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Introduction

S), you’ve picked up this book, and perhaps you're wondering exactly
what digital literacy means. Let’s break that phrase down. Digital refers
to the binary digits that computers work with (1s and 0s). When something is
digital, it means that it’s made up of numeric values — and it usually means
that it’s computerized, or at least electronic. Literacy means being able to
communicate in a certain language. For example, someone who is English-
literate can read and write the English language. Similarly, someone who is
digitally literate is fluent in using digital technologies, including computers.

So you don’t think you use computer technology that much? Think again.
Computers are everywhere, including in places you might not expect or think
about.

Let’s assume for a moment that you're an average white-collar worker in
North America.

You wake up to a digital alarm clock.

You hop in your car (with a computer-controlled engine system) and drive to
your office, sliding your name badge into a slot in the door to gain access to the
building.

At work you sit at a desk and use a desktop computer to plan a budget for a new
project, and then you have a video conference with coworkers in another office

to go over the details.

On your lunch break, you go through a fast-food restaurant, where an employee
touches a computer screen on his cash register to input your order.

That afternoon you drive to meet with a client, and you use a GPS unit to help
you find the address.

On the way there, you chat with your mother on your cellphone.

Then it’s back home for you, where you watch a movie recorded on your DVR,
send a text to your friend about the movie you just watched, and head off to bed.
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Now, read that story again and count the number of computers you inter-
acted with. Did you find all of them? And that’s just one day. Other days you
might get money from an ATM, play a game on your phone, book hotel reser-
vations online, or send an email to your boss. It’s pretty amazing when you
think about how pervasive computers have become in our lives in the last
few decades, in every industry.

Computers have become a central part of everyday life not only in urban and
suburban areas, and not only in the Western world, but in rural areas and in
every country. Internet cafes in remote villages on all continents allow people to
rent computer time to explore the world of the Internet, and smart phones bring
affordable Internet access to people who have traditionally not been able to
afford fullfeatured personal computers. Farmers can use computers to plan the
optimal planting times and crops and to calculate how much feed a herd of ani-
mals will need. Families in remote areas keep in touch via email with relatives in
other areas. The Internet and computing has touched every part of the globe.

So, what does all that mean for you? It means that digital literacy is a must in
order to keep up with our changing world. If you don’t keep up with the latest
digital technologies as they emerge, you'll fall further and further behind, and
become more and more confused as new technologies build upon the previ-
ous ones. In other words, you need this book! So let’s get started.

About This Book

This book is designed to help you become digitally literate — that is, fluent
in today’s digital technologies that you’ll encounter in daily life. It follows a
general plan put forth in Microsoft’s Digital Literacy Standard Curriculum,
Version 3. You can find details about it here: http://www.microsoft.com/
about/corporatecitizenship/citizenship/giving/programs/up/
digitalliteracy/eng/curriculum3.mspx.

Microsoft’s Digital Literacy program is not only a set of standards, but also an
online curriculum and proficiency exam. If you take the online course for it,
you'll study these five areas:

v Computer Basics

v The Internet and the World Wide Web

v Productivity Programs

v Computer Security and Privacy

v Digital Lifestyles


http://www.microsoft.com/about/corporatecitizenship/citizenship/giving/programs/up/digitalliteracy/eng/curriculum3.mspx
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The book you are holding in your hands is based on this same curriculum
and covers all the same topics. It provides an alternate method for achieving
digital literacy to completing the online course.

This book uses certain conventions to highlight important information and
help you find your way around:

v~ Tip icons: Point out helpful extras, such as effort-saving shortcuts,
designed to enhance your knowledge or productivity.

v Note icons: Provide interesting side commentary and extra information,
such as the origin of a term or an exception to a general rule presented
in the main text.

1 Warning icons: Point out potential pitfalls and workarounds. For exam-
ple, if there’s a chance that you’ll encounter an error message, this icon
points out the instructions that will help you know how to deal with it.

v~ Capitalization: Although some applications use lowercase in options
and on buttons, I capitalize their names for emphasis. For example, you
might see Save now onscreen, but I'll write it as Save Now. It doesn’t
make much difference on a short name, but when you have something
like the Don’t Ask for Credentials Again check box, it does help clarify
things.

v Bold: I use bold for figure references and also when you have to type
something onscreen using the keyboard.

v~ Italics: Technology always comes with its own terms and concepts, and
when [ introduce a new term, I italicize it for emphasis.

v~ Figure labels: Some figures have labels or other markings to draw your
attention to specific areas. For example, if 'm referring to a certain
button, a label points it out.

1 Website addresses: If you bought an e-book, website address are live
links. In the text, website addresses look like this: www . dummies . com.

Foolish Assumptions

I assume that you have some sort of computer and are interested in learning
more about how it works and how it interacts with other computers. That’s
really all you need to get started and to get some benefit from this book.

3
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Certain chapters require you to have specific software, but you can skip
those chapters if you don’t have it, or just skim them for informational pur-
poses. They are:

Chapter 4, “Windows 8.1 Basics,” and Chapter 7, “Sending and Receiving
Email,” assume you have Windows 8.1. If you have Windows 8, you can
download a free update to Windows 8.1 through the Windows Update utility.
Chapter 7 also assumes that you have one or more email accounts.

Chapter 6, “Working with the Web,” assumes you have Internet Explorer,
which is the browser that comes free with Windows. You can use Windows
Update to make sure you have the latest version.

Chapters 10, 11, 12, and 13 assume that you have Microsoft Word, Excel,
PowerPoint, and Access 2013, respectively. These are all part of the Microsoft
Office suite.

Chapter 17 assumes that you have a digital camera, and optionally a printer
for printing digital images.

lecons Used in This Book

WMBER
\g&
&

\NG/
Vg,\‘\

The Tip icon marks tips (duh!) and shortcuts that you can use to make using
your computer easier.

Remember icons mark the information that’s especially important to know. To
siphon off the most important information in each chapter, just skim through
these icons.

The Warning icon tells you to watch out! It marks important information that
may save you headaches.

Beyond the Book

v Cheat Sheet: This book’s Cheat Sheet can be found online at www . dummies.
com/cheatsheet/digitalliteracy. See the Cheat Sheet for Windows 8.1
and Office 2013 keyboard and mouse shortcuts.
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v Dummies.com online articles: Companion articles to this book’s content
can be found online at www.dummies .com/extras/digitalliteracy
The topics range from learning how to set up wireless network security
to finding out how to customize Microsoft Office applications.

v~ Updates: If this book has any updates after printing, they will be posted
to www.dummies.com/extras/digitalliteracy.

Where to Go from Here

Scan the table of contents or the index for a topic that interests you most. Or
just turn the page and start at the beginning. It’s your book!
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In this part . . .

Learn how computers connect people, businesses, and processes
all over the world, and how you can participate in that.

Find out how to select and buy a computer and how to set
it up.

Find out about the various operating systems out there and
what computer types they work best on.

Take a tour of Windows 8.1 and find out how to use it to run
applications and manage files.




Chapter 1

It's a Digital World

In This Chapter
Reviewing the types of personal computers
Discovering about powerful multi-user computer systems
Finding out about different types of software
Seeing how it’s all connected
Finding out what’s out there online

Fe world has changed dramatically in the last few decades, thanks to
computer technology. Every second of every day, billions of bits of
electronic data are whizzing around the globe and bouncing off satellites to
deliver data to businesses and individuals.

This chapter provides a look at the most popular computing devices in use
today and how they fit together to make up the digital world in which we live.
You'll learn about the types of computers and software, the networks used to
enable them to connect, and what you can accomplish by using them.

PCs: Discovering the Personal
Computing Connection

When most people think about computers, they picture a personal computer,
or PC. It’s designed for only one person to use at a time. Most of the computers
you and your friends and family have are probably personal computers.

The term PC has different meanings in popular culture. On one hand, it means
any computer designed for personal use. That’s the meaning it has in this

chapter. On the other hand, it is also sometimes used to refer specifically to a
computer that runs Microsoft Windows, as in “Which is better: Macs or PCs?”
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Personal computers fall into several categories, differentiated mainly by their
sizes:

v Desktop: A desktop computer, shown in Figure 1-1, is designed to be used at
a desk and seldom moved. It consists of a large box called the system unit
that contains most of the essential components. The monitor, keyboard,
and mouse all plug into it using cables (or in some cases, using a wireless
technology). Desktops offer a lot of computing power and performance for
the price, and they're flexible because you can connect whatever monitor,
keyboard, and mouse you want to it, as well as install additional storage
drives, memory, and expansion cards that add new capabilities.

|
Figure 1-1:
A desktop
computer.
|

+* Notebook: A notebook, as its name implies, is a portable computer
designed to fold up like a notebook for carrying and storage. As shown
in Figure 1-2, its cover opens up to reveal a built-in screen, keyboard,
and pointing device, which substitutes for a mouse. A notebook can run
most of the same software as a desktop, and is similar to it in perfor-
mance. Some people call it a laptop. Notebooks allow you to take your
computer with you almost anywhere. They’re more expensive than desk-
tops of the same level of performance, however, and not very customiz-
able or upgradable.
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Figure 1-2:

A notebook
computer or
laptop.
|

v+ Netbook: Short for Internet notebook, a netbook is a smaller and less

powerful notebook computer designed primarily for accessing the
Internet. A netbook is usually cheaper than a notebook or desktop,
and is lighter and more convenient to carry around, but may not have
enough memory and a powerful enough processor to run all desktop
applications.

1~ Tablet: A tablet is a portable computer that consists of a touch-sensitive

screen mounted on a tablet-size plastic frame with a small computer
inside. There is no keyboard or pointing device; a software-based key-
board pops up onscreen when needed, and your finger sliding on the
screen serves as a pointing device (see Figure 1-3). Tablets are extremely
portable and convenient, but usually do not run desktop computer
applications and have limited memory and storage capabilities.

+* Smart phone: A smart phone, like the one shown in Figure 1-4, is a

mobile phone that can run applications and has Internet capability.
Smart phones usually have touch-sensitive screens. Many have a variety
of location-aware applications, such as global positioning system (GPS)
and mapping programs and local business guides. Smart phones have a
lot in common with computers, but they lack the power and flexibility of
larger computing devices.

11
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|
Figure 1-3:
Atablet
computer.
|

|
Figure 1-4:

A smart
phone.
|
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The Business End: Multi-User
Computer Systems

Multi-user computers are designed to serve groups of people all at a time,
from a small office to a huge international enterprise. Here are some types of
multi-user computers to be aware of:

v Server: A server is a computer that is dedicated to serving and support-
ing a group of network users and their information needs. There are dif-
ferent kinds of servers, varying greatly in size and power and performing
different functions. For example, a file server stores files in a central loca-
tion where multiple people can access them. A database server stores
a database, such as a product inventory, and allows users to look up
information in the database from their own computers. A print server
manages a group of shared printers, controlling and prioritizing print
jobs. Servers can be various sizes and designs. A tower server looks a lot
like a regular desktop computer (Figure 1-1). Rack servers are stacked in
multiples on storage racks, and accessed via a network interface rather
than having their own keyboards and monitors.

v Mainframe: A mainframe is a large, powerful computer capable of pro-
cessing and storing large amounts of business data. The main difference
between a mainframe and a server is that the mainframe functions as
the processing brain for multiple individual user terminals; it’s not just
a helper, but the primary processing device. For example, a mainframe
might run several dozen cash registers in a large department store.

v Supercomputer: A supercomputer is the largest and most powerful type
of computer. It can occupy a large room, or even an entire floor of a
building. Supercomputers are used when a job requires a huge amount
of processing power, such as molecular modeling, weather forecasting,
or cryptanalysis (code-breaking). They are found in high-tech academic,
government, and scientific research facilities.

Computer Software

All the computer types you've learned about so far in this chapter have been
hardware — that is, the physical computing devices you can see and touch.
But it’s actually the soffware — the instructions given to the hardware — that
makes things happen. Without software, the hardware, no matter how grand
and expensive it is, would be a useless lump of metal and plastic.

Here’s a quick look at the software that makes a computer do what it does.
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|
Figure 1-5:
Microsoft
Windows.
|

BI10S

The hardware has a small amount of software permanently built into it on a
chip, just enough to help it start up when you apply power to it. This basic
startup software is called the Basic Input Output System, or BIOS (pronounced
buy-ohss). Because this software is permanently installed, it occupies a some-
what gray area between hardware and software, so it is sometimes called firm-
ware. You can mostly ignore it. However, sometimes if you are having problems
with a device, the manufacturer will tell you that you can fix the problem by
updating the firmware (or BIOS) and will provide you with a utility to do so.

Operating system

The operating system manages all the computer’s activities after the BIOS has
finished its startup routine. It provides the user interface, runs applications,
manages file storage, and communicates with the hardware on your behalf.
Microsoft Windows, shown in Figure 1-5, is the most popular operating
system, but there are also others, including Mac OS X and Linux for desktop
computers, and iOS and Android for tablets and smart phones. You will learn
more about operating systems in Chapter 3.
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Utilities

Utility programs work in partnership with the operating system to keep the
computer healthy and running well. Some utilities come with the operating
system, and others are purchased as add-ons. Utility programs assist with a
wide range of maintenance and security functions, such as checking storage

disks for errors, blocking security and privacy threats, and backing up impor-
tant files.

Applications

Last but not least, we get to the reason you own a computer: the applica-
tions. An application is software that is designed to help you do something
productive or fun — something of interest to a human user.

Many computers come with some applications already installed, and you can
buy more, either through an online store or on a CD or DVD in a retail store.
You will learn more about applications in Chapter 9.

It’s All Connected

When computers were first developed, they were mostly standalone units;
networking came later, and for years networking of all kinds remained
cumbersome and slow, making it not-so-appealing for information sharing.
Nowadays, though, connection is the norm. Many good networking technolo-
gies have been developed that transfer data from computer to computer
quickly and easily, without a lot of complex setup and maintenance.

Here are some of the buzzwords you may hear about computer connectiv-
ity and what they mean. Many of these are discussed in much more detail in
later chapters.

v The Internet: The Internet is the big, worldwide network of intercon-
nected computers. When people talk about being “online,” they generally
mean the Internet. The Internet is the network that enables the World
Wide Web (also known as the web), which you’ll learn more about in
Chapter 6, and email, covered in Chapter 7.

v~ Ethernet: Ethernet is a network type, but you’ll more likely hear the term
when someone is referring to the port in your computer that you can
plug a network cable into. Although technically most networks today
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|
Figure 1-6:
An Ethernet
port and
cable.
|

use Ethernet technology, the term Ethernet has lately come to informally
mean the wired type of networking, where an Ethernet cable connects
an Ethernet port on a computer to a router, switch, or some other type
of networking equipment, as in Figure 1-6.

v Wi-Fi: Wi-Fi is the technology used to connect your computers, tablets,

and smart phones to wireless networking access points. It’s an abbre-
viation of Wireless Fidelity, which is itself a play on the phrase “high
fidelity” that used to be used to describe vinyl records. It refers to the
wireless type of Ethernet networking, and is also known by its official
standard: IEEE 802.11. There are various versions of it, like 802.11g

or 802.11n, and you'll see those on the boxes if you buy networking
hardware.

v~ Private networks: Besides the Internet, many companies and even

homes also have private networks that allow their own computers to
communicate with one another. Most of these private networks are
Ethernet, and you use the same networking hardware to participate in
the private network that you do to connect to the Internet.
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+* 3G and 4G: These stand for 3rd Generation and 4th Generation, respec-
tively, and are standards for cellular phone networking technology. A 3G
or 4G network is a data network that operates through the same system
of cell phone towers that carry your voice calls and text messages. Smart
phones use these networks to gain Internet access (especially when a
Wi-Fi network is not available). Most people don’t use 3G/4G networks
as their primary means of Internet connectivity because it uses up their
phone’s data plan quickly, and because the data speeds are not as high
as with Wi-Fi or wired Ethernet connections.

+ Bluetooth: Bluetooth is a short-range type of wireless networking used
to connect computers to external devices such as microphone head-
sets, wireless mice and keyboards, and printers. If your computer has
a Bluetooth adapter, you can pair it to a wireless Bluetooth device and
they can communicate as long as they are in close proximity to one
another (about 10 feet).

Discovering What's Out There

If you're relatively new to being online (that is, on the Internet), you might
be wondering what all the fuss is. What’s out there to be discovered? Plenty!
Here’s a whirlwind tour of the joys that await a digitally literate person
online.

Shopping

Ecommerce (buying and selling online) is one of the main reasons the Internet
is so popular — and so well-funded. Hundreds of thousands of online stores
compete for your business on the web. Giant online retailers like Amazon.com
(Figure 1-7) sell a wide variety of merchandise, but there’s a place for small
merchants too. Mom-and-pop stores in small towns all over the world can put
their products up for sale globally. You can have your purchases delivered
right to your home, saving you a trip to the mall, and if you catch the right
deal, shipping might even be free.



18

Part I: Computer Basics

|
Figure 1-7:
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Fun and games

Most people will tell you they use computers to be more productive and
efficient, but most of people also use computers to play games, from simple
Solitaire games to the fanciest 3D shoot-em-up action adventures. You can
buy games online and download them to your computer, or buy them on CDs
or DVDs in stores. Some games are for individual use, whereas others have

a collaborative component that lets you use the Internet to play with (or
against) other players all over the world.

Communicating online

Keeping in touch with your friends, family, and co-workers has never been
easier. Here are some of the ways you can communicate online:
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v Email: With electronic mail, you can exchange private messages with
individuals. Email is a store-and-forward type of communication; your
email is sent to a mail server, where it waits for the recipient to pick it
up. In other words, it’s not instant communication; it’s more like an elec-
tronic post office system. You'll learn more about email in Chapter 7.

+ Instant Messaging: You can have private text conversations in real-time
with individuals via an instant messaging (IM) service such as Yahoo!
Messenger (shown in Figure 1-8) or AOL Instant Messenger (AIM). Some
of these services also offer voice and video chat through the same inter-
face, blurring the lines between those offerings.

. 2. (s

IMVironments  Adtivities Photos
ladyelsa

elsa_wolf_in: Hi, how is your day going?
ladyelsa: Mot bad. | had a flat tire on the way to
work, though.
elsa_wolf_in: Somy to hear that. Are you still
coming to the party tonight?
ladyelsa: Yes, | think so.
Last message received on 5/20 at 2:29 PM

©. & Tk E- p &

Send

B ladyelsa |

v Video chat: Services like Skype enable you to have voice and video
person-to-person conversations. All you need is a computer with a
webcam (an attached or built-in video camera) and a microphone.

v Video conferencing: For business use, multi-person and multi-point video
conferencing takes video chat to the next level. Not only can multiple
people participate in the call, as shown in Figure 1-9, but you can share
computer screens, notes, documents, and whiteboards in a single interface.
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Figure 1-9:
Avideo

conference. |

Social networking

With the Internet, you’ll never be lonely unless you want to be. Millions of
people are reaching out to others in every conceivable way online. Social
networking is covered in Chapter 8 in more detail, but here are some starting
points for finding like-minded people:

1 Social networking websites: Sites like Facebook and Pinterest provide
users to create their own pages and spaces to share their hobbies and
interests with others. On some social networking sites, you can also play
online games.

v~ Twitter: Although Twitter has a web interface (www.twitter.com), it’s
probably best known for being a smart phone app. With Twitter, you
can post very short status updates, and anyone who subscribes to your
feed will immediately receive them on their computer or phone. You
can follow your family and friends, celebrities, and companies. Beware,
though, that if you have some friends who post a lot of fweets (Twitter
posts), it can get exhausting to read.


http://www.twitter.com
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1~ Dating sites: If you're looking for a date (or possibly a lifetime partner),
there are many dating websites that want to help you find one. You can
create a profile on one of these sites and describe yourself there, and
others can browse you, decide you are the best thing since sliced bread,
and send you a message. Where you go from there is up to you.

v Forums: A forum (sometimes called a community) is a web-based message
board, usually open to the public. On a forum you can post questions and
comments and other people can reply with answers. Forums are usually
narrowly focused on a particular topic. For example, a computer manu-
facturer may host a support forum on their website to handle customer
questions, as shown in Figure 1-10.
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+~ Internet Relay Chat (IRC): This is a somewhat older technology, but
still very popular. You use IRC software to log into a group of servers
that host chat rooms, which are like text-based instant message services
except they are public. Anyone may jump into a chat room and start par-
ticipating by typing text. Chat rooms are not only for socializing; orga-
nizations have their meetings in chat rooms too. For example, there are
hundreds of chat rooms that focus on addiction recovery.
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Information, please

There’s more information available online than you can possibly imagine, and
most of it is available for free. There are online encyclopedias and dictionar-
ies, archives of scholarly papers and medical research journals, and even
thousands of entire books you can download for free. Here are just a few
information websites to get you started:

+* Encyclopedia Britannica (www.britannica.com): The encyclopedia
that your school probably had in its library is now available online (in
expanded and updated form, of course).

v Wikipedia (www.wikipedia.org): This is a wiki, which means it’s pub-
licly updated. Therefore the information in it isn’t authoritative. It’s a
great place to start for basic facts, though, and the breadth of topic cov-
erage is staggering.

v Dictionary.com (www.dictionary.com): Your one-stop shop for set-
tling arguments over a word’s definition.

v Oxford English Dictionary (www.oed.com): If the dictionary argument
ends with one person saying “Yeah, well that’s not what it used to mean,’
you can settle that argument with the OED, which provides historical
meanings for the last thousand years for more than 600,000 words.

i

v Project Gutenberg (www.gutenberg. org): When books go out of copy-
right, they become public domain, and many of them become available
here, in this library of over 45,000 ebooks, available in plain text, EPUB,
or Kindle format.

Education

You say you want an education? You could spend the rest of your life doing
nothing but learning online, both at free sites and at formal educational insti-
tutions. Here are some basic categories:

v Online universities: Most bricks-and-mortar institutions now have an
online segment where you can take college classes online and earn real
credits toward a degree. The enrollment process for online classes is
probably similar to that of the school’s regular classes — and the tuition
may also be similar as well. Some universities are even offered entirely
online, with no offline classrooms. Figure 1-11 shows a college course at
Indiana University that runs through a proprietary web interface.


http://www.britannica.com/
http://www.wikipedia.org/
http://www.dictionary.com/
http://www.oed.com/
http://www.gutenberg.org/
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Figure 1-11:
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v Free education: If you aren’t ready to commit to spending the money

on real college classes, that doesn’t mean you can’t learn. Hundreds of
sites offer free classes that are more informal in nature. You won’t get a
degree, but you can get much the same education as you would get by
pursuing a degree. For example, check out Open Yale (http://oyc.
yale.edu), which offers free and open access to a selection of introduc-
tory courses taught by teachers at Yale University.

v+ Educational videos: Want to pick and choose what lectures to hear

and what subjects to learn about? Try a site such as FreeVideoLectures
(www. freevideolectures.com), which is full of online courses and
lectures on every academic subject you could study at a real university.
You can also find interesting educational and how-to videos at general
video sites like YouTube (www.youtube . com).

