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Windows® Vista is the next generation of Microsoft's Windows operating system.
Windows Vista uses a new interface, called Aero. Aero will be displayed only on
computers with the hardware needed to support it and that are running one of the
following editions of Windows Vista: Home Premium, Business, or Ultimate.

To start Windows Vista, turn on your computer. When the Windows Vista Welcome
screen appears, click your user name. If necessary, type your password and click &3.

Desktop

Provides an area for creating shortcuts to frequently used applications, system utilities, folders, files,
and other items. The Recycle Bin is one icon commonly found on the desktop.

Start menu

Provides access to your applications and folders. You can also use the Start menu to get Help, search
for files, and shut down your computer. To display the Start menu, click the Start button E or press

() +(ED).

Welcome Center

Provides a central location from which you can perform a variety of tasks, including viewing details
about your computer, transferring files, creating user accounts, and accessing offers from Microsoft.
The Welcome Center appears automatically each time you log on. To prevent the Welcome Center from
being displayed, clear the Run at startup check box at the bottom of the window and then click [&3a].

Taskbar

Contains the Start button &, the Quick Launch toolbar |l 2 button for each open
application, and the notification area Eas&Se 8. To switch to an open application, folder, or
document, simply click the corresponding taskbar button.

need to give your full attention. Gadgets include clocks, calculators, and news feeds.

WINDC

® Use the mouse
® (Control a window’s appearance
® Resize or move a window

® Log off, shut down, or restart your
computer

® Pin an item to the Start menu
® Configure the Start menu

THE TASKBAR AND
RECYCLE BIN 3

® (Configure the taskbar

® Work with the Quick Launch
toolbar

® Hide or show items in the
notification area

® Empty and restore items in the
Recycle Bin

® Use your personal folder and
subfolders

® (Create folders

* Move or copy files and folders

® Perform a search in a folder
window

® Save a search, and work with saved
searches

CUSTOMIZATION AND
MAINTENANCE 5

® Change the desktop background
® (Change the screen saver

® Customize mouse settings

® Scan your computer for spyware
® Work with the Windows Sidebar
*  Work with gadgets

FREQUENTLY ASKED
QUESTIONS 6

® Get more help with Windows Vista

* Navigate Windows Help and
Support

Get more gadgets
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In Windows Vista, the default input device is a mouse. You can use the
mouse to perform various tasks, such as opening applications, selecting
items, copying data, and moving data. As you move the mouse, a mouse
pointer moves in the same direction on the screen. By default, the left
mouse button is the primary mouse button.

NOTE: The instructions in this card use the left mouse button as the primary
mouse button.

Point Place the mouse pointer over an object.

Click Quickly press and release the left mouse button.

Select Point to and click an object.

Double-click Press and release the left mouse button two times
in rapid succession.

Drag While holding down the left mouse button, move
the pointer to the desired location; then release the
mouse button.

Right-click Quickly press and release the right mouse button.

In Windows Vista, right-clicking both selects an
object and opens its shortcut menu.

ToolTips are information boxes that appear when you
hold the mouse pointer over desktop icons and toolbar
buttons for a few seconds.

| Create & new fani

Windows Vista displays active programs in separate windows. A window’s
title bar is located at the top of each window. The title bar contains the
Control menu button, the program name, and control buttons.

Restore
(E Wirhireri, Cabenadar - Lina's Caberdas Lu_ﬂ!EHJ Move
Size
You can use the Control menu and the control buttons to .

change the position of the window on the desktop. To display
the Control menu, either click the Control menu button or
right-click any blank area in the title bar. x

o Maximize

Close

Minimize Reduce a window to a taskbar button.

=]

Maximize Enlarge the window to cover the entire
desktop area. (In a maximized window, the
Restore button is shown instead.)

Restore (=] Restore a maximized window to its previ-
ous smaller size.

Close [ Close the window. You can also press
(AT )+(F4) to close the active window.

indow

Point to the side, top, or bottom edge of a window. When the pointer
changes to a double-headed arrow (@43, click and drag to change the
window size.

