
All Versions

You wouldn’t get much work done without a screen on your computer.It follows,
then, that you can get more work doneif you tinker with your screen’s settings to
make it more appropriate to your tastes and workload. And boy, are there a lot of
settings to tinker with.

You can find them byright-clicking the desktop; from the shortcut menu, choose
Personalize. In the resulting dialog box, click Display Settings. The window shown
in Figure 4-8 appears.

Resolution

The Resolution slider snapsto the various possible resolution settings that your mon-
itor’s software driver makesavailable: 800 x 600, 1024 x 768, 1280 x 800, and so on.

Whenusing a low-resolution setting, such as 640 x 480, the size of the pixels (dots)
that constitute your screen image increase, thus enlarging the picture—but showing a
smallerslice of the page. This settingis ideal, for example, when playing some small-
windowWeb movie, makingit fill more of the screen.

FREQUENTLY ASKED QUESTION 
Blurry Flat-Panel Screens

Yucko! | tried the 800 x 600 setting on my laptop, and
everything gotall blurry and fuzzy! How do| fix it?

On any flat-panel screen—not just laptop screens—only one
resolution setting looks really great: the maximum one.That's, i every pixel is a fixed size.what geekscall the native resolution of that screen. YP ae

At lower resolutions, the PC does whatit can to blur together

adjacentpixels, but the effect is fuzzy and unsatisfying. (On
a traditional bulky monitor, the electron gun can actually
makethe pixels larger or smaller, but on flat-panel screens,
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PCDeT2g At higher resolutions (such as 800 x 600 or 1024 x 768), thepixels decrease, reducing
the size of your windowsandicons, but showing moreoverall area. Use this kind of
setting when you want to see as muchscreen area as possible: when working on two-
page spreads in a page-layout program, for example.

Colors

Today’s monitorsofferdifferent color depth settings, each of which permits the screen
to display a different numberofcolors simultaneously. This pop-up menu varies by
videodriver, but generally offers settings such as Medium(16-bit), which was called
High Colorin previous versions of Windows; High (24-bit), once known as True
Color; and Highest (32-bit),

In the early days of computing, highercolorsettings required a sacrifice in speed, Today,
however, there’s verylittle downside to leaving yourscreenatits highest setting. Photos,
in particular, look best when youset your monitorto higher-qualitysettings.

The Low(8-bit) option—ifyou even have it—makes photos lookblotchy.It displays
only 256 colors on the screen, and is therefore useful only for certain computer
games that, having been designed to run on ancient PCs, require the lower color
setting. (In that case, you shouldn't set your whole system to 256 colors just to run
these older games. Instead, you should use the new compatibility mode described
on page 236.)
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Figure 4-8:
= All desktop screens today, and even

most laptop screens, can make the
screen picture larger or smaller, thus
accommodating different kinds of
work, Conducting this magnification
or reduction entails switching among
different resolutions (the number of
dots that compose the screen).
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Accessories + Sendit. Thelittle envelope button on the editing-windowtoolbar automatically
prepares an outgoing email message with your graphic already pasted in(or, if
your email program is set to send plain, unformatted text messages only, as an
attachment),

+ Saveit. If your intentionis to save the capture asa file, click the Save (floppy-disk)
icon, or choose File-Save, or press Ctrl+S. When the Save As dialog box appears,
type a namefor your graphic, choosea file format for it (from the “Save as type”
pop-up menu), specify a folder location, and thenclick Save.  

Tip: \f you capture the screen of a Web page and saveit in HTML format, Sn pping Tool helpfully prints the
original URL (Web address) at the bottomof the image, so you'll knowwhereit came from. You can turn
off this “subtitling” feature in the Options dialog box of Snipping Tool. 

Sound Recorder

Windows comeswith a generous assortmentof soundfiles that you can use as error
beeps, as described in Chapter 8. But no error beepis as delightful as one that you've
made yourself—of your2-year-old saying, “Nope!”for example, or your own voice
saying, “Dangit!”

Using Sound Recorder (Figure 7-12) requires a soundcard, speakers, and a micro-
phone.Ifyour PCis appropriately equipped,youcan usethislittle programto record
various snippets of yourlife, which can serve a numberofpurposes, including error
beeps.

 
Recording a new sound
Here’s howto doit:

POWER USERS’ CLINIC 
May | Please See a Menu?

Snipping Tool, as you've already seen, is a heck of a lot—all it takes; Snipping Tool is smart enough to knowthat you
better than the old PrntScrn keystroke. But at first glance, intend to capture just the menu.

you might assumethatit still can’t take a picture of a menu
or a shortcut menu. Afterall, the instant you try to drag to

highlight the menu, the menucloses!

That's workable, but still a bit complicated. That's why, if
you're actually going to write a computer book or manual,
you'll probably want a proper screen-capture programlike

Actually, you can capture menus—if you knowthesecret, Snagit (www.techsmith.com). \t offers far moreflexibility
than any of Vista's own screenshot features, For example,
you have a greater choice of file formats and capture op-
tions, you can dress up the results with arrowsor captions,

Nowopen the menu you want to capture, using the mouse—and (with its companion program, Camtasia) you can even
or keyboard. Once the menu is open, press this all-new Vista capture movies of screen activity.
keystroke: Ctrl+Print Screen(that ts, the PrntScrnkey). That's

Open Snipping Toal, and then minimizeit, whichhidesits
windowbut keepsit running.  
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1. ChooseStart—>All Programs—»Accessories— SoundRecorder.

The window shownin Figure 7-12 appears.

2, Click Start Recording. Make the sound,and thenclick Stop Recording as soon as
possible thereafter.

If you see the green animated bar dance in the Sound Recorder window,great;
that’s your VU (soundlevel) meter. It tells you that the PC is hearing you. If you
don’t see this graphic, however, then the soundisn’t getting through. Most likely,
the problemis that your PC controlpanelisn’t set to record the appropriate sound
source, Visit the Control Panel and open the Soundpanelto investigate.

As soon asyouclick Stop Recording, the Save As box appears.
  
  

Figure 7-12:
Sound Recorder has been lobotomizedsince the

 

> Sound Recorder me , 
Windows XP version, butit does the job.

UP TO SPEED

[samenonceSN © - |
}

 
———— —

Text-Selection Fundamentals

Before doing almost anything to text in a word processor,
like makingit boic, changingits typeface, or movingit toa
new spotin your document, you have to Aighlight the text
you wantto affect. For millions of people,this entails drag-
ging the cursor extremely carefully, perfectly horizontally,
across the desired text. And if they want to capture en
entire paragraph orsection,they click at the beginning, drag
diagonally, and release the mouse button when they reach
the endof the passage,

That's all an enormous waste of time. Selecting text is the
cornerstoneof everyediting operation in a word processor, so

there are faster and more precise ways of going aboutit,

For example, double-clicking a word highlights it, instantly
and neatly. In fact, by keeping the mousebutton pressed on
the second click, you can now drag horizontally to highlight
text in crisp one-word chunks~a great way to highlight text
faster and moreprecisely. Thesetricks work anywhere you
can type.

 

In most programs,including Microsott's, additional shortcuts
await. For example, triple-clicking anywhere within a para-
graph highlights the entire paragraph. (Once again, if you
keep the button pressed at the end of this maneuver, you
can then dragto highlight your documentin one-paragraph
increments.)

In many programs, including Word and WordPad, you can
highlight exactly one sentence by clicking within it while
pressing Ctrl.

Finally, here's a universal trick that lets you highlighta large
blob of text, even onethat’s too big to fit on the current
screen.Start by clicking to position the insertion point cursor

at the very beginningof the text you want to capture. Now
scroll,if necessary, so the ending pointof the passageis vis-
ible, Shift-click there, Windowsinstantly highlights everything

that was in between your click and your Shift-click,

]
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3. Type a namefor your sound file in the “File name”text box, choosea folder for
it, and thenclick the Save button.

You've just created a .wmafile, a standard kind of Windows sound file.

What to do with sounds

Whenyoudouble-click a .wmafile, the file opens in Windows MediaPlayerandplays
back immediately. (Press Esc to halt playback.) Sound files are ideal for emailing to
other people, posting on Websites, transferring over the network, and so on. Manya
Bart Simpsonsoundclip proliferates via the Internetin exactly this way.

Sync Center
You're supposedto use this program in conjunction with Windows Mobile cellphones
and palmtops.It’s also the terminal for the Vista's offline files feature. (This feature
is great for laptop owners who wantto take work homefromtheoffice network,or
network domain members whowantto keep working on documentsevenifthe server
that houses them goes down.) See page 587 for Syne Centerdetails.

Windows Explorer
See page 60fordetails on this navigational tool.

Windows Mobility Center
The Mobility Center gives you asingle, centralized dashboard for managing laptop
features. Here, in one window, you can turn wireless networking on andoff, change
display settings to suit the environment, changethe display orientation, and even sync
your palmtopor phone with your PC. Page 572 has thefull rundown.

WindowsSidebar

Chapter 6 describes this handy, gadget-filled strip of yourscreen,

WordPad

WordPadis a very basic word processor(see Figure 7-13). Tragically, the Vista ver-
sion can nolonger create or open Microsoft Word files; Microsoft executives must
have thought that WordPad was letting people get away without buying Microsoft
Office.

(Little did they know that you can just use Google’s online word processorat http://
docs.google.com, which cart open and create Wordfiles. )

WordPad is now limited to opening and creating plaintext files, Rich Text Format
(RTF) documents, and Microsoft Write documents.

Using WordPad
When WordPad first opens, you see an empty sheet ofelectronic typing paper. Just
abovethe ruler, you'll find drop-down menus and buttons that affect the formatting
of yourtext, as shown in Figure 7-14. As in any word processor, you can apply these
formats (like bold, italic, or color) to two kindsof text:
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Internet Explorer 7

icrosoft has gone to great lengths to integrate the Internet into every nook
and cranny of Windows. Links and buttonsthat take you online are every-
where: on the Helpscreens, in the Windowsfreebie programs, and even in

the “Send error report to Microsoft?” dialog boxes that appearafter a programcrashes.
Once you've got your Internet connection working (Chapter 9), you mayfind that
it’s easier to go online thanit is not to.

Internet Explorer (orIE,as it’s often abbreviated) is the most famous Web browser
on earth, thanks to several years of Justice-department scrutiny and newspaper
headlines.

The greatly revampedversion 7 offers boatloads of new features. A huge number of
them are related to security, since most bugs and viruses enter your PC from the In-
ternet: the newphishingfilter, pop-up blocker, download blocker, Windows Defender,
cookies manager, ActiveX blocking, Protected Mode, parental controls, and so on,

There’s so muchofthisstuff,in fact, that they'd weighthis chapter downwithall their
negative energy. They’ve been offloaded to Chapter10.

Thereare lots of great new productivity features, too, though: an RSS reader, tabbed
browsing, a new Searchbar, a new interface design, and so on. This chapteris all about
using Internet Explorer to surf the Web.

(Hey, it could happen.)
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The Grand Tour JE7: The Grand Tour
All Versions

- Choose its name from the Start menu.

... and so on.

 

 Back, Forward Address bar Refresh

You can openInternet Explorer in a number of ways:

* Click its shortcut on the Quick Launchtoolbar.

* Click a blue, underlined link on a Windows Helpscreen.
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- Type a Web address—its URL (Uniform Resource Locator)—into a window’s
Address bar.A Web page URL usually begins with the prefix hitp://, but you can
leave that part off when typing into the Addressbar.

As youcan see in Figure 11-1, the Internet Explorer windowis filled with tools that
are designedto facilitate a smooth trip around the World Wide Web.

Figure 11-1:
TheInternet

Explorer window
offers tools and
features thatlet

you navigate the
Web almosteffort-

lessly; these various
toolbars andstatus
indicators are
describedin this

chapter. Chief
among them:the
Address bar, which
displays the
address (URL)
of the Web page
you're currently
seeing, and the
standardbuttons,
which let you con-
trol the Web-page
loading process.
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A link (or hyperlink) is a bit of text, ora little graphic, that’s been programmed to
serve as a button. When youclick a link, youre transported from one Web page to
another. One maybe the home page of General Motors; another might have baby
pictures posted by a parent in Omaha. Abouta billion pages await your visit.

 



 

  

Tip: Text links aren't always blue and underlined, In fact, modern Web designers sometimes makeit very
difficult to tell which text is clickable, and whichis just text. When in doubt, move your cursor over some
text. If the arrow changes to a pointing-finger cursor, you've found yourself a link,

Actually, you can chooseto hide ail underlines, a trick that makes Web pages look cleaner and more attractive.
Underlines appear only when you pointto a link (and wait a moment). If that arrangement appeals to you,
open Internet Explorer. Choose Tools—lnternet Options, click the Advancedtab, scroll down to “Underline
links,” select the Hover option, then click OK. 

Menus and Gizmos
Internet Explorer 7 no longer has a traditional menubar (although you can make
the old one comebackif youpress Alt or F10). Instead,it offers five tiny menuicons
at the upper-right corner. Eachlittle v is, in fact, a menu.

Here’s a look at the other basic controls—the doodads that surround your browser
window.

The Address Bar

Whenyoutype a new Web page address (URL)into this strip and press Enter, the
corresponding Website appears. (If only an error message results, then you may
have mistyped the address, or the Web page may have been movedor dismantled—a
relatively frequent occurrence.)

Because typing out Internet addressesis so central to the Internet experience and such
a typo-pronehassle, the Addressbaris rich with features that minimize keystrokes.
For example:

+ You don't have to click in the Address bar before typing; just press Alt+-D,

1E7: The Grand Tour

Let AutoFill Do the Typing

 

You can't miss this feature; eeeeteeee
each time you type a password
into a Web page, this dialog

click OK.

DOX appears,

Intemat Eqplocer can remember this password so you don?
have to type @ again the neod time you vist this page

[Dont offer to remember any more passwords

It's a great time- and brain-

saver, even though it doesn't
work on all Web sites. (Of

course, useit with caution if you share an account on your
PC with other people.)

laminshitomite=(Ne)  
names and passwords.

Internet Explorer can remember the user names and pass- When you want IE to “forget” your passwords—forsecurity
words you type into those reasons, for example—choose
"nleasesign in" Websites, AutoComplete Passwords 3=Tools Options. Click the

| @ Contenttab,click Settings, and
Herein this dialog box, you'll
also find checkboxes that

control what Internet Explorer
memorizes: Web addresses

(autocomplete in the Address

bar), forms (your name, address, and so on), and user
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1E7: The Grand Tour « You don't have to type outthe whole Internet address. You can omit the http://Avwy
and .comportionsifyou press Ctrl+-Enterafter typing the name;Internet Explorer
fills in those standard addressbits for you.

To visit Amazon.com, for example, a speed freak might press Alt+D to highlight
the Address bar, type amazon, and then press Ctrl+Enter.

* Even withoutthe Ctrl+Entertrick, youcanstill omit the http:// from any Web ad-
dress. (Most of the time, you can omit the www., too.) To jumpto today’s Dilbert
cartoon, type dilbert.com andthenpress Enter.

* When youbeginto type into the Address bar, the AutoComplete feature compares
what you're typing againstalist of Websites you've recently visited. IE displays a
drop-downlist of Web addresses that seem to match what you're typing. To spare
yourself the tediumoftyping out the wholething,just click the correct complete
address with your mouse, or use the downarrowkeyto reach the desiredlisting
and then press Enter. The complete address youselected then popsinto the Ad-
dress bar.

(To make AutoComplete forget the Web sites you've visited recently—so that
nobodywill see what you've been up to—delete your History list, as described
on page 352.)

 
* Press F4 (or click the v inside the right end of the Address bar) to viewalist of

URLs you've visited recently—yourHistorylist, in other words. Once again, you
canclick the one you want—orpress the up or downarrow keysto highlight one,
and the Enter keyto selectit.

Topside Doodads
Around the Address bar, you'll find several important buttons. Some of them lack
text labels, but all offer tooltip labels:

* Back button, Forward button. Click the Back button to revisit the page you were
| just on. (Keyboardshortcut: Backspace and Shift+Backspace, or Alt+left arrowand

Alt+right arrow.) 

Tip: Pressing Shift as you turn your mouse’s scroll wheel up or downalso navigates forward and back
Coal,  

Once you've clicked Back, you can then click the Forward button (orpress Alt+-right

| arrow) to return to the page you were on before you clicked the Back button. Click
the ¥ button for a drop-downlist of all the Web pages you'vevisited during this
online session(that is, within this browser window,as opposed to your long-term

| Historylist).
- Refresh button. Click this double-arrow button (just to the right of the Address

bar) if a page doesn’t look or work quite right, or if you wantto see the updated
version of a Web page (such asa stockticker) that changes constantly. This button
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forces Internet Explorer to redownload the We> page and reinterpretits text and
graphics.

. Stop (X) button. Click this button, at the far right end of the Address bar, to
interrupt the downloading of a Web page you've just requested (by mistake, for
example). (Keyboard shortcut: Esc.)

. Search bar. There’s no tidy card catalog of every Web page. Because Web pages ap-
pear and disappear hourly by the hundredsof thousands, such an exercise would
be futile.

The best you can do is to use a search engine, a Website that searches other Web
sites, You might have heard ofthe little engine called Google, for example.

But why waste your time plugging in www.geogle.com? Here’s one of Internet
Explorer’s most profoundly useful features—a Search box that accesses Google
automatically—oranyother search page youlike. Type something you're looking
for into this hox—electric drapes, say—and then press Enter. You gostraight ta
the Googleresults page.

Actually, the factory setting is Micrasoft’s own search page, Live.com, not Google.
It takes a momentto reprogram the Search box so that it uses Google or another
search service, but it’s worth the effort. From the v buttonto the right of the magni-
fying glass icon, choose Find More Providers. See Figure 11-2 for the next steps.
 

Tip: Truth js, it’s often faster to type your search phrase into the Address baritself, if for no other reason
than you have a keyboard shortcut to get your cursor in there (Alt+D), When yau press Enter, IE does a Web
search for that term, using the same searchservice you've set up for the Search box. 

Window Controls

These last items wrap up your grand tour of Internet Explorer's windowgizmos:

* Scroll bars. Use the scroll bar, or the scroll wheel on your mouse, to move up and
down the page—orto save mousing, press the Space bar each time you wantto
see more. Press Shift+Space bar to scroll up. (The Space bar hasits traditional,
space-making function only whenthe insertion pointis blinking in a text box or
the Address bar.)

Youcan alsopress your up and downarrowkeysto scroll. Page Up and Page Down
scroll in full-screen increments, whileHome and End whisk youto the top or bot-
tom ofthe current Web page.

 
Homebutton. Click to bring up the Web page you've designated as your home
page—yourstarter page.

And whichpage is that? Whichever one youdesignate. Open a good startup page
(Google, NYTimes.com, Dilbert.com, whatever), and then choose Add or Change
HomePagefrom this icon’s pop-up menu.
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Tam thsebce * Status bar. Thestatus bar at the bottom of the windowtells you what Internet 
 
 

Exploreris doing (such as “Opening page...” or“Done”). Whenyoupointto alink
without clicking, the status baralso tells you which URL will openifyouclickit,
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(De you wand to odd the following search provider loindemet Explorer? |
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 fre eicrosatt com

 
 

 
To do so, choose View

| status baris hidden.
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} 96 Amaconcom: Edilord’ Vicks Myan Beudinol, Uowg Thomas, ROMeOonaid teafnalve haage, t. Brock~Wintiows Liter.. WE

Ask.com
| ¥ Goagle (Default)

Your account|Mt cae Live Search
Find on this Page

other words, you're not seeing everythingyet.
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Figure 11-2:
Top: To add
search services

to this pop-up
menu,start by
choosing Find
More Providers.

Middle; This

pagelists lots of
popular search
services, including
Google, Yahoo,
Ask.com, and
more specialized
pages: Amazon
for boaks, ESPN

for sports, and so
on. You can even
add new ones

using the Create
Your Own section.

Battom: When

you click a search
service's name,
you're asked to
confirm—and

you're given the
chance to make

it your default
search, the one
that IE always
uses. Click Add
Provider.

 
And whenyou're opening a newpage, a graph appearshere, showing that your PC
is still downloading (receiving) the information andgraphics on the Web page.In

If you consult all this information onlyrarely, you may prefer to hidethis bar,
thus increasing the amount ofspace actually devoted to showing you Webpages.