1~ Test preparation: If you are getting ready to take an important test, such

as a college entry exam like the SAT, you can find study help online.
Practice tests and sample questions are widely available, as well as
online tutoring and peer-to-peer advice and help.


http://oyc.yale.edu/
http://oyc.yale.edu/
http://www.freevideolectures.com/
http://www.youtube.com/
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Chapter 2
Buying and Setting Up a Computer

In This Chapter
Familiarizing yourself with the parts of a computer
Finding out how software fits into the picture
Discovering how to choose an appropriate computer for your needs
Finding out how to set up a new computer
Learning about pointing devices and keyboards
Practicing starting up and shutting down a computer

Whether it’s your first time buying a computer or you're replacing an
older model, choosing the right computer can be an intimidating task.

Armed with a little information about what makes up a computer and why
one model costs more than another, though, and you’ll be able to make that
decision with confidence.

In this chapter, you find out about the parts of a computer and how they
work together. You discover why one computer costs more than another, and
how to select the right one for your needs. Finally, you learn how to start up
and set up a new computer right out of the box.

Understanding Computer Hardware

Your computing experience is made up of interactions with hardware and
software. The hardware is all the tangible computer equipment, such as the
monitor, central processing unit, keyboard, and mouse. The soffware is what
makes the hardware work or lets you get things done, such as writing docu-
ments with Microsoft Word or playing a game of solitaire.
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The main body of a computer is the system unit. The system unit’s case
houses a number of essential components, including

+* A motherboard, which is a rather large circuit board into which all the
other components connect.

1 A central processing unit (CPU), also called the processor. This is a very
high-tech silicon chip that acts as the brains of your computer. It’s installed
in a special socket on the motherboard.

+ Random access memory (RAM), a set of data storage chips that act as a
temporary holding area for the software as it runs.

v+ A hard drive, which is a storage unit that holds the operating system
files, application files, and data files.

There may be other components too inside the system unit, such as circuit
boards that add other capabilities like sound and network support.

In this chapter, I take a closer look at these essential components.

Understanding the CPU

The CPU is responsible for processing most of the computer’s data, turning
input into output. As you might imagine, the speed and performance of the
CPU is one of the biggest factors that determines how well a computer works.
A CPU is a very small, thin silicon wafer that is encased in a ceramic chip and
then mounted on a circuit board, as shown in Figure 2-1.

CPU speed is measured in gigahertz (GHz). The higher this measurement,

the faster the CPU can operate. A hertz is a cycle per second; a gigahertz is

1 billion cycles per second. CPU speed is not the only measurement of its per-
formance, though; different CPUs have efficiency-boosting technologies built
into them that can increase data throughput in a number of ways. A fairer
comparison between two different CPUs is the number of instructions per
second they can perform.

There are two main manufacturers of CPUs for personal computers: Intel and
Advanced Micro Devices (AMD). Neither is better than the other, although
some technical geeks have strong preferences for one or the other. Intel’s
CPUs tend to be slightly more expensive for the same level of performance.

Most CPUs have multiple cores, which means there are multiple sets of the
key components inside the chip, so the chip can process multiple actions at
once. If the CPU runs at 1.8 GHz, for example, and is quad-core (that is, it has
four cores), it can process up to 4 times as much as a single-core CPU could
process at 1.8 GHz.
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Understanding memory

Memory consists of computer chips that hold data. One type of memory,
called Random Access Memory (RAM), forms the central pool of memory that
a computer uses to operate. The more RAM a computer has, the more appli-
cations it can have open at once without the computer’s performance start-
ing to bog down. More RAM can also make some applications perform better
in general.

Memory capacity is measured in gigabytes (GB), which is a billion bytes. Most
basic computers have at least 4GB today, with higher end systems having
16GB or more. Like the CPU, memory consists of small, thin silicon wafers,
encased in ceramic chips and mounted on circuit boards. The circuit boards
holding memory are called DIMMs, which stands for dual inline memory
module. Figure 2-2 shows a DIMM.
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Figure 2-2:
A DIMM.

© iStockphoto.com/aguirre_mar, © iStockphoto.com/mkos83

Understanding hard drives

A hard drive stores software. When the computer is turned off, whatever is
on the hard drive remains there, so you don’t have to reload software every
time you turn on the computer. The operating system and your applications
load from the hard drive into memory, where they run.

Hard-drive capacity is also measured in gigabytes (GB), like memory. A typi-
cal hard drive might be 500 GB or even 1 terabyte (1,000 GB) or more. Most
hard drives sold today are the traditional mechanical type that use metal
platters to store data with magnetic polarity, but a newer type, called a solid
state hard drive (SSHD), uses a type of memory, resulting in a fast, quiet, and
reliable (but expensive) storage alternative.

Understanding input devices

In addition to the components in the system unit, a computer may come with
one or more input devices:

v A keyboard, which is similar to a typewriter keyboard. In addition to
typing words, you can use a keyboard to give the computer commands
such as selecting, copying, and pasting text.

v A mouse, which you also use to give your computer commands. You
move the mouse around your desk with your hand, which moves a
pointer around onscreen. Using this pointer, you can click an item — an
onscreen button, for example — that causes an action, or click the screen
and drag the mouse to select text or an object to perform an action on it
(such as deleting the text or making it bold).

v A trackball, shown in Figure 2-3, which is like a mouse except it’s sta-
tionary. You roll a ball on the top of the trackball to move the onscreen
pointer.

v A touchpad, shown in Figure 2-4, which is a rectangular touch-sensitive
pad with buttons adjacent to it. On many notebook computers, a touch-
pad is a built-in mouse substitute. You drag your finger on the pad to
move the pointer onscreen.
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Figure 2-4:
Atouchpad.
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Understanding display screens

Each computer has some type of display screen. Depending on the type of
computer, the display screen may be built-in, or may be a separate unit
called a monitor with its own power cord, as in Figure 2-5. Some displays are
touchscreen, so you can use your finger on the screen to provide input to the
computer.
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|
Figure 2-5:
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monitor.
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Display size is measured in diagonal inches, the same as TVs. A typical size
for a notebook computer display is from 14" to 18". A typical monitor for

a desktop computer might be anywhere from 17" to 25". Some computers
(especially desktops) can support multiple monitors.

Display quality is measured in resolution — that is, the number of pixels (indi-
vidual colored dots) that comprise the display at its highest resolution. A typ-
ical resolution for a notebook PC is 1920 x 1080, for example. The first number
is the horizontal resolution and the second one is the vertical resolution.

The aspect ratio of a display is the ratio of its width to its height, expressed
in pixels. Displays may either be standard aspect ratio (4:3) or widescreen
(16:9). For example, a small device might have a maximum resolution of
800 x 600; if you simplify that to a fraction, it comes out to 4/3.

Understanding optical drives

Most desktop and notebook computers come with an optical drive, which is a
drive that will read CDs, DVDs, and/or Blu-ray discs. Optical drives get their
name from the way data is written and read on the disc. A laser light shines
on the surface, and a sensor measures how much light is bounced back from
a certain spot.
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Some laptop computers come without DVD capabilities because you can
download and install software or play videos and music from the cloud (that
is, via the Internet), so it’s possible to get along just fine without the ability to
play DVDs. However, most desktop computers still come with a DVD drive.

The optical drives in computers vary according to these factors:

v Which disc types will it support? The best drives support all three types:
Blu-ray, DVDs, and CDs. Lesser drives may support only DVDs and CDs.

v Does it write discs, or only read them? Writeable drives enable you to
buy blank discs and save data to them. Some blank discs can be written
to only once (such as DVD-R); others can be rewritten multiple times
(such as DVD-RW).

Understanding Internet
connectivity options

Whatever computer you have, you will probably want to use it to connect to
the Internet. That means you will want it to have a network adapter in it. That
capability may be built into the computer, or it may be added to the computer
via an expansion board or a device that plugs into a port.

Internet connectivity can be either wired or wireless. A wired connection
requires you to connect a cable from the computer to the device that sup-
plies your Internet connection (such as a cable modem). That type of cable
and connection is known as Ethernet.

A wireless connection allows the computer to communicate with the Internet
connection device through radio waves. The type of wireless connection
used for Internet connectivity is called Wi-Fi, or wireless Ethernet.

If high-speed Internet service is not available in your area, you may need to use
a dial-up modem to connect using your home telephone line. Dial-up modems
are nobody’s first choice — they are old, slow technology and they tie up your
phone line.

31
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Understanding Software

Software (also known as programs or applications) is installed on your computer
hard drive, which resides in the computer casing (either in your laptop or, for a
desktop computer, in the computer tower or monitor in all-in-one PCs).

You use software to get your work done, run entertainment programs, and
browse the Internet. For example, Quicken is a financial management program
you can use to balance your checkbook or keep track of your home inventory
for insurance purposes.

Some programs come preinstalled on your computer. For example, a com-
puter always has an operating system because the operating system runs all
the other programs. Also, some programs are included with your operating
system, such as WordPad, a simple word-processing program that comes
with Windows 8. Skype, a program with which you can make online phone
calls using your computer, is an example of a popular program that you can
find on the Internet and install on your computer for free. You can also buy
and install other programs as you need them.

The operating system (OS) is the software that allows you to start and shut
down your computer and work with all the other software programs, manage
files, and connect to the Internet.

Microsoft Windows is the most popular computer OS, and this book mainly
focuses on its features. There have been several versions over the years; the
version covered in this book is Windows 8.1. The previous version, Windows 7,
was very popular and is still widely in use.

The second-most-popular computer operating system is Apple’s Mac OS X.
This operating system is for Apple Macintosh computers, although recent
versions can also run on the same hardware that Windows runs on. Mac OS X
uses names for its versions rather than numbers; the current version is called
Mavericks.

Both of these operating systems use a graphical user interface (GUI) that
allows the user to interact with the operating system by clicking on pictures
with the mouse. The differences between them are mainly cosmetic; some
people prefer one over the other. There is more software available for Windows
than for Mac OS X.



Chapter 2: Buying and Setting Up a Computer

Choosing a Computer

Just as there are many styles of shoes or mobile phones, you can find several
types of computers. Some are small and portable, some use different operat-
ing systems to make everything run, and some excel at certain functions such
as working with graphics or playing games. The following are some consider-
ations when choosing a computer.

Computer sizes

Computers are also differentiated by their size and portability. As you learned
in Chapter 1, a desktop PC is a large box into which the various components
connect, such as keyboard, mouse, and monitor. It is not designed to be por-
table. Desktop PCs are popular in offices and with people who want the most
computing power for their money and don’t care about portability.

A notebook, or laptop, is a portable computer that folds up like a notebook
for storage and transport. It weighs between 3 and 8 pounds, on average, and
has a built-in display, keyboard, and touchpad. You can also connect external
peripherals to it (for example, if you want an external monitor or a different
keyboard or pointing device).

A tablet is a portable touch-sensitive screen with computer electronics behind
it. You can tap or drag your finger on the screen to enter data and commands;
a software simulation of a keyboard appears onscreen for typing text when
appropriate. Tablets weigh only a few pounds and are very portable.

A smartphone is a cell phone with some computer capabilities. It may have a
touch screen and resemble a tablet in some ways, running applications and
accessing the Internet as well as making calls.

Operating system

If you have a preference in operating systems, make sure that the computer
you choose has the right operating system installed on it. For a desktop or
notebook computer, you may be able to buy an operating system separately to
put on it, but you will pay more that way. A tablet PC or smartphone doesn’t
give you a choice of operating systems; it comes with the OS that it can run,
and you can’t change operating systems on it later. For example, an iPad only
runs the Apple iOS operating system.
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What do you get for your money?

Computers are available in every price range, from just a few hundred dollars
to several thousands. What does the extra money buy you, beyond the basics?

v+ Complex applications will run better and faster. Any computer can do
basic word processing and Internet surfing, but if you use 3D drawing
programs, video editors, or graphics-intensive games, you will notice
that the programs run much better on a computer with a faster CPU and
more memory.

1 The screen may be larger and easier to see. Large high-resolution moni-
tors typically cost more than smaller ones.

v+ The hard drive may be higher capacity. The more hard drive space you
have, the more applications and data you can store. Most systems’ hard
drives are more than adequate for the average user’s needs, but users
who store a lot of music and videos, for example, or business data, may
need more.

v The optical drive may be better. An optical drive (such as CD, DVD, or
Blu-ray) is included in some computers. On a higher-end computer that
drive may be able to read and write Blu-ray discs; a lower-end computer
might only support CDs and DVDs, or might not have an optical drive at all.

v~ The display adapter may be better. High-end systems have display
hardware that processes complex graphical data faster and better, so
you might notice better video performance in a game, for example.

+* Sound support might be better. Most computers have basic sound sup-
port, but with a higher-end system, music and application sounds might be
louder and crisper and might support Surround Sound external speakers.

v~ It might have a higher-end edition of the operating system. Windows 8.1
comes in several different editions; a basic computer will have the basic
edition, but a higher-end computer might have Windows 8.1 Pro, which
offers some extra features for networking and security.

v~ The warranty may be longer. A typical basic computer warranty is one
year, but extended warranties are also available — for a price.

Think about how often you will use your computer. If you’ll be working on

it eight hours a day running a home business, you will need a better-quality
computer to withstand the use and provide good performance. If you turn on
the computer once or twice a week, it doesn’t have to be the priciest model
in the shop.
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Next, consider the features that you need. Do you want (or have room for) a
20-inch monitor? Do you need the computer to run very fast and run several
programs at once, or do you need to store tons of data? (Computer speed and
storage are covered later in this chapter.) Understand what you need before
you buy. Each feature or upgrade adds dollars to your computer’s price.

Shop wisely. You can shop in a retail store for a computer or shop online
using a friend’s computer (and perhaps get his help if you're brand new to
using a computer). Consider researching different models and prices online
and using that information to negotiate your purchase in the store if you
prefer shopping at the mall. Be aware, however, that most retail stores have
a small selection compared to all you can find online.

If you walk from store to store or do your shopping online, you'll find that the
price for the same computer model can vary by hundreds of dollars at dif-
ferent stores. See if your memberships in organizations such as AAA, AARP,
or Costco make you eligible for better deals. Consider shipping costs if you
buy online, and keep in mind that many stores charge a restocking fee if you
return a computer you aren’t happy with. Some stores offer only a short time
period, such as 14 days, in which you can return a computer.

Setting Up a Computer

Your new computer has arrived and is sitting in a cardboard box in the
middle of your living room floor. Now what?

Unpack the computer

First, you carefully remove the computer from its packing materials. If you
are using a knife to open the box, make sure you don’t cut too deeply into the
box and scratch the computer.

Save all the packing material; don’t tear it up and throw it in the trash right
away. If the computer doesn’t work and needs to be returned, you will need
the packing materials to return it.

Save all disks and instruction manuals that come with the computer and put
them in a safe place. You won’t need them right away, but you might need
them if you have to reset the computer at some point.
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Figure 2-6:
The ports
on the back
of a typical
desktop
computer.
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Connect the monitor, keyboard, and mouse

A desktop PC comes with a system unit, a keyboard, and a mouse, and it may
also come with a monitor. (If you already have a monitor from a previous
computer, you can use it, so you don’t have to buy a new one.)

Before you power on a desktop computer, you'll need to connect the monitor,
keyboard, and mouse to it. The monitor connects either to a VGA or DVI port
on the back of the system unit. Figure 2-6 shows a USB connector being plugged
in; the 15-pin directly above it is a VGA port for a monitor.

The keyboard and mouse connect to USB ports. Your computer probably has
multiple USB ports, and you can use any of them for those devices. Figure 2-6
shows some USB ports.

Some computers have different speeds of USB ports. They are all backward-
compatible with earlier speed standards, and keyboards and mice have very
low requirements for speed, so any USB port will do for them. However, if your
computer has some USB ports that are blue, those are high-speed USB 3.0
ports; try to avoid wasting them on the keyboard and mouse.
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A notebook or tablet computer does not require any external devices; you
won’t need to connect a monitor, keyboard, or mouse to either of these.
However, a notebook or tablet PC may need to have its battery charged
before you can work with it on battery power. Plug its power cord into a wall
outlet before you start using it so that the battery power doesn’t go out in
the middle of the device’s initial setup.

Set up the device

The first time you power on your new computer, you will be prompted to
walk through a setup process. Follow the steps onscreen, entering informa-
tion as prompted. The process is different for different models and types
of computers. You might be prompted to enter a network password, for
example, to create a user ID and password, and/or to choose an appear-
ance theme.

Using Input Devices

If this is your first time at a computer, you might need a bit of a tour of the input
interfaces to get you up to speed. Here’s a quick overview of what to expect.

Using a pointing device

A pointing device moves the onscreen pointer in a graphical user interface
such as Windows or Mac OS X. The most common pointing device is a
mouse, but as you learned earlier in this chapter, there are others too, such
as a trackball and a touchpad.

First things first: moving the onscreen pointer. The pointer moves in direct
relation to the direction and amount that you interact with the pointing
device. For a mouse, position the mouse on a flat surface such as your desk,
or on a mouse pad (a soft cushiony pad designed for rolling a mouse), and
then drag the mouse around. For a trackball, roll the ball with your fingers to
move the pointer. For a touchpad, drag one finger across the surface of the
touchpad to move the pointer.

After the pointer onscreen is touching something you want to interact with,
such as a button you want to select or a text box into which you want to
type, you use one of the buttons on the pointing device.
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Each pointing device has a primary and a secondary button. By default, the
primary button is the left one and the secondary is on the right. That’s because
most people are right-handed and the dominant finger (the index finger) is
toward the left on the right hand. However, you can switch the buttons in the
operating system’s configuration options so that a left-handed person can use
her dominant finger on the right mouse button.

The most basic operation is click. That means to press and release the pri-
mary button (the left button) once. Clicking usually selects whatever it is that
the pointer is pointing at.

Double-click means to press and release the primary button twice in quick
succession. Double-clicking usually activates something, such as opens a file
or starts an application.

To right-click means to press and release the secondary (right) button.

To drag means to press and hold down the primary button and then move the
pointer to another spot, and then release the button. Dragging usually moves
an object onscreen from one place to another.

Some pointing devices have a scroll feature. Depending on the application
you are using, scrolling may move up or down in a multi-screen document
you are reading on the screen, or it may zoom the display in or out. On a
mouse, the scroll feature is often a rubber wheel between the two mouse but-
tons that you can turn with a finger.

Work with a touchscreen

With a touchscreen computer or tablet device, your finger replaces a mouse
click. You can tap the screen to select something, to activate features with
buttons, and to make a field active so you can type content. Touchscreen-
enabled operating systems also offer an onscreen keyboard that touchscreen
users can work with to enter text with the tap of a finger.

You can also use your finger to swipe to the right, left, up, or down to move
from one page to another (for example, from one web page to another or from
one photo to the next in the Gallery app) or to move up or down on a page.

Windows also offers some gestures you can make with your fingers, such as
moving your fingers apart and then pinching them together to minimize ele-
ments on your screen, or swiping down from the top of the screen to close
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an app. If you do own a touchscreen and want to learn more, visit http://
windows.microsoft.com/en-us/windows7/using-touch-gestures
for more information.

Understanding the keyboard layout

Besides the ordinary letter, number, and symbol keys, a computer keyboard
has some special keys. Some of these can be assigned to certain operations
in the software, such as pressing F1 to get help in most programs. Other keys
are modifiers, which means they change the meaning of some other key when
pressed in conjunction with it, the way the Shift key changes a lowercase to

a capital letter. Figure 2-7 shows a typical desktop keyboard and identifies
some of the key types.
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Some of the keys you may have on your keyboard include

v Function keys: These keys begin with the letter F and are numbered 1
through 12. Some of these keys have default assignments in the operat-
ing system and some don’t. Most of them have special assignments in
certain applications too, such as in Microsoft Office applications.

+* Fn key: On a notebook computer, an Fn key, located near the bottom
on the left, modifies certain keys to perform different operations. This
is done because a notebook computer has a smaller area for keyboard
keys, so some of the keys that a normal desktop keyboard would have
are omitted. Notebooks also require some special keys that other com-
puters don’t, such as keys to change the display brightness or switch
to an external display. To identify Fn keyboard actions, look for addi-
tional symbols on a key, such as a sunburst with an up arrow over it for
Increase Brightness.

v+ Windows key: A Windows key has a four-paned window symbol on it;
it’s used in the Windows operating system for various tasks. For exam-
ple, it opens the Start screen (Windows 8) or Start menu (Windows 7 and
earlier).

v Arrow keys: The arrow keys can be used to move the cursor onscreen
in some applications. For example, in Excel, it changes the active cell,
and in Word, it moves the text insertion point.

+ Numeric keypad: If your keyboard has a numeric keypad, you can use
it to enter numbers the way you would on an adding machine. You
can press the NumLock key to toggle the numeric keypad between its
normal functionality and operating as an arrow keypad (see arrow keys
mentioned in the previous bullet).

v Modifier keys: Keys such as Ctrl, Alt, and Shift modify the functionality of
other keys. For example, pressing Alt+F4 is a shortcut for shutting down
the active application. Keyboard shortcuts, covered in the next section,
make extensive use of modifier keys.

v~ Positioning keys: Keys such as Home, End, Page Up and Page Down are
used to move the insertion point in some applications.

Using keyboard shortcuts

A keyboard shortcut refers to a key or combinations of keys that you press
and hold to perform an action. Many shortcuts involve the Windows key

(it’s the one near the left-bottom corner of your keyboard that sports the
Windows logo). For example, you can press and hold the Windows key plus C
(Win+C) to display the Charms in Windows 8.
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In Windows 8, keyboard shortcuts can be very helpful to those who don’t
have a touchscreen computer. Table 2-1 lists some handy shortcuts to know.

Table 2-1 Common Windows 8 Keyboard Shortcuts
Key(s) Result

Windows key Displays the Start screen

Win+B Displays the desktop

Win+C Displays the Charms bar

Win+E Displays File Explorer

Win+F Displays the Files search field

Win+l Displays the Settings panel

Win+L Displays the Lock screen

Atl+D Displays the Address field in Internet Explorer 10
Win+Tab Displays recently used apps

Starting Up and Shutting Down

To start up your computer just press its power button. The operating system
loads automatically. At that point, the operating system’s desktop (or other
interface) may appear, or you may be prompted to sign in.

Signing in
Depending on the operating system and the way it’s set up, you may be

prompted to sign in by selecting a user account. If that account is password-
protected, you will also be asked for the password.

Understanding user accounts

Where do user accounts come from? Well, one of them may be created
automatically. The first time you turn on a new computer, part of the setup
process may involve creating a user account. (That’s what happens with
Windows systems, for example.) From that point on, you can sign in with that
same user account each time you turn on the computer.
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If more than one person uses the same computer, you may want to create
additional user accounts. To do so, sign in with an existing account and then
use the procedure in your operating system for creating new accounts.

In Windows 8.1, you can create either a Microsoft account or a local account.