NOTE: To change the height and width at the same time, point to a corner
of the window. When the pointer changes to a double-headed arrow, click
and drag to resize the window.

=4

Click and do one of the following:
® |f the program is listed on the left side of the menu, click it.

® |f the program is not listed, click All Programs. Scroll to locate the
program’s name, and then click it.

or a file

In the Start Search box, enter the file name or a word or phrase contained
in the file, and click the Search button @ To close the Start menu and
view all of the results in a new window, click See all results.

your c

Click the Lock button . To unlock the computer, log on to it. If
necessary, move your mouse to display the Welcome screen.

Ir cComy to Slee

Click the Power button @R To bring the computer out of Sleep mode,
either press the computer’s power button or press any key on the keyboard.
Log off,

Wn, Or restart your C

Switch User
Log Off
Lock

* Switch to a different user account: Click n and choose
Switch User. Click the user name for the account you
want to use. Type the password and click @

Restart

® Log off your computer: Click n and choose Log Off.

® Restart your computer: Click u and choose Restart. Sleep

Hibernate

Shut Down

¢ Shut down your computer: Click n and choose Shut

Down.

Pin an item t

Right-click the item you want to add to the Start menu and choose Pin to
Start Menu. To unpin an item, right-click it and choose Unpin from Start
Menu.

To configure the Start menu, right-click and choose Properties. If
necessary, click the Start Menu tab. Then do any of the following:

® Switch to the Classic Start menu: Select Classic Start menu and click
OK. The classic Start menu is similar to the one used in Windows 98
and Windows 2000.

® Change the number of frequently used programs listed: Click Customize.

Under “Start menu size,” enter
the number of programs you
want to list. Click OK.

Start menu size
MNumber of recent programs to display: 615

* Don't display recent documents and programs on the Start menu: Click
Customize. Under “Privacy,” clear the two check boxes. Click OK.

Privacy
[ store and display a list of recently opened files
[ store and display a list of recently opened proarams

L Personal folder

() Display as a link

@. Display as a menu

() Don't display this item
F pictures

(@ Display as a link

() Display as a menu

() Don't display this item

Printers

® Change the list of folders and system tools:
Click Customize. In the list box at the top of the
dialog box, check or select the items you want to
display. Click OK.

NOTE: For many items, you can specify whether
they should be displayed as links or as submenus on
the Start menu.

® Return the Start menu to its default settings: Click Customize. Click Use
Default Settings and then click OK.

® Change the default Internet browser or e-mail client shown on the
Start menu: Under “Show on Start menu,” from the Internet link and

E-mail link lists, select the

t rrgat lig: Interngt E; -
o NOT: FOR-PRINTING OR INSTRUCTIONALLLISE ©
maximized window because 1t already covers the entire des

fop.



The Taskbar and Recycle Bin

TASKBAR NOTIFICATION AREA

Use the taskbar to preview, display, and arrange windows Hide or show items in the notification area
® Minimize all open windows: Right-click a blank area of the taskbar and 1. Right-click a blank area on the taskbar and choose Properties.
choose Show the Desktop. 2. Click the Notification Area tab and verify that the Hide inactive icons box

® View a minimized window: Click the window's is checked.

taskbar button. et 3. Click Customize. - R :
. . . . . ” Crowroed Berma
® View live thumbnails: To view a small image of a | 4. For each item. select the Bepafeiy Remove Hardvare
program’s full-size window (called a /ive thumbnail), - ’ behavi ' B Backed siartp programs |
> ) - ehavior you want. (71 [F—— e d
position the mouse pointer over a taskbar button. . . [ Faw
NOTE: Thumbnails appear only if you are using the - 5. Click OK twice.