+Status Bar from the Classic menubar(press Alt). The
checkmark disappears from the bar’s name in the View menutoindicate that the

 



 
Tabbed Browsing
All Versions

Beloved byhard-core surfers the world over, tabbed browsing is a wayto keep a bunch
of Web pages open simultaneously—inasingle, neat window,withoutcluttering up

your taskbar with a million buttons,

Figure 11-3 illustrates.

 
 

 

BeeTILTEng

 

 
Figure 1-3: 2 Welcome to Tabbed Browsing - Windows Internet Explorer
(When you = -
Ctrl+Shift-click — 2) aboutTabs
a link, or type
an address and

 

  
 

2S = Gy Amnon. | © The New ¥/
 
 
 
 

 

 
 

press Alt+Enter
or d6-Enter, you
open a new
tab, not a new

windowas you
ordinarily would.
You can now

pop fromone
apen pageto an-
other byclicking
the tabs above
the window, or
close one by
clickingits X but-
ton (or pressing
Ctrl+W),

 
) Intemet | Protected Mode: On

  
 

Shortcut-O-Rama

Turning on tabbed browsing unlocks a whole raft of Internet Explorer shortcuts and
tricks, whichare just the sort of thing powersurfers gulp down like Gatorade:

- To open a new, empty tab infront ofall others, press Ctrl+T(fortab), orclick the
NewTabstub identified in Figure 11-3, or double-click anywhere in the empty
area of the tab row. From the emptytab that appears, you can navigatetoanysite
you want,

* To open alink into a newtab, Ctrl-click it. Or click it with your mouse wheel.

Or, if you're especially slow, right-click it and, from the shortcut menu, choose
Open in NewTab.
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Tabbed Browsing

 

Note:(trl-clicking a link opens that page in a tab behind the one you're reading. That’s a fantastic trick when
you're reading a Web page and see a reference you wantto set aside for reading next, but you don’t want
to interrupt whatever you're reading.

But if you want the newtab to appear infront, add the Shift key. 

* To closeatab, either click the X onit, press Ctrl+W,press Alt+-F4,or click the tab
with your mouse wheel ar middle mouse button,if you have one. 

Tip: \f you press Ctrl+Alt+4, you close all tabs excep? the one that’sin front 

+ Switch from onetab to the next by pressing Ctrl+Tab, Add the Shift key to move
backwards through them.

+ Jumptoa specific tab by pressing its numberalong with the Ctrl key. For example,
Ctrl+3 brings the third tab forward.

* Save a tab configuration.If there’s a certain set of Websites you like to visit daily,
open them all into tabs. Then click the Add to Favorites button; from its menu,
choose Add Tab Groupto Favorites. Type a name for the group, and then click
Add.

Later, you can recreate your current setup—withall of them in a tabbed window—
by selecting the resulting listing in the Favorites menuand then clicking the blue
right-arrow button beside its name. The beautyof this arrangement is that you
can start reading thefirst Web page whileall of the others load into their owntabs
in the background.

One more note to tab fans:When youclose Internet Explorer, a dialog box appears
asking if you really want to close all the tabs. If you click ShowOptionsat this point,
you're offered an opportunity to “Open these the next time I use Internet Explorer.”
Turn that on and click Close Tabs; the next time you go a-browsing, you'll pick up
right from the tabs where you left off.
 

Nofe: If you find all this tabby business confusing and unnecessary, you can turn off the whole feature. In
Internet Explorer, choose Tools—sInternet Options. Click the General tab; under Tabs,click Settings. Turn off
Enable Tabbed Browsing, and then click OK twice, 

Quick Tabs (Thumbnails)
Once you've got a bunch oftabs open, you mayface a horizontal screen-space crunch.
How much,exactly, of the text “Welcome to Bass World—The Internet’s Global
Resource for Bass Fisherfolk”can you see ona half-inch tab?

Not much. But how,then, are you supposedtotell your tabs apart?

By using another newInternet Explorerfeature called Quick Tabs. Figure 11-4 shows
all.
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Tip: You can close a tab directly fram the Quick Tabs screen, too—just click the X buttonin the upper-right
corner of the thumbnail. 

Tab Settings
Peoplegetreally, really obsessive over tabs for some reason. They wanttabs to behave
just the way they expect, or it’s back to Firefox theygo.
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Figure 11-4: Quick Tabs tab
Quick Tabs shows \ =
you thumbnails of | @ bass fishind - Googte Search - Windaws Intemet Explorer = E)setiran

yaive openednto|OG) Kevterimmsnacontamamiomaints <[to[|e P=
tabs, makingit |) leads faa Tac (nase fin x elo Lf Home By wld Bites 7. Paine
simple to tell them ™ 

 
apart. One click ona
thumbnail returnsit

to full size, with that
tab in frontofthe

others. All you have
to learn is the Quick

Tabs keystroke,
which is Ctrl+Q-or
the location of the

Quick Tabs button,
shownhere. (Repeat
the trigger to exit
the Quick Tabs view
without changing
anything.)

 
 

No worries—Internet Explorer lets you customize tabs’ behavior to withinan inch of
theirlives. Start by choosing Tools—Internet Options—General; in the Tabs section
ofthe dialog box,click Settings. Here’s the most useful of what you'll find:

* Enable Tabbed Browsing. This is the on/off switch for the whole tabfeature.

* Warn me when closing multiple tabs. If tabs are open when youclose Internet
Explorer, a confirmation box appears: “Do you wantto closeall tabs?”It’s semi-
annoying but semi-useful, because you may notrealize that you’re about to close
all yourtabs,

You can turn on “Donot show methis dialog again”right in that box, or you can
turn off this checkbox.

+ Always switch to new tabs whentheyare created. Makes every new tab appear
in frontof the others, even if you Ctrl-click a link rather than Ctrl+Shift-clickit.
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(Even if you leave this option off, though, Ctrl+Shift-clickingalinkstill opens
the tab in front.)

* Enable Quick Tabs. Thisis the on/off switch for the feature shown in Figure 11-4,

* Open newtabs next to the currenttab. Ordinarily, IE creates a new tab right next
to the one you're on, thus shoving all the other tabs off to the right. If you turn
off this checkbox, newtabs appearto the right ofall open tabs.

« Load only the first home page when Internet Explorerstarts. Got a tab groupset
as your home page (page 384)? Turn on this box if you want onlythe first tab to
open whenIE starts, rather than the whole tab group.

* Open homepage for new tabs instead of a blank page. Whenyouclick the New
Tab tab, a blank page normally opens. [f you instead want the new tab to appear
with your homepage onit, turn on this box.

- Whena pop-upis encountered. When a “good” pop-up window opens, shouldit
open in a newwindowora new tab? Orshould Internet Explorertryto figure out
which would be mosthelpful? (If the Web programmerhasspecified a specific size
for the pop-up, it appears in a window; otherwise, in a new tab.)

* Open links from other programsin.... If you click a link in an email message,
should the resulting Web page open in a new windowor a new tab? Or should
it replace whatever's currently in the frontmost window or tab? Only you can
decide.

Actually, there’s one more useful tabbed-browsingsetting that’s not here—for some
reason, Microsoft stuck it on the Tools—Internet Options—>Advancedtab.It’s “Use
most recent order when switching tabs with Ctrl+Tab.”

Ordinarily, pressing Ctrl+Tab moves you through your tabsfromleft to right; adding
Shift moves you backward.

But if you turn this option on, Ctrl+Tab jumps through the tabs you've visited in
reverse chronological order. It’s just the way Alt+Tab works when you're switching
between Windowsprograms. This arrangement makes it very easy to compare two
Web pages, because pressing Ctrl+Tab bounces you back and forth between thelast
two you'vevisited.

Nofe:This option also affects what happens when you hit Cirl+W repeatedly to clase tabs. They close in
reverse chronological order. 

Favorites (Bookmarks)
All Versions

When youfind a Web page you might like to visit again, press Ctrl-D, That's the
keyboard shortcut for the Add to Favorites command. (The long wayis to click the
Add to Favorites buttonidentified in Figure 11-5.) Type a shorter or more memorable
name, if you like, and click Add.
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The Web page’s name appearsinstantly in the “Favorites center,” which is the menu
indicated bythe yellow star (Figure 11-5). The next time you want tovisit that page,
open this menu—orpress Alt+C—andclick the Website’s nameinthelist.

 

 

Tip: You can send yourlist of Favorites to or from other browsers or other PCs, which can save youa lot
oftime.

To do that, open the Add to Favorites menu (Figure 11-5); choose Import and Export. The Import/Export
wizard appears to guide you throughthe process. Consider saving themonto, for example, a flash drive, for
ease in transporting to another location or computer. 

 
 
 

 

 

niCos

(Bookmarks)

  

Figure 11-5:
Top: When you wantto flag a Web (@ The New York Times - Breaking News, World News & Multimedia - Windows Inte

 

   
pageforvisiting later, using this menu
is one wayto doit.

 

 

 
Bottom:internet Explorer offers to add
this Web page's name(or a shorter
name that you specify forit) either
to the Favorites menuitself, or to a
“folder” (category) within that menu.
The next time you wantto visit that
page,just select its name from the
star-shaped menu at the top left of the
window.

Add Tab Groupto Favorites...
HOME PAGE
  MY 7] Organize Favorites...i —

Links 
Add a Favorite

Favortes, visit the Favontes Center

Name: The NYT]

 
 

. X SR Tech New

Add this webpage as a favorite, To access your

Create: {ileFavortes>| [iNewFolder|]
(peasealGamcaciiel||Genii) Get) |

 
 

 
 
 
 
 
 
 
 

 

 

 

Youcan rearrange the commandsin yourFavorites menueasily enough. Open the Fa-
vorites center (Figure 11-6), and then drag the bookmarks up and downinthelist.

Or, for more elaborate organizing tasks—creating anddeleting folders, renamingsites,
and so on—click the Add to Favorites button (Figure 11-5) and, from the shortcut
menu, choose Organize Favorites. Youget a little dialog box that makesall of those
tasks easy.
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be) Tip: |f you Shift-click the Organize Fevorites command, you open a standard Explorer windowthat lists your
(Bookmarks)

favorites as though they're standard computer files (which theyare). Technically, you're nowinside your 
 Personal—sFavoritesfolder, Nowyou canuse standard Windows techniquesto delete, rename, copy, paste, and
 and so on.  otherwise manipulate you writes, You can even back themup, copy themto a  
 

Figure 11-6:
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bass fishing - Google Search - Windows Internet Expiorer drag names up or down
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to access the commands
that rename, delete,

i

|SE Her

f; Favorites |) Feeds History + [el orfile a favorite into a
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| ae = — the Favorites menu cov-
| } ae Live ers up part of the Web
: ; . Vebsites page you're reading.It

| (Clam let -toctsbon 4650000 orbasefening . [ides selsoon enough,
ig [Ro Mot about #,800,000 Tor bass fishing: (0~ but you mightalso want
= eee 1h. de®-The “ to freeze the Favoritesoe, by uige®—Ihe seanisares A" Center open so that it

| a ear sas doesn't cover the page.| cd The Onic s5 fishing 5 .
|* naane To do that, click the Pinow CNN Bage2

the Favorites Center

irce Guide®- Cine ES 0 button shown here.)

 
is YouTubé - Broadcast Yourself.P

Desgetin bh Gocemanaldetanesanient sanee |
The Links Toolbar

The Favorites paneis one way to maintain alist of Websites youvisit frequently. But

  
 

opening a Webpage in that panerequires two mouseclicks
 

an exorbitant expenditure
of energy. The Links toolbar, on the other hand, lets you summonafew,veryselect,
very favorite Web pages with onlyoneclick.

You makethe Links toolbar appear by choosing ‘Tools—Toolbars—Links. Figure11-7

| illustrates howto add buttons to, and remove themfrom, this toolbar. Oncetheyre
there, you can rearrange these buttons simply by dragging themhorizontally. 

Tip: As shownin Figure 11-7, you candraga link from a Web page onto your Links toolbar, But you canalso
dragit directly to the desktop, whereit turns into a special Internet shortcut icon. To launch your browser 

 and visit the associated Web page, just double-click this icon whenever you like.

| Better yet, stash a fewof these icons in your Start menu or Quick Launch toolbar for even easier access.
 

(Moreover, if you open your Computer—C: drive—Users—[Your Namel—Favoritesfolder, you'll see these  

shortcut icons for a// your favoritelinks. Feel free to drag them tothe desktop, Quick Launch toolbar, Links
 

toolbar, or wherever you like.) 
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History List
All Versions

This history is a list of the Websites you've visited. Its the heart of three IE features:
AutoComplete,described at the beginningof this chapter; the drop-downlist at the
right side of the Address bar; and the Historylist itself,
  

 

  
  

 

   choose Rename (to
pick a shorter name MyAccount | MyVideos | MyFavorites | MyFriends | Myinbox
thatfits better).

Figure 11-7: =
Once you've got a @ YouTube - Broadcast Yourself, - Windows Internet Explorer
juicy Web page on eS Vs). —_— -—the screen, you can oS wey ©) TALIASARTRE,
ageeoe Links, @) Customize LinksWiGobuer, [x The Onion & The NYT [G] bass fishing = Googrn na Gea ~~ — ae i Pee em
icon directly to the Lage He (G YouTube - Broadcast Your Ee Hom
Links bar, as shown ———— =
here. (You can also

draganylinkfrom a Y its) BroadcastWeb pageonto the 0ul Tube Yourself™ pe
toolbar.) If you right-

dick a link, you can nae G ; 3 z
|

 

 

Figure 11-8:   
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That's the pane that appears when you click the Favorites (star) button and then
click History—or just press Ctrl+H. Figure 11-8 presents the world’s shortest
History class.

The History pane lists the Websites you'vevisited in the last week or so, neatly or-
ganized into subfolderslike “Today” and “Last Week.” Thesearegreat features if you
can’t recall the URL for a Website that you rememberhaving visited recently.

Click one of the time-period icons to see the Websites you visited during thatera.
Click the name of a Website to viewa list of each visited page within that site—and
click an actual URL to reopen that Web page in the main window.

You can configure the numberof days for which you want your Web visits tracked.
To do so, choose ToolsInternet Options—General; where it says “Browsing history,’
click Settings, At the bottom of the dialog box,you'll see the “Days to keep pages in
history”control.

Fordetails on erasing your Historylist for security purposes, see page 352. 

Tip: The more days|E tracks, the easier it is for you to refer to those addresses quickly, On the other hand,
the more days you keep, the longer the list becomes, which may makeit harder to use thelist easily and
efficiently,

Oh,and if you set "Days to keep pagesin history"to 0, Internet Explorer won't track your movementsat all.
(You know who youare.) 

RSS: The Missing Manual
All Versions

In the beginning, the Internet was an informational Garden of Eden. There were
no banner ads, pop-ups,flashy animations, or spam messages. People thought the
Internet was just the greatest.

Those days, unfortunately, are long gone, Web browsing nowentails a constantbattle
against intrusive advertising and annoying animations. And with the proliferation of
Websites and blogs, just reading yourfavorite sites can becomeafull-timejob.

Enter RSS, a technology that lets you subscribe to feeds—summaryblurbs provided
by thousandsof sources aroundthe world, from Reuters te Microsoft to your nerdy
next-door neighbor, News and blogsites usually publish RSS feeds, but RSS can also
bring you podcasts (recorded audio broadcasts), photos, and even videos.

You used to need a special RSS reader program to tune into them—butno longer.
Internet Explorer 7 can “subscribe” to updates fromsuch feeds, so you can read any
newarticles or postings at your leisure.
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The result? You spare yourself the tediumofchecking for updates manually, plus you
get to read short summaries of newarticles without ads andblinking animations.
Andif you want to read afull article, you canclick its link in the RSS feed to jump

 

straight to the main Web site.

 
 

 

RSS: The Missing
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Note:RSS either stands for Rich Site Summary or Really Simp Syndication. Each abbreviation expla ns

one aspect of RSS—eithe” its summarizing talentorits simplicity. (Web feeds and XML feeds are the same
thing.) 

Viewing an RSS Feed
So howdoyousign upfor these free, automatic RSS “broadcasts”? Watch your tab
bar as youre surfing the Web. When Internet Explorer’s Feeds button(Figure 11-9)
turns orange, IEts telling you, “This site has an RSS feedavailable.”

 

Figure 11-9:
Top: Whenthe Feeds
button changes colar,
you've got yourself
a live one: a Web

site that publishes a
feed. Click the Feeds
button.

Middle: Now you get
a sneak peek at what
the feedlookslike. If

youlike, subscribe, as
shown here.

Bottom: To read

yourfeed, click the
Favorites button (the
star) and, at the top
of the pane, click
Feeds, Click the one

you wantto read.

 

 
 
 

fe Gemode, The Gadget Guide+WindowsInteract rola ee/i

Ce 5] htipyiweeghmada.com/ | 4] 35 |) tats frching

(we 8) Bg) ie veutube “trunscant Ep Home = 15 j-Reede (Ife) ohPrint. + ip Page».13)Ton

 
 

| Viewfeedon this page (AMfj ~|
[Feeds provide updated website content 

 
(fi Giemodo + WindowsInteinet Explore

oe — = & htt/feeds gewier.com/gimodo/tud
2B Gems

~ | + | ef

épHome..» 5} 

Gizmodo

automatically 
other programs, Learn more about leeds. 

 tie totintfeed
o

 

  
|fhaies| «lr EINE Home Page 

fi) MYL Moree Peae
 

] NYT > Tectmoalagy +
9) Pogine’s Posts

] The Ontan 

 

 

You are viewing a feed that contains frequently updated content. Whenyou subscribe to
a feed, iLis added to the CommonFeed List. Updated information fram the feed is

jaaded to your computer and can be viewed im Internet Explorer and

i NYT » Home Page~Wendie? Intermet Lxpeores

€ httpsgraphical nytenescomsenncestanl/nienytHomePagesnd

‘y)Home = Gl 

ibyists Scramble
[eeu

47) pmpanies are moving to fo

ble AIDS Treatment
et aosretHel <>

 
Displaying 40/40

© all

Sort by:
= Date

Title

_ Filter by category; *

|p| 9 [taxa er
= a eto

Fhe New York Cimes
Displaying

rtify lobbying teams wit

 

 
 

CHAPTER Ll: INTERNET EXPLORER 7

 

 
 
 

 
 
 
 

 
 

 
 
 

 
 
 
 

 
 
 
 

 
 

 

 

 

 



 
 

 
 

 
 
 
 
 

 
 

 
 
 

 
 

RSS: The Missing
Manual

 

7
(Sometimes, in fact, the site has multiple feeds available—for example, in different
formats—in which case you can choose among them using the y menu nextto the
RSSicon.)
 

Tip: To find more RSS feeds,visit a site like wwwifeedster.com or wwwsyndic8.com.

By the way, Internet Explorerisn’t the only RSS reader. If you catch the RSS bug, you might want to tryout
a more powerful RSS reader. Visit wwdownloads.com, for example, and search for RSS readers, or try a
Web-basedonelike wwwreader.goagle.com.

To see what thefussis all about, click that button. Internet Explorer switches into
RSS-viewing mode, as shownin Figure 11-9.

At this point, you have three choices:

* Subscribe. Click the Addto Favorites button, and then click Subscribe to This Feed.

From now on, you'll be able to see whether the RSS feed has had any newarticles
posted—withoutactually having to visit the site. Figure 11-9 has thedetails,
 

Note; Once you've subscribed to a feed, Internet Explorer checks the originating Web site once a day for
updates.

You can makeit check a bit more obsessively,if you like (as often as every 15 minutes), or coolits jets (once
a week). To adjust the schedule, choose Toals—Internet Options—Content; click Settings at the bottom of
the dialog box. Use the “Every:” pop-up menuto specify the frequency.

While you're here, turn on “Play a sound”if you want a little sonic heads-up, too, when IE finds that a Web
page you've just opened has anavailable RSS feed. 

* Massagethe feed. Once you're lookingat the feed, you cansort the headline items by
date, title, and author, or use the Search box to find text amongall the articles.

* Close the RSS feed altogether. To do so, just click the Feeds button again. You're
left back where you started, at whatever Web page you werevisiting.
 