A Microsoft account is linked to an email address; a local account is not. A
Microsoft account has some advantages, such as the ability to access OneDrive
online storage and to use the same settings (such as desktop colors) on differ-
ent computers. A local account is private; it is on one computer only, with no
record of it anywhere else.

Windows 8.1 user accounts can also have one of two levels of authority:
Standard or Administrator. A Standard account can run applications and can
make changes that do not affect other users, such as choosing a different
background image. An Administrator account has full permission to make
changes that will affect other users too, such as to install and remove soft-
ware and update device drivers.

Not all operating systems allow multiple user accounts or require you to sign in;
the operating systems on tablets and smartphones usually don’t, for example.

To create a new user account in Windows 8.1, follow these steps:

. Select the Settings charm and click Change PC Settings.
. Click Accounts.

. Click Other Accounts.

. Click Add an Account.

. Enter the person’s email address and click Next.

G B W N e

Follow the prompts to enter any other information requested and com-
plete the account setup.

Shutting down

When you are finished with your computer session, you can do any of the
following:

v+ Shut down: This completely turns off the computer’s power; when you
restart, the operating system must completely reload.

v Sleep: The computer goes into a low power-consumption mode that
keeps only the memory powered; it appears to be off, but when you
turn it back on again, it comes back up faster because the memory has
remained powered.
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v+~ Hibernate: The computer’s memory content is copied to a holding area
on the hard disk and then the computer’s power is shut off. When you
turn it back on again, the stored data is copied back into memory; the
computer starts up faster than from a complete shutdown, but not as
fast ask from Sleep mode.

v~ Sign Out: Using this command signs out your user account and displays
a prompt for someone else to sign in.

In Windows 8.1, you can access the Sleep, Hibernate (if available), and Shut
Down commands from the Power icon in the upper right corner of the Start
screen, and then choose the desired command, as shown in Figure 2-8.

To sign out, you can click the currently signed-in user name in the upper-
right corner of the Start screen, and then choose Sign Out from the menu, as
shown in Figure 2-9.
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Chapter 3
Understanding Operating Systems

In This Chapter
Discovering what an operating system is
Understanding the types of operating systems available
Choosing the right operating system for a desktop or notebook PC
Identifying some operating systems for tablets and smart phones
Finding out how operating systems communicate with hardware

men you think about using a computer, you probably envision per-
forming some useful task with it, like writing a letter or calculating a

budget. Behind the scenes, however, is the software that keeps the computer
up and running: the operating system.

This chapter explains what an operating system actually does back there
behind the scenes, and why your choice of operating system matters. You'll
learn about the operating systems used on different kinds of computers, and
which ones are best suited to certain tasks and situations.

What Is an Operating System?

An operating system (OS) is software that starts up a computer and keeps it
running and responding to your commands. Operating systems have several
important jobs. An operating system

* Runs applications (useful programs like word processors, calculators,
and so on) and enables you to interact with them.

v Creates and maintains the user interface that you see onscreen, such as
the icons you click and the dialog boxes you see.

v Controls and manages the file storage system, so you can save and
open data files in your applications and manage the files that run your
applications.
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v Communicates with the hardware, giving it instructions to accomplish
the tasks you request, such as printing your work.

Don’t look to the operating system for fun or productivity — that’s not its
job. For example, you can’t use it to produce a newsletter, send an email,
draw a picture, or look something up online. However, the operating system
contributes to all those activities because it enables applications to run that
can do all those things.

Types of Operating Systems

Each OS is optimized for the hardware it runs on and the tasks the user is
likely to want to perform. For example, the OS on a tablet computer is compact
because there’s not much storage space for it, and it’s easy to use because
most tablet users aren’t computer professionals. On the other hand, the oper-
ating system for a server is designed to give a computer professional many
options for managing and configuring a network and its devices, and neither
compactness nor ease-of-use are major factors in that.

Some operating systems are designed to run on just one specific platform. A
platform is a type of hardware. For example, most Windows-based comput-
ers run on the Intel platform, sometimes called the IBM-compatible platform.
Several other operating systems can also run on that platform, including
Linux and recent versions of Mac OS X. On the other hand, most tablets and
smart phones support only one operating system — the one they come with.

An operating system can have either a graphical user interface (GUI) or a
command-line interface. GUI interfaces are the norm in operating systems
designed for personal computing devices like desktops, notebooks, tablets,
and smart phones. Users interact with the graphics they see onscreen by
using a keyboard, mouse, or touchscreen. In a command line interface, you
type each command manually; the area of the screen where your typing
appears is the command prompt. You have to memorize the commands to
use, or keep a reference book handy.

Why on earth would anyone want to type commands at a command prompt,
if they had any other choice? Well, primarily because it’s easier to do certain
things at a command line than it is to do them in a graphical environment.
Most such things are pretty technical and only IT professionals do them.
That’s why a command line interface is found primarily in operating systems
designed to be used on servers, such as UNIX and Linux. Figure 3-1 compares
a GUI OS with a command-line OS.
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There are two main operating systems for desktop and notebook computers:
Apple and Intel (IBM-compatible). A third OS, Linux, is somewhat of a spe-
cialty item, but has a small, devoted following.

Mac 0S X

The Apple Macintosh platform uses the Apple operating system: Mac OS X
(pronounced Mac O-S-X, although the X technically is the Roman numeral ten).
This OS has an easy-to-use GUI interface. Mac O X versions have code names
as well as version numbers. Figure 3-2 shows the Mavericks version (version
10.9) of Mac OS X.

Apple has lately started making Mac hardware that can also run the Windows
operating system. However, because Macintosh hardware is more expensive
than IBM-compatible hardware, most people who buy an Apple computer do
so because they want to run Mac OS X.

Macintosh computers have a reputation for being the choice of graphics and
page layout professionals, and in most large commercial publishing and print-
ing offices, Mac computers are the standard. Are they really better for these
tasks? That’s a matter of opinion. They used to be because the best high-end
page layout and graphics editing software was written for Macs. Nowadays,
however, with the same applications available for both, it’s largely a matter of
past history continuing to affect public perception.

b7
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Figure 3-2:
Mac 0S X.
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Microsoft Windows

Microsoft Windows is by far the most popular operating system in the world,
with an estimated 90 percent of all computers in use today running some ver-
sion of Windows. It is also a GUI interface and is easy to use. Because it’s the
most popular, more applications are available for it. You'll very seldom run
into an application that doesn’t have a Windows version.

Windows 8.1 has two interfaces. The Start screen, which was new with Windows
8, is where you go to launch most applications. You can pin shortcuts to your
favorite applications there for easy access, as shown in Figure 3-3. The desktop
is the more traditional Windows interface, shown in Figure 3-4, with a taskbar

at the bottom of the screen and applications appearing in rectangular windows.
You learn much more about Windows 8.1 in Chapter 4.
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Figure 3-5:
The Ubuntu
Linux shell.

|

Linux

Linux is a free operating system that runs on a variety of platforms, including
IBM-compatible PCs, servers, tablets, and smart phones.

Linux was developed by a guy named Linus Torvalds. The name Linux is

a combination of Linus and UNIX. Linux is open-source, which means that

Mr. Torvalds retains ownership of his original code, but it is free to the public
to use in any way they see fit. Users are free to modify the code, improve it,
and redistribute it. Developers are not allowed to charge money for the Linux
kernel (that is, the main part of the operating system), but they can charge
money for distributions (distros for short), which are packaged collections
of add-ons, shells, and utilities for Linux. Some of the most popular distros
include Ubuntu Linux and Red Hat Linux.

At its most basic level, Linux is a command line OS, but you can install a shell
for it that places a GUI environment over the top of it so you can interact with it
like you would Windows or Mac OS X. A variety of different shells are available.
Figure 3-5 shows the Ubuntu Linux shell, for example. Linux is very flexible and
customizable that way; you can customize it to run servers too, and even hand-
held devices. (Android, a popular OS for smart phones and tablets, is a variant
of Linux.)
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Linux is a little more difficult to install and configure than either Windows or
Mac OS X, and there are fewer applications that run on it, so having Linux on
a desktop or notebook PC is mostly the domain of computer experts who are
either trying to pinch pennies by not paying for one of the commercial oper-
ating systems or unhappy with Microsoft and using their choice as a protest.

Operating Systems for Netbooks

|
Figure 3-6:
The Chrome
0S screen.
|

Recall from Chapter 1 that a netbook is a small notebook computer with
lesser specs than most, used primarily to access the Internet. On a netbook,
you don’t need or want a big bulky operating system — you want an operat-
ing system that is going to run fast on minimal hardware. In other words, you
want a thin client.

Chrome is the name of both an operating system and a web browser, both pro-
duced by Google. Chrome OS is a very popular thin client that is a variant of
Linux. This simple operating system comes preinstalled on many netbooks. It
contains a simple file manager, the Google Chrome web browser, and a media
player. It doesn’t run most applications designed for other operating systems.
Figure 3-6 shows a Chrome OS screen.

Chrome is far from the only thin-client OS. Several other open-source operating
systems include Haiku, openThinClient, and Thinstation.
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Operating Systems for Tablets
and Smart Phones

Tablets and smart phones have special operating-system needs. They use
solid state storage, which is expensive, so the amount of storage space is
limited. Therefore a large operating system is impractical; the OS must be
simple, easy to use, and above all, compact in size. The OS comes prein-
stalled on a static memory chip on tablets and smart phones, so these plat-
forms are often referred to as system-on-chip (SoC). A separate memory chip
(or group of chips) is used to hold the data you create and the extra applica-
tions you install.

Portable Apple devices (iPhone and iPad) use an operating system called iOS.
Its main advantage is popularity — because it’s so popular, thousands of apps
are available for it via the Apple Store. Figure 3-7 shows an iPad screen with
iOS as the operating system.
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|
Figure 3-8:
The
Windows
Phone.
|

The main competitor to iOS is Android, an open-source OS created by Google.
Android is popular on low-end tablets because it is free, and because many
apps are available for it, and most of them are free. Many smart phones also
use a version of Android.

Microsoft has two different versions of Windows for portable devices. For
tablets, there is Windows RT, which looks a lot like the Start screen from
Windows 8.1 but lacks the desktop component; it is designed to run on SoC
devices such as tablets. Most desktop applications won’t run on a Windows
RT system. For smart phones, there is Windows Phone, an OS designed spe-
cifically for phone use. Figure 3-8 shows a Windows Phone display.
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Learning How Operating Systems
Talk to Hardware

As I mentioned at the beginning of this chapter, one of the jobs of an OS is

to communicate with hardware. The problem with that, though, is that each
piece of hardware speaks a different language, and they are all different from
the language that the operating system itself speaks. Device drivers help the
operating system and the hardware communicate. They are files that trans-
late the operating system’s requests into the language of a particular device,
and then translate back again when the device sends a message in return.
Each device driver is designed for one specific device and one specific oper-
ating system version, although it may work, fully or partially, with other simi-
lar devices or operating system versions.

A device driver can make or break a device’s performance, and often when a
device appears to be malfunctioning, it’s actually the driver’s fault. For exam-
ple, if you are playing a game and big white patches appear on the display in
certain parts of the game, the display adapter’s driver is probably at fault. It
might be corrupted, but more likely it is just out of date or incompatible with
the game. Downloading and installing an update for the driver might correct
the problem.

When you install a new piece of hardware, the operating system uses a tech-
nology called plug-and-play to identify the device and locate a driver for it if
possible. Thanks to plug-and-play, users can set up most devices by simply
connecting them, and perhaps running a software utility that came with the
hardware.

Over time, new versions of drivers become available online. Different operating
systems have different means of keeping drivers up to date. In Mac OS X, for
example, driver updates are downloaded automatically along with OS updates.
In Windows 8.1, you can view driver versions and install new drivers in the
Device Manager utility. You can also roll back an updated driver to the previ-
ous version if system problems occur after you install an update.
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In This Chapter
Finding your way around in Windows 8.1
Running Windows applications
Controlling application windows
Managing files

Using a home network

WHdows 8.1 is the operating system that comes preinstalled on most
new computers today. You can think of Windows as the taskmaster of

your computer — you tell Windows what you want to do, and it directs your
computer to do it. You don’t typically talk to your computer to get it to do
something (although a few grumbles now and then don’t hurt); instead, you
make selections from what you see onscreen using the computer’s mouse,
keyboard, or touchscreen.

In this chapter, you learn the basics of Windows 8.1, including how to run
programs and manage files with it. Armed with this knowledge, you’ll be able
to use applications in Windows to do what you want to do, whether it’s play
games, write letters, use the Internet, or listen to music and watch videos.

Getting Around in Windows 8.1

Windows 8.1 has two main interfaces: the desktop and the Start screen.
Depending on how your computer is set up, one or the other of these appears
automatically when you start your computer.

Understanding the Start screen

The Start screen is like a bulletin board that contains pinned shortcuts to
applications. A shortcut is a graphical object (usually a picture or a rectangu-
lar block) that opens a particular file, folder, or application when you click it.
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|
Figure 4-1:
The
Windows 8.1
Start

screen.
|

The Start screen starts out with a default set of shortcuts pinned to it, but
you can pin shortcuts to your own favorite applications to it, and unpin
shortcuts that you don’t use. The Start screen replaces the Start menu in ear-
lier Windows versions.

Each pinned item on the Start screen appears as a rectangular tile. Figure 4-1
shows the Start screen; yours may have different tiles on it, or the tiles may
be different sizes.
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The Start screen might appear automatically at startup; if it doesn’t, you can
access it by pressing the Windows key on your keyboard. Or, if the desktop
appears, you can click the Start button in the lower-left corner of the desktop
to access the Start screen.

If there are a lot of shortcuts pinned to the Start screen, you might not be
able to see them all at once. Use the scroll bar at the bottom of the screen
to scroll to the right to see the rest, or if you are using a touchscreen, swipe
(drag your finger) from right to left to scroll the display.
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Understanding the desktop

The desktop, along with the Start screen, forms the main interface of
Windows 8.1. By default, the desktop is rather bare. It consists of a graphi-
cal background with a single icon on it. (An icon is a picture that represents
an object, such as a file, folder, or application.) The desktop also includes a
taskbar. The taskbar is the thin horizontal bar at the bottom of the screen. It
serves multiple purposes, as shown in Figure 4-2:

File Edit Format View Help

Figure 4-2:
The
Windows 8.1

desktop.
3 & | caiculato & Untitied - ~ o %10PM
c = Calculator " j Untitled - Notepad =5l s ENG 66018

v The taskbar contains the Start button, which opens the Start screen. You
can also right-click the Start button to open a shortcut menu of common
commands and locations.

v You can pin shortcuts to the taskbar. By default, there are two there:
Internet Explorer and File Explorer. Pinned shortcuts appear at the left
end of the taskbar.
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1 When applications are running, icons for them appear immediately to
the right of the pinned shortcuts. For example, in Figure 4-2, there are
two applications running: Calculator and Notepad. Notice that the icons
for these two appear with a lighter background than the background
of the taskbar itself; this indicates that those icons are for running pro-

grams, not just pinned shortcuts.
v At the far-right end, the current date and time appear.

v To the left of the date and time are icons for utilities or features that
are running in the background, such as the volume control, the battery
monitor (on a portable PC), and the network connection indicator. This

area is called the notification area, or system tray.

Using the Charms bar

The Charms bar is a pop-up vertical bar along the right side of the screen
that displays five special icons, called charms. See Figure 4-3. You can display
the Charms bar, move the mouse pointer to the bottom right corner of the
screen, or if you have a touchscreen, swipe in from the right.

|
Figure 4-3:
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screen is Wi 9.11 June 16
the Charms
bar.
|
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Each of the charms performs some special function that Windows 8.1 users
frequently need. From top to bottom, they are

v Search: Opens a Search screen, from which you can search for any appli-
cations, settings, or files on your computer or online.

v+~ Share: Enables you to share links, photos, and more with your friends
and social networks without leaving the app you're in.

v~ Start: Takes you to the Start screen, or if you're already on the Start
screen, back to the last app you were working with.

v Devices: Enables you do things like sending files and streaming movies
to printers and TVs.

1 Settings: Provides access to many common system settings, such as
brightness, volume control, and notifications, as well as access to the
Control Panel. You also can shut down your PC from here, as you dis-
covered in Chapter 2.

The exact options that appear when you click a certain charm depend on the
context — that is, they depend on what’s on the screen at the moment. For
example, when you choose the Settings charm with the desktop displayed, you
get different choices than when you choose it with the Start screen displayed.

Running Applications

Computers exist for one basic reason: to run applications. An application is a
program that performs some useful function. For example, there are applica-
tions that create spreadsheets, play games, edit photos, and access email,

to name only a few. The applications installed on your PC determine the
down-to-business tasks you can perform with it, as well as the entertainment
options you have available (games, movies, music, and so on).

There are two kinds of applications in Windows 8.1. Desktop applications are
traditional-style applications designed to run on the Windows desktop in win-
dows that are typically resizable. Windows 8 apps are applications that only
run on Windows 8 and 8.1. They typically run full-screen. Their interfaces are
different, as you will learn later in this chapter.

Starting an application

If the application you want to start appears on the Start screen, you just click
or tap its shortcut. If it doesn’t appear there, click the down-pointing arrow
at the bottom of the Start screen to display the Apps list, shown in Figure 4-4.
This is a list of all installed applications.
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|
Figure 4-4:
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To pin an application to the Start screen, right-click it on the Apps list and
choose Pin to Start.

You can also start applications from their pinned shortcuts on the taskbar or
the desktop. Click a pinned taskbar shortcut icon, or double-click a pinned
desktop shortcut icon, to start the application.

After you start an application, one of two types of interfaces opens, depend-
ing on the type of application it is. Traditional desktop applications run in

a window, with the desktop as a background. You can move and resize the
window (covered later in this chapter), and you can have lots of windows
open at once, arranged so you can see all of them. (See Figure 4-5.) Desktop
applications typically have a menu system or some toolbars or a ribbon at
the top of the window for issuing commands.

A Windows 8 app, on the other hand, typically fills the entire screen, and may
not have any visible controls. Right-click to display a command bar at the
top or bottom of the screen with commands you can execute. See Figure 4-6,
which has a command bar at both the top and the bottom. Windows 8 apps
are designed to work well with touch screens; their controls and commands
are larger and simpler than those in desktop applications.
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|
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Switching among applications

When there are multiple applications open at once, you can switch among
them freely. There are many ways to do this, depending on the types of
applications and whether you prefer to work with the keyboard, mouse, or
touchscreen.

For desktop applications, you can switch to an application’s window by click-
ing any visible part of the window, or by clicking the application’s icon on
the taskbar. You can point the mouse pointer at an icon to see a thumbnail
preview of the application. See Figure 4-7. Windows 8 apps also have an icon
in the taskbar (if you have Windows 8.1 or higher), so you can switch to them
that way too.

Document - WordPad

ﬁ; Untitled - Paint

For Windows 8 apps, you can swipe the touchscreen from the left to switch
to a different app. (The desktop is considered an app itself, so you can toggle
between your Windows 8 apps and the desktop this way, but not between
specific open desktop apps.)

With the mouse, you can manage open Windows 8 apps by moving the
pointer to the upper-left corner. When you see a thumbnail image appear
there, move the mouse pointer down the left edge of the screen until a bar
appears with thumbnails of running apps. From there, you can click the app
you want to switch to.
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For all types of apps, you can hold down the Alt key and tap the Tab key. A
bar appears in the center of the screen with thumbnail images of the open
apps. Each time you tap Tab, a different one is selected. When the desired

app is selected, release the Alt key.

Closing an application

For traditional desktop apps, you can easily close the application window by
clicking the Close (X) button in the upper-right corner of the window. You can
also right-click the app’s icon on the taskbar and choose Close window. If the
application has a menu system, there is probably also an Exit or Close com-
mand on the leftmost menu.

For Windows 8 apps, you can move the mouse pointer to the top of the
screen to make a title bar appear, and then click the Close (X) button in the
title bar. (That works in Windows 8.1 and higher only.)

If you have a touchscreen, you can drag from the top of the window all the
way down to the bottom of the screen to close a Windows 8 app. You can do
the same thing with a mouse by dragging (with the left mouse button held
down) from the top of the app window to the bottom of it. You can also move
the mouse to the top of the screen, so that a title bar appears for the app,
and then click the Close button (X) on it.

Working in a desktop application

Desktop applications, as a general rule, have a menu bar or a ribbon. On a
menu bar, click a menu name to open a menu, and then click a command
on the menu. Some menu-based applications also have one or more tool-
bars, which are rows of graphical icons that represent common commands.
Figure 4-8 shows an application with both a menu and a toolbar. In some
applications, the menu bar is hidden by default; you can make it appear by
pressing the Alt key.

In applications that use a ribbon instead of a menu bar, click a tab to display
the desired set of buttons, and then click the button that represents the com-
mand you want to execute. See Figure 4-9.
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Working in a Windows 8 application

Windows 8 applications have their own unique control methods. At first,

new users may be taken aback by Windows 8 app because it lacks any of the
familiar components of a Windows desktop application. For example, it’s not
in a resizable window, there are no window controls in the upper-right corner,
and there is no ribbon or menu system. It’s not obvious how to proceed.

Here’s a giant clue when it comes to Windows 8 apps: When in doubt, right-
click. Right-clicking usually brings up a command bar with buttons for issu-
ing commands such as starting a new data file, saving your work, or setting
options.

Controlling Application Window's

Application windows are different in Windows 8.1 depending on whether you
are working with a desktop app or a Windows 8-style app. (Sensing a pattern

yet? Windows 8 apps are very different from anything else you have probably
encountered in the Windows world.)

For desktop applications, all the same window-control commands and but-
tons are the same as they’ve been for the last decade’s worth of Windows
versions. You can minimize a window so that it shrinks to just an icon on the
taskbar, maximize a window to fill the screen, or restore a window to a resiz-
able rectangular area that can be moved around on the desktop and resized
as needed.

For Windows 8 applications, there are no windows in the traditional sense.
Each app fills the entire screen when it is active. However, as you will learn
later in this chapter, you can run two Windows 8 apps side by side.

Managing desktop windows

Windows that appear on the desktop can have any of three states:

v Maximized: The window fills the entire desktop. Maximize a window
when you want to concentrate on the program or document in that
window and nothing else.

+* Restored: The window is open but not inflated to full-screen size.

v Minimized: The window is still open, but it’s hidden from view. An icon
for the application appears on the taskbar.
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Figure 4-10:
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You choose the window’s state with the buttons in the window’s upper-right
corner, as shown in Figure 4-10. The leftmost button is Minimize. The center
button is either Restore or Maximize, depending on the window’s current
state. (When the window is already maximized, the button is Restore; when
the window is already restored, the button is Maximize.)

- oM

The rightmost button (X) is Close. This button closes the window, and closes
the application too.