: T
Aero interface. [

Change the date, time, or time zone

*  Work with grouped taskbar buttons: The B Buskes - Mt Wit
taskbar combines related open windows into T Thamrterty il - Wit Woarsd 1. In the notification area, click the clock and choose Change date and
a single group button. To maximize a window, T opmrmmen T - b ek time settings.
click the group button and select an item [T el 2. On the Date and Time tab, click Change date and time.

from the menu. 8 . . B
. ) : 3. If necessary, click Continue or enter the computer’s Administrator user
® Close an item or group: Right-click the program’s or group’s taskbar name and password.

button and choose Close or Close Group. . )
4. Set the date and time and click OK.
® Arrange open windows: Right-click an empty area of the taskbar and

choose Cascade Windows, Show Windows Stacked, or Show Windows 5. Click Change time zone. From the list, select a time zone.
Side by Side. 6. Click OK twice. e
NOTE: To restore arranged windows to their previous states, right-click an
empty area of the taskbar and choose Undo Cascade, Undo Show Stacked, or Adjust the computer’s speaker volume
Undo Show Side by Side. .- . . -
Ado Show Sige by side 1. In the notification area, click the speaker icon m o
Configure the taskbar 2. Drag the slider to change the volume. -

NOTE: To change the volume for a specific application, click Mixer.

To change taskbar settings, right-click a blank area of the taskbar and
g &3, e Adjust the application’s volume and close the Volume Mixer window.

choose Properties. Under “Taskbar appearance,” do any of the following:

® Unlock the taskbar: Clear the Lock the [ p——
taskbar box and click OK.

e Auto-hide the taskbar: Check the Auto- P RECYCLE BIN
hide the taskbar box and click OK.

Buftnchire e inaibor

NOTE: When auto-hide is active, move your e et ekl o gy o aéher wirndows When you delete an object, Windows Vista moves the object to a
mouse pointer to the bottom of the screen o] Grovp sender taskbar butiang folder called Recycle Bin. Objects are not permanently deleted
to display the taskbar. ) how R until they are emptied from the Recycle Bin.
| S window [Dreviess | Humbnelis)
* Don't group items: Clear the Group
similar taskbar buttons box and click OK. Delete a file or folder
® Hide the Quick Launch toolbar: Clear the Show Quick Launch box and There are several ways you can send files and folders to the Recycle Bin.
click OK. First, in a folder window, select the files or folders you want to delete. Then
L ) do one of the following:

METHOD DESCRIPTION
QUICK LAUNCH TOOLBAR Command Bar  On the Command bar, click | Kiliassd and choose

Delete. Click Yes to confirm the deletion.
The Quick Launch toolbar is a ) S ) . .
Launch Internet Explorer B 5 5
section of the taskbar that you can g \;i:f;zw:::dia c:n::r rowser Right-clicking (I:?||i%rlltvcellsck the files or folders, choose Delete, and then
use to start applications witha - Adobe Acrobat 7.0 Professional :
single click. The default icons are - Dragging Drag the files or folders to the Recycle Bin.
Show Desktop and Switch Between
Windows. Internet Explorer and | To A Fress and then press (= AVIEL).
Windows Media® Player are added Display h
to the toolbar the first time they SwigHEeiveE . . .
are used. ktop Empty and restore items in the Recycle Bin
On your desktop, double-click the Recycle Bin icon. Then do any of the
Work with the Quick Launch toolbar following:
* Show hidden Quick Launch programs: Click the arrow to display a menu ° Restore all items in the Recycle Bin: On the Command bar, click
of hidden programs (as shown above). ﬁ
e Add a program to the Quick Launch toolbar: Click ﬂ and choose All ® Restore a single item in the Recycle Bin: Right-click the item and
Programs. Scroll to locate the program you want to add. Right-click the choose Restore.
program name and choose Add to Quick Launch. NOTE: If you delete an entire folder, you cannot selectively restore the files it
* Resize the Quick Launch toolbar: To show more programs on the Quick contains. You must restore the entire folder.
Launch toolbar, drag the right-hand toolbar sizing handle to the right. To * Empty the Recycle Bin: Click [l laiaisia- Click Yes to confirm the
show fewer programs, drag the right-hand toolbar sizing handle to the action.
left. ifig. itamsg fi egygleaBin: Lo the Regyc i, paht-
- NOT-EOR PRINTING OR INSTREGTORAL E
program's icon on the ckLalnch toolb 00se Deléete. elete. Click Yes T0 confirm the action.