Tip: Once you've subscribed to some feeds, you don't actually have to fire up Internet Explorer just to see
what's new in your world. Rememberthe Sidebar? The Gadgets described in Chapter 7?

One of ther, you mayrecall, is called Feed Headlines. Yes, right there on your desktop,you'll see headlines
from your subscribed Web sites, updating themselves as the news breaks. Click a headline to open a mini
preview window; double-click to open Internet Explorer and view the actual Web page. 

Tips for Better Surfing
All Versions

Internet Exploreris filled with shortcuts and tricks for better speed and more pleas-
ant surfing. For example:
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Full-Screen Browsing
JE7’s toolbars and other screen doodadstake upless space in the Vista version than
in previousversions, but theystill eat up screen space. The Web is supposed to be a
visual experience; this encroachment of your monitor’s real estate isn’t necessarily
a good thing.

But if you press FL1 (or choose View—>Full Screen from the Classic menus), all is
forgiven. The browser window explodesto the very borders of your monitor, hiding
the Explorerbar,toolbars, and all.The Web page you're viewingfills your screen, edge
to edge—aglorious, liberating experience.

You can return to the usual crowded, toolbar-mad arrangement by pressing F11
again—butyou'll be tempted neverto doso.

Picking a Home Page
Thefirst Web site you encounter when IE connects to the Internet is a Microsoft
Website—or Dell, or EarthLink; the pointis, you didn’t chooseit. This site is your
factory-set home page.

Unless you actually work for Microsoft, Dell, or EarthLink, however, you'll prob-
ably find Web browsing more fun if you specify your ownfavorite Web page as your
startup page.
 

Figure 11-10:
Top: Start by visiting the page you wantto
designate as your home page. Then, from
the Home menuidentified here, choose Add
or Change HamePage.

Or ) ~ |@ http://dilbert.com/
| Linkst 2)

Bottom:In this dialog box, choose “Use this dz ae
webpage as your only home page,” and a :
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Wace Theeasiest wayto go aboutit is to follow the instructions shownin Figure 11-10,
STTriT : .

J Google makes a nice home page; so does a newssite. But here are a couple of pos-
sibilities that might not have occurred to you:

- A blank page.If you can’t decide on a homepage,or your mood changes from day
to day, set up a blank—empty—homepage. This setup makes IE load very quickly
when youfirst launch it. Once this window opens, then you cantell the browser
where you wantto go today.

To set this up, open the Home menu (Figure 11-10) and choose Remove—Remove
| All; in the confirmation box, click Yes.
| » Multiple home page tabs. This is a cool one. Nowthat Internet Explorer can dis-

| play tabs, you can designate a bunch of them to openall at once each time you
| fire up Internet Explorer. It’s a great way to avoid wasting time by calling up one

site after another, because they'll all be loadingin the backgroundas you read the
first one.
 

Note: Choose “Tab settings” on page 375; a few settings there pertain exclusively to home page tab
groups.  

The quickest way to set up a Hometab set: Open all the Websites into their own
tabs, just the way you'll want IE to do automatically in the future. Then, from the
Home menu, choose Add or Change HomePage. Next, in the dialog box (Figure
11-10, bottom), select “Use the current tab set as your homepage,” and click Yes.

Thereafter, you can always add additional tabs to this starter set by choosing
“Add this webpage to your homepage tabs,” the bottom option shownin Figure
L1-10.

UP TO SPEED 
Faster Browsing Without Graphics

Sure, sure, graphics are part of what makes the Web so tab,scroll down halfway into the list of checkboxes, and
compelling. But they're also responsible for making Web—_turn off “Showpictures” (in the Multimedia category of
pagestake so longto arrive on the screen. Without them,—checkboxes),
Web pages appearalmostinstantaneously. You still get fully
laid-out Web pages; you still see all the text and headlines.

But wherever a picture would normally be, you see an
empty rectangle containing a generic "graphic goes here”
logo, usually with a caption explaining what that graphic Andif you wind up on a Web pagethat’s nothing without its

| would have been, pictures, you can choose to summon an individual picture.

Just right-click its box and choose Show Picture from the
shortcut menu.

Now try visiting a few Web pages. You'll feel a substantial
speed buousl, especially if youre conmected by dial-up
modem,

To turn off graphics, choose Tools—sinternet Options, which
opens the Internet Options dialog box. Click the Advanced
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Note:Although it's a little more effort, you can also edit your home page (or home pagetab sets) menually
ina dialog box, rather than opening themupfirst.

Choose Tools—Internet Options—sGeneral. In the “Home page"text box, type each address, complete with
hitp,// and so on. If you want to create a home pagetab set, type each address onits own line. (Leave the
box emptyfor a blank home page.) Click OK, OK? 

Bigger Text, Smaller Text
Whenyour eyesare tired, you mightlike to make the text bigger. When youvisit a
site designed for Macintosh computers (whose text tends to look too large on PC
screens), you might want a smallersize. You can adjust the point size of a Web page’s
text using the PageText Size commands.

Zooming In and Out
So much for magnifying the text; what about the whole Web page?

There are plenty of ways to zoom in or out ofthe whole affair:

- If you havea scroll-wheel mouse,press the Ctrl key as youturn the mouse’s wheel.
(This works in Microsoft Office programs, too.)

+ Press Ctlr+plus or Ctrl+minus on your keyboard.

* Use the pop-up menu in the lower-right corner of the window (where it probably
says “100%” at the moment). Just clicking the digits repeatedly cycles the page
among 100, 125, and 150 percent of actual size. Alternatively, you can use its 2
menu to choose any degree of zoom from 50 to 400 percent—or choose Custom
to type anything in between.

Online Photos

Internet Explorer is loaded withfeatures for handling graphicsonline. Right-clicking
an image on a Web page, for example, produces a shortcut menuthat offers com-
mands like Save Picture As, E-mail Picture, Print Picture, and Set as Background
(that is, wallpaper).

Tip: To turn off \E's picture-shrinking feature, choose Tools—sInternet Options. Click the Advancedtab,scroll
downto the Multimedia heading, and turn off “Enable Automatic Image Resizing.” Click OK. 

Bythe way, when yousee a picture youd like to keep, right-click it and choose Save
Picture As from the shortcut menu. After you namethe picture and thenclick the
Save button, the result is a new graphicsfile on your hard drive containing the picture
you saved. (You can also choose Set as Background, which makesthe picture part of
your desktop imageitself.)

Saving Pages
You can makeInternet Explorerstore a certain Web page on your harddrive so that
you can peruse it later—on your laptop during your commute,for example.
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The short wayis to choose Page—Save As. For greatest simplicity, choose “Web Ar.
chive,singlefile (*.mht)” fromthe “Save as type” drop-downlist. (The other options
here save the Web page as multiple files on your hard drive—a handyfeatureif you
intend to edit them,butless convenientif you just want to read themlater.) Name
the file and click the Save button, You've just preserved the Web page as a file on your
hard drive, which you can open later by double-clickingit.

Sending Pages
Internet Explorer provides two different waysoftelling a friend about the page you're
lookingat. You mightfind that useful when you comeacrossa particularly interesting
newsstory, op-ed piece, or burrito recipe.

* The send-the-whole-page method. While looking at a page, choose Page—>Send
Page by E-Mail to open a new Mail message with a copy of the actual Web pagein
the body. Address the message and click Send.

Notall recipients, however, will be able to see the message; some email programs
can’t display HTMLmessageslike this one. (Such programs showonly plain-text
messages.)

+ The send-a-link method, To send just a link to the page you're lookingat, choose
Page—>Send Link by E-mail. Then proceedas usual, addressing the message and
clicking Send,All yourrecipients have to dois click the link to openit in their Web
browsers.
 

Tip: The Page menu also offers the curious Edit with Notepad command.It opens the raw, underlying
HTML codingof the page in Notepad,so that you can inspect and make changesto it-a great way to make
emergency changesto thetext of your own Web page whenyou're on the road and have no other editing
tools on hand,  

Printing Pages
Printing has been vastly improved in Internet Explorer 7. The decade of chopped-off
printoutsis over.

Now, whenyou choose Print (the little printer icon) all of the Web page’stextis auto-
shrunk to fit within the page, 

Tip: Youcan print onlypart of a page, too. Drag throughthe portion you want, press Ctrl+P, click Selection,
and then click Print. 

Better yet, if you choose Print—>Print Preview,you get a handsomepreview of the end
result. The icons in the Print Preview window include buttonslike these:

* Portrait, Landscape (Alt-O, Alt+P) controls the page orientation: upright or
sideways.

- Turn headers and footers on or off (Alt+E) hides or shows the header(the text at

the top of the printout, which usually identifies the name of the Website you're

WINDOWS VISTA: THE MISSING MANUAL

 



 
 

 
printing and the numberof pages) and the footer (the URL of the Web page. and
the date).

+ ViewFull Width (Alt+W)blowsupthe preview tofill yourscreen, evenif it means
you'll have to scroll downto see the whole page. (This option has noeffect on the
printout itself.)

- View Full Page (Alt+1) restores the original view, where the entire printout preview
is shrunk downto fit your screen.

+ | Page View pop-up menugoverns how manypagesfit in the preview windowat
atime,

» Change Print Size pop-up menuaffects the size of the image on theprinted pages.
Shrink to Fit adjusts the printout so that it won't be chopped off, but you can
manually magnify or reduce the printed image by choosing the other percentage
options in this menu.
 

Tip: Lots of Web sites have their own“Print this Page” buttons. When they're available, use them irstead
of Internet Explorer's ownPrint command. The Web site’s Print feature not only makes sure the printout
won't be choppedoff, but it also eliminates ads, includes the entire article (even if it's split across multiple
Web pages), and so on.
 

Turn Off Animations

If blinking ads makeit tough to concentrate as you read a Web-based article, choose
ToolsInternet Options—Advanced tab, and then scroll down to the Multimedia
heading (Figure 11-11). Turnoff “Play animations in web pages”to stifle most ani-
mated ads. Alas,it doesn’t stop all animations; the jerks of the ad-design world have
growntooclever for this option.

Take a moment, too, to look over the other annoying Web page elements that you
can turn off, including sounds.

Internet Options
Internet Explorer's Options dialog box offers roughly 68,000 tabs, buttons, and nested
dialog boxes. Most of the useful options have been described,in this chapter, with their
appropriate topics (like Tabbed Browsing). Still, by spending a few minutes adjusting
Internet Explorer’s settings, you can make it more fun (or less annoying)to use.

 

To open this cornucopia ofoptions, choose Tools—Internet Options (Figure 11-11).

The Keyboard Shortcut MasterList
All Versions

Before youset offinto the Internet Explorer sunset, it’s worth admitting that surfing
the Webis oneofthe things most people do mostwith their PCs. And as long as you're
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The Keyboard going to spend so muchtimeinthis single program, it’s worth masteringits keyboard
RUCaecm nce shortcuts. Once you've learned a few, you save yourself time and fumbling.
 
 

 
 

 Internet Options

known to Microsoft. Clip andsave.
Hereit is, then: the complete masterlist of every Internet Explorer keyboardshortcut
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Figure 11-11:
Choosing Tools—internet
Options opens this dialog
box, the identical twin
of the Internet Options
program in the Control
Panel. Twoofits tabs are
shown here. Double-click

one of the headings
(like “Accessibility") to
collapseall of its check-
boxes. Your sanity ts the
winner here.  
 

 

 
 
 
 

 

 

Viewing
Full Screen made (on/off)
Cycle throughlinks an a page

h the text on a page

 

 Seal

Openthe currentpage in a new window
Print this page
Select all items onthe page
Zoomin/out by 10 percent
Zoomto 100%

Override pop-upblocker
Shut upthis Web page's background sounds
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Tab

Ctrl+F

Ctrl+N

Ctrl+P

Ctri+A

Ctrl+plus, Ctrl+minus
Ctrl+0

Ctrl+Alt

Esc

 



 

 

 

Bars and Menus
Highlight the Address bar
Add http://www. and .comto the text in Address Bar
Add Attp;/\www. and .netor .org to the text in Address Bar
Open URL in the Address Bar in newtab
View previously typed addresses
Highlight the Information bar
Open Home menu
Open Feeds menu
Open Print menu
OpenPage menu
Open Tools menu
Open Help menu
Open Favorites menu
Open Favorites in pinned mode (won't auto-close)
OrganizeFavorites dialog box
Open Feedslist
Open Feeds in pinned mode
OpenHistory
Open History in pinned mode

 
Navigation
Scroll down a screenful

Scroll up a screenful

Go to home page
Go back a page
Goforward a page
Refresh page
Super refresh (ignore any cached elements)
Stop downloading this page
Open link in a new window
Add current page to Favorites
“Right-click” any highlighteditem
Search bar

Highlight the Search Bar
Openlist of Search services
Open search results in newtab

Tabbed Browsing
Openlink in new background tab
Openlink in newforeground tab
middle buttan)

Close tab (closes windowif only one tab Is open)
Quick Tab view

Open newempty tab

Alt#D

Ctrl+Enter

Ctrl+Shift-Enter

Alt+Enter
Fa

Alt-N

Alt+M

Alt+

Alt+

Alts

Alt+

Alt+L

Alt+C, Ctrl-+!
Ctrl+Shift+|

Ctrl+B

Ctrle]

Ctrl+Shifi+
trl+H

tri+Shift+H

D>
oO

 
C
Loe

Space bar (or Page Dawn)
Shift+Space bar
(or Page Up)
Alt+Home

Alt+left

Alt+right
F5

Ctrl+-F5

ESC

Shift-click

Ctrl+D

Shiff+F10

Core

Ctrl+down

Alt+Enter

Ctrl-click*

Ctrl+Shift-click (left or

Ctrl+W, Ctrl+F4"
Ctrl+Q
Ctrl+T
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ere Viewlist of open tabs Ctrl+Shift+Q
SealeyCla eC Switch to next tab Ctrl+Tab

Switch to previous tab Ctrl+Shift+Tab
Switch to tab #1, #2, etc. Ctrl+1, Ctrl+2, etc.
Switch to last tab Ctrl+9

* or scroll wheel-click, or middle button-click
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Windows Mail

mailis a fast, cheap, convenient communication medium;thesedays,it’s almost
embarrassing to admit that you don’t have an email address. To spare you that
humiliation, WindowsVista includes Windows Mail 7, a renamed, revamped

version of Outlook Express. It lets you receive and send email and read newsgroups
(Internet bulletin boards).

If you do have an email address, or several, Mail can help you manage your email
accounts, messages, and contacts better than ever.

To use Mail, you need several technical pieces of information: an email address,
an email server address, and an Internet address for sending email. Your Internet

What's New, Besides the Name

Let's face it: Windows Mail is really Outlook Express ina__single,big, seething database of them, which makespossible
new outfit. the lightning-fast searching described in Chapter3.

Microsott says that it changed the name because so many One Outlook Express feature that's missing from Mail,
people got Outlook Express (the free program) confused however,is the ability to check free Hotmail accounts online;
with Outlook (the expensive one). Microsoft mutters something about makingit too easy for

It's not exactly the same, though, Mail has much better junk- te
mail filtering, as describedlater in this chapter. Messages are Butthat’s life. Microsoft giveth, and Microsoft taketh away.
now stored on the harddrive as individual files, rather than a
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nen service provider or your network administrator is supposed to provide all of these
Uo ELL ingredients.
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 

 
 
 
 
 

 
 

 

Setting Up Windows Mail
All Versions

Thefirst time you use Mail (Start—All Programs—WindowsMail), you're prompted
to plug in the necessary Internet addresses and codesthattell the program whereto
find your email. Thefirst thing you'll see is shownin Figure 12-1. 

Note: |f you used the Easy Transfer Wizard (page 783) to bring over yourfiles and settings from anolder
PC, Windows Mailis probably alreadyset up quite nicely. If that’s the case, skip to the next section. 

  

Figure 12-1:
To set up an email
accountin Windows

Mail, start byfilling in
Your Name the Display Name. This

is the name people will
When you send e-mail, your name will appear in the Fromm field of the outgoing message. see when you send them
Type your name as you would like it to appear. email, in the “From:

[ field, It does not have
Beplay nee to be the sameas your

| For example: John Smith email address; it can be
yourfull name, a nick-
name, or anything you
like. When you're done,
click Next to continue.

el]

 
 

| Wherecan| findmye-mailaccount information?

Hen | [Gane

   
  

Click Nextto step throughthe wizard’s interview process, during which you'll provide

| the following information:
* Display Name. The namethat should appearin the “From:”field of the email you

send,

* Email Address, The emai] address you chose when you signed up for Internet
services, such as billg@microsoft.com.

type of server, the name ofthe incoming mail server, and the nameof the outgoing
mail server. Mostofthe time, the incoming server is a POP3 server and its name
is connected to the name of yourISP. It might be popmail.mindspring.com, for

* Mail Servers. Enter the information your ISP provided aboutits mail servers: the

example, or mail.comecast.net.||
The outgoing mail server (the SMTP server) usually looks somethinglike mail.

| mindspring.comor smpt.comcast.net,
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- Logon Nameand Password. Enter the name and password provided by yourISP.

This is generally your full email address and the password you already created.

[f you wish, turn on “Rememberpassword,’so that you won't haveto enterit each
time you wantto collect mail. (Turn on Secure Password Authentication [SPA]
only if instructed by yourISP or network administrator.)

Click Finish to close the wizard and open Windows Mail.
 

Tip: \f you wantto add a second email account, choose Tools—»Accounts in WindowsMail. In the resulting
dialog box, click Add; the wizard you worked through previously reappears. 

Sending Email
Whenyoufinally arrive at the main Mail screen, you've already got mail; the Inbox
contains a message for you(Figure 12-2), The message is a welcome from Microsoft,
butit wasn’t actually transmitted over the Internet;it’s a starter messagejust to tease
you. Fortunately, all your future mail will come via the Internet.

In order to receive and send new mail, you must use the Send & Receive command.
Youcantriggerit in any of several ways:

a)

POP, IMAP, and Web-based Mail

 
Whenit comesto email, there are three flavors of accounts

(not counting America Online mail, which is a mutant breed
and not something that Windows Mail can talk to): POP
(also known as POP3), IMAP (also known as IMAP4), and

Web-based. Each hasits own distinctfeeling, with different
strengths and weaknesses.

POP accounts are the most common. A POP servertransfers

your incoming mail to your hard drive before you read&,

and then deletes the original copies on the Internet. From
now on, those messageslive on your computer, and it's up
to you to save them, back them up,or delete them. (You can
configure Windows Mail not to delete the messages from

the server, but most ISPs don't give you much disk space.
If your mailbox gets too full, the server may begin rejecting
your incoming messages.)

IMAP servers are newer than, and have more features

than, POP servers, but as a result, they don’t enjoy as much
popularity or support. IMAP serversare Internet computers

that store all of your mail for you, rather than making you
download it each time you connect. The benefit? You can

access the same mail regardless of which computer you
use. IMAP servers remember which messages you've read
and sent, too.

One downsideto this approach, of course,is that you can’t
work with your email except when you're online, because

all your mail is onan Internet server, not on your harddrive.
Andif you don't conscientiously delete mail manually after
you've read it, your online mailbox eventually overflows,

Soonerorlater, the system starts bouncing fresh messages
back to their senders, annoying your friends and depriving
you of the chance to read what they have to say.

Free, Web-based serverslike Hotmailalso store your mail on

the Internet. You can use a Web browser on any computer

to read and send messages; then again, most POP accounts
these days offer that feature, too. Web email is slower and
more cumbersometo use than “regular” email accounts
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 » Press Ctrl+-M (for Mail).

« Click the Send/Receive button on the toolbar, (It’s shownin Figure 12-3, which
also shows how youcan specify which account you want to check.)

* Choose Tools—>Send and Receive—Send and ReceiveAll.

 

Tip: You can set up Mail to check your email accounts automatically according to a schedule. Just choose
Tools—>Options. On the General tab, you'll see the "Check for new messages every___ minutes” checkbox,
which you can changeto your liking. 
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You don't have to check a// of your email accounts whenever
you want to get mail. Suppose, for example, that you want
to send a message to yourse/f—from your work account
to your home account, In that case, you'd want to send/

receive mail only from your office account. (If, in the same
pass, Windows Mail also downloaded messages from your
home account, you'd wind up with the same message in
your office PC’s copy of Mail, defeating the whole purpose
of the exercise.)