When a window is not maximized, you can move and resize it on the desktop.
To move a window, drag its title bar. To resize a window, drag anywhere on its
border (except at the top, because that’s where the title bar is). Dragging a
corner enables you to resize both dimensions at once. When you position the
mouse pointer over the border of a window, the pointer changes to a double-
headed arrow when it is positioned correctly for resizing.

Arranging Windows 8 apps

Windows 8 apps are designed to run full-screen. They can’t be windowed like
the traditional desktop applications.

However, you can use the Snap feature to make a Windows 8 app occupy only
one side of the screen, rather than filling it completely. You can then do the
same to another app, so that the two of them are side by side and you can see
them both at once. Figure 4-11 shows the People app and the Calendar app.

To snap an app, start dragging the top of it downward, as if you were going
to close it, but instead of dragging all the way to the bottom, pause in the
center of the screen. The app appears as a thumbnail image, and a vertical
bar appears onscreen. Still holding down the mouse button, drag to the left
to make the vertical bar appear on the left, or drag to the right to make the
vertical bar appear on the right. Then release the mouse button to drop the
app into the space between the vertical bar and the edge of the screen.
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After you’ve got one app snapped into place, go back to the Start screen and
open another. The second app nestles itself into the remaining space next to
the first app.

You can drag the divider line between the two apps to change their respec-
tive shares of the screen space.

P The desktop itself is seen as an app in the eyes of the Windows 8 interface,
so you can place it side-by-side with a Windows 8 app if you like. Just drag
down from the top of the desktop until the desktop turns into a thumbnail
image, and then drag it left or right to snap it into place, just like you would a
Windows 8 app.

Managing Files with File Explorer

File Explorer is the primary tool for working with files in Windows 8.1. No
matter which folder or drive you are viewing at the moment, the same basic File
Explorer interface is in effect. In the following sections, you will learn how com-
puter storage is logically organized and how to use File Explorer to work with it.
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Understanding file storage

Your computer has hundreds, maybe even thousands, of files on it. They’re
nicely organized into folders to keep track of them. For example, you have a
Windows folder that holds the system files needed to keep Windows up and
running, and you have a Program Files folder that stores the files you need to
run your installed apps.

Your hard disk drive is the main storage unit. It holds the operating system
files, the files for the installed apps, and probably a lot of your own personal
files too, such as your word processing documents and spreadsheets. Your
main hard-disk drive is probably internal, meaning it’s inside the computer
box. You can also have other hard disk drives besides the main one, and the
other drives can be either internal or external.

In addition to hard disk drives, you can also store and retrieve files from opti-
cal discs (like CDs and DVDs) and flash RAM drives that you connect to your
computer’s USB port.

A file can be stored directly at the top level of a drive’s organizational system,
or it can be stored in a folder on that drive. The top level of a drive is called
the root directory; it’s like the lobby of a building. It’s the entryway to the disk.
On a small-capacity drive, like a USB flash drive, you might be able to get
away with storing most (or all) files in the root directory because you’re work-
ing with a limited number of files. The list is not unmanageable to browse.
However, when you start getting into higher capacity drives, like your main
hard-disk drive, folders are a necessity because they help you keep things
sorted.

File locations on a disc are described as a path. A path begins with the drive
letter and a colon, followed by a slash sign (\). If the file is in the root direc-
tory, the file name appears immediately after the slash, like this: C:\myfile.
txt. If the file is in a folder on the disk, the path shows the folder name, then
another slash, and then the file name, like this: C:\schoolwork\myfile.txt.

You can have folders within folders to further organize and segment your file
storage. For example, within the C:\Windows folder on your hard disk is a
Help folder, and within that folder there’s a Windows folder, and within that
folder there’s a ContentStore folder, and within that folder is an en-US folder,
and within that folder is a file called art.mshc. The path to this file can be
written as follows:

C:\Windows\Help\Windows\ContentStore\en-US\art.mshc
Paths are represented in Windows 8.1 in several different ways. You may see

a path in an Address bar shown with right-pointing triangle arrows between
each folder, as in Figure 4-12.
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Paths are also sometimes represented by folder trees, which are visual repre-
sentations of the hierarchy of the folder system. The navigation pane shows
a partial folder tree of the previously referenced path in Figure 4-13 (from the
Help folder downward). Notice how the folders directly involved in the path
being illustrated have black triangles next to them, indicating those levels of
folders are expanded in view at the moment. The white triangles indicate a
collapsed folder.
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Browsing drives and folders

To open File Explorer, click the File Explorer shortcut pinned to the taskbar in
Windows 8.1, or right-click the Start button and choose File Explorer. The File
Explorer interface consists of two main panes. On the left is the navigation
pane, which provides shortcut links to various locations you can browse and
a folder tree of the entire local drive system (under This PC). On the right is
the content pane, which shows the names of the files and folders in the cur-
rently selected location. At the top is an address bar, which shows the cur-
rent location’s path. See Figure 4-14.
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To browse to a certain location, click the shortcut for it in the navigation
pane. The Favorites section of the navigation pane contains shortcuts for the
most common destinations; you can add your own shortcuts there too by
dragging and dropping a folder onto that list. Below the shortcuts, there are
icons for OneDrive, HomeGroup, and This PC.

If there’s no shortcut readily available for the location you want to browse to,
start by clicking This PC in the navigation pane, and then choose the drive,
and then choose the folder, and so on, until you arrive at your destination.
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You can also move between locations by using the triangle arrows on the
address bar. Clicking one of them opens a drop-down list of other locations at
that same level in the folder hierarchy. For example, in Figure 4-15, I'm click-
ing the arrow that follows the C: drive, and I'm seeing a list of other folders
that are on that drive.
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Creating a new folder

Besides the folders already on your disk drives, you can also create your own
folders. For example, you might create a folder called Books to store the data
files for the books you are writing, or you might create a folder called Taxes
to store the data files from your tax preparation software.

You can create the new folders anywhere you like. You might want to create
them in the root directory of the C: drive, for example, so that they will
appear on the top-level list of folders when you browse the C: drive’s content.
Alternatively, you might create them in the My Documents folder, or on some
other drive, such as a USB flash drive you plan to share with others or take to
another computer.

/1
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To create a new folder, use any of these methods:

v Click the New Folder button in the Quick Access Toolbar of the File
Explorer window. The Quick Access Toolbar is the set of icons at the left
end of the File Explorer window’s title bar. Figure 4-16 points them out.

Home Share

v Press Ctrl+Shift+N.

v Right-click an empty area of the content pane, point to New, and click
Folder.

Selecting files and folders

Windows has many commands you can issue to do things to files and folders,
but first you must select the file(s) or folder(s) you want the commands to affect.

Selecting a single file or folder is simple: Just click it. The file or folder name
becomes highlighted, indicating it is selected.

To select a group of contiguous items, click the first one, hold down the Shift
key, and click the last one. Everything in-between becomes selected too, as
well as the two items you clicked. To select a group of non-contiguous items,
click the first one, hold down the Ctrl key, and click each individual item to
include in the selection; then release the Ctrl key.

In File Explorer, you can select items only in the content pane, and only from
the currently displayed location. So, for example, you can select three files at
once that are in the same folder, but you cannot select three files that are in
three different folders.

Changing the file listing view

You can change the way the files and folders appear in the content pane of
File Explorer by selecting a different view. The Details view, which was shown
in Figures 4-12 and 4-14, shows the file’s name, its date modified, and its type.
You can also choose to show them in List view (same as Detail but without
the details), or as small, medium, large, or extra large icons.
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In the lower-right corner of File Explorer are two icons for quickly switching
to Details and Large Icons views. If you want some other view, click the View
tab, and then select the desired view from the Layout group. See Figure 4-17.

Searching for files

If you can’t easily locate the file(s) you seek by sorting and grouping, you
might want to try searching for them. Searching creates a filter, and displays
only files that meet the filter criteria.

You can perform a quick keyword search by clicking in the Search box (in

the upper-right corner of File Explorer) and typing the word there that you
want to find. Windows will search not only the file and folder names, but also
within files, and if you have a Microsoft email program such as Outlook, it will
search within email messages and contacts too.

If you want more control over the search, click in the Search box and then
click the Search tab. (The Search tab becomes available when you click in the
Search box.) On the Search tab, you'll find options for specifying where to
search and what properties the found content must have (such as date modi-
fied, size, or type of file).

Copying or moving a file or folder

You can move and copy files freely from location to location. However, be care-
ful in doing so because if you move the files that an app needs to run, the app
won’t work anymore. That includes Windows itself too; if you move any files
out of the Windows folder, Windows might decide not to work anymore too.
When you aren’t sure whether a file is needed in its current location in order
for something to function, your best bet is to copy it rather than move it.

Data files, on the other hand, are generally safe to either move or copy. Any
files you have created yourself in an app can be moved or copied anywhere
you like without any adverse effects to the program.
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There are many different ways to move or copy files and folders in Windows 8.
The simplest is to just drag-and-drop the item(s) where you want them.

You have to have two File Explorer windows open at once to drag-and-drop
between locations — one for the original location and one for the destination.
To open an additional copy of File Explorer, hold down Shift as you click the
File Explorer icon, or as you double-click a folder in an existing File Explorer
window. For some locations, you can also right-click a shortcut to the loca-
tion and choose Open in New Window.

Does drag-and-drop move, or does it copy? That all depends on where you
are drag-and-dropping to and from. If going from one location to another on
the same disk drive (that is, the same drive letter), drag-and-drop moves. If
going to a different disk drive, drag-and-drop copies. If you want something
other than the default behavior, you can get it, though: To ensure a move,
hold down Shift as you drag. To ensure a copy, hold down Ctrl as you drag.

You can also use the Clipboard to move and copy. The Windows Clipboard is
a temporary storage area in memory. When you issue a Cut command, you
move the selection to the Clipboard; when you issue a Copy command, you
copy the selection to the Clipboard. Then you display the destination loca-
tion and issue the Paste command.

Yet another way to move and copy is with the Move To and Copy To buttons
on the Home tab. Select the items to be moved or copied, and then use one
of these buttons to select a destination location from among recently viewed
locations, or click Choose location to select a location not on the list.

Deleting and recovering files

Here are some ways to delete a file or folder (or a group of them, if you've
selected multiples):

1 Press the Delete key.

v Drag the selection to the Recycle Bin icon on the desktop.

v Right-click the selection and click Delete.

v Click the Delete command on the Home tab.
Deleting a file removes it from the location where it is stored. Depending on
your system settings, it may not be gone forever, though; by default, deleted
files on the hard disk drive go to the Recycle Bin, a temporary holding area.
You can retrieve deleted files from the Recycle Bin at any time. The Recycle

Bin retains deleted files until you empty the bin, delete specific files from the
bin, or run out of room on your hard disk.
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Using a Home Network
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Networking: it’s a good thing, to borrow a phrase from Martha Stewart.
Networked computers can share files and printers with one another, and can
share an Internet connection. You can also use your network to share music
and video files between computers, transfer TV shows from your home the-
ater system to your PC (with the right software to do so), and access your
handheld and gaming devices from your computers.

A network is a group of computers and other devices that can share data with
one another. There are many types of networks, from very small to very large.
A network in which all the computers are physically located in the same
place is a local area network (LAN); a network in which the computers are
geographically spread out is a wide area network (WAN). If you create a net-
work in your own home or office, it will likely be a LAN.

Some use cables to make the connections (wired networks); others use radio
waves or infrared (wireless networks). Your network can consist of either
wired or wireless connections or a combination of the two.

The most common technology for computer networking today is called
Ethernet. It’'s so common that you can generally assume that any computer
network you encounter is Ethernet unless told otherwise. The term Ethernet
technically refers to both wired and wireless types, but in popular usage, the
term Ethernet has come to mean the wired type, whereas the wireless type
has come to be called Wi-Fi.

There are actually several other types of networks besides Ethernet you may
encounter, although you might not think of them as networks. If you con-
nect a Bluetooth headset to a cell phone, for example, you've just created a
Bluetooth network. And if you access the Internet on a smartphone or tablet
via your cell phone provider’s service, you're participating in a 3G or 4G
network.

Big businesses do networking on a large scale, with certain computers set
aside to be servers — that is, to provide services to the other computers,
rather than being used by an individual person. The computers that individ-
ual people use are called clients in that environment, and that type of network
is known as client/server.

The type of network you will probably want for your own home, though, is one
in which each computer is used by an individual, and there aren’t any servers.
This type of network is called a workgroup, or a peer to peer (P2P) network.
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Figure 4-18:
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Assessing your current network

Your computer may already be connected to a network. If you already have
Internet connectivity on your PC, and there are multiple PCs in your household
that all share that connection, your network is probably already good to go.

Take a moment to identify your current networking and Internet equipment.
Find your broadband modem, to start with: that’s the box with the flashing
lights that delivers your Internet service (via cable, DSL, satellite, or some
other method). The broadband modem is probably connected to another
box, also with flashing lights. That’s the router. Sometimes the router and the
broadband modem are a single, dual-purpose device, so you might not have
two separate boxes.

Each of your computing devices connects to the router, either with a cable
(wired access) or wirelessly. If you have a wired connection, then you have
an Ethernet cable that plugs into your computer. An Ethernet cable, used

for wired Ethernet connections, looks like a telephone cable but it’s thicker,
and the plug is slightly wider. The other end of the cable looks the same, and
plugs into your router.

Look in the notification area for a Network icon, and then point the mouse at
it to see a pop-up message telling you your current connection status. The
more white bars, the stronger the connection. Point to the icon and read the
tooltip, as in Figure 4-18.

Sycamore_Kn
Internet acc —

You may see one of these messages:

+* Internet Access: You have an Internet connection.

+* No Internet Access: You have local network access, but no Internet.
That probably means you don’t have an Internet service hooked up to
your router, or that the one you have isn’t working.
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+” Not connected — Connections are available: There are wireless net-
works available, but you haven’t connected to one yet. Along with this
message, you may see a star on the network icon.

1 Not connected — No connections are available: Your computer can’t
find any networks to connect to. There may not be any, or your comput-
er’s wireless network adapter may be disabled or malfunctioning. Along
with this message, you may see a red X on the network icon.

For a wired connection, there’s no need to do anything to enable the connection
in Windows; the connection begins when you plug in the cable. For a wireless
network, you must connect to the network — at least the first time. You can
indicate that you want this connection to be reestablished automatically when-
ever you'’re in that network’s range, so you have to manually connect only once.

Setting up network hardware

If you failed to detect an existing network in the previous section, you might
need to buy some hardware and create one. To create a network, you’ll need
the following:

v An Ethernet adapter (wired) or Wi-Fi adapter (wireless) in every com-
puter that will participate in the network. Most computers have some
type of built-in adapter. Desktop PCs usually have the wired type, and all
types of portables usually have the wireless type.

v A router, which is a box into which you connect each of the computers,
either with a cable or wirelessly with Wi-Fi. If you have some wireless
devices to include in your network, get a wireless router. (Wireless rout-
ers support a limited number of wired connections too.)

A router has several ports on it. The one that looks different from the other
(different color, separated from the others, or in some other way, and possibly
labeled WAN or Modem) is for your Internet connection. The rightmost port

in Figure 4-19 is the different one, for example. Run an Ethernet cable (which
probably came with the router) from your broadband modem to the router

to share the Internet connection with all the computers on the network. The
other ports are for wired network connections; connect any computers that
have wired network adapters to these ports. If it’s a wireless router, it may also
have an antenna on it, enabling wireless devices to connect with the router.
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Figure 4-19:
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A wireless router won'’t have any security set up initially; you’ll need to do
that yourself if you want it. Security prevents others from using your wireless
connection without your permission. If you plan on sharing files on your local
network, you will want security. Follow the steps in the manual that came
with the router to enable it. If you have a choice of types, choose WPA2 with
AES. Make a note of the password you assign when you set up the security.

Connect each computer to the router in some way — either with a cable or
by using a wireless connection through the computer’s operating system.

Connecting a computer to
a wireless network

With a wired connection, once you run the cable to the router, you're good to
go. With a wireless connection, however, you have to establish the connec-
tion manually (at least the first time). In Windows 8.1, here’s how to connect
to a wireless network:

1. In the notification area on the desktop, locate the wireless networking
icon, as shown in Figure 4-18.

2. Click the wireless networking icon. A pane appears listing all the
available wireless network connections, as in Figure 4-20.

The ones with a shield and an exclamation point on them are open net-
works (no security).
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3. Click the desired network; a Connect button appears.

4. (Optional) Select the Connect Automatically check box. If you do so,
Windows will reestablish this connection automatically in the future,
so you won’t have to go through these steps again.

5. Click the Connect button.

6. If prompted for the network password, type it and press Enter.

7. Click away from the panel to close it.

After perhaps a minute of setup, you are connected to the wireless network —
or a message appears that you can’t connect, along with a Help Me Solve
Connection Problems hyperlink. Click that to troubleshoot if needed.
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If your network connection isn’t working, for whatever reason, right-click the
wireless networking icon in the notification area and choose Troubleshoot
Problems. Then follow the prompts to use a Windows troubleshooting utility.

Getting better wireless signal strength

A typical wireless router can transmit signals throughout a 100-meter radius
when you set it up indoors. Walls and floors, especially thick ones like those
in older homes, decrease that range significantly.

Here are some tips for wireless router placement to help optimize signal
strength throughout your house:

v Closer is better. Place the router as close as possible to the rooms
where you use computers with wireless network access the most often.

+* Don’t put the router in a closet. Remember, walls degrade signal
strength, and a closet is just another layer of wall barrier.

v Experiment with antenna positions. If your router has antenna that
rotate, try different angles to see which one works best. You can also
buy an antenna booster kit to increase the effectiveness of your antenna.

v Place the router higher up to possibly get a better signal strength. Try
placing the router on a tall bookshelf or on top of your refrigerator.

v Keep the router away from any other devices that also use RF (radio
frequency) signals. Cordless phones, baby monitors, and wireless stereo
speakers are RF devices. Don’t locate the router near a microwave oven
because when the oven is operating, it can interfere with the RF signal.

Sharing files and folders on a network

If you want to share your personal folders on the network (Documents,
Pictures, and so on), an easy way to do so is to create a Homegroup.
Homegroup is a feature of Windows 7 and higher that enables you to quickly
create a small trusted network of local computers. Any computer on your
network can initiate the Homegroup. Then other computers can join the
Homegroup by typing the password (automatically generated when the
Homegroup is created).

Being part of a Homegroup is optional; you don’t need a Homegroup to share
files and printers on your network. Only Windows 7 and Windows 8 computers
can be part of a Homegroup, and if you have both of those on the same net-
work, you must create the Homegroup from one of the Windows 8 computers.
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Follow these steps to create a Homegroup on a Windows 8.1 computer:

1.

Right-click the networking icon in the notification area and choose
Network and Sharing Center.

. In the lower-left corner of the screen that appears, click the

HomeGroup hyperlink.

. If you are not already a member of a Homegroup, you will see either

a Create button (if there is no Homegroup) or a Join Now button (if
there is already a Homegroup on your network). Click whichever one
appears to begin the process.

4. Click Next to access the Share with Other Homegroup members list.

5. Open the Permissions drop-down list for each library or folder to be

shared and choose Shared or Not Shared. See Figure 4-21.

6. Click Next.
7. If prompted for the Homegroup password, type it. You can get the pass-

Figure 4-21:
Choose
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word by going to any PC that is already in the Homegroup, following
steps 1-2, and then clicking View or printing the Homegroup password.

Share with other homegroup members

Choose files and devices you want to share, and set permission levels.

Library or folder Permissions

&= Pictures Shared

. Shared

& videos
&) Music

Shared

.Not shared

5] Documents

= Printers & Devices Shared

| Net ||

Cancel |
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You can also share individual folders with your Homegroup. To do so, right-
click any folder in File Explorer and choose Share With, and then select
Homegroup (view and edit) for full privileges, or select Homegroup (view) for
read-only access. See Figure 4-22.
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If you aren’t using the Homegroup feature, you can share a folder by following
these steps:

1. Right-click the folder in File Explorer, point to Share With, and click
Specific People.

2. To share it with everyone on your network, type Everyone in the
text box and then click Add. Then click Everyone on the Name list and
choose a permission level (Read/Write or Read). See Figure 4-23.

Or, to share with an individual user, click that user’s name on the Name
list and then choose a permission level (Read/Write or Read).

3. Click Share.
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Browsing other people’s shared resources

When a network connection is established, you can access the network loca-
tions that have been made available to you by other users. These can include
folders on a dedicated file server (in a large company, for example) or folders
on individual PCs that the owners have chosen to share. The network loca-
tions available depend on the PC’s network connectivity. Depending on your
network type, you may see PCs, network storage devices, network-aware
printers, media devices, and other resources.

One way to access a network location is to browse for it. You can do this by
opening File Explorer and then clicking the Network link in the Navigation
pane; a list of computers appears that are part of your workgroup or domain.
From there, you can see what a computer is sharing by double-clicking the
computer’s icon.
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Using a shared printer

If you have a local printer (that is, a printer that is directly attached to your
computer), you can share it with other people on your network, so that they
can send print jobs to the printer just as if the printer were locally connected.

Two types of printers can be available on a network: those that are truly
network-aware, and those that are shared with an individual PC. A network-
aware printer can be connected directly to the network’s router, so that it
doesn’t rely on any particular PC being active in order to be available. A
shared printer is dependent on the PC to which it’s attached. When the PC
sharing is turned off or disconnected from the network, the printer becomes
unavailable to network users.

The Add Printers utility enables you to install either local or network print-
ers. If you choose to install a network printer, it scans the network and pres-
ents you with a list of the available printers, both network-aware ones and
shared ones. You can tell the difference because a network-aware printer has
an IP address (a numeric address) listed for it; whereas a shared printer has a
network path containing the name of the PC to which it’s attached. To access
the Add Printers utility, open the Control Panel, and under the Hardware and
Sound heading, click View Devices and Printers.

Sharing your printer with others

You can make your own local printer available to other network users so that
they can set it up on their PCs. A shared printer shows a sharing symbol on
its icon, the same as with a shared folder.

If the other network users also run the same version of Windows, the needed
driver is copied to their PCs automatically when they set up the printer. If
other people on the network have other versions of Windows and would like
to use the shared printer, however, you must make drivers available for those
versions, or those users must supply their own drivers for the printer.

To share your printer, open the Control Panel, and under the Hardware and
Sound heading, click View Devices and Printers. Right-click the printer to
share, choose Properties, and click the Sharing tab. On the Sharing tab,
choose Share this Printer. See Figure 4-24. You can change the share name if
you like, or you can just click OK to share using the default name.
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In this part . . .

Learn about your options for connecting a computer to the
Internet and choose the best method for your situation

Find out how the web works and how to use web browser
software to explore it

Set up your computer to send and receive email and learn how
to compose and manage messages

Learn how cloud-based applications and storage work and
how they can benefit you




Chapter 5
Understanding Internet Basics

In This Chapter
Understanding what the Internet is
Exploring different types of Internet connections
Setting up an Internet connection

Troubleshooting Internet connectivity

F)r many people, going online is the major reason to buy a computer.
You can use the Internet to check stock quotes, shop, play interactive
games with others, and file your taxes, for example. The Internet can provide
wonderful ways to keep in touch with family and friends located around the
country or on the other side of the world via email or instant messaging. You
can share photos of your family or connect with others who share your hob-
bies or interests.