Files and Folders

THE PERSONAL FOLDER FOLDERS
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Folder windows in Windows Vista have the following interface features:

A Address bar: Shows your current location in your computer’s folder
hierarchy. To use the Address bar to navigate in a folder window, you can

do either of the following:

® (Click the arrow next to a
folder to see a menu of its
subfolders.

L™ Remnaote Assitance Logs
L Update
L Windows Vs

® Click the Refresh button to update the view.

B Search box: Provides a way to search for content. Enter your search
words or phrases and click the Search button [ 9],

C Command bar: Contains buttons and menus for working with files and
folders. The buttons change depending on your current activity.

D Navigation pane: Contains the Favorite Links list and the Folders list.
Use the Navigation pane to move through the folder hierarchy.

E List pane: Displays the contents of the selected folder.

I Preview pane: Displays a preview of the selected file. To display the
Preview pane in a folder window, click Organize and choose Layout,
Preview Pane. Then, in the List pane, select the file you want to preview.

( Details pane: Displays detailed information for the selected file, folder,
or program.

Subfolders in the personal foldef

Each user on a Windows Vista computer has a personal folder. By default,
your personal folder contains several subfolders that you can use to
organize your files:

Contacts Information you want to keep about people and groups.

Desktop Files and icons on your desktop.

Documents Documents and other files in your Documents folder. This
is your primary folder for your data files.

Downloads Files downloaded from the Internet.

Favorites Links for favorite Web sites in Internet Explorer.

Links Links to locations that appear in the left-hand (Naviga-
tion) pane of the various folders.

Music Music files.

Pictures Photos and graphics files.

Searches Saved searches, so that you can repeat the same
searches later.

Create folders

It's best to create new folders in the Documents, Music, or Pictures folders,
where you know you have easy access to them. You can also create folders
in your personal folder.

1. Click “ and choose Documents, Music, Pictures, or your personal
folder.

2. On the Command bar, click Organize and choose New Folder.
3. Type a name for the folder and press (= EnTer).

Rename a file or folder
In a folder window, right-click the file or folder and choose Rename. Type a

new name and press (= ENTER).

Select multiple files or folders

L7 & .

Contiguous files While holding (SHET), click the first file and then
the last file.

While holding ((cTRL), click each file.
Press (cRL)+(A).

Non-contiguous files

All files in a folder

Move or copy filesiand folders

1. In a folder window, select the items you want to move or copy to a new
destination.

2. On the Command bar, do one of the following:
=  To move files or folders: Click Organize and choose Cut.
= To copy files or folders: Click Organize and choose Copy.
3. In the Navigation pane, select the destination folder.
4. Click Organize and choose Paste.

Undo a move or copy

Immediately after you move or copy an item, you can undo the move or
copy. To do so, click Organize and choose Undo.

SEARCHES

Perform a search in a folder window

In a folder window, type your search words or phrases in the Search box;
then click the Search button @ As you type, Vista will search the current
folder and its subfolders and display the results in a Search Results window.

m-la ® hmhmnbwm

=1 5 ] s -

L Harree [——— Type -
B Documens: ] Team Sk 117272007 480 P Mcrosof Cifice Word Document | &
& Team L12T/2007 4:80 P Mcrosclt Cefice Wosd Document

Save a search

1. In a Search Results window, on the Command bar, click Save Search.
2. Enter a name for the search.

3. (Optional) Click Add a tag and enter a description for the search.

4. Click Save. The search is saved as a search folder.

Work with saved searches

® Open a saved search: In a folder window’s Navigation pane, under
Favorite Links, click Searches. In the List pane, double-click the saved
search folder you want to open.