Excluding an account (or several accounts) from the “Send
and Receive All” routine is easy enough. Open the Accounts

  Checking a Specific Email Account

window (Tools—sAccounts), select the account to turn off,
and thenclick Properties. Turn off “Include this account when

receiving Mail or synchronizing,” click OK, and, finally, close
the Accounts window.

Now suppose you usually want to check all accounts, but
occasionally want to check only one of them. On such an
occasion,click the ¥ beside the Send/Receive button and

choose that account's namefrom the pop-up menu. (Alter-
natively, choose the account name from the Tools—Send
and Receive submenu.)
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Now WindowsMail contacts the mail serverslisted in the accountlist, retrieving new
messages and downloading anyfiles attached to those messages.It also sends any
outgoing messages and their attachments.

 
 
  

Figure 12-3:

your accounts. 
The Send andReceive buttonis located on the toolbarin
Windows Mail. The arrow besideit lets you choose which
mail you'd like to get, ifyou don’t wantto checkall of 
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Sending Email

 

 
 
 

 
 
 
 

 
 

In the list on the rightside of yourscreen, the names of new messages showupin bold
type; folders containing new messages show upin bold type,too (in the Folderslist
at the left side of the screen). The bold numberin parentheses after the word “Inbox”
represents how many messages you haven't readyet.

Finally, after messages are downloaded, Windows Mailapplies its mailfilters—what
it calls rules—to all new messages (to screen out junk mail, for example). More on
rules on page 407,

Figure 12-4:
A message has
two sections: the

header, which holds
information about

the message, and the
body, which contains
the messageitself.
The menu bar and a
toolbar harborother
useful features for

composing and send-
ing messages. 
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Mail folders in Windows Mail

At theleft side of the screen, Windows Mail organizes your email into folders. To see
what's in a folder, click it once:

BTCTar

* Inbox holds mail you've received.

* Outbox holds mail you've written but haven'tsentyet.

* Sent Items holds copies of messages you'vesent.

* Deleted Items holds mail you've deleted. It worksa lot like the Recycle Bin, in that
messagesplaced there don’t actually disappear. Instead, they remainin the Deleted
Items folder, awaiting rescue if you opt to retrieve them. To empty this folder,
right-click it and then choose “Empty‘Deleted Items’ Folder” fromthe shortcut
menu (or simply choose Edit—+Empty “Deleted Items’ Folder).

| Tip: To make the folder emptyitself every time you exit Mail, choose Tools—sOptions,click the Advanced
tab, and thenclick the Maintenance button. From the Maintenance dialog bax, turn on “Empty messages
from the ‘Deleted Items’ folder on exit.” 

POWER USERS’ CLINIC 
The Mighty Morphing Interface

You don't have to be content with the factory-installed design
of the Windows Mail screen; you can control which panes

Mail lets you decide what columnsare displayed in the list

pane. For example,if you don't particularly care about see-

 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 

  

 
are visible, how big they are,
and which columns show up
in list views.

To changethesize of a pane,
drag its border to makeit

in the dialog box, turn off
the checkboxes for the win-

dow elements you could do
without.

i nnip.comcast.com

The View->Layout command also lets you control where
the preview pane appears: underthe messagelist, as usual,
or toits right—a great arrangementif you have a very wide
screen,

 

a]
From: Microgof Windows Mail Team <mst
Subject: Welcome to Windows Mail

ing the Flag column, you can
hide it, leaving more space
for the Subject and Received
columns. To switch columns
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a Local Folders 1 @ © From i i 1

pe San (253 [_ Microsoft Windows Mail Te, list in the View—>Columns
larger or smaller, as shown SS ouien oft Windows NW dialog bak, = Rajesh Agrawal

here, You can also hide or aw dba $ IeremnyPrince
show the toolbar, folder AD Draltts (1) ai Seen You can also rearrange theA @ junk E-mal 1 8 ewart, Raget =
list, status bar, search bar, Baoan @ deans Reynolds columns, which can be handy
or preview pane using the F (3 KEEP peeenne ro if you'd rather see the SubjectaM c (i David Pogue46 imnosott Communities r ; 2 .
View—Layout command; [8 mkcrosoft.publicwindowt =) David Pogue columnfirst instead of the

sender, for example. Just drag
the column's name header

horizontally; release when the
vertical dotted line ts where

you want the column to wind
up. To make a column wider or narrower, drag the short
black dividerline between column names horizontally, much
the way you'd resize a folder windowlist-view column.
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+ Drafts holds messagesyou've started but haven’t finished—anddon’t wantto send Sending Email
just yet.

+ Junk E-Mail holds messages deemedas junk (spam) by Mail’s Junk E-Mail Protec-
tion. (More aboutthat later.)

You can also add to this list, creating folders for your own organizational pleasure—
Family Mail, Work Mail, or whatever. See page 405.

Composing and sending messages
To send a message,click Create Mail on the toolbar(or press Ctrl+N, or choose Mes-
sage—>New Message). The New Message form opens (Figure 12-5).

 
 
 
 

 
 

 

Figure 12-5: "
In the New Message a
window, type the name aie Fdit View insert FoustTok Message Help
of the recipients, sepa-
rated by semicolons,
in the “To:”field. If
Windows Mail doesn’t

automatically complete
the namefor you (by
consulting your ad-
dress book and recent

recipientslist), click
Check Names.

 

 

 
 

 

 

  
 
 
 

 

  
 

 

To get to your contacts quickly, add the
Contacts gadget to the Sidebar.

Thereafter, when you want to send
an email message, call up the lucky
recipient's name by typing a fewlet-
ters of his name into the gadget; it

  
 

 
The Quick Contacts Gadget |

appears in the Contacts gadget list,

eeeneSs ql) comodo... as shownhere.confitmn-invite-Q. ues
Cobra t@northtes. Enusi " |
CASWSNM|Pecenonieien. Now,to send an email to that person,
bic R Ritime aan click the email address shown on theKaren and Tim Go .
= — right. A new message opens, pread-

dressed and ready to write and send,
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Sur Tip: You can also start writing a message byclicking Contacts in the toolbar. In the Contacts window (page
250), click the person’s name, and then click E-Mail on the toolbar. A blank, outgoing piece of mail appears
already addressed to the person whase name you clicked.

Cometo think of it, it's faster to hit Cirl+N. 

Composing the message requires several steps:

1. Type the email address of the recipient into the “To:”field.

| If you want to send a message to more than one person, separate their email ad-
dresses using semicolons,like this: bob@earthlink.net; billg@microsoft.com; steve@
apple.com.

There’s no need to type outall those complicated email addresses, either. As you
begin typing the person’s plain-English name, the program attempts to guess who
you mean(if it’s somebody in your Contacts list)—andfills in the email address
automatically.

 
If it guesses the correct name, great; press Tab to move on to the nexttext box.If it
guesses wrong,just keep typing. The program quickly retracts its suggestion and
watches what you type next. 

Tip:You canalso click the tiny envelope icon next to the “To:" box to open your Contacts list; double-click
a name to address your message, 

As in most Windowsdialog boxes, you can jumpfromblank to blank in this window
(from the “‘To;”field to the “CC;”field, for example) by pressing the Tab key,

2. To send a copy of the message to other recipients, enter the additional email
address(es) in the “CC:”field.

CC stands for carbon copy. There's verylittle difference between putting all your
addressees on the “To:” line (separated by semicolons) and putting them onthe
“CC;”line. The only difference is that using the “CC;”line implies, “I sent you a
copy because I thought you'd want to know aboutthis correspondence, but I’m
not expecting you to reply.”

Press Tab when you'refinished.

| 3. Type the topic of the message in the “Subject:”field.
Some people get bombarded with email. That’s whyit’s courteous to put some
thought into the Subject line. (For example, use “Changein plans for next week”
instead of “Hi.”)

Press the Tab key to move your cursor into the message area.

4, Choose a format (HTMLorplain text), if you like.

Whenit comes to formatting a message's body text, you have two choices: plain
text or HTML (Hypertext Markup Language).
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Plain text means that you can’t format yourtext with boldtype, color, specified
font sizes, and so on. HTML,onthe other hand, is the language used to create
Web pages, andit lets you use formatting commands (suchasfont sizes, colors,
and bold or italic text).

But there’s a catch: a handful ofolder email programscan’t read HTML-formatted
email, Also, HTML mail is muchlarger, and therefore slower to download, than

plain-text messages.

So which should you choose? Plain text tends to feel more professional, never
irritates anybody—andyou're guaranteedthat the recipient will see exactly what
was sent.

[f you send an HTMLmessage to someone whoseemail program can't handle
HTML, all is not lost—your message appearsin afriendly, plain-text format that
anyone can read. Still, certain Internetters remain fairly hostile toward heavily
formatted email.

To specify which format Windows Mail proposes for all new messages (plain
text or HTML), choose ToolsOptions. Click the Send tab. Next, in the section
labeled Mail Sending Format, choose either the HTMLorPlain Text button, and
thenclick OK.

No matter whichsetting you specify there, however, you canalways switch a par-
ticular message to the opposite format. Just choose Format—Rich Text (HTML),
or Format—>Plain Text, in the New Message window.

If you choose theHTMLoption, clicking in the message area activates the HTML
toolbar, whosevarious buttons control the formatting, font, size, color, paragraph
indentation, line spacing, and other word processor—like formatting controls
(Figure 12-6).

Just remember: less is more.If you go hog-wild formatting youremail, the message
maybe difficult to read, especiallyif you applystationery (a background).

5, Enter the messagein the messagebox (the bottomhalf of the message window).

You can use all standard editing techniques, including Cut, Copy, and Paste, to
rearrange thetext as youwriteit.
 

 
Tip: |f Microsoft Wordts installed on your PC, you can also spell check your outgoing mail. Just choose
Tools—Spelling (or press F?) in the new message window,

6. Add a signature, if you wish,

Signatures arebits oftext that get stamped at the bottom of outgoing email mes-
sages, They typically contain a name, a mailing address, or a Star Trek quote.

To create a signature, choose Tools—Options, click the Signatures tab, and then
click the Newbutton. The easiest way to composeyoursignature is to typeit into
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Sending Email the Edit Signatures text box at the bottom of the window.(If you poke around
long enoughin this box, you'll realize that you canactually create multiple signg_
tures—andeven assign each one to a different outgoing email account.)

 

 
  
 

  

Figure 12-6:
Whenyou're compos-
ing an email using
the HTMLformat,

(l.talen@Comesind(malcomentne) Mewpg
)| 651 To: bob@earthlink.net <bob@earthlink.net>; bilig microsoft.com <billofnicrosoft.com>; I options for choosingHeve@apolecom <steve@applec >; .

| _ = — fonts, formatting op-
\ tions like Bald, Italic,
J} Subject: [about HTML and Underline, and
SSSSScolors (from a handy

Comic Sans MS + fdr) Eb Bettina | ee SB | — Re hel color palette).
BOLD

| | Italic

| Underline|

| | Broadwayfont

And everyone's favorite: Comic Sans |
\!

-|
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Blind Carbon Copies

A blind carbon copy is a secret copy. This feature lets you trouble with Chris.
send a copy of a message to somebodysecretly, without any| os 3 f The BCC box is useful in other ways, too. Many people sendof the other recipients knowing. The namesin the "To:” and Oreis UST IOenas; GOAN PEOPIE Ses

|

email messages (containing jokes, for example) to a long
list of recipients. You, the recipient, must scroll through a
very longlist of names the sender placed in the “To:" or
"CC"field.

“CC:"fields appearat the top of the messageforall recipients
to see, but nobodycan see the names you typedinto the
“BCC.” box. To viewthis box, choose View—All Headersin

the New Message window.
But if the sender uses the “BCC:"field to hold all the

recipients’ email addresses, you, the recipient, won't see
any names but your ownat the top of the email. (Unfortu-
nately, spammers—the miserable cretins who send youjunk
mail—have also learned this trick.)

You can use the “BCC:" field to quietly signal a third party
that a message has been sent. For example, if you send
your co-worker a message that says, “Chris, it bothers me
that you've been cheating the customers,” you could BCC
your boss or supervisorto clue her in without getting into
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Once you've created a signature (or several), youcantackit onto your outgoing
mail for all messages (by turning on “Addsignatures to all outgoing messages’at
the top of this box) or ona message-by-messagebasis (by choosing Insert—Sig-
nature in the New Message window).

7, Click the Send button.
Alternatively, press Alt! S, or chooseFile >Send Message. Your PC connectsto the
Internet and sends the message.

Tip: \f you seem to be ableto receive mal but can't send it, your Internet service provider might require Mail
to log intoits server befare sending email. Totry that approach, first click Tools—sAccounts. From there, dick
your account's hame, and then the PropertiesServers tab. Turn on "Myserver requires authentication.”
Click OK, and thenClose.  

If you're working offline, you might prefer Mail to place each message youwrite in
the Outbox folder, saving them upuntil youclick the Send/Receive button on the
toolbar; see “Sendtab,” on page 415.

The Contacts list
Accumulating names in a Contacts list—the same onedescribed on page 250—elimi-
nates the need to enter complete email addresses whenever you want to send a mes-
sage. Click the Contacts buttononthe toolbar; then, to begin adding names andemail
addresses, click New Contact.  

Tip: Windows Mail offers a convenient timesaving feature: the ToolsAdd Sender to Contacts command,
Whenever you chooseil, Mail automatically stores the email address of the person’ whose messageIs on

the screen. (Alternatively, you can right-click an email address in the message and choose “Add Sender to
Contacts” from the shortcut menu.) 

Attaching files to messages
Sendinglittle text messages is fine, but it’s not much help when you want to send
somebody a photograph, a sound recording, a Word or Excel document, and so on.
Fortunately, attaching suchfiles to email messagesis oneof the world’s most popular
email features.

To attachafile to a message,use either of two methods:

* The long way. Click the Attach button (the paper-clip icon) on the New Message
dialog box toolbar. Alternatively, you could select InsertFile Attachment. When
the Opendialog box appears, locatethe file andselect it. (In the resulting naviga-
tion window,Ctrl-click multiple files to attach them all at once.)

Nowthe name ofthe attachedfile appears in the message, in the Attach text box.
Whenyousend the message, the file tags along.
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Sending Email

 

Nofe:|f you have a high-speed connection like 4 cable modem,fave pity on your recipients if they don'y
A big picture or movie file might take you only secondsto send, but tie up your correspondent's modem
for hours. 

» The short way. If you can see the iconofthefile you want to attach—initsfolder
windowbehind the Mail window, on the Desktop, or wherever—thenattach jt
by dragging its icon directly into the message window.That's a handy technique
when you're attaching many different files. 

Tip: To removea file from an outgoing message before you've sent it, click it and then press the Delete
key. 

Reading Email
All Versions

Just seeinga list of the names of new messages in Mail is like getting wrapped pres-
ents—the best part’s yet to come. There are two ways to read a message: using the
preview pane, and opening the message into its own window.

To previewa message,click its name in the list pane; the bodyof the message appears
in the previewpane below. Don't forget that you can adjust the relative sizes of thelist
and preview panes by dragging the gray border between themup or down.

To open a message into a window ofits own, double-click its nameinthe list pane.
An open messagehas its own toolbar, along with Previous and Next message buttons
(whichlook like upward- and downward-pointing arrows).

Once you've read a message, you can view the next one in thelist either by pressing
Ctrl +U(for the next unread message), or by clicking its namein thelist pane. (If
youre using preview mode, and haven't opened a messageinto its own window, you
can also press the up or downarrowkey to move from one messageto the next.) 

Tip: To mark a messagethat you've read as an unread message,so that its name remains bolded,right-click
its name in thelist pane and then choose Mark as Unread fromthe shortcut menu. 

Here’s another timesaver: To hide all the messages you've already read, just choose
View—>Current View—>Hide Read Messages. Now, only unread messagesare visible
in the selected folder. To bring the hidden messages back, choose View—>Current
ViewShowAll Messages.

WhenPictures are Part of the Message
Sending pictures in email is a globally popular activity—but Mail doesn’t want you
to see them.

Mail comesset up to block images, because these images sometimes serve as “bugs”
thatsilently report back to the sender whetheryou received and opened the message. At
that point, the spammers knowthat they've found alive, working email address—and,
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better yet, a sucker who opens mail from strangers. And presto, you're ontheir“safe Creat
senders”list, and the spam flood really begins.

You'll know if pictures were meant to appearin the body ofa message;see thestrip
that appearsat the top in Figure 12-7,
   

    

Figure 12-7: — = . .
To wew blocked [Somepictures have been blocked to help prevent the sender from identifying your computer. Click here todownloadpictures.
images ina
message, click
the warningitself
(top). Or, to make

Mail quit blocking |
| pictures alto-

gether, choose |
Tools—+Options—>
Security; next, }

turn off “Block |

 

 

 
 
 

 

 IF you cant see images, click this link
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How to Process a Message
Once you've read a message and savoredthefeeling of awe brought onbythe miracle
of instantaneous electronic communication, you can handle the message in any of
several ways.

Deleting messages
Sometimesit’s junk mail, sometimes you're just done withit; either way,it’s a snap to
delete a message. Click the Delete button on the toolbar, press the Delete key, or choose
Edit Delete. (You canalso delete a batch of selected messages simultaneously.)

Selecting Messages

In order to process a group of messages simultaneously-to To select two or more messages that aren't adjacent in
delete, move, or forward them, for example—you mustfirst the list (that is, skipping a few messages between selected
master the art of multiple message selection. ones), Ctrl-click the messages you want. Only the messages

youclick get selected—nofilling in of messagesin between,
To select two or more messages that appear consecutively aethis time,
in your messagelist, click the first message, then Shift-click
the last. Knownas a contiguous selection, this trick selects After using either technique, you can also deselect messages
every message betweenthe twothat youclicked. you've managed to highlight—justCirl-click themagain.
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etna The messages don’t actually disappear. Instead, they moveto the Deleted Itemsfolder,
If you like,click this folder to viewa list of the messages you've deleted. You can even
rescue some simply by dragging theminto anotherfolder (even right back into the
Inbox).

Mail doesn’t truly vaporize messages in the Deleted Itemsfolder until you “empty the
trash.” You can empty it in any of several ways:

| * Right-click the Deleted Items folder. Choose “Empty‘Deleted Items’ Folder”from
| the shortcut menu.

|

+ Click a message, ora folder, within the Deleted Items Folderlist and then click the
Delete button onthe toolbar(or press the Delete key). You're asked to confirm its
permanent deletion.

* Set up Mail to delete messages automatically when you quit the program. To do
so, choose Tools—Options—Advanced. Click the Maintenance button, and then
turn on “Empty messages from the “Deleted Items’ folder on exit.” Click OK.

Replying to Messages
‘To reply to a message, click the Reply button in the toolbar, or choose MessageReply
to Sender, orpress Ctrl+R. Mail creates a new, outgoing email message, preaddressed
to the sender’s return address. (If the message was sent to you anda few otherpeople,
and youd like to replyto all of them at once, click Reply All in the toolbar.)

To save additional time, Mail pastes the entire original message at the bottomof your
reply (either indented,ifit's HTML mail, or marked with the > brackets that serve
as Internet quoting marks); that’s to help your correspondentfigure out what you're
talking about.
 

Nofe: |o turn off this feature, choose Tools—>Options,click the Send tab, and then turn off “Include mes-

sage inreply,” 

Mail even tacks Re: (“regarding”) ontothe front of the subjectline.

About Mailing Lists

During your email experiments, you're likely to come sentto thelist gets sent to the server, which forwards the
across something called a mailing list—a discussion group messagetoall of the individual list members.
conducted via email. By searching Yahoo.com or other Web
directories, you can find mailing lists covering just about
every conceivable topic,

That's why you haveto be careful if you're actually trying to
reply to one personin the discussion group;if you reply to
the list and not to a specific person, you'll send your reply

You can send a messageto all members of sucha group by to every address on thelist-sometimes with disastrous
sending a message to a single address—the list's address, The consequences.
list is actually maintained on a special mail server, Everything

| =
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Your insertion point appearsat the top of the message box. Now,just begin typing
your reply. You can also add recipients, removerecipients,edit the subjectline or the
message, and so on,
 

Tip: Use the Enter key to create blank lines within the bracketed original message in order to place your
own text within it. Using this method, you cansplice your own commentsinto the paragraphsofthe original
message,replying point bypoint. The brackets preceding each line ofthe original message help your corre-
spondent keep straight what's yours and what's hers.Also, if you're using HTML formattingfor the message,
you can format what you've written in bold, italic, underlined, or even in anather color for easier reading 

Forwarding Messages
Instead of replying to the person whosent you a message, you may sometimes want
to forward the message—pass it on—toa third person.