But before you begin all those activities, it helps to understand some basics
about the Internet and how it works.

This chapter helps you understand what the Internet and World Wide Web
are, as well as some basics about connecting to the Internet and how to trou-
bleshoot problems with your Internet connection.

What Is the Internet?

The “Internet,” “links,” the “web,” the “cloud” . .. people and the media
bounce around many online-related terms these days, and folks sometimes
use them incorrectly. Your first step in getting familiar with the Internet is to
understand what some of these terms mean.
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The Internet is a large network of computers that contain information and
technology tools that anybody with an Internet connection can access. The
Internet is the “big tent” under which all the individual technologies reside.

One of the main features of the Internet is the World Wide Web (or web for
short), a huge collection of documents with links to one another. An individ-
ual document is a web page. A related group of web pages published by the
same person or company is a website. To get around on the web, you use an
application called a browser. Browsers offer tools to help you navigate from
website to website and from one web page to another. Chapter 6 covers the
web in more detail.

Websites have many purposes: For example, a website can be informational,
function as a retail store, or host social networking communities where people
can exchange ideas and thoughts. When you conduct business online, such

as buying or selling items, it’s known as e-commerce. E-commerce includes
business-to-business transactions such as banks exchanging data with one
another, business-to-consumer transactions like a person buying something

at an online store, and consumer-to-consumer transactions like an individual
selling an item on an online auction site or creating a classified ad.

A cloud is a password-protected area of the web in which registered users
can safely store and retrieve files, run applications, and look up information
that may not be available to the public. For example, Microsoft’s OneDrive
service, which is free to anyone who signs up for a Microsoft account, offers
free, secure online file storage, as well as access to web-based versions of
popular Microsoft applications such as Microsoft Word, Excel, and Outlook.
Clouds are becoming more and more popular these days; you’ll learn more
about them in Chapter 8.

An intranet is an information storage and retrieval system that works on the
same technologies as the Internet does, but is private inside a certain com-
pany. Employees can access private company information on the company’s
own servers using the familiar interface of a web browser.

Besides the web, the Internet also enables several other types of online activ-
ity. For example, you can send and receive email, participate in video confer-
encing, and exchange instant text messages with others. You will learn about
some of these technologies in Chapters 7 and 8.

Figure 5-1 shows the relationships between some of the terms you just learned,
so you can keep them straight in your mind. Notice that technologies like
email and instant messaging overlap somewhat with the web. That’s because
they are essentially separate from the web technologically, but there are
optional web interfaces available for them that make them seem like part of
the web.
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Exploring Different Types of
Internet Connections

Before you can connect to the Internet for the first time, you have to have
certain hardware in place and choose your Internet service provider (also
referred to as an ISP or simply a provider). An ISP is a company that owns
dedicated computers (called servers) that you use to access the Internet. ISPs
charge a monthly fee for this service.

)

You can choose a type of connection to go online. The type of connection
you want determines which companies you can choose from to provide the
service. For example, a DSL connection might come through your phone
company, whereas a cable connection is available through your cable TV
company. Not every type of connection is necessarily available in every area,
so check with phone, cable, and local Internet providers rather than national
or international providers to find out your options and costs (some offer dis-
counts to AARP members, for example).

Here are the most common types of connections, each of which offers pros
and cons in terms of the quality of the signal and potential service inter-
ruptions depending on the company and your locale, so do your homework
before signing on the dotted line:

v Digital subscriber line (DSL): This service is delivered through your
phone land line, but your phone is available to you to make calls even
when you’re connected to the Internet. DSL is a form of broadband com-
munication, which may use phone lines and fiber-optic cables for trans-
mission. You have to subscribe to a broadband service (check with your
phone company) and pay a monthly fee for access.
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v Cable: You may instead go through your local cable company to get your
Internet service via the cable that brings your TV programming rather
than your phone line. This is another type of broadband service, and it’s
relatively fast. Check with your cable company for monthly fees.

v~ Satellite: Especially in rural areas, satellite Internet providers may be
your only option. This requires that you install a satellite dish. DISH and
Comcast are two providers of satellite connections to check into.

1 Wireless hotspots: If you take a wireless-enabled laptop computer,
tablet, or smart phone with you on a trip, you can piggyback on a con-
nection somebody else has made. You will find wireless hotspots in
many public places, such as airports, cafes, and hotels. If you're in range
of such a hotspot, your computer usually finds the connection automati-
cally, making Internet service available to you for free or for a fee.

v Cell phone networks: If you use a smart phone to connect to the
Internet, you can access the Internet through your phone provider’s
3G or 4G network. Some tablets also can connect this way, and you can
buy add-on devices that allow other computers to use a cell phone net-
work too. And if you need Wi-Fi access for other devices where there
is no wireless hotspot, you may be able to create a temporary wireless
hotspot using your phone.

Unless you have an unlimited data plan on your cell phone, be careful of
using your cell phone service for Internet access because you can easily
go over your data plan limit and be subject to additional charges.

v~ Dialup: With a dialup connection, you use a dialup modem to connect to
an Internet service provider using your home phone line. With this type
of connection, you can’t use a phone line for phone calls while you're
connected to the Internet. This is the slowest connection method and is
most people’s last resort.

Internet connections have different bandwidths (speeds) that depend par-
tially on your computer’s capabilities and partially on the connection you get
from your provider. Faster speeds allow you to send data faster: for example,
to download a photo to your computer. In addition, web pages and images
display faster. Before you choose a provider, it’s important to understand
how faster connection speeds can benefit you.
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Dialup connection speeds run at the low end, about 56 kilobits per second,
or Kbps. Most broadband connections today are around 500 to 600 Kbps.

If you have a slower connection, a file might take minutes to upload. (For
example, you upload a file you're attaching to an email.) This same operation
might take only seconds at a higher speed.

Broadband (which means high-speed) services typically offer different plans
that provide different access speeds. These plans can give you savings if
you're economy minded and don’t mind the lower speeds, or offer you much
better speeds if you're willing to pay for them.

Depending on your type of connection, you’ll need different hardware.

v A broadband connection such as cable or DSL requires a broadband
modem designed for that type of service and a cable TV or telephone
line. The provider will usually rent you a modem, so you don’t have to
buy it.

v If you need to use dialup service, you'll need a dialup modem and a tele-
phone line. Some computers have a built-in dialup modem (sometimes
called a telephony modem); you can also buy them separately.

If you want to share the Internet connection with multiple computers in your
home, you will also need a router (unless you have a broadband modem with
router features built into it). Each computer in your home will then connect

to the router to get Internet access, either via an Ethernet cable or wirelessly.

Each computer will need some type of network adapter. Many computers
have that built into them, either wired (more common on a desktop PC) or
wireless (more common on a notebook, tablet, or smart phone). The wired
type uses an RJ45 jack, also called an Ethernet jack, which looks like a tele-
phone connector except it’s wider.

If this all sounds like Greek to you, review your computer’s user guide for
information about its networking capabilities, and then visit a computer or
major office supply store and ask representatives for their advice about your
specific hardware.

Many providers offer free or low-cost setup when you open a new account. If
you're not technical by nature, consider taking advantage of this when you
sign up.
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Setting Up an Internet Connection

If you have a properly configured broadband modem and router (for example,
one set up by the installer when you order cable or DSL service), you might
not have to do anything to set up an Internet connection. You can just con-
nect your computer to the modem with an Ethernet cable and the Internet
automatically becomes available to you. You can open a browser and view a
few web pages to confirm that your service is working.

Or, for a wireless connection, you can just connect your computer wirelessly
to the router (or modem with router capabilities). To do that, follow these
steps in Windows 8.1:

1. In the notification area (the icons near the clock in the lower right
corner of the screen), click the wireless networking icon, as shown in
Figure 5-2.

The Networks pane appears, as in Figure 5-3.

|
Figure 5-2:
Click the o
wireless A 51 .l 4 ENG
networking
icon.
|

2. If one of the wireless networks says Connected under it, as in Figure 5-3,
you are already connected to the wireless network. If not, click the wire-
less network you want to connect to.

Networks with a shield icon on them are unsecure networks. Anyone
may connect to them. Networks without the shield are secure and
require a password.

3. If the network you connect to requires a password, and this is the first
time you have connected to it, a prompt appears. Enter the network
password and press Enter.
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Troubleshooting an Internet Connection

If you can’t view web pages or send and receive email, your Internet connec-
tion is probably to blame.

This section walks you through some troubleshooting help, but there’s
one important thing to know upfront: Sometimes it’s not your equipment’s
fault that the Internet isn’t working. Service providers can have their own
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problems that result in temporary outages, ranging from a few seconds to a
few hours. In addition, sometimes the data traffic on the Internet, or on the
segment of it that affects your service, gets bottlenecked, and things run
more slowly than usual. If you just wait it out for a few hours, a lot of times
the problems go away.

That said, here are some things to try when troubleshooting, in the approxi-
mate order to try them:

1 Restart your computer.

v Power-cycle the modem (and router, if they are separate units). That
means to turn the device off or unplug it for 30 seconds, and then turn it
back on again. Some modems take several minutes to fully come back up
after a power cycle; this is normal.

v If you are using a wired connection, check to make sure the cables are
plugged in snugly.

v If you are using a wireless connection, check to make sure that your
computer’s wireless networking feature is turned on. On some note-
books, there’s a button somewhere near the keyboard that toggles the
wireless networking on/off. If you accidentally press that button, your
wireless turns off. If you look for the wireless icon in the notification area
and it has a red X on it, as in Figure 5-4, that’s a pretty good clue that the
wireless networking is turned off on the device.

|
Figure 5-4:
Wireless
networking
is turned

off for this
device.
|
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v Right-click the networking icon in the notification area and choose
Troubleshoot Problems. Then follow the prompts to walk through a
Windows Network Diagnostics utility, shown in Figure 5-5, which will ask
you questions about your problem and try various fixes.
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What type of networking problems are you having?

Windows tested your Internet connection and verified that you are able to access some websites.
Are you looking for help with a different issue?

2 I'm trying to reach a specific website or folder on a network

< I'm having a different problem
Show me other network troubleshooting options.

|
Figure 5-5:
The
Windows
Network
Diagnostics
utility.
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Chapter 6

Working with the Web

In This Chapter
Understanding how the web works
Checking out the IE interface
Performing web searches
Viewing your browsing history
Saving and organizing favorites

Creating your own web content

A browser is a program that you can use to move from one web page to
another, but you can also use it to perform searches for information and
images. Most browsers, such as Internet Explorer (IE) and Mozilla Firefox, are
available for free. Macintosh computers come with a browser called Safari
preinstalled with the operating system.

In this chapter, you discover the ins and outs of using the web. You’ll be
introduced to Internet Explorer, Windows 8’s default browser. You'll find out
how to browse the web, go to a certain address, save your favorites, and use
secure sites. You also discover how web content is created and published.

Discovering How the Web Works

First, | want to get some vocabulary out of the way. The web is a part of the
Internet; it is a system of interconnected pages of information stored on pub-
licly accessible servers. A web page is a document created in a programming
language known as Hypertext Markup Language (HTML). It’s stored on a web
server somewhere on the Internet, and it has an address, called a Uniform
Resource Locator (URL), that can be used to access it. (You will learn more
about URLs in the next section.)
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|
Figure 6-1:
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|

|
Figure 6-2:
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A collection of related web pages, such as all the pages for a particular com-
pany’s web presence, is known as a website.

A browser is software that enables you to display web pages on your com-
puter. Internet Explorer is the browser that comes free with Windows. That’s
the browser you will work with in this chapter.

One way to view a particular web page is to type its URL into the browser.
Suppose you have the URL of a web page you want to view. Maybe you got
the address from a magazine article or a billboard, or a friend sent it to you.
You type the URL into the browser’s Address bar and press Enter, and the
browser goes out to the Internet, retrieves the page, and displays it for you.
See Figure 6-1.

URL Address bar

dummies.com DL~0C |

Another way to access web pages is to follow a hyperlink, which is a clickable
link to another web page. A hyperlink can be either text or a graphic. When
you hover the mouse pointer over a hyperlink, the pointer turns into a point-
ing hand, indicating it’s over a clickable hyperlink, as shown in Figure 6-2.
Sometimes text hyperlinks are underlined or in a different color from the rest
of the text to make them more obvious. You can click a hyperlink on one page
to move to another page, and then click a hyperlink on that page to move to
another, and so on, bouncing your way across the web from link to link.

Hyperlink

LEARN SOMETHING NEW:

Personal Finance »
|

Mouse pointer when
* Things to Consider When Planning for Your over a hyperlink
Child’s College Education

= Examining Your Attitudes about Managing

Money
= Should You Refinance Your Mortgage?

= How to Organize Your Financial Records
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Understanding Web Addresses

A web URL (address) looks something like this:

http://www.dummies.com/Section/Store.id-321213.html
Here’s a breakdown of that:

v http stands for HyperText Transfer Protocol. It’s a standard that governs
how web content is transmitted.

v www stands for World Wide Web. This indicates that on the server you
are going to be accessing, you want the section that contains the web
content. This is sometimes called a subdomain.

v dummies.com is the domain name. That’s the name of the website you
are visiting.

v Everything that comes after the domain name is a path on the server to
the content you want. For example, Store.id-321213.html is the filename
containing the content you want, and Section is the folder in which it is
stored.

v The forward slashes (/) in the address are separators.

Figure 6-3 summarizes all that as a quick reference.

Protocol Domain name Folder Filename
|

Figure 6-3:
The break- http :// www. / Section/Store.id-321213.html
down of a
URL.
— Subdomain Path

The last part of a domain name (the part after the last decimal point, like
com in dummies.com) is called the top-level domain. There are only a lim-
ited number of top-level domains, and each one has a special meaning that
describes the type of domain. For example, com is short for “commercial.”
Table 6-1 lists some of the most common top-level domains. You can use
that information to tell at a glance what type of site a certain domain name
represents.
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Table 6-1 Top-Level Domains

Domain Type Site Type

com Commerecial Commercial businesses

net Network-related Commercial sites that deal in net-
working or the Internet itself

org Organizations Non-profit organizations

mil Military U.S. military

gov Government U.S. government

edu School Educational institutions of all
levels

uk United Kingdom Sites located in the United
Kingdom

ca Canada Sites located in Canada

Other country codes Country-specific Sites located in the country repre-

(there are many) sented by the code

Domain names are human-friendly versions of web addresses. They are easy
to remember, and easy to understand. But behind the scenes, domain names
have another face: a numeric one. Each domain name has an equivalent
Internet Protocol (IP) address.

All across the Internet, there are special servers that translate between
domain names and IP addresses. These are called Domain Name Server (DNS)
servers. When your browser sends out the request over the Internet to get a
particular page you’'ve requested, a DNS server intercepts that request and
looks up that domain name’s IP address in a giant database. It then uses the
[P address to route the request to the server that contains the requested
information.

There are two kinds of IP addresses: IP version 4 (IPv4) and IP version 6 (IPv6).
The Internet currently uses only IPv4 addresses, but at some point in the future,
it’s going to switch over to IPv6 addresses, a newer type of addressing that has
more possible addresses.

An IPv4 address (pronounced I-P-V4) is four numbers, each of which is
between 0 and 255, separated by decimal places, like this:

203.55.28.4

An IPv6 address is six numbers, written in hexadecimal (base 16) numbering,
separated by colons. Here’s an example:

2001:0:9d38:6abd:287e:1e9c:9d23:4e72
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You'll probably never need to know any more — or even that much — about
[P addresses, unless you find yourself in the unfortunate position of trouble-
shooting a network problem or talking to tech support for your Internet
service provider. (Well, actually both of those situations do come up fairly
frequently in life, so now you're equipped for those possibilities.)

Checking out Internet
Explorer’s Interface

Windows 8 contains two different versions of Internet Explorer (IE). One is
accessed from the Start screen and has the tablet-style interface; the other is
accessed from the desktop, and has the traditional desktop application inter-
face. Here’s how they differ:

v+ Desktop IE: This version is much like any other desktop application. It
has an Address bar across the top of the screen, and buttons for access-
ing favorites and tools (see Figure 6-4).

v~ Start screen IE: This version was designed along the lines of Windows 8
apps (see Figure 6-5) with a few buttons and an address field along the
bottom of the screen.
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In this chapter, all the examples and steps use the desktop version. It’s good
to know that the Start screen version exists, though, for three reasons. One, if
you accidentally open it, you’ll know what’s going on, and won’t panic. Two,
if you are using a touchscreen device, you might find the Start screen version
easier to use. Three, if you're using a Windows tablet device, the Start screen
version is the only version available to you because Windows tablets don’t
include the desktop.

To start the desktop version of IE, click the IE icon that’s pinned to the task-
bar on the Windows desktop. It looks like a lowercase e, as shown in the
bottom center of Figure 6-6.

Internet Explorer icon
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Figure 6-7:
Access a
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typing its
URL in the
Address bar
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When you open IE, the home page appears, which is whatever page has been set
to be your startup default. If you haven’t changed it, it’s http://t .msn.com,
which is the MSN news site.

To choose a different home page, display the desired page and then click the
Tool icon (the gear cog) in the upper right corner of the browser window, click
Internet Options, and on the General tab of the Internet Options dialog box,
click Use Current.

To display a specific page, enter its URL in the Address bar at the top of the
window and then press Enter. See Figure 6-7. Or, to display a page from one of
the hyperlinks on the home page, click the hyperlink.

URL Address bar

https//t.msn.com/

{47m| ¥ Follow @msn FAITHE ol

msn\‘ | b> bing | web search
news sports entertainment money autos living health page options v

ToyotaTime

Get 0% APR Financing for 60 Morths on
anew 2014.5 Camry PLUS $500 Bonus
Gashl

Options shawn.

LEARN MORE
otq

HGWS

Calif. preps for
worst wildfire
season ever

Nablesville, IN
follow

® BETH

Clear - + Burning bread crumbs send Miami-

After you've navigated to a different page, you can click the Back button (the
left-pointing arrow) to return to the previously viewed page. You can click the
Back button as many times as there are pages to be gone back to. You can
also click and hold the Back button to display a menu of previously viewed
pages, and select from that menu, as in Figure 6-8. After you've used Back, the
Forward button becomes available (the right-pointing arrow). You can click

it to move forward again. If a page doesn’t load correctly, you may need to
reload it. You can do so by clicking the Refresh button at the right end of the
Address bar, or by pressing the F5 key on the keyboard.

105



’ 06 Part Il: The Online Experience

|
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The three buttons in the upper right corner of the window, from left to right, are

+ Home: Returns you to your Home page at any time.

v View Favorites, Feeds, and History: Opens a menu system with three
tabs: Favorites, Feeds, and History. You'll discover more about this
menu system later in the chapter.

+* Tools: Open a menu of settings you can adjust for Internet Explorer.

Internet Explorer uses tabs to enable you to have more than one web page
open at the same time. In Figure 6-7, there is only one tab open (MSN), but in
Figure 6-8, there are three tabs open. You can switch back and forth between
tabs by clicking the tab.

To open a new tab, click the New Tab button, which is the blank square to
the right of the rightmost tab. You can also open a hyperlink in a new tab by
right-clicking the hyperlink and choosing Open Link in New Tab.

When you are done with a tab, you can close it. To do so, click the X on the
tab, or right-click the tab and choose Close Tab.

Performing Web Searches

You might occasionally have a specific address of a page you want to view,
or you might stumble across a hyperlink that looks interesting to check out,
but you will probably find the majority of the web sites you visit by doing
searches.

A search engine is a web-based utility that searches a huge index of web
page content based on keywords you specify. It then returns pages full of
search results consisting of hyperlinks and brief descriptions of the sites
they represent. There are many different search engines, each one owned by
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a large company with huge, powerful servers that maintain their databases.
Performing the same search with different search engines will likely produce
similar but not identical results.

One way to use a search engine is to display its web page and enter the
desired keywords in the Search box on that page. For example, to use Google,
one of the most popular search engines, go to www.google.com/ and start
your search from that page. Table 6-2 lists some popular search engines you
may want to explore.

Table 6-2 Popular Search Engines
Search Engine URL

Google www.google.com
Bing www.bing.com
Yahoo! www.yahoo.com

AOL www.aol.com

Ask www.ask.com

Web Crawler www.webcrawler.com
Dog Pile www.dogpile.com

Internet Explorer has search capability built into its Address bar, so you don’t
have to visit a search engine’s website in order to search. Simply type the
desired keywords directly into the Address bar and press Enter, and IE will
use your default search engine to perform the search.

Unless you have changed it, Bing is the default search engine in Internet
Explorer. To make a different search engine your default, click the down arrow
on the Address bar to open its menu, and then click the Add button. On the
web page that appears, choose another search engine add-on, and follow the
prompt to install it. From that point on, you can switch default search engines
by clicking a search engine icon at the bottom of the Address bar’s menu.

Regardless of the interface you use for your search (that is, whether you go
to a search website or search using the Address bar), your results will come
back as a list. In Figure 6-9, for example, I've done a Bing search of rhubarb
pie recipes.


http://www.google.com/
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Sponsored links

The search results appear in order of relevance, with the sites most relevant
to your search at the top. However, the results will probably also contain ads,
or sponsored links. These are links for sites that have paid the search engine
company for high placement on the list. In Figure 6-8, for example, the spon-
sored links appear on the right. Not all search engines make such a clear dis-
tinction between the best results (most relevant to your search) and the ones
where the most money has been paid for the placement.

To check out an entry, click its URL or title. Or, to open it in its own tab, right-
click the hyperlink and choose Open in New Tab.

You might find that a search using only one or two keywords returns a huge
number of results, so many that you could spend days wading through them.
The key to smart web searching is to use many keywords to narrow down
what you want. You can even type real-language sentences as searches, such
as What is the best dishwasher brand?

Not all websites contain reliable and objective information, even those that
purport to do so. Some sites may have a political or religious bias, or be
designed to sell you a product or service. Be aware of the potential agendas of
the site owners, and don’t be fooled into believing that something is true just
because it’s on the web.
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Some search engines allow you to use some special syntax for more control
over your searches. For example, you might be able to enter - (a minus sign)
before a word to have the search exclude that word. Say you want to find
pages about badgers, but your search results keep turning up lot of pages
devoted to the Wisconsin Badgers sports team. Using badger -Wisconsin
would eliminate all results that featured the word Wisconsin in them.

Table 6-3 lists some common advanced search syntax. Not all search engines
support all the syntax listed.