Customization and Maintenance (5]

CUSTOMIZATION SYSTEM MAINTENANCE

Change the desktop background Clean up your system

1. Right-click a blank area of the desktop and choose Personalize. Delete unnecessary temporary Internet files, temp files, and Recycle Bin

2. Click Desktop Background. items.

3. Do one of the following: 1. (élli;::nﬁ and choose All Programs, Accessories, System Tools, Disk

=  From the Picture Location list, select a category of pictures, and ) ) ' . y \
then selectla Eackgrour:d. ! gory ot pictu 2. Click either My files only or Files from all users on this computer.
3. If prompted, enter the computer’s Administrator user name and password.
Fichure Lot | iindewd Walpapas = [

4. Select the drive you want to clean and click OK.
5

e —_— . In the “Files to delete” list, check or clear files as desired. To delete the
F = = . checked files, click OK and then click Delete files.
Scan your computer for spyware

1. Click il and choose All Programs, Windows Defender.

2. Click Scan. When the scan is finished, view the results to see if you
should take any action.

= (Click Browse. Locate and select the picture you want to use as a
background, and then click Open.

e tsadid tha picturs s paditisnad?

4. To change the placement of

i,
the background, select one L)
of the options shown. ° ﬂ m m

5. Click OK.

Exit a program that'is no longer responding

Right-click the taskbar and choose Task Manager to open the Windows Task
Manager. If necessary, click the Applications tab. Select the program that

Change the screen saver isn’'t responding and click End Task.

1. Right-click a blank area of the desktop and choose Personalize. L

2. Click Screen Saver.

3. Select SCreen sever . o )
fri);cthaesﬁsrien saver (Windows Lage v| | Sesingee, | | Predew | WINDOWS SIDEBAR AND GADGETS
. . Want 102 menetes [ On resume, displry logon screen
4. Do any of the following: Windows Sidebar

The Windows Sidebar contains two main components:
the Sidebar controls and the gadget area. Use the

" |n the Wait box, enter the number of minutes that your computer
should be idle before the screen saver starts.

= For extra security, check the On resume, display logon screen box. Sidebar controls to add gadgets and to navigate
= To configure the screen saver, click Settings and specify the desired through the pages of r_unning gadgets. By default,l
options. the gadget area contains three gadgets: Clock, Slide

. . Show, and RSS Feed Headlines.
= To test the screen saver, click Preview.

5. Click OK. Work with the Windows Sidebar

* Open the Sidebar: Click & and choose All

Change the Windows display color Programs, Accessories, Windows Sidebar.

1. Right-click a blank area of the desktop and choose Personalize. e Hide the Sidebar: Click a blank area of the Sidebar
2. Click Window Color and Appearance. — and choose Close Sidebar. Despite the name of the
3. Select | ’ command, the Sidebar is not closed, but hidden.

- Select a color. B | '_-t__‘ﬂ You can still access it.
4. If you want to disable transparency, . ciiiss o Tasl

® Show a hidden Sidebar: Click the Windows Sidebar
clear the Enable transparency box. —

‘ [ icon [@] in the notification area.

NOTE: Transparency is available only ® Close a hidden Sidebar: In the notification area,

with the Aero interface.

Fat Orargpe Pk fema right-click the Windows Sidebar icon E and
5. Using the slider, adjust the color R, choose Exit.
intensity. Galor imbpmaiy ® Add a gadget to the Sidebar: In the Windows
6. Click OK. Sidebar controls, click JEll to open the Gadget
Gallery. Double-click the gadget you want to add to
Customize mouse settings the Sidebar. Click [ to close the Gadget Gallery.

1. Click [l and choose Control Panel.

i Work with gadgets
2. Under Hardware and Sound, click Mouse.

To work with a gadget, either point to it until its control
buttons appear, or right-click it and use its shortcut menu.
= Buttons: Specify whether the mouse is set for right-hand or left-hand .

use. You can also set the double-click speed and activate ClickLock.

3. Change the settings on each of the tabs as desired.

Remove a gadget from the Sidebar: In the gadget
controls, click E3; or right-click the gadget and choose
NOTE: ClickLock is a new feature in Windows Vista that lets you highlight Close Gadget.

or drag without holding down the mouse button.