To do so, click Forward in the toolbar, choose Message—Forward, or press Ctrl+F.
A new message opens, lookinga lot like the one that appears whenyou reply. Once
again, before forwarding the message, you have the option of editing the subject or
the message. (For example, you may wish to precede the original message with a
comment of your own, along the lines oft “Frank: I thought you'd be interested in
this joke about Congress.)

All that remainsis for you to specify whoreceives the forwarded message. Just address
it as you would any outgoing piece of mail.

Printing Messages
Sometimesthere’s no substitute for a printout of an email message—an area where
Mail shines. Click Print in the toolbar, choose File—Print, or press Ctrl+P. The stan-
dard WindowsPrint dialog box popsup, so that you can specify how manycopies you
want, what range of pages, and so on. Make your selections, and then click Print.

 

Filing Messages
Mail lets you create newfolders in the Folderslist; by dragging messages from your
Inbox onto one ofthese folder icons, you can file away your messages into appropri-
ate cubbies, You might create one folder for important messages, another for order
confirmations from shopping on the Web,still another for friends and family, and
so on. In fact, you can even create folders inside these folders, a feature beloved by
the hopelessly organized.

To create a newfolder, see Figure 12-8.
 

Tip: To rename an existing folder, right-click it and choose Renamefrom the shortcut menu. 

To move a message intoa folder, proceedlike this:

 

CHAPTER 12: WINDOWS MAIL
 

 
 

 
 

 

 
 
 
 
 
 
 

 

 
 

 
 
 
 

 
 

 

 

Dietrarl||

 



 
 
 
 
 
 

 
 
 
 

 
 

 
 
 

 
 
 
 
 
 

 
 

 

 

eran « Drag it out of the list pane and onto the folder icon. You can use any part of a
message's “row”in the list as a handle. You can also drag messages en masse onto
a folder after selecting them.
 

Figure 12-8:
Create Folder To create a newfolder, choose|

Folder name: File—Folder—New, or right-click
: the Local Folders icon (in the folder

Funny Videos| list), and choose New Folder from
the shortcut menu. Either way, this
window appears. Namethe folder

4g Local Folders and then, by clicking, indicate which
(Be Inbow folder you wantthis one to appear
tip. Outbox in. Usually, you'll wantto click Local
[Gp Sent Items Folders (thatis, not inside any other

> {8} Deleted Items folder).
\A Drafts
(§ Junk E-mail

Select the folder in which to create the new folder: 

 
  
 

 
  

» Right-click a message (or one ofseveral that you've highlighted), From the shortcut
menu, choose Move to Folder. In a dialog box, the folder list appears; select the
one you want, and then press Enterorclick OK, 

Tip: When you click a arrowin the Falder list, you see all folders contained within that folder, exactly like
in WindowsExplorer, You can drag folders inside other folders, nesting them to create a nice hierarchical
folder structure. (To drag a nested folder backinto thelist of “main”folders, just drag it to the Local Folders
icon.)

You can also drag messages between folders; just drag one from the messagelist onto the desired folder
at the left side of the screen.

This can be a useful trick when you applyit to a messagein your Outbox.If you decide to postpone sending
it, drag it into any other folder. Windows Mail won't sendit until you drag it back into the Outbox, 

Flagging Messages
Sometimes, you'll receive an email message that prompts you to somesortofaction,
but you may not have the timeor the fortitude to face the task at the moment, (“Hi
there.,.it's me, your accountant, Would you mind rounding up your expenses for
1993 through 2001 and sending me a list by email?”)

That’s why Mail lets youflag a message, positioning a small, red flag in the correspond-
ing column next to a message’s name. Theselittle flags are visual indicators that mean
whatever you want them to mean. You can bring all flagged messages to the top of
the list by choosing View—Sort By—>Flag.
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To flag a messagein this way,select the message(or several messages) and choose Mes-
cage— Flag Message. (Use the same commandagainto cleara flag from a message.)sag g B

Opening Attachments
Just as you canattachfiles to a message, people can send files to you. You know when

 
 

 
a message has an attachment because a paper-clip icon appears next to its name in
the Inbox.

To free an attached file fromits message, releasing it to the wilds ofyourharddrive,
use one ofthe following methods:

» Click the attachment icon, select Save Attachments from the shortcut menu,and

then specify the folder in which you want the file saved (Figure 12-9).
 

Figure 12-9;

anyfile. 
One way to rescue an attachmentfrom an
email message Is to click the paper-clip ican and
choose Save Attachments. You can also drag an
attachment's icon onto your desktop. Either way,
you takethefile out of the Mail world and into
your standard Windows world, where you canfile
it, trash it, open it, or manipulate it as you would 

Save Attachments fetches

| Attachments To Be Saved: 

| [) Waterfall,jpg (288 KB) | Save j

= Cancel

Save lo
C:\Users\Joli Ballew\Documents

 

.
Click the attachment icon, andselect the attachment to open. Choose the nameof
the attachment in orderto openthe file directly (in Word, Excel, or whatever).

[f you've double-clicked the message so it appears in its own window,drag the
attachment icon out of the message windowandontoanyvisible portion of your
desktop.

Again, if you’ve opened the messageinto its own window, you can double-click
the attachment’s icon in the message. Once again, you're asked whether you want
to openthe file or saveit to the disk.

Message Rules
Once you knowhowto create folders, the next step in managing your email is to set
up message rules. These arefilters that can file, answer, or delete an incoming message
automatically based on its subject, address, orsize.
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eran Message rules require you to thinklike the distant relative of a programmer,but the
mental effort can reward you many times over. In fact, message rules can turn Mail
into a surprisingly smart and efficient secretary.

Setting up message rules
Nowthat you're thoroughly intrigued about the magic of message rules, here’s how
to set one up:

1. Choose Tools—Message RulesMail.

If you've never created a message rule, you'll see what’s shownin Figure 12-10,

If you have created message rules before, you see the Message Rules windowfirst.
Click New to open the New Mail Rule window shownin Figure 12-10.
 

 
—_——-— \ Figure 12-10:

New Mail Rule oan Building a messagerule entails
specifying which messages you want
Mail to look for—and whatto do

with them, By adding the underlined

 
Select your Conditions and Actionsfirst, then specify the values in the Description.

1, Select the Conditions for your rule  

 
  
 
 

(-] Wherethe From line contains people ie words, as shown here, you specify
[7] Where the Subject line contains specific wards 4 whatcriteria you're lookingfor.

Where the message body contains specific words Here, any email with the word Rolex
Where the To line contains people > or Refinance in the Subject lineis

automatically deleted.2, Select the Actions for your rule:

 
 

    } [] Moveit to the specified folder “
L_| Copyit to the specified folder {a

| | IZ} Deleteit
}||0 Forwardit to people =!
 
 

3. Rule Description (click on an underlined value to edit it):
 

 

 

Apply this rule after the message arrives
Where the Subject line contains ‘Rolwy' or ‘refinance’
Deleteit

  
4, Name of the rule:

| | Rolex or Refinance to be deleted
  
   
 

2. Use the top options to specify how Mail should select messages to process.

For example,if yourd like Mail to watch out for messages from a particular person,
you would choose, “Where the Fromline contains people.”

To flag messages containing loan, $$$$, XXXX, !!!!, and so on (favorites of spam-
mers), choose, “Where the Subject line contains specific words.” 
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[f you turn on morethan one checkbox,you can set up anothercondition for your
message rule. For example,you cansetup thefirst criterionto find messages from
your uncle, and a second that watches for subject lines that contain “joke.” Now,
only jokes sent byyour uncle getplacedin, say, Deleted Items. Figure 12-11 shows
the word “and,”plus a fewother items you'll learn aboutshortly.
  

Figure 12-11:
if you've set up more than one
criterion, you'll see the under-
lined word andat the bottom of
the dialog box. It indicates that
the message rule should apply
onlyif all of the conditions are
true. Click the and to produce
alittle dialog box, where you
havethe option to apply the
rule if any of the conditions
are met. 
  
 
 
 
 
 
 
 

New Mail Rule

| Iv] Where the From line contains

 

2, Select the Actions for your rule:

 _| Copy it to the specified folder
| |) Deleteit
| | J Forward it to people

 
  

3. Rule Description (click on an und

(7) Where theSubjectline contains specific words
lv] Where the message body contains specifi

| [_) Where the Ta line contains pe@

Moveit to the specified folder]

| Select your Conditions and Actionsfirst, then specify the values in the Description.

1, Select the Conditions for yourrule:
people

 
 
 
 
 

 
 

And/Or

Apply rule rf

@ Messages match all of the critena

|

|

| ") Messages match any one of the criteria

Apply this rule after the message a  
 

Where the From line contains‘uncl
iWhere the message body contains joke 

 
  

 

 

 
4. Name of the rule:
New Mail Rule #1
 

  
3, Using the secondset of checkboxes, specify what you want to happen to messages

that matchthecriteria.

If, in step 2, you told your rule to watch for messages from youruncle containing
the word “joke” somewherein the message body, here’s where youcantell Mail to
delete or move the messageinto, say, a Spamfolder.

Withalittle imagination, you'll see howthese checkboxes can performabsolutely
amazing functions with your incoming email. Windows Mail can delete, move,
or print messages; forwardor redirect them to somebody; automatically reply to
certain messages; and even avoid downloadingfiles bigger than a certain number
of kilobytes (ideal for laptop lovers on slowhotel room connections).

4. Specify which words or people you want the messagerule to watch outfor.
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In the bottomof the dialog box, you can click any of the underlined phrases to
specify which people, which specific words, whichfile sizes you want Mail to watch
out for—a person’s name, or XXX, in the previous examples.

If youclick “contains people,” for example, a dialog box appearsthatlets you open
your Contactslist to select certain individuals whose messages you want handled
bythis rule. If you click “containsspecific words,” you can type in the words you
want a certain rule to watch outfor. And so on.

5. In the very bottom text box, name your mail rule. Click OK.

Nowthe Message Rules dialog box appears (Figure 12-12). 

Tip: Windows Mail applies rules as they appear—from top to bottom—in the Message Rules window. If a rule
doesn’t seem to be working properly, it may be that an earlier rule is intercepting and processing the mes-
sage before the “broken” rule even seesit. Tofix this, try moving the rule up or downin the list by selecting
it and then clicking the Move Up or Move Down buttons, 

 

 
Message Rules
——
|MailRutes|News Rules| 

These rules will be applied to Mail messages.
 

[ 7 Rolex orRefinance to be deleted | New.
M] Uncle Buck's Jokes

[fom]
(aenove

 

Move Up Move Down

| Rule Description (click on an underlined value to edit it):

Apply this rule after the message arrivesWhere the From line contains ‘Uncle’

and Where the message body contains‘joke’
Delete it
    

Figure 12-12;
Once a rule is created, it lands in the Mes-
sage Rules window underthe Mail tab. Here,
you can manage the rules you've created,
choose a sequence for them (those at the top
get appliedfirst), and apply them to existing
messages (by clicking Apply Now).

 
 

 
 

Two sneaky message-ruletricks
You can use message rules for manydifferent purposes. But here are two ofthe
best:
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. File mail from specific people. For instance, if you have a few friends who con- LCGtraETI

stantly forward their idea of funny messages, create a rule that sends any email
from them to a specific folder automatically. At the end ofthe day, look through
the folder just to make sure you haven't missed anything, and if you have time,
read the “mostexcellent funny emails in the whole wide world.”

- The email answering machine.Ifyou're going on vacation, turn on “For all mes-

sages”in step 2, and then “Reply with message”in step 3. In other words, you can
turn WindowsMail into an email answering machine that automatically sends a
canned “I’m awayuntil the 15th” message to everyone whowritesyou.

Tip: Unsubscribe from, or turn off, any email mailing lists before you turn on “For all messages.” Otherwise,
you'll incur the wrath of the other list members bylittering their email discussion groups with copies of your
autoreply message.

 
 
 

 
 
  

 

Junk Email
All Versions

Windows Mail nowoffers Junk E-Mail Options, a feature that was glaringly absent
in Outlook Express.

The Junk filter automatically channels whatit believes to be spaminto the Junk E-Mail
folderin the folderlist. Its factory setting is Low, meaningthat only the most obvious
spam gets sent to the Junk E-Mail folder. You'll probably still get a ton of spam, but
at least almost no legitimate mail will get mistakenly classified as spam.

 
 

 
 
 

 
 

Figure 12-13:
To visit this dialog box,
choose Tools—Junk E-Mail

Options. Choose No Auto-
matic Filtering, Low, High, or
Safe List Only. You can also
opt to permanently delete
suspected spam instead of
movingit to the Junk E-Mail
folder. No matter what

setting you choose, though,
always go through the Junk
E-Mail folder every few days
to make sure you haven't
missed any important mes-
sages that were flagged as
spam incorrectly.  

‘al

 

  

 

 
 
 
 
 
 

 
 

 
 
 

 

Windows Mail can move messages that appear to be junk email into a special
Junk E-mail folder, |

Choose the level of junk e-mail protection you want
© Ne Automatic Filtening. Mail from blocked senders is still moved to the Junk

E-mail folder.
 

@ LoveMave themostobviousjunke-mailtothe Junk E-mailfolder]

©) High: Most junk email is caught, but some regular mail may be caught as
well, Check your Junk E-mail folder often.

©) Safe List Only: Only mail from people or domains on your Safe Senders List
will be delivered to your Inbox.

{fF]Permanently delete suspected junk email instead of movingit to the JunkE-mail folder
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You can configurethe level of security you want in the Junk E-Mail Options window,
shownin Figure 12-13.

Junk E-Mail Options
Junk E-Mail optionsoffers five tabs. The Optionstab is shownin Figure 12-13. The
othertabs are:

 
 
 
 

 
 
 
 
 
 
 
 
 

 

 
 
 

 
 

 
 
 
 

+ Safe Senders. Messages from anycontacts, email addresses, or domain namesthat
you add to thislist are never treated as junk email. (A domain nameis what comes
after the @ sign in an email address, as in bob@herbalviagra.com.) Click Add to
begin.  

e-mail from my Windows Contacts,” means that anyone in your own address bookis not a spammer. The
second, “Automatically add people| e-mail to the Safe Sender'slist,” means that if you send mail to somebody,
it's someone you don't consider a sparnmer.

|
1

| a ‘

| Tip: The two checkboxes belowthelist are also useful in preventing “false positives.” The first, “Also trust1

 

+ Blocked Senders. This one’s theflip side of Safe Senders:it’s a list of contacts, email
addresses, and domain namesthat you always want flagged as spam.

FREQUENTLY ASKED QUESTION 
| Canning Spam

Help! I'm awash in junk email! How do | get out ofthis 3. Whenfilling out forms or registering products
mess? online, look for checkboxes requesting permission

for the company to send you email or share yourSpam is a much-hated form of advertising that involves : ce
E 4 email address with its “partners.” Just say no.

sending unsolicited emails to thousands of people. While
there's no instant cure for spam, you can take certain steps
to protect yourself from it.

4. When posting messages in a newsgroup,insert
the letters NOSPAM, SPAMISBAD, or something
similar somewhereinto the email address you've
specified in the News Accountdialog box (page
420). Anyone replying to you via email must
manually remove it from your email address,
which, while a hassle, keeps your email address

1, Use one email accountfor online shopping, Web

site and software registration, and newsgroup
posting; use a second onefor person-to-person
email.

 
 

 
 
 
 
 
 

  

  Spammers have automated software robots that

scour every public Internet message and Web
page, automatically locating and recording email
addressestheyfind. These are the primary sources
of spam, so at least you're now restricting the junk
mail to one secondary mail account.

2. Wheneveryou receive a piece of junk mail, choose
Message—Junk E-Mail—Add Senderto Blocked
Senders List. Windows Mail no longer accepts
email from that sender.

away from the spammer's robots. (They're getting
smarter every day, though; a trickier insert may
be required, alongthe lines of REMOVETOEMAIL
or SPAMMERSARESCUM.)

5. Create messagerulestofilter out messages con-
taining typical advertising words such as casino,
Rolex, herbal, and so forth. (You'll find instructions

in this chapter.)

6. Buy an antispam program like SpamAssassin.
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. International. You can also block email in foreign languages, or that originate
overseas. (A huge percentage of spamoriginates overseas, since U.S. antispamlaws
have nojurisdiction there.) See Figure 12-14.

 
Figure 12-14:
if you find you're get-
ting email from specific
countries or domains, you
can select the top-level
domains (.ca for Cana-
dian mail, .uk for British
mail. and so on) for those
countries, All email fram
those domains now gets
treated as junk email. 
 

  
 
 
 
 

 
 
 
 
 

 
 

 

 

 

 

Some e-mail messages you receive might be written in languages you are
unfamiliar with and don't want to read, These messages can be marked as junk
and moved te the Junk E-mail folder.

The sender's e-mail address in different countries/regions can end with top-level
domain codes, such as .ca, . nx, or ux, The Blocked Top-Level Domain List
allows you to block all messages sent froman address ending with a specific
top-level domain.

Blacked Top-Level,DomainList...

Characters of each languageare contained in a special encoding or character
set, The Blocced Encoding List allows you to block all e-mail messages ina
specific encoding.

Blocked Encoding List...

 

» Phishing. For a complete description of phishing scams, see page 346. Inbrief,
phishing email is designed tolooklike it camefromyourbank,eBay, or PayPal but

 

it’s a trick to get you to surrender your account informationso the bad guys can
steal youridentity.

Windows Mail keeps phishing email out of your Inbox unless youturnoff this
feature onthis tab.

When the Junk Filter Goes Wrong
Windows Mail doesn’t always get it right. It labels some good messages as junk, and
some spam messages as OK,

Overtime, though, it’s supposed to get better—1f youpatientlyhelp it along. Every
time yousee a goodpiece of email in the Junk E-Mail folder, click it, and then click
Not Junk onthe Toolbar.

Better yet, use the MessageJunk E-Mail submenuto choose one of these two
options:

» Add Sender to Safe Senders List. No future mail from this person will be
misfiled.
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+ Add Sender’s Domain to Safe Senders List. No future mail from this person’s entire
companyorISP will be marked as spam.

The newsisn’t so goodif you find a piece of spam in your Inbox; incredibly, there’s
no This is Junk button on the toolbar, or even a similar command in the Message
menu.

You can use the Message—Junk E-Mail—>AddSender(or Sender’sDomain) to Blocked
SendersList, of course. But since spammers rarely use the same address or domain
twice,it’s probably faster just to hit the Delete key. 

Nofe:Microsoft intends to continue improving the quality of its spam filter through regular Windows Update
updates (page 614). 

 

Figure 12-15: 
  
 

 
 

ua i be : The Options dialog
—<—4 = . = box has ten tabs, each

| Read Secuity C Jonnection anced *, i[General||Fa [Recents|Send. |Compose | Senatines | Speting [ | Aavenoed loaded with options.
Reading Messages Most tabs have buttons

” wikitcoasedmedeenae Ga i that open additional
Wiisrk messagereadafter displayingfor bap Senay dialog boxes. Coming

|] Automatically eqpand grouped messages in 2008: Windows Mail

Automatically download message when viewingin the Preview Pane oe The Missing
| fF] Readall messages in plain text >

(@] Show ToolTips in the messagelist for dipped iterns
 

Highlight watched messages: Hired

Ww] Get 300 = headers at a time

T| Mark all messages as read when eating a newsgroup 
Click here to change the fonts and default encoding
used when reading messages 
 

    
 

   
 

Configuring Windows Mail
All Versions

Mail has enoughfeatures and configuration optionsto fill a very thick book. You can
see them for yourself by choosing ToolsOptions. Here’s a brief overview of some
of the mostuseful options (Figure 12-15).
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General Tab
Mostof the controls here govern what Mail does when you first open the program.
Take note of the options to connect automatically; you can opt to have Mail check
for messages every few minutes, and then use the drop-downlist to say how, and
whether, to connect at that time if you’re not alreadyonline.