Table 6-3 Syntax for Advanced Searching

Syntax Description Example

Quotation marks Put quotation marks around phrases “Imagine all the

to be found exactly as written people”

- (minus sign) Excludes a keyword -Wisconsin

NOT Excludes a keyword NOT Wisconsin

* Represents an unknown value “A*savedisa*
earned”

OR Searches for either of two words Olympics 2014 OR
2016

.. (two periods) Searches within a given range cars

$10,000..815,000

Using a Secure Site

A secure site is one that uses encryption to guard the communication from
being snooped on. Ordinarily, web traffic is quite unsecure, and anyone

with the right spying software can wiretap your communications and

steal any information you send, like passwords or credit card numbers.
Communication with a secure site, though, scrambles the communication
before sending it, and the receiving computer unscrambles it using an agreed-
upon code.

Secure sites are useful for performing transactions online that contain personal
information, such as bank account numbers and financial data. At a secure site,
you log on using a username and password, and then any activities you do on
that website after logging in are secure.

How do you tell if a site is secure? Look in the Address bar. A secure site will
show a padlock symbol there, and instead of http, the URL will begin with
https. Depending on the browser, the background of the Address bar may
also appear green. See Figure 6-10.
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IE maintains a history of where you've been, so you can revisit a website that
you’ve recently looked at.

There are two ways to look at history. One is to click the down arrow on the
Address bar to see a drop-down list of recently visited sites. Then click the
one you want to revisit. See Figure 6-11.

& Newtab
Shift + Enter

Add

The other is to click the View Favorites, Feeds, and History button (the star)
in the upper right corner of the window. Then click the History tab to see a
more complete history. You can click Today to see the sites you have visited
today, click Last Week to see sites from last week, and so on. Figure 6-12
shows today’s history from an example PC.
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Turn on Suggested Sites...

If you don’t want others snooping to find out what sites you have visited, clear
your history list. To do so, click the Tools button (the gear cog), point to Safety,
and click Delete Browsing History. In the dialog box that appears, make sure the
History check box is marked, and then click Delete. You can delete other types
of stored information from this same dialog box, such as temporary Internet
files, cookies, and passwords. When deciding what to delete, balance your need
for privacy against the convenience of having the browser remember informa-
tion for you so you don’t have to retype it, like passwords and form data.
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Saving and Organizing Favorites

Figure 6-13:
Save fre-
quently
visited
websites as
favorites.
|

\\J

If there’s a site you intend to revisit, you may want to save it to IE’s Favorites
folder so you can easily go there again.

While you are viewing the page to save, click the View Favorites, Feeds, and
History button (the star) in the upper right corner of the window. Then click
the Add to Favorites button. The Add a Favorite dialog box opens, as shown
in Figure 6-13. Change the name in the Name box if you want; this name will
appear on your Favorites list. Then click Add.

Add a Favorite E
Add a Favorite
L~ Add this webpage as a favorite. To access your favorites, vist the
Favorites Center.
Name: _Pa)'Da1|
Createin: | 9.7 Favortes v || New folder
Add Cancel

Notice in Figure 6-13 that you have a choice of where to store the favorite. By
default, the Create In setting is Favorites, which means the top level of organi-
zation of the Favorites list. But you can also create and use folders to further
organize your favorites into categories. Choose a folder from the Create In list
when adding a favorite, or click the New Folder button there to create a new
folder for it.

Then, when you want to reopen one of your favorites, click the View Favorites,
Feeds, and History button again, click the Favorites tab (if needed), and click
the desired favorite to revisit. If a favorite is stored in a folder, click the folder
to open it. In Figure 6-14, the Computers folder contains two favorites, for
example.

You can keep the Favorites list open all the time if you like. Open up the list
and then click the Pin the Favorites Center icon, which is the green arrow icon
in the upper left corner of the pane.
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If you want to change the organization of the Favorites list, click the down
arrow on the Add to Favorites button to open a menu, and then click
Organize Favorites. The Organize Favorites dialog box opens. From here, you
can move, rename, and delete favorites.

Creating Your Own Web Content

After you've been using the web for a while, you might think to yourself,
“Wow, it seems like anyone can create a website.” And you're absolutely right.
Anyone can. It’s not hard. (It’s hard to create a large, professional-looking
site, but that’s not what we’re talking about here.)



’ ’4 Part II: The Online Experience

A\\S

As I mentioned earlier in the chapter, web pages are created in HyperText
Markup Language (HTML). It’s a very simple programming language that
marks up plain text with bracketed codes called tags that inform the browser
how to format it. For example, the <i> tag makes text italic, so here’s how
you would write the sentence “I had a great time.”

I had a <i>great</i> time.

Most tags are two-sided, meaning there’s an opening tag and a closing tag and
the text to affect is placed between them. In the above example, </1i> is the
closing tag.

There are hundreds of tags in HTML, but there’s really only about a dozen
that you need to create a simple web page, like <p> for paragraphs, <h1> for
headings, and <ul> for bulleted lists.

For more information about HTML, check out the book Beginning HTML5 and
CSS3 For Dummies by Ed Tittel and Chris Minnick (Wiley).

You can write HTML pages in a plain text editor like Notepad, but hardly
anyone ever does that anymore because there are so many good applications
that create web pages much more easily, such as Dreamweaver and Web Easy
Professional. These programs shield you from having to create the tags your-
self; they work a lot like a word processing program such as Word.

After you create the page, what then? Here’s the basic process:

1. Find a server that will host it. Your ISP may offer some server space for
free with your Internet service, and there are lots of free hosting sites on
the web. If you want to really get serious about it, you can also register
your own domain name (it’s not that expensive, only about $20 a year)
and pay an online hosting company to host your site for you.

2. Upload your file(s) to the server. You can do this using the web-based
interface of the company you’ve chosen to host your site, or you can use
a file transfer utility program.

3. Let your friends and family know the URL of your uploaded page, or wait
for the world to discover it on their own.

Want something even easier than that? There are many ways you can publish
your own content online without having to create the web pages yourself.
Hundreds of places will host your content for free, as long as you don’t mind
using their own format. (And, if you're new at this, using a predesigned
format with easy input may actually be quite a relief for you.)
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Here are some sites where you can put up your own content for free:

1 WordPress: A blogging site, suitable for online journaling. They have
free accounts, but for a small fee, you can get an account with more fea-
tures and flexibility.

v Pinterest: You can create your own online bulletin board here and pin
interesting things to it for your friends to check out.

v Facebook: This large social networking site is great for posting short
updates, pictures, and status messages for friends and family to share.

1 Weebly: This site lets you create your own web pages using a propri-
etary interface and host them for free.

v OneDrive: Microsoft’s free file storage system enables you to make files
available to the public or to certain invited users. If you have files you
want to share with others but they aren’t in web page format, this may
be your simplest route.



’ ’6 Part Il: The Online Experience




Chapter7
Sending and Receiving Email

In This Chapter
Learning about email addresses and mail servers
Signing up for an email account
Setting up an account in an email client
Composing and send email
Understanding the Inbox interface
Replying to and forward email messages
Managing email message storage
Understanding email etiquette

A n email program is a tool you can use to send messages to others.
These messages are delivered to the recipient’s email inbox, usually
within seconds. You can attach files to email messages and even put images
within the message body. You can get an email account through your Internet
provider or through free email sites such as Yahoo! and Outlook.com.

In this chapter, you discover some email basics, including how to get an
email account and what settings you need to set it up in an email application.
You also find out how to send and receive email using the Mail app that’s
included with Windows 8.1. If you want to use a different email application
than that, no worries; you learn some tricks for setting up email accounts in
any email application too.

Understanding Email

Electronic mail, or email for short, is an online message delivery system. It
delivers private messages to individuals and groups.
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Email addresses and mail servers

To participate, you need an email address. You can get this for free from your
Internet service provider or from one of the many free web-based email ser-
vices such as Gmail, Yahoo! Mail, and Outlook.com. Your email address is
unique in all the world, like your postal address or phone number is unique.

An email address might look like this:
myemailname@myprovider.net

The first part (myemailname) is your user name on the mail server. The

@ sign indicates the break between the username and the domain name.
Everything after the @ sign is the domain name, which indicates the mail
server.

Email is quick, with messages usually being delivered within a minute or two
of sending, but it’s not instantaneous communication like texting and instant
messaging. Email relies on mail servers, much like postal mail delivery relies
on the local post offices at each end of the transaction. When you send email,
it goes to the mail server belonging to the company that issued you your
email address (for example, Comcast or Google). That mail server forwards it
to the recipient’s mail server, where it is stored until the recipient logs in and
picks it up.

Most mail servers provide a web-based interface that you can use to send
and receive mail. If you use the web interface, your mail is available from any
computer, as long as you have Internet access.

You can also send and receive mail using an email client, which is an applica-
tion that sends and receives email. Microsoft Outlook is an email client, for
example, as is the Mail app in Windows 8. If you use a mail client, your previ-
ously sent and received mail is accessible even when no Internet access is
available.

Types of email accounts

There are several different email account technologies, and you should know
which type you have (or what kind you want, if you're still looking for an
email provider) because the setup and the choices of email programs you
can use are different for each:


mailto:myemailname@myprovider.net
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1+ Web-based: This type of email account is designed to be used primarily
with a web-based interface. Many of the free email services are this type,
including Gmail, Hotmail (now part of Outlook.com), and Yahoo! Mail.
This is the easiest, most no-fuss type, and it’s what I recommend for
casual users who don’t send many messages and don’t want to fool with
setting up an email program.

v POP3: This type of email account is designed to be used with an email
client, although the provider may also allow web access too. This type
of account downloads your received messages to your local PC when it
connects to the mail server. A POP3 account is tethered to a particular
computer where the received mail is stored; it’s best for someone who
uses the same computer all or most of the time. POP3 stands for Post
Office Protocol version 3.

v IMAP: This type of email account, like POP3, is also designed to be use
with an email client. It does not download received messages, though; it
reads them from the server, like web-based email does. That way, you can
browse your mailbox from multiple computers and still see the full set of
emails. The downside is that you can’t browse your mail if you aren’t con-
nected to the Internet. IMAP stands for Internet Mail Access Protocol.

v EAS: This type is similar to IMAP except it is used by Exchange servers.
It is a popular type of account for groupware and corporate accounts,
as well as for mail delivered to smart phones. EAS stands for Exchange
ActiveSync.

Signing Up for an Email Account

This section is for people who don’t have an email account yet, or who want
another one. You can skip this section if you already have an email address
that works for you and you aren’t interested in others.

If you have Internet service, you probably also already have an email
address, whether you realize it or not. Most Internet service providers (ISPs)
require that you have one, so they can send you administrative messages. So,
your first task is to track down the information you got when you signed up
for your Internet service and see if there’s anything in that paperwork about
your email account.

You can use one email address for everything, or you can have multiple email
addresses. Most ISPs allow you to have several email addresses for no extra
charge. That means everyone in your family can have their own, or you can
have separate accounts for different activities. For example, you might have one
email account that you use for nothing except signing up for online mailing lists.
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To get a web-based email address, visit one of these websites and follow the
prompts to register:

v Yahoo! Mail: http://mail.yahoo.com
v Gmail (Google): http://mail.google.com

»* Outlook.com: www .outlook.com

Hotmail.com and Live.com, Microsoft’s previous web-based email services,
both redirect to Outlook.com now.

To get a POP3 or IMAP email address, check with your ISP to find out how to
create one. The process may be different depending on your ISP.

Email accounts come with certain features that you should be aware of. For
example, each account includes a certain amount of storage for your saved
messages. (Look for one that provides 10 gigabytes or more.) The account
should also include an easy-to-use address book feature to save your con-
tacts’ information. Some services provide better formatting tools for text, as
well as calendar and to-do list features.

Whatever service you use, make sure it has good junk-mail filtering to pro-
tect you from unwanted emails. You should be able to modify junk-mail filter
settings so that the service places messages from certain senders or with
certain content in a junk-mail folder, where you can review the messages with
caution or delete them.

Make sure your username is a safe one: If possible, don’t use your full name,
your location, age, or other identifiers. Such personal identifiers might help
scam artists or predators find out more about you than you want them to
know.

As you are making the decision of what type of email account to sign up for,
here’s something to consider: Windows 8.1 doesn’t support POP3 accounts in
its Mail app. The Mail app is not a great mail app, so don’t feel like you have
to use it, but it is a handy app if you use a touchscreen, such as on a tablet.

Setting Up an Account
in Your Email Client

This section is for people who have an email account but don’t yet have a
way to access it, or don’t know whether they do. It shows you how to use
three different methods to access your email account. You might want to try
each one and see which interface you like the best, among the ones that work
with your account.


http://mail.yahoo.com/
http://mail.google.com/
http://www.outlook.com/
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The exact steps for setting up an email account vary depending on the email
client, but generally speaking, the software walks you through a setup process.

In this chapter, I show you how to set up three different email clients.

The first one is the Mail app in Windows 8.1. (It doesn’t work with POP3
accounts.) The second is not really a client at all, but a website: Outlook.com.
It has many of the features of the standalone application Microsoft Outlook,
including the ability to support POP3 accounts, but Outlook.com is free.

The third is Microsoft Outlook 2013, a great, full-featured email program that
comes with most versions of Microsoft Office 2013.

For POP3 accounts, my top choice is Microsoft Outlook 2013 for when I'm
home and Outlook.com when I'm on the road. I like having a POP3 account
because I like keeping offline records of all my email in a client program.
However, most of my friends have Gmail or Yahoo! Mail accounts as their
main email providers, and they love the convenience, so it’s up to you. If you
go with one of those web-based services, you can use the web interface all
the time, and you don’t need an email client.

Setting Up an Account in Mail
in Windows 8.1

If you have a web-based email account from one of the major email services
(Google, Yahoo!, Outlook.com, Hotmail, Live.com, or AOL), or an IMAP or EAS
account, follow these steps to set up your email account to use in the Mail
app in Windows 8.1:

1. From the Start screen, click Mail. The Mail app opens.

2. Select the Settings charm to open the Settings pane, shown in
Figure 7-1.

To select the Settings charm, you can move the mouse to the bottom-
right corner of the screen until the Charms bar appears and then click
the Settings charm, or you can swipe in (on a touch screen) from the
right and then click Settings.

3. Click Accounts.

A list appears of the mail accounts already set up, plus the account you
use to sign into your Windows account (regardless of whether you use it
to send and receive email on this PC).

4. Click Add an Account.

A list of some of the most common email services appears, as shown in
Figure 7-2.
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5. If your email provider appears on the list, click it and then follow the
prompts to finish setting up your account. If you have a Hotmail or Live
address, choose Outlook.com as the provider.

OR

If you have an EAS or IMAP account, click Other Account and then follow
the prompts to finish setting up your account.

Setting up an account at Outlook.com

Outlook.com is a very useful website. You can not only use it to access any of
your Microsoft-sponsored email accounts (any account that ends in outlook.
com, live.com, or hotmail.com), but you can also set up your POP3 accounts
so you can send and receive mail from them on the website.

The sign-in for Outlook.com is the same as for your Microsoft account (the
one you use to sign into Windows 8). If you don’t have a Microsoft account,
you’re prompted to create one when you visit www . out Look . com for the
first time.

When you're logged in, follow these steps to set up a POP3 email account to
send and receive mail through Outlook.com. (These steps assume you are
using the desktop version of Internet Explorer.)

1. Click the Settings button (the cog icon) in the upper-right corner of
the screen to open a menu, and then click Options. See Figure 7-3.

2. Under Managing your account, click Your Email Accounts.

3. Click Add a Send-and-Receive Account. See Figure 7-4.

4. Follow the prompts to complete the setup. Outlook.com will ask you
for the information it needs.

If you get an error when you try to set up the account by just entering the
email address and password, click the Advanced hyperlink, which opens
extra options you can set. For example, you may need to set a certain incom-
ing or outgoing mail server or port. Check with your provider if you don’t
have that information or don’t know what that is.


http://www.outlook.com
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Setting Up an Account in Microsoft

Outlook 2013

The first time you run Outlook 2013, you may be prompted to set up your
email account. If that happens, follow the prompts to get started.

If not, you can manually initiate the process of setting up your account in

Outlook by doing the following:

1. Click File and click Add Account. The Add Account dialog box opens,

as in Figure 7-5.

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Cancel

2. Fill in the information requested (name, email address, and password)

and click Next.

Outlook tries to detect the server settings and log into it with an

encrypted connection.

3. If Outlook is successful, a message appears to that effect; click Finish
and you’re done. If it is not successful, a message appears that reads
Click Next to attempt using an unencrypted connection. Click Next to

do that.
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4. If Outlook is successful, click Finish and you’re done. If it is not suc-
cessful, click to mark the Change account settings check box and then

click Next.

5. Click the button for the type of account you have (for example, POP
or IMAP) and click Next. Then fill in the information requested and
follow the prompts to complete the setup.

For example, for a POP account, you will see the screen shown in

Figure 7-6.

Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Name: Faithe Wempen
Email Address: faithe @wempen.com
Server Information
Account Type: POP3
Incoming mail server: pop.secureserver.net
Outgoing mail server SMTP): | smtpout.secureserver.net
Logon Information
User Name: faithe @wempen.com
Password: R

[¥] Remember password

D Require logon using Secure Password Authentication
[SPA]

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Automatical\ytest account settings when Mext
is dicked

Deliver new messages to:

() New Outlook Data File
®) Existing Outlook Data File

C\Users\Faithe\Documents\Outlook

More Settings ...

< Back Mext > Cancel

Check with your provider if you are asked for any information you don’t
have, such as incoming or outgoing mail server. For a POP3 account, if the
test message doesn’t send correctly, you might need to click More Settings
and enter some special settings for the server. Your provider will tell you

what those are if needed.

Composing and Sending Email

Okay, we took the long way to get here, but at least you have some sort of
email account set up, right? Good. Then it’s time to start composing and

sending email.
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In whatever email client or web-based app you are using, look around for a
button or hyperlink that creates a new message. It may be called New, New
Email, Create, or some other wording, or it may just be a plus sign. Here’s
what to look for the in the three programs I talked about earlier:

* Mail (Windows 8.1 app): Click the New button (looks like a plus sign).

v Outlook.com: Click the New button. (It also looks like a plus sign, but
the word New also appears with it.)

1 Microsoft Outlook 2013: On the Home tab, click New Email.

From this point on in the process, the differences between the various
programs are mostly cosmetic; the fields to be filled out may appear in a
different order or in different places onscreen, but they request the same
information. Figure 7-7 shows it for the Mail app.

Gmail

Inbox @®O

All v P To | Ashley Colvin

Ashley Colvin Cc

[Draft] No subject 12:32 PM

More

[Draft] Add a subject

Add a message

|
Figure 7-7:
The com-
pose mes-
sage screen I
for the Mail
app. v

The first thing you’ll want to do is enter one or more recipients in the To box.
If there is more than one recipient, you can separate the addresses with semi-
colons. You can choose email addresses from a stored address book if you
like. To access that, click the word To to the left of the To field.
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You can optionally specify additional recipients to receive a copy or a blind
copy of the message by entering them in the Cc and Bcc fields, respectively.
A blind copy is one that none of the other recipients are aware of.

Next, enter a subject in the Subject (or Add a subject) field. This subject will
appear in the recipient’s inbox, so make it descriptive.

Finally, enter your actual message in the Message (or Add a Message) area,
which is the big blank area on the message composition screen.

Before you send the message, you might want to include an attachment,
which is a file that travels along with the message. The procedure is a little
different in each of the mail programs we’re looking at in this chapter:

v Mail (Windows 8.1 app): Click the Attachments button (which looks like
a paperclip) to open a file management interface. Navigate to and select
the desired file and then click Attach.

+* Outlook.com: Click the Insert button to open a menu, and then choose
Files as attachments. In the Choose File to Upload dialog box, navigate
to and select the desired file and click Open.

v Microsoft Outlook 2013: On the Message tab, click Attach File. In the
Insert File dialog box, navigate to and select the desired file and click
Insert.

When everything is ready to go, click the Send button to send your message.

Understanding the Inbox Interface

Most email clients send and receive mail automatically at specified inter-
vals (for example, every 10 minutes). You can also manually initiate a send/
receive operation in most programs by clicking the Send/Receive button (or
some similarly named variant of that).

When a new message arrives, it appears in your Inbox, which is the folder
designated for arriving mail. It may appear bold when it is unread, to help
you visually distinguish the new messages. The Inbox listing shows the

date and time of the message (or just the time if it was received today), the
sender, and the subject, and perhaps other information too. In Figure 7-8,
Microsoft Outlook 2013 shows all that information plus the message size.
(Attachments will increase the size.) Notice in Figure 7-8 that one of the mes-
sages has a paperclip next to it; that means it has an attachment. That same
message also has an exclamation point, indicating a high-priority message.
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Another message has an open envelope icon to its left with an arrow on it;
that symbol means I have replied to the message. There is one message that
appears in bold (the third one); it is the only unread message.
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Make sure you remember to order the tickets to the graduation ceremony tonight.
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Depending on the mail program, there may be a preview pane that shows the
selected message in the Inbox. In Figure 7-8, the preview pane is below the
Inbox’s message list. On Outlook.com there is no preview pane; when you
click a message, the message displays in the browser window. In the Mail app
in Windows 8.1, the preview appears to the right of the Inbox.

Replying and Forwarding

To reply to a message, look for a Reply button when you are viewing the
message. Clicking it opens a message composition window with the origi-
nal message quoted below the message body area and with the recipient’s
address already filled in. Just type your reply and click Send. There will also
be a Reply All command that does the same thing except it includes all of the
original recipients in the reply also, if there were more than just you.
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Forwarding a message is like replying but it doesn'’t fill in the email addresses
for you. It sends a copy of the original message along in the body area, but
you must choose new recipients for it yourself.

Here’s how to access those commands in the mail programs we’ve been look-
ing at:

1 Mail (Windows 8.1 app): Click the Respond button, which looks like an
envelope with a curved arrow on it. A menu opens, from which you can
choose Reply, Reply All, or Forward.

v Outlook.com: You can either click the Reply button on the toolbar, or
click the down arrow to the right of the Reply button to open a menu,
and from that menu you can click Reply, Reply All, or Forward.

v Microsoft Outlook 2013: There are three separate buttons on the Home
tab: Reply, Reply All, and Forward. Click the appropriate one.

Managing Email Messages

Part of an email program’s job is to organize the copies that you keep of sent
and received messages. By default, a message remains in the Inbox folder
until you dispose of it somehow, by either deleting it or moving it to another
folder. You can create your own folders and move messages into them to
create a message storage system that makes sense for your needs.

Deleting messages

If you don’t need a message any longer, delete it. To do so, select it and press
the Delete key on the keyboard, or select it and click the Delete button in the
application. (Its exact location varies.)

Deleted messages go to a folder called Deleted Items. You can retrieve them
from there if you’ve made a mistake.

Browsing folders

To organize your received messages, it may be appropriate to create one or
more folders.
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In the Windows 8.1 Mail app, you won'’t see the folder list by default. Click
the Folders button in the navigation pane on the left to see the folders, as in
Figure 7-9. From there, click the desired folder to see its contents.
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The available folders appear in a navigation pane on the left side of the
screen at Outlook.com and in Microsoft Outlook 2013 all the time; you don’t
have to do anything to access them. You can click any folder at any time to
move to that folder.