® Move a gadget: In the gadget controls, click l and
® Pointers: Specify the look of your mouse pointer. then drag the gadget to the desired position in the T (R
Sidebar. i

® Configure a gadget: In the gadget controls, click
to open the gadget’s settings. Make your changes and
click OK.

+NOTFOR'PRINTING OR INSFRUGTIONAE:|

= Pointer Options: Specify how you want the pointer to act on screen. e

=  Wheel: Specify the number of lines the screen moves for each wheel
notch.

Mave

Opacity




Frequently Asked Questions

(eJ

HELP AND DISPLAY OPTIONS WORKING MORE EFFICIENTLY

Where can | get more help with Windows Vista?
The following Web sites contain links to useful resources:
® www.microsoft.com/windowsvista

® www.support.microsoft.com

How do | find information in Windows Help and Support?

To open Windows Help and Support, click ﬂ and choose Help and
Support, or press (F1). There are several ways you can find information here.

1 SFWeTr

* Browse by topic: Click a link under “Find an answer.”

® Use Help topics: Click the Browse Help button ﬁ Enter a keyword or
select a keyword from the list, and click Display.

® Use Search: Enter a word or phrase in the Search box and click
the Search button @ In the search results, click a link to display
information about the corresponding topic.

How do | navigate in Windows Help and Support?

Use the Help toolbar buttons to find your way among Help topics.

BUTTON | USED TO...

Return to the previous Help topic.

Move forward to the next Help topic. This button is available
only after you click the Back button.

Return to the main Windows Help and Support window.
Print content.

View an alphabetical list of all Help topics.

FEEQE D

oy Access Remote Assistance, newsgroups, and Microsoft Web
sites.

Customize Windows Help and Support.

Where can | get more gadgets?

Windows Vista ships with a small set of gadgets, and you can download
more gadgets from http://gallery.live.com.

How do | show hidden files and folders and display file extensions?
1. Open your personal folder. Click Organize and choose Folder and Search

Options. Then, click the View tab.

Fisg andl Foldary
Bhaiyt dhiw 2o ks Humbeadi

2. Under Files and Folders, select

Byt whirw o

Show hidden files and folders. i Doy e m by
Deayslery e wiba iflommalion in folder Ly
3. Clear the Hide extensions for ] Dy sevgie fokder v . Harwgation pane
known file types box.
4. Click OK.

\

J

\

How do I create a shortcut?

You can place shortcuts to any program, file, folder, or hardware device on
the desktop, in folders, or even in the Start menu. To do so, drag an object
to the desired destination. When you release the mouse button, a shortcut
menu will appear; choose Create Shortcuts Here.

NOTE: To delete a shortcut, right-click it, choose Delete, and click Yes.

How can | add frequently used files or folders to my Favorite Links?
1. In a folder window, use the Navigation pane to locate the file or folder.

2. Drag the item from the List pane to the Favorite Links list.

How do | use Windows Flip 3D navigation?

If your computer supports
the Aero interface, you can
use the new Windows Flip 3D
navigation feature to switch
between open programs.

On the Quick Launch bar,
click the Switch between
windows button [E]. In the
three-dimensional display

of open programs, click the
program or file that you want
to make active.

How do | turn on underlining for keyboard shortcuts?
1. Click [l and choose Control Panel.
2. Click Ease of Access. Then click Change how your keyboard works.

3. Under “Make it easier to use keyboard shortcuts,” check the Underline
keyboard shortcuts and access keys box.

4. Click Save and close the Control Panel.

What are some keyboard shortcuts for common tasks?

General

KEY COMBINATION

@)+E)
(Ar)+underlined letter

in a menu name

USED TO...

Activate the Start menu.

Display the corresponding menu.

Underlined letter in a Carry out the corresponding command.
command name in an

open menu

ED+@

Display the shortcut menu for the selected
item.

On the desktop and in folder windows

KEY COMBINATION USED TO...

Rename the selected item.

Open a Search window.

Refresh the active window.

Send selected items to the Recycle Bin.
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