Read Tab
Use these optionsto establish how the program handles messages in the Inbox. One
of these options marks a message as having been read—changingits typeface from
bold to non-bold—if you leaveit highlighted in thelist for five seconds or more, even
without openingit. That’s one option you may want to consider turning off. (This
tab is also where you choosethe font you wantto use for the messages yourre reading,
which is an important consideration.)

Receipts tab
You can add a returnreceipt to messages you send. Whenthe recipient reads your mes-
sage, a notification message(receipt) is emailed back to you undertwo conditions: if
the recipient agreesto senda returnreceipt to you,andifthe recipient’s email program
offers a similar feature. (Windows Mail, Outlock, and Eudoraall do.)

Send Tab

The options here govern outgoing messages. One optionto consider turningoffhere
is the factory-set option, “Send messages immediately.” That's because as soon as you
click the Send button, Mail sends messages immediately, even if you haven’t fully had
time to consider the consequencesofthe rant inside it—aimedat an ex, a boss, or a
co-worker—which could land youinhotwater.

It’s also a good choice if you’re on a dial-up connection. All ofthis dialing—and
waiting for the dialing—drives some people crazy, especially in households with only
one phoneline.

If you turn this optionoff, clicking the Send button simplyplaces a newly written
message into the Outbox. As you reply to messages and compose newones,the Out-
box collects them, They’re not sentuntil youclick the Send/Receive button, or press
Ctrl+M. Onlyat that point does Mail send your email. If you're ondial-up,it sends
all the waiting outgoing mail at once.

Tip; To see the messages waiting in your Outbox,click the Clutbox icon at theleft side of the screen.At this
point, you can click a message's name (in the upper-right peneof the screen) to view the messageitself in
the Jower-right pane, exactly as with messages in your Inbox

Don't bother to try editing an outgoing message in this way, however; Mail won't let you do so. Only by
double-clicking a message's name(in the upper-right pane}, thus openingit into a separate windcw, can
you make changes to a piece of outgoing mail. 

The Send tab also includes features for configuring replies. Por example, you can
disable the function that includes the messagein the reply.
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Ciel
Windows Mail

 
Finally, the “Automatically put people I reply to in my Contactslist” option can be q
real timesaver. Each time you reply to somebody, his email address is automatically
saved in your Contacts list. The next time you want to write him a note, you won’t
need to look up the address—justtype thefirst few letters ofit in the “To:” box.

Compose Tab
Here’s where you specify the font you want to use when writing messages and news-
group messages.

This is also the control center for stationery (custom-designed templates, complete
with fonts, colors, backgrounds, borders, and other formatting elements that you
can use for all outgoing email). Needless to say, sending a message formatted with
stationery means that you're using HTMLformatting, as describedearlier, complete
with its potential downsides.

To choose a stationerystyle for all outgoing messages, turn on the Mail checkbox,
and then click the Select button. You're offered a folder full of Microsoft stationery
templates; click one to see its preview. You can also click the Create New button,
which launches a wizard that walks you through the process of creating your own
background design. 

Tip: You don't have to use one particular stationery style for all outgoing messages. When sending a mes-
sage,insteadofclicking the Create Mail button on the Mail toolbar, just click the ¥ next to it. Doing so opens
a windowthat lists several stationery styles, letting you choose one on a message-by-message basis. 

Signatures Tab
As notedearlier in this chapter, you use this tab to design a signature for your mes-
sages. By clicking the New button and entering more signature material in the text
box, you can create several different signatures: one for business messages, one for
your buddies, and so on.

To insert a signature into an cutgoing message, choose Insert—Signature, and then
choose the one you wantfromthe list that appears.

Spelling Tab
The Spelling tab offers configuration options for the Mail spell-checking feature
(which requires that you have Microsoft Word). You can evenforce the spell checker
to correct errors in the original message when yousendareply,although your cor-
respondent may not appreciateit.

Security Tab
This tab contains options for sending secure mail, using digital IDs, and encryption.
If you're using Mail in a business that requires secure email, the system administra-
tor will provide instructions. Otherwise, you'll find that most of these settings have
no effect.
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A fewsettings worth exploring appearunder“Virus Protection” and “Download Im-
ages, shown In Figure 12-16.
 

 Tip: One of these options Is very useful in the modern age: "Warn me when other applications try ta send
mail as me.” That's a thinly veiled referenceto viruses that, behind the scenes, send out hundrecsofinfected
emails fo everybody in your Contactslist. This option ensures that if some software—not you—tries to send
messages, you'll knowaboutit 
 

Figure 12-16:
The factory settings
shown here may be too
restrictive. UnderVirus
Protection, consider

qq Options
 
  
 Virus Protection —-

choosing InternetZone
(less secure, but more
functional). If you find
that you have trouble
opening attachments
from people you know
and trust, turn off “Da
not allow attachments

to be saved or apened
that could potentially be
a virus,”

Select the Internet Explorer security zone to use
© Internet zone  ss secure, but more functional)
(0: Restricted sites zone (More secure)

(¥] Warn me when other applications try to send mail as me.

bea virus,

Download Images

{¥] Block images and other external content in HTML mail.
Secure Mail — = ——

Digital IDs (also called certificates) are special
documents that allow you to prove your identity in
electronic transactions, -—

To digitally sign messages or receive encrypted
messages, you must have a digital ID,

[P] Encrypt conzents and attachmentsfor all outgoing message

JDigitally sign all outgoing messages

   {¥} Do nat allowattachments to be saved or opened that couldtentially

——

(obits. |
 

Getyital ID|—
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Windows Mail

  
 

Connection Tab

Here, youcan tell Mail to hang up automatically after sending andreceiving mes-
sages (and reconnect the next time you want to performthe same tasks). As noted
in the dialog box, though, Mail otherwise uses the same Internet settings described
in Chapter 9.

Advanced Tab

This tab is your housekeepingandsettings center for Mail. You can configure what
you want Mail to do with yourcontact’s vCards(virtual business cards), if you want
to compose your replies at the bottom ofemails instead of the top, and whetheror
not you want to mark message threads in newsgroups as “watched.”

Don’t miss the Maintenance button. It lets youclear out old deleted messages, clean
up downloads, purge newsgroup messages, and so on.
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Newsgroups Newsgroups

All Verstons

Newsgroups have nothing to do with news; in fact, they’re Internet bulletin boards,
There are hundreds of thousands of them, on every conceivable topic: pop culture,
computers,politics, and every other special (and very special) interest; in fact, there
are thousandsjust about Windows. You can use Mail to read and reply to these mes-
sages almost exactly as though they were email messages.

Subscribing to a Microsoft Newsgroup
Subscribing to yourfirst newsgroup can be quite an experience, simply because
there are just so many newsgroups to choose from. Mail has a link to the Microsoft
Communities newsgroups built right in—a good way, though nerdy, to get started
with newsgroups.

To join a Microsoft Community newsgroup:

1, Click Microsoft Communities in the folderlist.

A “Subscribe to newsgroups”dialog box appears.

2. Click “Showavailable newsgroups and turn on communities,”

Mail downloadsa list of the available newsgroups, which maytake a while.

3. Click a newsgroup’s name.

Consider Microsoft.public, windows.vista.general, for example; here, you can post
questions and get answers for Vista-related questions. 

Tip: You can select more than one newsgroup by Control-clicking their names. 

4. Click Subscribe.

Click OK. The newsgroup(s) you subscribed to are nowavailable in Mail, under
Microsoft Communities.

UP TO SPEED 
Newsgroups Explained

 Newsgroups (often called Usenef) started out as a way
for people to conduct discussionsvia a bulletin-board-like
system, in which 3 messageis postedfor all to see and reply
to. These public discussionsare divided into categoriescalled
newsgroups, which cover the gamut from miscellaneaus
photographic techniquesto naval aviation.

 

These days, Usenet has a certain seedy reputation as a

place to exchange pomography,pirated software, and MP3
files with doubtful copyright pedigrees. Even so, there are
tens of thousandsof interesting, informative discussions
going on, and newsgroupsare great places to get help with
troubleshooting, exchange recipes, or just to see what's on
the minds of your fellow Usenetfans.
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Reading Messages
Once you've subscribed to a newsgroup, the next time you connectto the Internet
and select the newsgroup from the newsgrouplist, Mail downloadsall of the mes-
sage summaries in the discussions to which you've subscribed. (There may be just a
few messages, or several hundred; they may go back only a few days or a couple of
weeks, depending on the amountof“traffic”in each discussion andthestorage space
on the newsserver.)

To read the messages in a newsgroup,eitherclick an entry in the list of messages to
download the contents of the message anddisplay it in the preview window (Figure
12-17), or double-click an entry to open thelist of messages in a new window. 

Tip: You can set up messagerules for newsgroupsto screen out messagesfrom certain people, messages
with certain phrases in their Subjectlines, and so on. It works exactly like the message rules for email, a5
described earlier in this chapter. Just go to Tools>Message Rules—News. 

     
Figure 12-17:
ifyou've been using
Mail for email, the
newsgroup interface
should look familiar. 2p teal Foiders ais j
The Folders pane B ou (2 Pe Vata RIM = Windows Live Mesiengey—  Ostaliicx
lists news servers SEsem hene anneniceteee sear ict
towhich you've =|] > SDeedtumes) once pein
subscribed, the ‘ ‘erat UP Re: Two Harddrives Not Available After Marty Felker
top-right panelists—| Funny Veeos «|! oan ee= KEEP Frome DureBér <databitn@hotmai.com> Tor mucrosoft.pubbewindowwate generalmicroatt

the namesae 4 (DF Microsoft Communities: Subject: Re: Yicta RTM + Windows Live Mextenger - ERROR S1000305 isages In a serecte: I 2 micrquoltpublic.wie

newsgroup, and the fF nntp.comcest.com Hi David =
bottom-right pane T found the procedure below in another group, and it solved my problem wehre | Vesta and Live Messenger. Apparently Vista's “auto-tonmg" networking
displays the actual feature doesn't play nice with some routers, Not sre df & a bog in
text of the message , Vista, a bug in Messenger or a bug in the router firmware bot emywary thes
you've highlighted in * commen v4 1|_looles Eke 2 possibleworkaround that maght help other poopie tho have the
the message ist (404 message(s) 475 uneead, 2956 not downtoaded ~ © Werting Online

 
 

Replying, Composing, and Forwarding Messages
Working with newsgroup messagesis very similar to working with email messages,
except that you must be conscious of whether you're replyingto the individual sender
of a message or to the entire group. Otherwise, you can reply to messages, forward
them, or compose them exactly as described earlier in this chapter. As with email,
you can use plain text or (if you don’t mind annoying the other Internet citizens)
HTMLformatting. You can includefile attachments, too, by, for example, using the
Attach toolbar button.  
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Newsgroups

 

Tip: Aside fromposting ads and HTML-formatted messages, the best wayto inntate everyone on a newsgroup
is to ask a question that has already been answered recently on the newsgroup. Before asking a question,
spend five minutes readingthe recent newsgroup messages to see whether someonehas already answered
your question. Also consider visiting the Groups tab at www.google.com, a Web site that lets you searchall
newsgroupsfor particular topics. 

Subscribing to Other Newsgroups
Whatifyou don’t wantto subscribe to a Microsoft computer-geek-filled newsgroup,
but would rather subscribe to a newsgroup aboutcats?

To find a newsgroup on a specific topic, choose Tools—Accounts; click Microsoft
Communities (default), and then click the Add button. On the next screen, click

Newsgroup Account. Nowa wizard steps you throughthe processofcreating a news
account in Mail. You’re asked for your name, your email address, and—this may
be the hard part—the address of your newsserver. You have to get that tidbit from
whatever companyprovides your Internet connection,

Download the List of Newsgroups
Whenyou're finished with the wizard, Mail invites you to downloadalist of news-
groups available on yourserver. Click the Yes button, and then wait patiently fora
few minutes. Windows Mail goes to work downloading the list, which can be quite
long—tens of thousands of entries—and take a long time. Fortunately, it’s a one-
time deal,

 

Nowyou're readyto find yourself somegoodonline discussions; see Figure 12-18.
  

 

 
 

 
 

 

  Figure 12-18: 
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| Microsoft | All | Subscribed |) New| |pSubscribe title (such as
| Communit. 6 : —- —__—, kittensandcats—in
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Windows Media Player

n the beginning, Windows MediaPlayer was the headquarters for music and video
on your PC,It was the Grand Central Terminal for things like music CDs (you
could play ‘em, copy songs off ‘em, and burn ‘em); MP3 files and other digital

songs (youcould sort ‘em, buy‘emonline, andfile ‘em intoplaylists); pocket music
players of the non-iPodvariety (fill ‘em up, manage their playlists); Internet radio
stations; DVD movies (watch ‘em); andsoon.

 
Media Playerstill doesall that, and more. But it’s no longerclearthatthis is the pro-
gramyou'll use fortheseactivities. Gradually, the Media Player audienceis splintering.
Nowadays, a certain percentageof people is using alternative programs like:

- iTunes. If you have an iPod, you use Apple’s iTunes software to do your music and
video organizing.

* Zune software, If you have a Zune music player, you haveto use yet anatherjukebox
program—the software that came with it—for loading up and organizing your
player.

* Media Center. As noted in Chapter 14, many of Media Player’s functions are now
duplicated in Windows MediaCenter, the vast playback engine described in Chapter
16,

Stull, most of the Windows world continues to use Windows MediaPlayeras their
music-file database.It’s worth getting to know.
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RuyeeTs Note:In its insatiable quest to dominate the world of digital music and video, Microsoft keeps updatin
Windows Media Player, usually redesigningit beyond recognition with each update. For example. this hone
describes Media Player version11, included with Windows Vista out ofthe gate. But sure as shootin’, Version
12 will be coming your way within a year or so, (Vista's automatic-update feature will let you know when| version 12 is fully baked and ready to download.) ———__

The Lay of the Land
All Versions

The modern MediaPlayer looks quite a bit different from its predecessors.Infact, if
you've perused the previous chapter, you'll realize that Media Player and Photo Gal-
lery share a very similardesign.

 
Down the left side of the window isa Navigation tree—alist of the music, videos, and
playlists in yourcollection. The flippy triangles next to the major headings makeit
easyto collapse sectionsofthelist. Under the Library headings, youcan click Artist,
Album, Songs, Genre, or whatever, to see your entire music library sorted by that
criterion (Figure 14-1). (The Navigation tree isn’t visible in some views—more on

j this in a moment.)

Media Player’s top edge, as you may havenoticed, offers several primary tabs, which
cover the essential functions of Media Player. They're described in moredetail in the
following pages, but here’s a quick overview:

+ Now Playing. Click this tab while music or videois playing from any source. This
) is where you can see alist of songs on the CD, a graphic equalizer, and a wild,

psychedelic screen saverthat pulses in time to the music. Here, too, is where you
change the volumeand otheraudiosettings. 

 
Tip: Tostart playing a song, album, playlist, or whatever, just double-click its name. You can use the Space
bar to pause or resume playback.  

UP TO SPEED 
Custom Express

The first time you open Media Player, a welcome message Custom Settings. If you'd rather bealittle less free with
appears. It offers you two choices: your private information, or you'd like Media Player not to

do quite such a big land grab of your multimedia playback
rights, choose this option, You're taken to settings screens
where you can tone down Media Player's ambitions

ExpressSettings. This option is “Recommended” because
it makes Media Player the main music and video playerfor
your PC; sends Microsoft anonymousdetails about what you

buy and listen to; and downloadstrack lists and other details
from the Internet whenyou insert a CD or DVD.
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Library- This screen lists every piece of music or video your copy of Media Player
“knows about” on your hard drive; use the Navigation tree to sort and group the
lists. This is also where you cansort your songs into subsets called playlists.

 

 The Lay ofthe Land

 
—

Figure 14-1:sen you click a
jabel atleft, the
main portion of the
window changes
to show you your
music collection,
using the actual al-
bum-cover artwork
as their icons. It’s
very visual, but not
especially stingy
with screen space.

Fortunately, you
also have a more
compact list view
available—choose
Details from the
View Options pop-
up menuidentified
here.
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NOSTALGIA CORNER

Returning to the Classic Menus

In an attempt to make Media Player less intimidating,
Microsoft gave it a makeoverin version 11. It basically went

through the menus and hid a lot of the commandsthatit felt
people didn’t use much. The remaining
commandsstill appear as menus that

pop out of the six main tabs (NowPlay-
ing, Library, and so on).

Unfortunately, samereally nice fea-

tures got completely hidden in the 4
process—like Skins.

In this chapter, you'll read several refer-

 
File
View Play

a Tools
Help
Show Classic

encesto the Classic menus.That's where

 

|Windows Media Player
 

 
 

 

 
the good old days )

 
 
 
 
 

 
 
  

 
 
 

 

 

you'll find the completelist of Media Player functions.

To makethe old menu bar return, press the Alt key. The
Classic menubar returns for the moment, although in a

vertical orientation at the left side of

the screen.

If you'd rather bring the Classic menu
backfor good, click the little icon shown
here; from the shortcut menu, choose |
Show Classic Menus.

2 Now the ald menubarts back—inits
former horizontal orientation, just as in  
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* Rip, Use this screen to copy songs from oneof your music CDs onto your hard

drive, as described later in this chapter.

* Burn. After transferring some songs to your hard drive—from theInternet or your
own music CD collection—youcan then burn your own CDs. Thisscreenis the
loading dock.

« Sync. Here's where you line up music or video that you'd like transferred to 4
portable music or video player, if you have one that Media Player understands.

* Urge. This page is a rabbit hole into Alice in Marketingland.It’s the gateway to
online music stores—MTV’s Urgestore is, obviously, the featured one—where
you can buy songs for $1 each, or download all you want for $15 a month, with
the understanding that you're just renting them; when you stop paying,you lose
themall,

Playing Music CDs
Forits first trick, Media Player can simulate a $25 CD player. To fire it up, just insert
an audio CD into your computer’s CD or DVDdrive.

If this is the first time you've ever taken this dramatic action, yousee the dialog box
shownin Figure 14-2. It asks how you want Windowsto handle inserted CDs. Do you
wantit to play them? Orrip them(start copying their songs to your hard drive)? And
if you said “play,” do you want to use Media Player or Media Center, if you haveit?

For now,click “Play audio CD using Windows Media Player.”

Media Player opens and the CD begins to play automatically. The screen even fills
with a shimmering, laser-light show(called a visualization) that pulses along with
the music. ‘Ta-da!

Tip:\f al] the fancy dancy graphics are slowing down your machine as you try to work in other programs,
you can always turn them off, Click the tiny » button under the words Now Playing to open the NowPlaying
menu. Choose Visualizations—>No Visualization. 

Fun with Media Player
When your everyday work leaves you uninspired, here are a fewof the experiments
you can conduct on the Media Player screen design:

+ Switch visualizations. To try a different visualization, Ctrl-click the window(to
see the next style) or Shift+Ctrl-click (for the previous one).

And if you tire of the displays built into Windows, simply download more of
them fromthe Internet by choosing Now PlayingVisualizations Download
Visualizations.
 

Tip: One of the most interesting choices is Album Art, which displays a picture of the album cover for
whichever songis now playing.  
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. Shrink the windowto show someskin. If the Media Player windowis taking up Loeer
too muchscreen space, makingit harder for you to work on that crucial business
plan as you listen to Eminem, press Ctrl+2 to shrink the window(Figure 14-4),
or choose View—Skin Modefrom the Classic menu (page 465).

press Ctrl+1 to return the Media Player windowtoitsfull-sized glory.
   

 

Figure 14-2:
Top: Windows may
ask what you want
it to do with a music
CD.ifyou accept
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Media Player” op-    
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Tip: Of course, you can also just minimize Media Player, as you would any window,Infact, the first time
you do so, Vista offers to turn on the Media Player too/bar, shown in Figure 14-3, 
  

 

 
 
 
 

 
 

Figure 14-3;
—- — When the Media Player toolbaris on

| Do you want the Windows Media Player your screen, you have a very tiny set of
| toolbar on your taskbar? \ playbackcontrols available atall times,

| no matter what program you'reusing.