Creating folders

To create a new folder in Mail, follow these steps:

1. Display the contents of the folder under which the new folder should
appear. For example, if you want the new folder to be a subfolder of
Inbox, display Inbox.

2. Right-click anywhere. A command bar appears at the bottom of the
screen. The button on the far left is the Manage Folders button.
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3. Click the Manage Folders button. A shortcut menu appears, as in
Figure 7-10.
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4. Click Create Subfolder. A prompt appears for the name.

5. Type the name for the new folder and click OK. A confirmation mes-
sage appears.

6. Click OK.

Now when you click the Folders icon at the left, you see the new folder
there.

To create a new folder at Outlook.com, click the Move To button on the
command bar, opening a menu, and then choose New Folder, as shown in
Figure 7-11.
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To create a new folder in Microsoft Outlook 2013, follow these steps:

1. In the navigation pane on the left, right-click the folder that the new
folder should be subordinate to (for example, Inbox) and choose New
Folder.

2. Type the name for the new folder and press Enter.

Moving messages into folders

In Mail, here’s how to move a message into a different folder:
1. Click to place a check mark in the check box to the left of the
message(s) to be moved.
2. Right-click to display the command bar at the bottom of the screen.

3. Click the Move All From button. A menu appears. See Figure 7-12.
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4. Click the folder to which you want to move the message.

In Outlook.com, you can either drag-and-drop the message onto the appropri-
ate folder in the navigation pane, or you can do the following:

1. Click to place a check mark in the check box to the left of the
message(s) to be moved.

2. Click the Move To button on the command bar. A menu appears.

3. Click the folder to which you want to move the message.

In Microsoft Outlook 2013, you can also drag-and-drop the message onto the
folder in the navigation pane to move it. Alternatively, you can do the following:

1. Select the message(s) to be moved. To select multiple messages, hold
down Ctrl as you click each one.

2. On the Home tab, click the Move button, and then click Other Folder.
The Move Items dialog box opens. See Figure 7-13.

3. Click the desired destination folder, and then click OK.
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Understanding Email Etiquette

We finish up this chapter by looking at a subject that is the same for every
email program because it’s not a program issue at all: It’s a human issue. How
do we use an emotionless text medium like email to convey politeness and
good will? Here are some tips.
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v Don’t leave a sender hanging if a reply is required. Users understand
that email is not instantaneous, but it is polite to reply as soon as you
are able.

v Don’t send email formatted with wild, difficult-to-read colors and back-
grounds or extremely large or small fonts.

v Don’t include large attachments without a good reason. For example,
sending a large report to a business colleague is a good reason, whereas
forwarding a large video clip of a chicken and a goat playing because
you think it is funny is not a good reason.

v Don’t overuse abbreviations, especially when writing to someone who
may not understand them. Remember, email is not subject to length
restrictions. There’s not a fixed character limit like with texting and
tweeting (using Twitter), so spell things out, like “are you” instead of RU.

v Use correct grammar, punctuation, and spelling. This is especially
important in business correspondence.

v In business communications and also in more formal personal communi-
cations, it is considered good manners to begin with a greeting and close
with your name (and also your title and company if it’s for business).

v Don’t write in all-caps. It is considered shouting. On the other hand,
don’t write in all-lowercase; it is difficult to read.

v Don’t say anything in an email that you wouldn’t say in person. In other
words, don’t hide behind the technology to be a jerk. Even though the
recipient can’t see your face, and can’t punch you in the nose immedi-
ately if she feels insulted, the insult or hurt is still real.

v Don’t overuse emoticons (smileys), which are little happy face symbols
(or frowning face, or a host of other emotions), and don’t use them at all
in business. And while we're at it, don’t overuse LOL (a common texting
abbreviation for laughing out loud).



’36 Part II: The Online Experience




Chapter 8
Clouds and Online Communication

In This Chapter
Using online applications
Storing files online with Microsoft OneDrive
Exploring blogging and online discussions
Participating in social networking
Using instant messaging

A s the Internet has gotten faster and more universally adopted, many
people have found that it’s just as easy — if not easier — to store files
and run applications directly from the Internet than it is to do so from an indi-
vidual computer. That’s the basic idea behind cloud computing, which means
to store, manage, and process data on remote servers on the Internet.

Different companies out there want you to use their online applications and
storage systems — and luckily for you, it’s all mostly free. (The companies
make money by selling advertising on their websites and by selling enhanced
packages of features to power-users.) In this chapter, you'll learn about
some of the cloud-based applications and storage systems available on the
Internet, including Microsoft’s OneDrive online storage cloud.

This chapter also looks at some of the many ways you can communicate
online (besides email, of course, which we looked at in Chapter 7). I take a
tour here through instant messaging, video chatting, blogging, and social
networking.

Using Cloud-Based Applications

Certain applications came free with your operating system, and you have
probably installed others as well, such as Microsoft Office, a personal finance
program, an email client, or a game or two. Today, however, you don’t neces-
sarily have to install software in order to have that software’s capabilities.
Instead you can use the applications online, via a web browser. These are
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called cloud-based apps. At the consumer level, most cloud-based apps are
free, but cloud-based does not automatically equal a freebie. Cloud-based
apps designed for business use are often leased to companies on a monthly
or yearly basis, handling such complex matters as purchasing, accounting,
and project management. When a company leases an application like that, it’s
known as Software as a Service (SaaS).

Here are some examples of free cloud-based apps you can explore:

v Microsoft Office Online: Microsoft offers free, simplified versions of
its popular Office applications online (at https://office.com). The
products available include Word (see Figure 8-1), Outlook, PowerPoint,
Excel, and OneNote, as well as a Calendar app and a People app. You can
also access the OneDrive storage system from there, which is covered in
detail later in this chapter.
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v Google Docs: This suite of online software (available at www.docs.
google. com) includes word processor, spreadsheet, presentation,
drawing, and form design software products you can use by logging into
a Gmail account. These applications are compatible with popular office
software such as Microsoft Word and PowerPoint.
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v+ Email clients: When you log into a web-based email account, as dis-
cussed in Chapter 7, you're using a cloud-based email client.

1 Photo-sharing sites: Sites such as Flickr (www. f1ickr.com) enable you
to upload and download photos to them without ever installing an app
on your computer. A variation on this is a site such as Viewbook (www .
viewbook.com), where you can create an online portfolio of art sam-
ples or business presentations, for example, to share with others.

v+~ Financial applications: You might use a site such as CNN Money Portfolio
(https://portfolio.money.cnn.com) to maintain an online portfo-
lio of investments and generate charts to help you keep track of trends.
You can also use online versions of popular money-management pro-
grams, such as Intuit’s free online service Mint (www.mint . com), through
which you can access your data from any computer or mobile device.

Working with Microsoft OneDrive

OneDrive (formerly known as SkyDrive) is a Microsoft-owned cloud-based
storage space. Each user has his or her own storage area, where they can
store private files, share files with certain specific others, or make files pub-
licly available. A certain amount of storage space is free, and you can pay if
you want more than what’s provided. (The amount of storage space available
depends on when you signed up for your account and what type of account
you have.) OneDrive is the default storage location for Office Online cloud-
based apps, and also for Office 2013 applications.

Using OneDrive as your main document storage area has several consequences:

» You can access your files from any computer, whether or not it has Excel
installed on it.

»* You can share your work with other people without having to send them
separate copies of it.

v Your files are available only when Internet access is available.

You can get around that last drawback by installing the OneDrive app on
your PC (free from Microsoft at www.onedrive.com), which automatically
mirrors the content of your OneDrive on your PC and keeps the copy in sync
with the OneDrive’s actual content. It’s already installed by default as part of
Windows 8.1. You can tell whether it’s installed by looking in File Explorer in
the Favorites list in the navigation pane. If you see a OneDrive shortcut there,
you've got the OneDrive app.


http://www.flickr.com
http://www.viewbook.com
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There are several ways to access your OneDrive; each of the following sec-
tions explains one of the methods.

Signing into the OneDrive web interface

Some OneDrive management activities can only be performed via the OneDrive
web interface, so you should know how to access it. To get started, point your
browser to www . onedrive . com. (The page will redirect to the server where
Microsoft is hosting OneDrive at the moment. As of this writing, it is https://
OneDrive.live.com, but by the time you read this, it may have changed.)

If you already have a Microsoft account and your computer is set up to auto-
matically sign you into it, your OneDrive’s content appears automatically.
Figure 8-2 shows an example, but you may have different files and folders
than shown. From this interface, you can click folders and files to open them
or use the buttons on the toolbar at the top of the window to perform other
actions.
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Installing and using OneDrive
for Windows Desktop

To get around the drawback of not being able to access your OneDrive files
offline, and to make managing OneDrive files as easy as managing your local
files, install the OneDrive for Windows app on your PC.

The OneDrive for Windows app automatically mirrors the content of your
OneDrive on your PC and keeps the copy in sync with the OneDrive’s actual
content. If you are ever unconnected to the Internet, it allows you to work on
local copies of your files, and then it automatically uploads the updates to
your OneDrive the next time Internet connectivity is available. The OneDrive
for Windows app also places a shortcut to your locally mirrored copies of
your OneDrive content on the Favorites list in File Explorer (or Windows
Explorer) so you can easily access them with one click.

To get OneDrive for Windows, open the OneDrive web interface, as described
in the preceding section, and then in the navigation pane at the left, click

the Get OneDrive Apps hyperlink. From there, find and follow the link for

the Windows desktop apps. Click Download Now and follow the prompts to
complete the installation. (I'm being intentionally vague about the steps here
because by the time you read this, they may have changed; Microsoft updates
its websites frequently.)

After OneDrive for Windows has been installed, you’ll see a OneDrive short-
cut in the Favorites list in File Explorer (Windows 8) or Windows Explorer
(Windows 7). This shortcut points to a folder on your hard drive: C:\Users\
username\OneDrive. This folder is a staging area for your online OneDrive
and is automatically synchronized with it.

If you use Word, Excel, and/or PowerPoint 2013, you can access OneDrive from
within those applications. When you choose Save As from the File menu, the
default save location is your OneDrive. You can click Browse to browse your
OneDrive’s content, or you can click one of the folder names under Recent
Folders to access one of the folders within your OneDrive.

Using the Windows 8 OneDrive app

If you are running Windows 8, you can access the Windows 8 OneDrive app
from the Start screen. It’s a tablet-style app optimized for touchscreens, like
the other new Windows 8 style applications.
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Within the OneDrive app you will see your folders listed to the left, as big
blue rectangles. To the right of the folders, you'll see tiles for any files that
are stored at the top level of your OneDrive’s organizational system, not in
any particular folder. Right-click to open a command bar at the bottom of the
screen and choose commands from it to work with your content. Figure 8-3
shows the command bar open. Using the commands on the command bar,
you can do all the basic file management tasks from the Windows 8 OneDrive
app, such as uploading and downloading, creating new folders, deleting,
renaming, and moving.

1item couldn't be downloaded.

OneDrive - ®

Digital Literacy for Du... Technology Access objectives.docx Faithq
Public
Public Transfer backup.pst FileZil
Favorites bookmarks_6_3_14.html outlos

®@ ® O © ® © ® ©

Delete Copy Cut Rename Make coffline Share New folder More

When you click a file or folder, it opens. If it’s a file, it opens in its default pro-
gram. You choose some other program in which to open the file, click Open
With on the command bar and then select the desired app from the menu
that appears. To select something without activating it, right-click it.
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Participating in Social Networking

a\\S

In its broadest definition, social nefworking means to participate in an online
community in which people interact with one another in various ways.
Examples include social networking sites like Facebook, blogs, micro-blogging
services such as Twitter, discussion boards (as discussed later in this chapter),
and chat rooms. In the following sections, I take you on a tour of some of the
most popular social networking forms.

Facebook and other social network sites

A social networking site may offer a variety of communication methods, includ-
ing private messaging (like email except only on that site), making comments on
a friend’s page, sharing URLSs to other sites, uploading photos, and journaling.

Although most social networking sites are personal and social in nature, such
as Facebook and Myspace, social networking sites can also include business
and career oriented sites like LinkedIn.

Facebook is the most popular social networking site today, with millions of
registered users. To sign up for an account, go to www. facebook . com and
click the Sign Up link.

What can you do when you’re there? Well, the first thing you may want to

do is find your friends and relatives and “friend” them. That means sending
them a friend request, which they then accept (hopefully), and from that
point on, your accounts are linked in a friend relationship, and you can see
each other’s posted activities and information. To find a friend, click the Find
Friends hyperlink on the shaded bar at the top of the page. If the person has a
common name, you may have to sift through multiple listings to find the right
person. Figure 84 shows my Facebook feed. The feed is the ever-changing
stream of activity reports that show what your friends are up to.

To post a status update (which is like a micro-blog, explained in the Twitter
section later in this chapter), type it in the What’s on your mind? box near the
top of the page, as shown in Figure 8-4.


http://www.facebook.com/
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Discussion boards

A discussion board is a place where you can post written messages, pictures,
and videos on a topic. Others can reply to you, and you can reply to their
postings. In a variation on discussion boards, you'll find blogs (web logs)
everywhere you turn, and you can also post your comments about blog
entries.

Discussion boards and blogs are asynchronous, which means that you post a
message (just as you might on a bulletin board at the grocery store) and wait
for a response. Somebody might read it that hour — or ten days or several
weeks after you make the posting. In other words, the response isn’t instanta-
neous, and the message isn’t usually directed to a specific individual.

You can find a discussion board or blog about darn near every topic under
the sun, and these are tremendously helpful when you're looking for answers.
They’re also a great way to share your expertise — whether you chime in on
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how to remove an ink stain, provide historical trivia about button styles on
military uniforms, or announce the latest breakthroughs in your given field.
Postings are likely to stay up on the site for years for people to reference.

To explore a discussion board, follow these steps:
1. Enter http://answers.microsoft.com/en in your browser’s address

field: to go to the Microsoft Support discussion groups.

Some discussion boards require that you become a member, with a
username, and sign in before you can read messages, although this site
doesn’t. You must sign in, however, before you can post.

2. Under the Browse the Categories heading, click a category.
For example, click Windows Phone.

3. In the topic list that appears, click a sub-topic to narrow down your
interest. Continue to click until you get to a specific discussion board,
such as the one shown in Figure 8-5.
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4. When you click a posting that has replies, you’ll see that the replies
are organized in the middle of the page in easy-to-follow threads,
which arrange postings and replies in an outline-like structure.

You can review the various participants’ comments as they add their
ideas to the conversation.

There are thousands of discussion boards all over the Internet that you can
participate in, for every imaginable topic. Most websites for a product have a
Support section, for example, that includes a user-to-user support discussion
board.

Blogging

A blog (short for web log) is an online journal. It can be entirely private, open
to invited guests only, or available to the general public. Most blogs are per-
sonal in nature, but some companies have corporate-sponsored blogs that
employees write to convey information informally to the public. For example,
Microsoft encourages many of their employees to blog about new product
developments, and it even hosts their blogs on official Microsoft servers. In
addition, some independent contractors blog about their work to become
more well-known in their field and to share information with others in similar
professions.

There are millions of active blogs all over the Internet, so you may just con-
tent yourself with reading other people’s writings. You might start with a
popular blogging site such as WordPress, TypePad, or Blogger, and browse
the blogs on the home pages. Or, you might have friends or relatives who
blog and you might bookmark their blog pages for regular reading.

If you want to create your own blog, your best bet is to sign up for an account
on a blogging website (again, WordPress, TypePad, and Blogger are the popu-
lar ones). A basic account is free; you can pay extra for upgrades, but if you're
just getting started, you might as well wait and see if you actually like blogging.

After creating your account, you can enter the text for your blog entries
directly into the website, or if you prefer, you can use an offline blogging
application. Microsoft Word works to compose blogs, but a perhaps easier
tool to use is Windows Live Writer, which is part of the Windows Live suite of
free apps that Microsoft offers. You can download Windows Live apps from
www.microsoft.com/en-us/download/details.aspx?id=8621.
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When you run Windows Live Writer for the first time, it prompts you to enter
the URL and login information for your blog. After you enter those once, the
application remembers them thereafter, and each time you start the applica-
tion, a new post document starts. Write and format your post as you would in
a word processing program, and then click Publish to publish it to your blog.
See Figure 8-6.
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Twitter

Twitter is a micro-blogging service, where you can post status updates in
short, 140-character chunks. Posting a status update is known as tweeting.
You can tweet from the Twitter website or, perhaps more commonly, from a
Twitter app on a smartphone. As with Facebook, Twitter provides you with
a feed that tracks the activity of people that you have chosen to follow (the
equivalent of friending on Facebook).

To get started with Twitter, sign up for a Twitter account at www.twitter.
com. You can optionally check the app store on your smart phone or tablet
for a Twitter app to use on the phone. Figure 8-7 shows the Twitter website.

Sending and receiving tweets is fun, but it can be exhausting to keep up with
everyone else’s tweets, many of which may seem mundane and uninteresting.
Do you really want to know what 20 different friends had for dinner, for exam-
ple? When tweeting yourself, to make sure that your tweets are something that
your friends look forward to rather than roll their eyes at, make sure you say
something of substance.


http://www.twitter.com/
http://www.twitter.com/
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Using Instant Messaging

Instant messaging (often called just IMing) is the process of exchanging
text-based messages in real-time over a computer in a one-on-one conversa-
tion (usually, although it is possible to invite multiple people to the same
conversation). To do it, you use an instant messaging service such as Yahoo!
Messenger or AOL Instant Messenger. Instant messaging is a lot like Simple
Mail Service (SMS) text messaging on a cell phone except it is sent over the
Internet rather than via cell phone.

To try out Yahoo! Messenger, go to http://messenger.yahoo.com and
download the Yahoo! IM client software. (It’s free.) Then install it, create an
account if you don’t have one already, and you're off and running. To add
someone as a contact, open the Contacts menu and choose Add Contact.
Then to have a conversation with someone on your Contacts list, double-
click their name and type a greeting in the message window that opens, as in
Figure 8-8.


http://messenger.yahoo.com/
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IM is ideal for quick, little messages where you just want an answer without
forming a formal email, as well as for touching base and saying hi. This isn’t a
tool you'd typically use for a long, meaningful conversation, but it’s great for
quick exchanges.

Instant messages go through a central server maintained by the company
that owns the service you are using. Instant messaging services are usually
free to the user; the costs are paid by advertisers. Instant message conversa-
tions may be logged (saved), but are not necessarily so by default, so this is
not the best medium for preserving important conversational records.

Some IM services blur the line between IM and other more sophisticated
communication forms such as video chatting. Yahoo! Instant Messenger, for
example, offers both webcam and audio chat capabilities as well as text-
based communication.
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Using a Webcam

WING/

A webcam is a video camera that is attached to a computer; the computer
runs the camera’s software, so the camera is essentially a dumb piece of
hardware that just feeds data directly into the application. This is different
from a standalone video camera, which has its own programming and can
function when detached from a computer.

Because a webcam is pretty simple hardware-wise, it’s inexpensive, and many
computers come with a webcam built into the display frame (especially note-
books, tablets, and smartphones).

Video chatting works in real-time. A webcam works by capturing video of you
(or of whoever or whatever is in front of the camera) and then transmitting it
immediately across the Internet to a recipient’s computer. It doesn’t store the
video feed locally. That’s a good thing because you wouldn’t want your hard
drive to fill up with all those large video files. Similarly, if the person on the
other end broadcasts video to you via his or her webcam, the video appears
on your screen in real-time, but isn’t saved.

The process of video chatting varies depending on the software you are
using. Your webcam may come with its own software, and you can also use a
variety of services such as Skype. As [ mentioned in the last section, you can
also use some IM clients for video chat too. For example, in Yahoo! Instant
Messenger, you first start a text conversation with someone, and then click
the Video Call button in the chat window to invite the person to participate in
video chat.

Do not allow children or teens to video chat with strangers. This can invite the
attention of online predators and pedophiles.

If you plan on doing a lot of video chatting (for example, if your sister just
moved to a foreign country and you plan on talking to her for hours every
week on video chat), you may want to sign up for Skype. Skype is a free
audio and video chatting service, and the Skype software comes free with
Windows 8.1. You may already have it on your PC; if not, you can download

it from www . skype . com. If you use Skype on a computer on which you are
already signed in with a Microsoft account, you might not even have to create
a Skype account; the service may use your Microsoft account as your ID there.


http://www.skype.com/
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wevb»v Check out www.dummies.com/extras/digitalliteracy for alternatives to
extras paying for Microsoft Office.



http://www.dummies.com/extras/digitalliteracy

In this part . . .

Discover how to select, install, and remove applications and
how to navigate in an Office application.

Learn to create attractive documents in Microsoft Word with
pictures and tables.

Find out how to manage and calculate date with Microsoft
Excel, including creating charts.

Learn how to use Microsoft PowerPoint to create presentation
graphics that include pictures, transition effects, and
sounds.

Learn about databases and how they store data and find out
how to create a multi-table database in Microsoft Access.




Chapter 9
Understanding Applications

In This Chapter
Understanding application types and uses
Understanding how applications are installed and removed
Identifying the applications in the Microsoft Office suite
Navigating an Office application’s interface
Opening, saving, and printing files in an application

A pplications are programs that enables you to do something useful or
fun on your computer. This can include creating documents for busi-
ness or personal projects, pursuing hobbies, learning, and being entertained.

In this chapter, you find out about the types of applications available and
how to install and remove them in Windows 8.1. You will also learn what pro-
grams are included in Microsoft Office 2013 and what common features each
of the Office applications share.

Types of Applications

Applications are available for just about anything you can imagine doing with
a computer. Some broad categories of applications include the following:

v Business productivity: These applications are designed to help people
do serious stuff, such as write a report, calculate a budget, send
invoices, store data, and manage projects. Examples include word pro-
cessors, spreadsheets, databases, presentation graphics, accounting
programs, and tax preparation software.

v Graphics: Graphics can be serious stuff too, or they can be just for fun.
Graphics software helps you create and modify artwork of all kinds,
including photos, drawings (both technical and creative), diagrams, and
clip art.
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v~ Video: Applications are available that play videos on your computer,
and also that create and edit your own videos.

v Audio: There are applications that play back all types of audio content,
including music, podcasts, audio books, and so on. You can also get appli-
cations that enable you to create and edit your own audio recordings.

+* Education: You can get applications that will teach you about any
subject you are interested in, whether it’s learning a new language or
learning how to repair computers. You can also participate in academic
courses that may have their own applications for delivering the course
content, such as a tutorial DVD that comes with a textbook.

»* Communication: If you have an Internet connection, you can use vari-
ous types of communication software to surf the web, send and receive
email, chat with friends using instant messaging, have video conversa-
tions, and exchange files.