Windows Moca Player

4) You can shewor hide toolbars hy changing Taskbar and
Start menu properties,

Mute button
Volume slider 

 
 

Restore full window Showvisualization

 
  

  
 

Figure 14-4:
In Skin Mode, Media Player
takes up less space on your
screen and can use radical

new design schemes. To
return to the full-size window,
press Ctrl+1, or hunt through
the buttons on yourskin until
youfind the Return to Full
Mode button.

To changethe skin, choose
View—Skin Chooserfrom the

Classic menu (page 465). A
directory of available skins
appears;it's empty at the
outset. Click More Skins;
Windows sends you online te
Microsoft's grisly-sounding
Skin Gallery.

 
Notall skins are, shall we

say, masterpiecesofintuitive
desiqn,it may take you
several minutesjustto find the
Stop button. When youfind a
skin youlike, click Apply Skin
(abovethelist).
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= Expand the window. On the other hand, if your PC is briefly serving as a glori-
fied stereo systemat a cocktail party, double-click the visualization displayitself
(or press Alt+Enter). The screen saver effect now fills the entire screen, hiding all
text, buttons, and controls. If you have an available laptop and a coffee table to

 
 

put it on, you've got yourself a great atmospheric effect. (When the party’s over,
just double-click again, or press Alt+Enter again, to make the standard controls
reappear.)

+ Change the skin. In hopesof riding the world’s craze for MP3files, Microsoft has
helpeditself to one of WinAmp’s mostinteresting features: skins. Definitions: An
MP3 file (MPEG Audio Layer-3) is a compact, downloadable, CD-quality sound
file format. WinAmpis a popular MP3-playing program. Anda skin is a design
schemethat completely changes the look of Windows Media Player, as shown in
Figure 14-4.

 
Playing Across the Network

if you've taken the trouble to set up a home network, you
can share songs and playlists with other networked Windows
Vista computers. You could,for example,tap into your room-
mates’ jazz collection
without getting up from

your desk, and they can

Media Sharing 

 

a Find and share music, pictures, and video an your networks,

When youclick OK, your buddieswill find your Media Player
collection listed in their Navigation trees, ready to play.
(That's if they have turned on “Find media that others are

sharing” in the same
8) dialog box.)

 

     
: ce icieee: If you don't want to

sample the zydeco and Sepia ae te
st ceae Shating stings share with everyone,ano : u el ace , :
Sete Pa aliPiatt grtrat : re-choose the Library—>

world beat playlist. The (2) Share my media to Se
: ; —— ——— Media Sharing com-

music you decide to | by ae :: mand. This time, you'll
shareis streamed over Emre ihols see icons that representthe networkto the other Dave

" | (tey | tetonize— the individual PCs on
computer—or even an a Ge (oe
XBox 360, Even store- Your network (Pogue) icaprivate network. Devices that you alla —— VOURIneWOrk CIck 4

indyartardnes, 2 oe [iNetworsng ) PC's icon and then click
bought, copy-protected war

either Allow or Deny.
songs are OK to share. : = :

a Gt) Letom) [eater While you're fooling
You can’t share music—|L_  
across the Internet, only

within your own homeor office network. (Technically

speaking, the computers must be on the same subnet.
And you must have designated your network as private
[page 359].)

To make your music available to others, choose Library

Media Sharing. In the dialog box, turn on “Share my media."

around with the settings,
click Settings. You'll see

options thatlet you limit the kind of stuff you share (music,
photos, videos); restrict the sharing to stuff witha certain star
rating or parental rating; or confirm sharing on a PC-by-PC
basis. (To set up the last, turn off “Allow new devices and
computers automatically.”

Happysharing!
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To choose a newskin, choose View—Skin Chooser from the Classic menu (page
465). Thenclick eachof the available skins,listed downtheleft side, to see a preview
of its appearance. When youclick the Apply Skin button(at the top-left corney
of the window), your player takes on the look of the skin you chose and shrinks
down into the compact Skin mode, as described in the previoustip.

 
 
 
 
 

 
 

 

The Lay of the Land

Fool around with the playback sequence. You can make the songs on the CD
play back in a random order, just as though you'd pushed the Shuffle button on
a CD player. To dothis, click the Shuffle button or press Ctrl+H. And if you love
a particular CD so muchthat you'd like to hear it over and over again (instead of
stopping at the end), press Ctrl+T—theshortcut for Repeat. 

Tip: Thesetricks work for whateverplaylist you've currently selected—not just an audio CD, (Playlists are 
 

 

 
 
 

 
 
 

 
 
 
 
 
 
 

 
  

 
 

described later in this chapter.) 

« Fool around withthe sound. Don’t miss the graphic equalizer, a little row ofsliders
that lets you adjust the bass, treble, and other frequencies to suit your particular

 
Filling in Track Names

Precious few aurio CDs come programmedto knowtheir
own names(and song titles). Every day, millions of people
insert music CDs into their computers and see the songs
listed as nothing more than “Track 1,” “Track 2,” and so
on—and the albumitself goes by the catchy name Unknown
Album.

Fix #1, if your PC is online when you insert a certain
music CD—you lucky thing—you'll bypass that entire situ-
ation. Windowstakes a quick glance at your CD, sends a
query to www.allmusic.com (a massive database on the
Web containing information on over 200,000 CDs), and
downloads the track list and a picture of the album cover
for your particulardisc.

Fix #2.If allmusic.com draws a blank,asit often does for

classical recordings, no big deal. Media Player makesit easy
to search the Web for this informationat a later time. On the

Library tab,right-click an album cover, and then, from the
shortcut menu, choose Find Album Info. (Alternatively, you
can highlight the namesofthe tracks with missing informa-
tion; right-click one and then choose Find Album Info.)

Fix #3. You can also type in the names of your songs

manually. Once again, begin on the Library tab. Select the
tracks you wantto edit, (By Shift-clicking or Ctrl-clicking, you
can add information to multiple tracks simultaneously—for
example,if they all came from the same album.)

Nowright-click the specific column you wantto edit—Artist,
Album, or whatever. See the box on page 74 for details on
hiding or showing columns, and remember that you may
have to scroll horizontally to see them all. From the shortcut
menu, choose Edit,Alittle text box opens so that you can
type in the track information manually,

Fix #4. This is pretty cool: In the Navigation tree (Library
tab), click the criterion that’s missing,like Artist or Album.
Now you can drag anincorrectly labeled track or album onto
one with the correct labeling—and marvel as Media Player
copies the correct info onto the dragged item.

No matter how the track names and album art get onto
your PC, Windows saves this information in your music
library (see “Ripping CDs to Your Hard Drive”earlier in this
chapter). Therefore, the next time you insert this CD, the
Media Player will recognize it and display the track names
and album information automatically. 
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speakers and your particular ears, Choose Now Playing>Enhancements—Graphic
Equalizer.

The same submenuoffers a numberof otheraudio effects, including Quiet Mode
(smoothes out the highs and the lows so that suddenblasts don’t wake up the
kids) and somethingcalled SRS WOW,which simulates a 3-D sound experience
through nothing morethanstereo speakers or headphones.

Fool around with the speed. If you're in a hurryto get through an album, orjust
think the tempo’s tooslow, right-click the Play/Pause button belowthe screen.
You're offered commandsthat speed up or slow down your music—a weird and
wonderfulfeature. (This shortcut menualso lets you knowthat there are keyboard
shortcuts for these commands,like Ctrl+Shift+G forfaster playback.)

Ripping CDs to Your Hard Drive
fou can copyan album,orselected tracks, to your harddrive in the form ofstandalone

music files that play when double-clicked. The processis called ripping, much to the
consternation ofsleepless record executives whothinkthat it’s short for ripping off.

aving CD songs on yourhard drive is handy because:Haying CD songs on your hard d handy |

* You canlisten to your songs without having to hunt for the CDs they came
from,

+ You can listen to music even if you're using the CD-ROMdrive for somethingelse
(like a CD-based game).

* You can build your ownplaylists (sets of favorite songs) consisting of tracks from
different albums.

» You can compressthe file in the process, so that each song takes up muchless disk
space,

* You can transfer the songs to a portable player or burn them onto a homemade
cD.

[f you're sold on the idea, openthe Rip tab’s pop-up menu. Inspect your settings. For
example, unless youintervene byclicking the Change button near the top, Windows
copies yoursongfiles into your Personal—Musicfolder.

Note, too, that Microsoft has designed Windows Media Player to generatefiles in
the company’s ownformat, called Windows Media Audio (.wma) format. But many
people prefer, and even require, MP3files. For example, most recent CD players and
portable music players (including the iPod) can play back MP3files—but won't know
what to do with WMAfiles.

If youd prefer the more universally compatible MP3 files, Rip—Format-+MP3
(Figure 14-5),
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Finally, the Rip—>Bit Rate submenucontrols the tradeoff, in the resulting soundfiles,
between audio quality andfile size. At 128 kbps, for example, a three-minute MP3 file

 
rn

Tip:|f you have a stack of CDsto rip, don’t miss the two commandsin the Rip menu: “Rip CD Automati-
cally When Inserted—>Always" and “Eject CD After Ripping.” Together, they turn your PC into an automated
ripping machine, leaving nothing for you to do but feed it CDs and watch TV.
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Eject CD After Ripping

More Options...

Help with Ripping
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+ ¥ Windows Media Audio’

r

Windows Media Audio Pro

Windows Media Audio (Variable Bit Rate)
Windows Media Audio Lossless
MP3
WAV(Lossless)
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Figure 14-5:
Using this submenu,tell
Windows how muchto

compress the songfiles
(and sacrifice sound
quality). If you don’t
need MP3 compat-
ibility, Windows Media
Audio (Variable Bit Rate)
maximizes quality and
minimizesfile size by
continuously adjusting
the data rate along the
song’s length. 

might consume about 2.8 megabytes. At 192 kbps, the same file sounds muchbetter,
but it eats up about 4.2 MB. And at a full 320 kbps,the file’s roughly 7 MB.

These are important considerationsif you're ripping for a portable MP3 player,like
the iPod. For instance,if your music player contains a 20 GB hard drive,it can hold
142 hours of music you've ripped at 320 kbps, or 357 hours at 128 kbps.

For MP3files, most people find the 192 Kbpssetting (on the “Audio quality”slider)
to produce great-sounding,relatively compactfiles. For WMA, 128 Kbps mightbe a
goodstarting point. Needless to say, let your ears (and the capacity of your portable
music player) be yourguide.

Here’s how yourip:

1. Insert the music CD,Click the Rip tab in Media Player.

Thelist of songs on the CD appears.

2. Turn on the checkboxesofthe tracks you wantto copy.

You've waited all yourlife for this: at last, you have the power to eliminate any
annoying songs and keep only the good ones.

3. Click Start Rip.

You'll find this button at the lower-right corner of the window.

Windows begins to copy the songs onto your hard drive. The Start Rip button
changes to Stop Rip, which you canclick to interrupt the process,
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Organizing Your Music Library
gvery CDtransferred to your hard drive winds up with an entryontheLibrarytab,
visible in Figure 14-6, You cansort yourcollection by performer, album,year released,
or whatever,just byclicking the corresponding icons in the Navigation tree. Whenever

 The Lay of the Land

rou want to play back some music, just double-click its namein this list—there’s noyou pia) J

need to hunt around in your shoeboxes for the original CD the songs came from.

Butthat’s just the beginning of Media Player’s organizational tools; see Figure 14-6.
  

 
 

 
 

 
 
 
 

 
 

  
 
 

Transferring CD songs to your harddrive isn’t the only wayto log yourfiles in the
Media Player database. You can also add sound andvideofiles to this masterlist us-
ing any of these methods:

+ Use the Library—Addto Library command(or press F3), Media Player helps you
choose morefolders to be “watched folders”—thatis, folders whose contents will

alwaysbe reflected in Media Player’slists.
 

Nofe: Anysong, video, or photo that you ever play in Media Player gets automatically addedtoits Library
it's on your hard drive or the Internet. If it's on another PC on the network, or on a removabledisklike a CD,

Media Player doesn’t bother addingit, because it probably won't bethere the next time you want it. 

Drag sound orvideofiles directly from your desktopor folder windowsintothe
Media Player window.

* The Internet is crawling with online musicstores that sell music that you can
downloadstraight into Media Player. Page 520 has the details.
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The Lay of the Land Playlists
Microsoft recognizes that you may not wantto listen to all your songs every time
you need sometunes. That’s why Media Player lets you create playlists—folders in
the Navigationlist that contain only certain songs. In effect, you can devise your own
albums, mixing and matching songs fromdifferent albums for different purposes:
one called Downer Tunes, another called Makeout Music, and so on.

To create a newplaylist, start on the Library tab. The Playlist pane,at the right side
of yourscreen, is empty.It says, “Drag items hereto create a playlist.” Well, hey—it’s
worth a try. See Figure 14-7,

Once you've created a playlist, click Save Playlist at the bottom of the pane. Type
a nameforyourplaylist, and thrill to the appearance of a newicon in MyPlaylists
“category” of the Navigationtree.

Nofe: To create anotherplaylist right away, close the first one byclicking the red X beside its name. 
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Deleting things
Whenever you wantto delete a selected song, playlist, or almost anything else, press
the Delete key. Media Playergenerally asks ifyou want it deleted only fromthelibrary,
or if you really want it gone from your computer.
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Figure 14-7:
To create a playlist,
just start drag-
ging tracks or
whole albums to

the Playlist pane.
Switch views, or
use the Search box,
as necessary to
find the tracks you
want. Drag songs
up and down in
the Playlistpane to
reorder them. Use

the pop-up menu
(whereit now says
Untitled Playlist)
to scramble, sort,
rename, or save the
playlist.

 



 

 

Burning Your Own CDs
All Versions

The beauty of a CD burneris that it frees you from the stifling restrictions put on
your musical tastes by the record companies. You can create your own “best of” CDs
that play in any CD player—and that containonlyyourfavorite songs in your favorite
order. The procedure goeslike this:

1, Click the Burn tab. Insert a blank CD.

On the right side of the screen, the Burn pane appears. If your PC has more than
one dise burner, click Next Drive until Media Player identifies the correct one.
 

Note:|f you've inserted a rewriteable disc like a CD-RW, and you've burnedit before, right-click its iconin

the Navigationtree, and then, fromthe shortcut menu, choose “Erasedisc" before you proceed, 

2. Specify which songs you wantto burn by dragging theminto the Burn List (where
it says “Drag items here” in the Burn pane).

You can add music to your CD-to-be in just about any kind of chunk:individual
songs, whole albums,playlists, randomaudiofiles on your hard drive, andso on;
see Figure 14-8.
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As you go, keep an eye on the “time remaining” readout at the top of the Burn
List. It lets you know how much more your CDcanhold. If yougo over the limit,
Media Playerwill burn additional CDsas necessary.  

Tip: Media Player adds two secondsofsilence between each song, which might explain why you maynot
be able tofit that one last song onto the disc even thoughit seems like it shouldfit. 

3. Click Start Burn.

It takes a while to burn a CD. To wind up with the fewest “coasters” (mis-burned
CDsthat you have to throwaway), allow your PC’s full attention to focus on the
task. Don’t play music, for example.

Copying Music or Video to a Portable Player
If you have a pocket gizmothat’s capable of playing music(like a SanDisk Sansa or a
Pocket PC) or even videos(like a Portable Media Center), the process for loading your
favorite material onto it is very similar to burning your own CD. Theonly difference
in the procedureis that you do your work onthe Synctab instead of the Burntab.

If you attach aplayer with a capacity greater than 4 gigabytes, Media Player automati-
cally copies yourentire collection ontoit (assuming it will fit). If it’s smaller, or if your
whole library won't fit, Media Player switches into manual-sync mode, in which you
hand-pick whatgets copied.

POWER USERS' CLINIC

CD and DVD Format Fun

Mostof the time, you'll probably want to burn a regular audio
CD,of the type thatplays in the world's 687 quintillion CD
players. But you can also use the Burn tab to make a data CD

or DVD—a disc designedto play in computers. That's a gaod
way, for example, to make a backup of your tunes.

Actually, some modern CD players can also play MP3 CDs,
which are basically data CDs filled with MP3files. That's a

great feature, because a single MP3 CD can hold 100 songs
or more. (A few can even play WMA CDs, meaning CDs
cantainingfiles in Microsoft's own audio format.)

You specify whatkind ofdisc you intend to burn by choosing
its namefrom the Burn menu (topof the screen).

if you're ever in doubt about how you burneda certain CD
(audio or data?), here's a trick: insert it into your PC, open
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its window, and examine its contents. If you see files with

the suffix .cda, you've got yourself an audio CD;if it's full of
other kindsoffiles, like .mp3, .wma, or even jpg and .doc,
it's a data CD.

And now, someother notes about burning discs:

CD-RW.Erasablediscs like CD-RW are super-handy, but not
all CD players can play them when you've burned them as
audio CDs. Test and beware.

DVD. Remember that there are, annoyingly, two different
kinds of blank DVD,called DVD+R and DVD-R. Buy the kind

that matches your PC’s burner, or you'll be making a trip
back to the store with your receipt.

 

 

 



 
 

Tip: Media Player can play videoswith the extensions .wmvy, .wyx, .aVi, mpeg, ,mpg, .mpe, .mIv, .mp2,
mpa, and AVE.

i.

he most popular video-file formats, QuickTime

and RealVideo. Toplaythesefiles, you'll needthe free QuickTimePlayer (available from wwwwapple.com/
quicktime) 1 RealPlayer (from www.real.com)

As you may have noticed, this list doesn't recognize two of

  

Automatic sync
Connect the player. Media Player announcesthat it will perform an automatic sync.
Click Finish, Smile. Wait.

From nowon, just connecting the player to Media Player brings it up-to-date with
whatever songs you've added ordeleted on your PC, As yourlibrary grows, shrinks,
orgets edited, you can sleep soundly, knowing that your portable gadget's contents
will be updated automaticallythe next time you hookit up to your PC’s USB port.

Manual sync
Connect theplayer. Read the dialog box. Click Finish.

[In Media Player, click the Sync tab. Drag songs, videos, playlists, or albums into the
List pane, exactly as you would do when preparing to burn a CD (somethinglike
Figure 14-8). Click Start Syne.  

 
Tip:\f you'd like to surrender to the serendipity of Shuffle made, you canlet Media Player choc
youget. From the Sync menu, choosethe name of your player; from the submenu, choose

e yousync, you'll get a different randomselectionfromyour collection.

p the songs
Shuffle, Each

um  

Online Music Stores
All Versions

Right from within Media Player, you can search or browsefor millions of pop songs,
classical pieces, and even comedy excerpts—andthen buy them orrent them. (You
can pay$] persong to ownit, or about $15 per month to download as many songs
as you want, with the understanding that they'll all go poof! if you ever stop paying
thefee.)

At first, the Online Store tab features Urge, which is MTV’s music store. But with a
little effort, you canalso access Napster, eMusic, XMSatellite Radio, and other music
and movie stores.
 

Note: wostores you can’t get tofromhere are (Tunes and Zune Marketplace, You have toget to those using
the software that camewith youriPod or Zune, as notedat the beginningof this chapter. 

To look over your options, open the Urge menuand then choose BrowseAll Online
Stores. Now Media Player window ducks into a phone booth and becomes a Web
browser, filled with companylogos. Anything you buygets gulped right into your
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Library, ready for burning te a CDor syncing with an audioplayer,if the store’s
copy-protection schemeallowsit.

Caelled

The stores fall into three categories:

- Deliciously integrated. Some of the onlinestores, like Urge, are well integrated
with Media Player. Once yousign up, the store gets its own icon in the Navigation
tree. You can drag songsright outofits lists into a playlist or a Burnlist, and you
can use Media Player’s Search box to search the entire store.

+ Web-page-type stores. Other stores, like Music Giants, show up as Websites right
within Media Player’s main window. They're not built into the Navigationtree,
but at least you don’t need to switch to a Web browserto see them.

* Not-at-all integrated stores. A fewstores, like Napster, require you to download
andinstall a separate program.
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Tip: \f you think you'll be visiting a store again, openits tab menu (click the ¥ button whereit once said
Urge) and thenchoose “Add current service to menu.” Next time,you'll be able to jumpto it without having
to choose “Browse all Online Stores”first.—_—_$<$<$$<$_$_$$$$LLRLR———

 

Restrictions
Songs from mostonlinestores are copy-protected—gently. For example, the $1-a-song
sites generally permit youto play the songs on upto five computers at once, and to
burn a playlist containing the songs 10 times.

 

The $15-a-monthrental (subscription) plans generally don’t let you burn CDs at
all.

internet Radio

The 21st century's twist on listening to the radio as you workis listening withouta
radio, Media Playeritself can tune in to hundreds of Internet-based radiostations
all over the world. which mayturn out to be the most convenient music sourceofall.
They're free, they play 24 hours a day, and their music collections make yours look
like a dropin the bucket.

For radio, use the rightmosttab (the Online Stores tab). Click the y button; from the
menu, choose Media Guide.

Media Guide is a windowonto www.windowsntedia.com. It’s a sort of promotional/
newssite that plugs new movies, songs, and videos, displays movie trailers and music
videos, andso on.

Andit lists radiastations. See Figure 14-9 fordetails. 

Note: Unfortunately, there's no easy way to capture Internet broadcasts or save them onto your hard
drive. 

DVD Movies
All Versions

If your PChasadrive that’s capable ofplaying DVDs, you're infora treat. Media Player
can play rented or purchased Hollywood movies on DVD as thoughit was born for
thejob. (If you have the Home Premiumor Ultimate editions of WindowsVista, of
course, you mayprefer Windows Media Centerfor this task; see Chapter16.)

You canevenplayhigh-definition DVDs (HD-DVD orBlu-Rayformat), provided your
PChasthe right kind of DVD drive and accompanying software(drivers, decoder
software, and player software). 

Note: |f your PC came with a DVD drive built in, then the manufacturer probably did you the courtesyof
installing DVD decoding softwaretoo. \f not, or if you've installed your own DVDdrive, you'll have to spring
a fewbucks for DVD decoding softwarelike DVO XPack (wwwintervideo.com, $15), NVidia DVD Decoder
(www.nvidia.com, $20), or PowerDVD (wwwgocyberlink.com, $15). 
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Watching movies on your screen couldn't be simpler. Just insert the DVD. Windows
automatically detects that it’s a video DVD—as opposedto,say, one that’s just filled
with files.

The dialog box shownin Figure 14-10 appears,or at least it does the veryfirst time
you insert a DVD.Click“Play DVD movie using Windows Media Player”— if, indeed,
that’s the program you want to play the DVD. You mayhave other programsthat can
play DVDs, with their own buttons in this dialog box.
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Figure 14-10:
Once the DVD is

playing, you control
the playback using
the standard Media

Player controls (bot-
tom edgeofthe win-
dow). To switch to a
different “chapter,”
click the »»1 button,

To change language
or parental-contral
options, right-click
the screen; from
the shortcut menu,
choose Audio and

Language Tracks.
When you're playing
the movie full-

screen, the playback
controls reappear
when you move the
mouse a bit.

,

 
Now Media Player opens, and your movie beginsplaying, full-screen. Most of the
time, there’s nothing for you to do now but watch. But if you're the interactive sort,
youcanalso takeactionlike this:

» Switch between full-screen mode and window modebypressing Alt+Enter. In
windowmode, the movie plays within the Media Player window, surrounded by
the usual controls, The pane at therightside ofthe windowlists the DVD chapters
(scenes), which is handy if you wantto jump around in the DVD.

* Pause, skip, adjust the volume by wiggling your mouse. Playback controls appear
for a few secondsat the bottomofthe screen, permitting youto pause, adjust the
volume, or skip backward or forward, and then fade awayso as not to obscure
Arnold Schwarzenegger’s face.

Alternatively, you can right-click anywhere on the “movie screen”itself to reveal
a menuof disc-navigation features,
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Tip: For real fun, turn on English subtitles but switch
trashy th

pitching the remote control
when the remote control is hidden, you

the soundtrack to a foreign language, No matter how
e movie, you'll gain respect fromyour friends when you say you're watching a foreign film. 

can always return it to the screen just by
moving your mouse.But the true DVD master would never bother with such a sissy
technique. Thesecret keystrokes of Media Playerare all you really need to know:

 
Function Keystroke
play Ctrl+P
stop Ctrl+S
fast forward, rewind Ctrl+Shift+F, Ctr+Shift+B

quieter, louder FO, F10
slower,faster Ctrl+Shift+S, Ctrl+Shift+G
normal speed Ctrl+ShifteN
mute Fa

next/previous “chapter” Ctrl+F, Ctrl+B
full-screen mode Alt+Enter

eject Ctrl+E

Of course, watching a movie whilesitting in front of your PCis not exactly the great
American movie-watching dream. ‘To enhance your viewing experience, you can
always connectthe video-outputjacks of your DVD-equipped PC (most models) to
your TV. Details are in Chapter16.
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telacd Pictures and Videos
Microsoft maylike to think that music, photos, and videosareall equally important
in MediaPlayer. Truth is, though, Media Playeris really all about music—those other
file types are just gravy.

Nonetheless, Media Player does indeed help you manage your pictures and videos,
There’s not a wholelot of pointtoit, consideringthe fact that WindowsPhoto Gallery
(Chapter 13) is infinitely better suited to the task; for example, you can’t edit photos
or apply tags within Media Player.

Nevertheless, here’s the rundown.

Start by clicking the tiny “Select a category” icon shown in Figure 14-11; from the
pop-up menu, choose Pictures or Videos. The screen changes to something that
closely resembles Photo Gallery.

Here’s what you can doin Pictures or Videos mode:

* See a photo orvideo at full size by double-clickingit. The video plays,ora slide-
show begins automatically, showing that photo and the others in its group.

* Rate a photo or video byright-clickingit and, from the shortcut menu,choosing
Rate—4Stars (or whatever).

Tip: \n Tiles view, it's easier to rate pictures and videos, because a row ofstars appears next to each

thumbnail. You justclick the third star (for example), Use the View Options pop-up menu(Figure 14-11) to
switch to Tiles view,  

* Create a playlist by dragging thumbnails into theList pane at right (on the Library
tab). In the context of photos or videos, a playlist basically meansa slideshow or
sequenceofself-playing videos.Click the Play button at the bottomofthe screen
to seeit.

* Delete a photo or video by clicking its thumbnail and then pressing the Delete
key. Media Playerasks if you want it removed only fromthelibrary, or from your
computeraltogether.
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Each settingis illustrated with a cute little icon—but don’t befooled. It’s so much
more than an icon! It’s also a button that, when double-clicked, opens up a Control
Panel applet or configuration page.
 

Tip: You can also open oneofthese icons entirely from the keyboard. See the underlined letter beneath
each panel, such as Battery Status or Wireless Network? Press Alt+thatletter to highlight the icon, and then
press Enter.  
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Here’s the completelist of tiles that might appear in your Mobility Center. (You may
not have all of them, depending on what kind of computer youre using and what
componentsit has.)

* Brightness. The slider dims your screenfor this work session only, which can save
enormous amounts of battery power. Double-click the icon to open the Power
Options control panel, where you can make brightness changesthat are always in
effect.

* Volume. Change yourspeakers’ volume, or mute them entirely. Double-click the
icon to open the Sound control panel (page 307).

+ Battery Status. This is yourbattery’s “fuel gauge.” The pop-up menulets you choose

a cannedsettinglike “F figh parieomaniee (your PC doesn’t goto sleep,but uses up
battery powerfaster) or “Powersaver” (the laptop goesto sleep sooner to conserve
juice), Double-click the icon to open the Power Options control panel, where you
can change the battery-plan settings for good.

* Wireless Network. Turns your WiFi circuitry on or off (which saves power and
makes flight attendants happy), and shows how manybars ofsignal you have.
Double-click the icon to open the “Connect to a network”dialog box, whichlists
all wireless networks within your range.
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Someofthe old features, meanwhile,are still useful:

* Numbers and symbols. The Input panel displays buttons for Bksp (Backspace),
Del (Delete), Tab, Enter, Space, andleft and right arrow keys. Forease in entering
numbers and symbols, special number and symbol padsare available, too (tap
Numor Sym).

« Add words to the Handwriting Dictionary. To add a word to the Handwriting
Dictionary, write the word neatly in the Writing Pad, and correctit if necessary.
Tap the button at the bottom edge that represents Vista's transcription. In the
correction panel, tap the tiny dictionary icon;select “Addto dictionary.” Consider
adding your own name, acronyms, and other information you use often.

* Calibrating. Calibration involves fine-tuning how accurately your tablet detects
the pen’s location.If youfeel as though your Tablet could benefit from calibration,
choose Start-Control Panel; open Tablet PC Settings, and then Calibrate The
Screen.
 

Tip: Windows Help is full of tips and tricks for getting better handwriting recognition. You've just read some
of them (add words to the dictionary,recalibrate your screen, use the padsof shortcuts for numbers, symbols,

and Web addressbits), It also adviseslefties to open the Tablet PC Settings applet of the Control Panel to
inform the machine by choosing Left-Handed. 

WindowsJournal

Amongprogramsthat workwell with handwriting, few can top WindowsJournal.It’s
a program for taking notes, keeping a journal, or recording info-tidbits as you come
across them during the work day.It’s a great toolfor students,since it does away with
the usual note-taking tools (notebooks, pens, and paper).

Whenyou choose Start—All Programs—>WindowsJournal, you're presented with a
blank page of what lookslike the lined paper of an oldspiral notebook.

So why not just make yourscribbles, doodles, and math equations in a program like
Word? Because Word doesn’t accept handwriting—only typed text converted from
handwriting, WindowsJournal, on the other hand, stores the actual graphic repre-
sentation of anything you write (Figure 19-11).

As you write along, keep in mind that your notes andsketches aren’t locked in Journal
forever. For example:

* Mail it. Choose Mail-+Send to Mail Recipient to send a pageby email. Theresult
is very cool, It looks like someonescribbled a handwritten note to you right in the
body of the message.

Of course, there are a couple of problems with this approach. Some people's email
programsdon’tdisplay graphicsatall, meaning that they'll see nothingbuta big,
empty window, And a fully graphic email message is one that can’t be searched,
annotated, or edited.
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Fortunately, youcan also select a swath of handwriting and choose Action—>Con-
vert Select to E-Mail. Journaldoesits best to convert the handwriting to text, which
it then pastes into an open outgoing email message.

 ee
 

Figure 19-11:
   
  

  

Windows Journal stores|AlNoteNon tonreal

your handwriting as ae Edit View Insert “Actions Tools atic
digital ink, without Ey ohn eye = PageWidthattempting to convert BLES)td= p la Ls \"9 ©:a reps: g~
everything to typed

 

  

text. Still, it's not stupid.
You can, for example,
search your reams of
notes for a certain word

or phrase. You can alsa
use the Selection tool

(looks like a rope lasso)
to select text to move,
transcribe, or format.

SLMenvles of. 12/oé.TigLethei
ssss facap | isda salez’  
  
 

* Exportit to a Web archive or a TIFF graphicsfile (File-ExportAs).

* Convertpartsofit to text. See Figure 19-12.

Tip:Pressing the button onthe side of your stylus automatically puts it into Selection mode, saving you a
trip to the toolbar or Edit menu.
 

* Change your “pen.” Choose Edit—FormatInk to the thickness, color, and other
attributes ofthe ink style,

Flicks

Pen Flicks, newinVista, let you navigate documents and manipulate data using your
stylus alone. Witha flick of the wrist, you can scroll a pageat a time, copy,paste,delete,
undo, and soon. You have a total of eight penflicks available to you: up, down, left,
right, and the four diagonals.

(So what’s the difference between a flick and a gesture? Very little, except that to make
a flick, you drawan invisible line across your document, rather than in the input
panel.)
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To turn onthis feature, choose Start—ControlPanel. Click Mobile PC, then “Change
tablet pen settings” (under the heading Pen and Input Devices). Once the dialog box
opens, click the Flicks tab.

Figure 19-12:
Use the Selection tool

(the rope lasso icon
on the toolbar) to
select any text you've
written (by drag-
ging a circle or oval
aroundit); at that
point, you can choose
Action—> Convert

Handwriting to Text to
turn the writing into
typedtext, suitable for
pasting into another
program or deposit-
ing right there on the
Journalpage.

 
at the top ofthe dialog box. At this point,

youget only four flicks: up and down(forscrolling) and left and right (for Back and
Forward). If you turn on “Navigationalflicks and editingflicks,” however, you add
the diagonal options, making flicks even more useful.

At the bottom,click “Practice usingflicks.” The Pen Flicks Training dialog box opens,
probably startling you with the sudden appearance of an actual video that shows
someonescrolling with the pen.

Whenyouclick Next, you're offered the opportunity to practice the flicking technique.
It suggests that you draw short lines “as though you were brushing somethingoff the
screen with thetip of the pen,” which is well put.

Figure 19-13 showsthe built-in flick movements for Page Up and Down, Forward
and Back, Delete, Copy, Paste, and Undo. You can change these assignmentsifyou'd
prefer, either rearrangingtheflick directions or assigning entirely different functions
to them: Save, Open,Print, press the Alt key (or Ctrl, Shift, or 4%), and so on. Figure
19-13 showshow.
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Tablet settings Leeda

If you get into flicking, you should knowthat, since Microsoft is Microsoft, you have |
a long list of customizations and tweaksavailable to you.
 

Figure 19-13: ' . - ,
In Control Panel-sMobile PC—>Pen and i Customize Flicks es
Input Devices—sFlicks, click Customize. Youape You can select an action for each flick or add you in custom flick
getthis dialog box, where you can remap sendin i
theflick directions so that they perform Drag Up =:
other functions. If you choose Add from ,
oneofthelittle pop-up menus, in fact, the ie os . =
controls at the bottom actually let you map [Delete = a 435) [copy] :
a keystroketoaflick, so that an upward 4
flick triggers, for example, Alt+F4. K /

ea@ - ~ Of

 
 

| To create or edit a customflick action, select {add} ——— =
| oF edit) from a list above, ; Restore defaults... |

 
Add @ custom flick action
Press the key or key combination you wantto add to the drop-down menus
apove,  
 

Open the Mobile PC control panel (page 575), and, under“Pen and Input Devices,”
click “Changetablet pen settings.” The tabs of the resulting dialog box offers options
like these:

* What happens when you double-tap the screen or hold downthe pen onthe screen
(which ordinarily meansa right-click). On the Pen Options tab, click one of the
pen actions andthen click Settings.

* Whatyousee onthe screen at the spot whereyoutapit (Figure 19-14). Make these
changes onthe Pointer Optionstab. 
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Wired Windows Mobile Devices
Prd o9 .

hts All Versions

Windows Mobile isn’t really Windows.It’s a much smaller, simplerseries of operat-
ing systems designedfor cellphones, palmtops, ultra-mobile PCs and portable Media
Centers (handheld music/video/photo players).
 

Figure 19-14:
en andInput ' Before Vista came along,it was often difficult to

roma punter Ontors Laan know what you were doing when youtapped the[BenOptions]eeEe screen with the pen ona Tablet PC. Vista makesthat
Dynamic feedback a lot easier with visual cues. Here on the Pointer
Provide visual feedback for the following actions: Options tab, you can see the visual feedback for a

single tap, a double tap, pressing the pen button,
andpressing the pen button and tapping at the

©) Double-tap sametime.Ifyou'd rather not see these visualcues,
: turn them off.

() [#] Prese the pen button

© isnge-tep

os\
(O) fF] Press the pen button and tap

Pointer options

a Show pen cursors instead of mouse cursors when ISe my pen  
 

(Gicmeta) (ae

  
 

All of them have certain Windows-esque interface elements—a Start menu is a com-
mon one—butthey are not, in fact, all the same. For instance, a Windows Mobile
Pocket PC palmtop includes stripped-down versions of Word, Excel, PowerPoint,
and Internet Explorer; you can managefolders and subfolders,create files, and play,
download, and manage music and video. A Windowscellphone, on the other hand,
has far fewer features.

Vista’s new Sync Centeris designed to keep Windows Mobile gadgets up to date with
the latest info on your Vista PC, including your email, address book, and calendar.
(More information about the Sync Center follows.) It’s probably notas full-featured
as the software that came with your device.It’s primarily designed to:

* Sync up a gadget with Microsoft Outlook, and

- Sync up a laptop with a networkserver’sfiles, in a feature called offline files.
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The Sync Center
All Versions

That’s whatthe Sync Centeris designed to handle.

Sync Partnerships
Before you can synchronize your device with Vista's Sync Center, you need to set up
a sync partnership for it. The procedure goeslike this:

Install the software that came withit.

 

ia
Syncing is the process of keepingfiles that are stored in two places matched up with
each other. If you add some paragraphsto your novel manuscript on youroffice PC,
youre going to want the copy on your home PCto reflect those changes, You'll want
the two computers synced.

Same thing on mobile devices. If you add a new person to your Pocket PC’s address
book, syncing can copy it into your Outlook address book on your desktop PC.

1. Connect your Windows Mobile cellphone, or your Pocket PC, to your computer.

NOSTALGIA CORNER

The Briefcase

The trouble with progress is that it entails change—and when
you change things, samebody, somewhereis going to be
upset. Just ask Microsoft's Windows division.

Anyway, WindowsVista may have the Sync Center, butitalso
still has the Briefcase, which is somethinglike its predecessor.

Microsoft playsit way down,to the pointofinvisibility. But
it still does one thing that the Sync Center can't do. It keeps
your files straight between two PCs (as opposed to one PC
and a networkserver). That’s handy whenyoutransport files
from desktop to laptop, or from hometo work. If you learn
to use the Briefcase, you'll be lesslikely to lose track of which
copies of your documents are the most current.

To use the Briefcase, start by adding a briefcase icon on your
desktop. To do so,right-click any spot on the desktop; from
the shortcut menu, choose NewBriefcase. A newicon

appears, called New Briefcase. (If you're feeling inspired,
renameit as you would anyfolder.)

Now round up the icons of the documents you'll work on
when away from your main PC. Drag them ontothe Briefcase
icon. Windowscopies thefiles into this special temporary
holding tank.

 

Now connect your laptop to the desktop PC,if you haven't
already. (See Chapter 24 for tips on connecting machines.)
Or, if you plan to take yourfiles with you on a USB flash
drive, insert it. Drag the Briefcase icon onto the laptop or
theflash drive.

You're ready to leave your office, When you get to wherever

you're going, open and edit the documents in the copied
Briefcase “folder”icon. Whatever you do, don't move those

files. (For example, work on the documents right on the
flash drive.)

If the copied Briefcaseis actually on the laptop's hard drive
(not a flash drive), Windows can keep track of changes
made to the documents on both computers, the original
and the copy.

Whenyoureturn to your main PC, reconnect the laptop or
reinsert theflash drive. Now all of your careful step-following
is about to pay off.

Right-click the briefcase icon; from the shortcut menu,
choose Update All. Windows copies the edited files back
to their original folders on your desktop-PC hard drive,
automatically replacing the older,original copies:
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Windows Vista: The Missing Manual. Microsoft spent five

years on Vista, trying to make it beautiful, efficient, and

infinitely more resistant to viruses, spam, and spyware. But

the result is so different, you may barely recognize it—and .

it still comes without a single page of printed instructions.

That's where the Missing Manual comesin.It's a complete,

authoritative, entertaining guide to everything Vista.

The basics. Master the new taskbar, Start menu,

and instant global search.
Why| started
the Missing
Manualseries.

 
Security. Protect your PC from viruses, spyware,
spam, phishing scams,sick hard drives, and kids. People learn best when infarmationis

The network. You won'tfind any clearer instruc- engaging, clearly written, and funny.
tions on building and using a network—and even
connecting from the road.

Unfortunately, most computer books read

like dry catalogs, That's why|I created the

The software. These pagesburst with tips and Missing Manuals. They're entertaining,
tricks for each of Vista's new programs: Photo
Gallery, Internet Explorer 7, Mail, Media Center,
DVD Maker, the Sidebar, speech recognition,
games, Windows Meeting Space, and more.

unafraid to state when a featureis

useless or doesn't work right, and—oh,

by the way—writtenby actual writers.

And on every page, we answerthe simple

This bookis not for system administrators or
programmers; it’s for the novice or budding power
user who just wants to master the machine and get
down to work. Windows Vista: The Missing Manual
is the crystal-clear, jargon-free book that should
have beenin the box.

question: “What's this feature for?”

David Pogueis a New York Times

technology columnist, bestselling

author, and creator of the Missing

Manual series.
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