+* Hobbies and personal enrichment: Software is available that can help
you with whatever hobbies you pursue. Applications exist that can plan
your home landscaping, record genealogical information, and much more.

v Games: So many games, so little free time to play them! Whatever type
of games you like to play, there are hundreds available for you to try out,
from card and board game simulations to shoot-em-up monster action.

1 Development tools: Don'’t like any of the software that’s out there? Write
your own! Development software provides a programming environment
for creating software, if you have the programming knowledge. (Take a
class; don’t try to learn it on your own.) You can also get development
tools for creating web content.

If you want to see what applications are installed on your computer already,
display the Start screen in Windows 8.1 and then click the down arrow at the
bottom to display the Apps list. Read about the Apps list and how to run pro-
grams in Chapter 4.

Installing and Removing Applications

Each application has minimum system requirements. In order to install the
application, your computer must meet or exceed those requirements. For
example, the system requirements for Microsoft Office 2013 are as follows:

CPU: 1 GHz clock speed
RAM: 1 GB for the 32-bit version or 2 GB for the 64-bit version
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Hard disk space: 3 GB free space

Operating system: Windows 7, Windows Server 2008 R2, Windows 8, or
Windows Server 2012

You can find out an application’s system requirements on the retail box
for the product or on the manufacturer’s website online. If your computer
doesn’t meet the requirements, the application may not install at all, or it
may install but run poorly.

Installing an application on a Windows 8.1 PC does these things:

v It decompresses and copies the needed files to your hard drive.

v It makes changes in the Windows configuration files (the Registry) so
that Windows is aware of the application. This may include changing the
default applications for certain data file types.

v~ It places a shortcut to the application on the Apps list (accessed from
the Start screen).

The procedure for installing an application depends on how you acquired
it. If you downloaded the application, the file you downloaded is a setup
program. Double-click its icon to run it and follow the prompts to install the
software.

If you bought the program on disc, insert the disc into your DVD drive. You
may see a message asking you to choose what happens with the disc. If you
click or tap that message, you see a list of choices, as in Figure 9-1. Choose to
run Setup.exe if that choice is available. If it’s not, choose to browse the files
on the disc and locate the setup file manually.

DVD RW Drive (D:) HR Bloc...

Choose what to do with this disc

Install or run program from your media
Install H&R Block Tax Software
Published by HRB Technology, LLC

Other choices

r- Open folder to view files
- File Explorer

Take no action
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After an application has been installed, it appears in Windows’ list of installed
applications on the Start screen’s Apps list, which you learned about in
Chapter 4, and also in the Programs section of the Control Panel.

To uninstall an application, use the Control Panel interface, as in the follow-
ing steps:

1. From the Windows desktop, right-click the Start button and choose
Control Panel.

2. Under the Programs heading, click Uninstall a program. A list of
installed programs appears, as in Figure 9-2.

Select the application Choose Uninstall
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3. Click the application you want to uninstall.

Buttons for the available actions for that program appear in the bar
above the list.

For example, in Figure 9-2, the available actions are Uninstall, Change,
and Repair. Some applications only have the Uninstall option.
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4. Click Uninstall. The uninstall process begins.

5. Follow the prompts to complete the uninstallation. The steps vary
depending on the application.

What Is Microsoft Office?

Microsoft Office is a suite of applications for business productivity. A suite
is a group of applications that are designed to work well together and are
designed around a common interface. It is less expensive to buy a suite than
it is to buy the individual applications separately.

The Microsoft Office 2013 suite comes in several different editions, each with

a different combination of applications. Table 9-1 summarizes which applica-
tions are available in which editions. Note that some editions are available only
through volume licensing — that is, when a company purchases a bulk license
that allows many copies of the software to be installed. For example, a univer-
sity might offer Office to all students and teachers through volume licensing.

There are also subscription-based editions of Office called Microsoft
Office 365; they are available on a yearly subscription basis online. To
see a more complete chart of editions and their included products,
including all the Office 365 editions, see http://en.wikipedia.org/
wiki/Microsoft Office 2013#Comparison.

Table 9-1 Microsoft Office Editions
Home & Home & Profes-  Standard Professional Plus
Student  Business  sional (Available (Available Only
Only Through Volume
Through Licensing)
Volume
Licensing)
Word X X X X X
Excel X X X X X
PowerPoint X X X X X
OneNote X X X X X
Outlook X X X X
Publisher X X X
Access X X
InfoPath X
Lync X



http://en.wikipedia.org/wiki/Microsoft_Office_2013%23Comparison
http://en.wikipedia.org/wiki/Microsoft_Office_2013%23Comparison
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Here’s a quick description of each application:

v Word: A word processor, used for text-based documents like reports,
memos, and letters.

v Excel: A spreadsheet program, used to organize and calculate numeric
data like budgets, sales results, and loans.

+* PowerPoint: A presentation graphics program, used to create comput-
erized slide shows to accompany all types of public speaking (sales
pitches, lessons, informational meetings, and so on).

v Outlook: An email and personal information management program, used
to send and receive email, schedule meetings, track to-do lists, and store
contact information.

v Access: A database management system, used to store and organize
structured data such as inventory and personnel information and cus-
tomer orders.

v~ Publisher: A desktop publishing program that enables you to create
documents with more complex page layouts than Word, such as bro-
chures and newsletters.

+* OneNote: A note organizing program that allows you to store and com-
bine data from many different sources as you would with a cardboard
folder or a filing cabinet drawer.

v+ InfoPath: An application for creating, distributing, and filling out elec-
tronic forms.

v Lync: An instant messaging application that can be used with certain
types of servers.

In addition to the full applications, Microsoft also offers streamlined, online
versions of some applications (Word, Excel, PowerPoint, and OneNote). To
access these, log into OneDrive (www . onedrive . com) with your Microsoft ID,
and then click the Create button and choose the type of document you want to
create. Alternatively, click one of your existing files stored on your OneDrive
to open it in the web-based version of its native application.

In this book, I keep things simple, and look at only the basic set of applica-
tions: Word (Chapter 10), Excel (Chapter 11), PowerPoint (Chapter 12), and
Access (Chapter 13), plus a little bit about Outlook in Chapter 7.


http://www.onedrive.com/
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Navigating an Office Application’s
Interface

|
Figure 9-3:
The Start
screenin
Word.
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The Office 2013 interface in each program consists of a tabbed Ribbon, a File
menu, a status bar at the bottom, window controls, and other common fea-
tures. In the following sections, you become familiar with these common ele-
ments. [ use Microsoft Word as the example in most cases, but keep in mind
that these elements are all basically the same in every Office application.

The Start screen

New in Office 2013, a Start screen appears when you start an application. To
bypass it and go to a new blank document, you can press Esc. Alternatively,
you can choose to open an existing document or click one of the templates
that appears to start a new document based on a template. See Figure 9-3 for
the Start screen in Word.

Click a template to start a new document

Search for online femplates @

Click a recent file to reopen it.

7 - 8 X

Faithe Wempen §
faithe@wempen.com
Switch account

Word

Recent

Suggested searches: | Letters Resume Fax  Labels Cards

Calendar  Blank

Lesson 11 Compatibility.docx

Faithe Wempen's OneDrive » Documents » -
Lesson 8 Drawings.docx

Faithe Wempen's OneDrive » Documents »

Chapter 8 Breton Art.docx
Fohe Wempen's OneDrves Documets» Take a
Lesson 8 Breton.docx to u r‘

Faithe Wempen's OneDrive » Documents »

-Chapter 6 Newsletter Breaks.docx
Faithe Wempen's OneDrive

Chapter 6 Newsletter Breaks.docx

Faithe Wempen's OneDrive » Documents =

Chapter 6 Newsletter.docx

Faithe Wempen's OneDrive » Documents »

Chapter 6 Syllabus Pages.docx

Faithe Wempen's OneDrive » Documents »

Chapter 6 Pages.docx

Faithe Wempen's OneDrive » Documents =

Lesson 6 Syllabus.docx

Faithe Wempen's OneDrive » Documents »

Fall fiyer Single spaced (blank)
Chapter 5 Styles.docx
Faithe Wempen's OneDrive » Documents »
Iﬂ Open Other Documents Title 2 T‘ﬂe
Heading -

Blank document

fall harvest

celebration

Welcome to Word

Click here to use the Open dialog box to open a file



’ 60 Part l1l: Productivity Programs

Ribbon and tabs

All Office 2013 applications have a common system of navigation called the
Ribbon, which is a tabbed bar across the top of the application window. Each
tab is like a page of buttons. You click different tabs to access different sets
of buttons and features. Within a tab, the buttons are organized into groups.
The group name appears below the buttons.

When you point at a button, a ScreenTip appears, telling you the button’s
name and purpose and showing a keyboard shortcut (Ctrl+L) that you can
optionally use to select that command, as shown in Figure 9-4.
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Flgul‘e 9-4; Clipboard & Font o Paragraph 5 Styles 5 Edifing ~
A ScreenTlp Align Left (Ctrl+L) -
Align your content with the left
appears margin.
Left alignment is commonly used
when you for body text and makes the
document easier to read.
mouse over
a button.
|
ScreenTip Group name

Certain tabs and groups of tabs appear only when you are performing specific
actions or working with certain types of content. These are called contextual
tabs. For example, when you are working with a table, a group of tabs called
Table Tools becomes available. There are two tabs in that group: Design and
Layout. In this book when I refer to a contextual tab, I include both names. For
example, the Table Tools Design tab is shown in Figure 9-5.

Quick Access Toolbar Contextual tabs
|

Flgure 9-5: [ IEECH RN Docurment! - Word TABLE TOOLS R E - x
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The Quick Access Toolbar is the row of buttons above the Ribbon, which

is visible in Figure 9-5. It contains shortcuts to a few commonly used com-
mands, and you can add your own shortcuts to it as well. You can right-click
any command on the Ribbon and choose Add to Quick Access Toolbar. One
useful command that’s only available on the Quick Access Toolbar is Undo,
which reverses the last action performed. Its keyboard shortcut is Ctrl+Z in
all Office applications.

The File menu

In each Office application, clicking the File tab opens the File menu (see
Figure 9-6), also known as Backstage view. Backstage view provides access to
commands that have to do with the data file you're working with — commands
such as saving, opening, printing, mailing, and checking its properties. The File
tab is a different color in each application. In Word, for example, it’s blue. To
leave Backstage view, press the Esc key or click the left-pointing arrow button
in the upper-left corner. After opening the File menu, you can click a category
on the left to see a different page of commands.
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Moving around in an application

As you work in one of the Office applications, you may add so much content
that you can’t see it all onscreen at once. You might need to scroll through
the document to view different parts of it. The simplest way to scroll through
a document is by using the scroll bars with your mouse. See Figure 9-7.
NG/

g‘?g\“ Scrolling through a document with the scroll bars doesn’t move the insertion
point, so what you type or insert doesn’t necessarily appear in the location
that shows onscreen.

Scroll box
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COMPUTER HARDWARE/SOFTWARE ARCHITECTURE

Description

This course presents a detailed investigation of computer hardware and software. Looking at
hardware and software components along with several operating systems, students should
enhance their knowledge of the interrelations between these components. In addition,
through the use of programming examples, the student will learn about the structure of the
microprocessor and microcomputer basics and gain detailed knowledge of computer
components and their functions. By the end of the course, students will be able to identify,
describe, and discuss the concepts of computer structure, architecture, and performance.
Students will also apply knowledge gained in discussing and solving problem-based
scenarios.

I

Figure 9-7: Course Format
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You can also get around by moving the insertion point. When you do so, the
document view scrolls automatically so you can see the newly selected loca-
tion. You can move the insertion point either by clicking where you want it or
by using keyboard shortcuts.

Here’s a summary of how to move in a document using the scroll bar. These
are geared toward Word, but it’s similar in Excel and PowerPoint:

v Click a scroll arrow to scroll a small amount in that direction. In Excel,
that’s one row or column; in other applications, the exact amount varies
per click.

v Hold down the left mouse button as you point to the scroll arrow to
scroll continuously in that direction until you release the mouse button.

v Click above or below the scroll box to scroll one full screen in that direc-
tion if the document is tall/wide enough that there’s undisplayed content
in that direction.

v Drag the scroll box to scroll quickly in the direction you're dragging.

And, here’s a summary of the ways you can move around in a document by
using the keyboard:

v Press an arrow key to move the insertion point or cell cursor in the
direction of the arrow. The exact amount of movement depends on the
application; for example, in Excel, one arrow click moves the cursor by
one cell. In Word, the up and down arrows move the cursor by one line,
and the right and left arrows move it by one character.

v Press Page Up or Page Down to scroll one full screen in that direction.
1 Press Home to move to the left side of the current row or line.

v Press End to move to the right side of the current row or line.

v Press Ctrl+Home to move to the upper-left corner of the document.

v Press Ctrl+End to move to the lower-right corner of the document.

Changing the zoom and the view

All Office applications have Zoom commands that can make the data appear
larger or smaller onscreen. In addition, depending on what you’re doing to
the data in a particular application, you may find that changing the view

is useful. Some applications have multiple viewing modes you can switch
among; for example, PowerPoint’s Normal view is suitable for slide editing,
and its Slide Sorter view is suitable for rearranging the slides.
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Zooming changes the magnification of the data shown on the screen. It doesn’t
change the magnification of the application window itself (for example, the
Ribbon), and it doesn’t change the size of the data on printouts. Zooming in
increases the magnification, and zooming out decreases it.

Each application has its own views suited to working with the unique type of
content it generates. You can choose a view from the View tab on the Ribbon,
or you can click one of the View shortcut buttons near the lower right corner
of the application window, as shown in Figure 9-8.

View buttons Zoom controls

| |
& B -———F——+ 100%

Creating a Document

SMBER
S

In all the Office applications discussed in this book (except Outlook, which
works somewhat differently), when you start the application, a Start screen
appears, and if you press Esc from there, a new blank document appears. You
can begin creating new content in this document and then save your work
when you're finished editing. Alternatively, you can open an existing docu-
ment or start a different type of document.

[ use the term document generically to refer to a data file from Word, Excel, or
PowerPoint. Document is actually the preferred term for a Word document. An
Excel document is more commonly called a workbook, and a PowerPoint docu-
ment is more commonly called a presentation.

After starting a new document, you type or insert content into it. Documents
can contain text, graphic objects, or a combination of the two. You can use
many types of graphic objects, such as photos, clip art, drawings, diagrams,
and charts. You learn about these object types in later lessons.

Typing text

Because of the layout differences among Excel, Word, and PowerPoint, the
process of entering text in each program differs. Excel stores text in cells,
which are boxes at the intersections of rows and columns. Word stores text
directly on the document page. PowerPoint places text in movable, resizable
text boxes on slides.
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To enter text, position the insertion point, using whatever method is appro-
priate for the application you are using, and then start typing. Use Backspace
to erase the character to the left of the insertion point, or use Delete to erase
the character to its right.

Inserting a picture

One of the most common types of graphic is what Office calls a picture from file
(a picture that’s saved as a separate file outside of Office). You can get pictures
from the Internet, from friends, or from your own scanner or digital camera.

To insert a picture that you already have on your computer, click the Insert
tab, and then click Pictures. An Insert Picture dialog box opens, from which
you can choose the picture you want to use. See Figure 9-9. Click Insert to
complete the insertion.

@ - .. » OneDrive » Pictures » v & Search Pictures

Organize = New folder

& Downloads

| Books
= Recent places E
#&. OneDrive

| Digital Literacy for Dum 2012 06-06 2012-08-08 Mobile uploads

. Documents

| Favorites 2

M Pictures —j

S — =
[

W Saudi SANY0039.IPG SANYD044.IPG SANV0045.JPG

.. Technology
| Transfer

File name:  SANYDOD39.PG v | | All Pictures (*.emf:*.wmf:*jpg:* v

Tools ~ Insert |v Cancel

Or, to find a picture on the Internet, click the Insert tab and then click Online
Pictures. In the dialog box that appears, you can search for Office.com clip
art (royalty-free artwork provided by Microsoft) or do a Bing image search to
find pictures on the Internet.

You can the move and resize the picture as needed. You'll learn more about
inserting pictures in Chapters 10 and 12, in Word and PowerPoint respectively.
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If you find a picture using Bing Image Search, do not assume that you are free
to use it without acknowledging or paying its creator. By default, the Bing
image search in Office applications shows only pictures that are licensed
under Creative Commons, but individual photographers and artists may have
special rules for using their work.

Opening and Saving Files

In each Office application, you can create, open, and save data files. A data
file stores your work in a particular application. If you don’t save your work,
whatever you've entered disappears when you close the application or turn
off your computer.

Each Office 2013 application has its own data file format. For example:

1 Word: Document files, .docx
1 Excel: Workbook files, .x1sx
v PowerPoint: Presentation files, . pptx

v Outlook: Personal folders files, .pst

Word, Excel, and PowerPoint use a separate data file for each project you
work on. Every time you use one of these programs, you open and save data
files. Outlook uses just one data file for all your activities. This file is auto-
matically saved and opened for you, so you usually don’t have to think about
data file management in Outlook.

The steps for saving and opening data files are almost exactly the same in
Word, Excel, and PowerPoint, so mastering them in one program gives you
a big head start in the other programs. In upcoming chapters, | will assume
that you are able to save and open files in these applications, so pay close
attention to the next few sections!

Saving your work for the first time

As you work in an application, the content you create is stored in the com-
puter’s memory. This memory is only temporary storage. When you exit the
application or shut down the computer, whatever is stored in memory is
flushed away forever — unless you save it.

The first time you save a file, the application prompts you to enter a name for
it in the Save As dialog box, as shown in Figure 9-10. You can also choose a
different save location and/or file type.
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When you resave a previously saved file, the Save As dialog box doesn’t reap-
pear; the file saves with the most recent settings. If you want to change the
settings (such as the location or file type) or save under a different name,

choose FilervSave As.

You can save your file in the default file format for that application (recom-
mended unless you have a reason not to), or you can choose another file
format. Each application has three important file format types to be aware of:

v~ Default: The default format in each application supports most Office 2007
and higher features except macros. The file extension ends in the letter X
for each one: Word is . docx; Excel is . x1sx; PowerPoint is . pptx.

v Macro-enabled: This format supports most Office 2007 and higher fea-
tures, including macros. The file extension ends in the letter M for each

one: .docm, .x1sm, and

.pptm.
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Macros are recorded bits of code that can automate certain activities in
a program, but they can also carry viruses. The default formats don’t
support macros for that reason. If you need to create a file that includes
macros, you can save in a macro-enabled format.

v 97-2003: Each application includes a file format for backward compat-
ibility with earlier versions of the application (Office versions 97 through
2003). Some minor functionality may be lost when you save in this
format. The file extensions are .doc, .x1s, and .ppt.

Navigating in the Save As dialog box

Office 2013 uses the current Windows user’s OneDrive as the default storage
location. OneDrive is a cloud-based online storage area hosted by Microsoft.
(You learned about clouds in Chapter 8.) Anyone who registers for the ser-
vice, or who logs into Windows 8.1 with a Microsoft ID, is given a certain
amount of free storage space, and can purchase more.

You can also save your files locally, where the default location is your Doc-
uments library, as it was with Office 2010. In Windows, each user has his own
Documents folder (based on who is logged in to Windows at the moment).

New in Office 2013 applications, when you choose Filem>Save As, a dialog
box doesn’t open immediately. Instead, a Save As screen in Backstage view
opens, prompting you to choose an overall save location, whether it’s
your OneDrive, your computer, or some custom location you might have
set up. Only after you make that choice and click Browse does the Save As
dialog box appear.

If you want the Save As dialog box to appear immediately when you choose
Filem>Save As, open Backstage view and click Options. Then in the Options
dialog box, click Save on the left and then mark the Don’t Show the Backstage
When Opening or Saving Files check box.

To understand how to change save locations, you should first understand
the concept of a file path. (You got a bit of this in Chapter 4, but here’s a
refresher.)

Files are organized into folders, and you can have folders inside folders. For
example, you might have

v A folder called Work

v Within that folder, another folder called Job Search

v Within that folder, a Word file called Resume.docx
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Figure 9-11:
The naviga-
tion pane in
the Save As

dialog box.

The path for such a file would be
C:\Work\Job Search\Resume.docx

When you change the save location, you're changing to a different path for
the file. You do that by navigating through the file system via the Save As
dialog box. The Save As dialog box provides several ways of navigating, so
you can pick the one you like best.

The bar at the left in the Save As dialog box is the navigation pane. It provides
shortcuts for various places where you can save files. At the bottom of the
navigation pane is a folder tree where the folders and drives on your com-
puter can be chosen from a collapsible hierarchical tree-like structure. See
Figure 9-11.
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The bar across the top is the address bar. It shows the current location. You
can type a file path into the address bar manually if you know it.
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Opening a document

When you open a file, you copy it from your hard drive (or other storage
location) into the computer’s memory, where Word can access it for viewing
and modifying it.

The Open dialog box’s navigation controls are almost exactly the same as
those in the Save As dialog box, so you can browse to a different storage loca-
tion if needed.

If you want to reopen a recently used file, there’s an even quicker way than
using the Open dialog box. Choose File=>Open and then click the file’s name
on the Recent Files list.

Computers lock up occasionally, and applications sometimes crash in the
middle of important projects. When that happens, any work that you haven’t
saved is gone. To minimize the pain of those situations, Word, Excel, and
PowerPoint all have an AutoRecover feature that silently saves your drafts as
you work, once every 10 minutes or at some other interval you specify. These
drafts are saved in temporary hidden files that are deleted when you close the
application successfully (that is, not abruptly due to a lockup, crash, or power
outage). If the application crashes, those temporary saved files appear for
your perusal when the program starts back up. You can choose to either keep
or discard them.

Printing Files

You can print your work on paper to share with people who may not have
computer access or to pass out as handouts at meetings and events. You can
print the quick-and-easy way with the default settings or customize the set-
tings to fit your needs.

To access the printing controls, click File and click Print. On the Print screen
that appears, printing controls appear on the left and a preview of the print
job appears on the right. The arrow buttons at the bottom of the screen
enable you to page through the print preview if there is more than one page.
See Figure 9-12.
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Here are some settings you can adjust in Word. Excel and PowerPoint have
some different settings specific to their content:

v Copies: One copy is the default. Enter a different number if desired.
v Printer: Choose which printer to use if you have more than one.

1~ Page range: In the Pages text box, you can enter the page numbers to
print if you don’t want to print everything. Separate individual numbers
with commas, or specify a range with a dash like this: 1-3.

* One-sided or two-sided: Open the Print One Sided drop-down list and
choose an option.

\P . . . .
) If you have a printer that only prints on one side at a time, you can use

the Manually Print on Both Sides feature to print only every other page;
you can reload the paper back into the printer to print the other side.
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+* One-sided or two-sided: Open the Print One Sided drop-down list and
choose an option.

v Collation: If you are printing multiple copies of a multi-page document,
you can choose to collate them (1, 2, 3, 1, 2, 3) or not (1, 1, 2, 2, 3, 3).

v Orientation: You can choose portrait (taller than it is wide) or landscape
(wider than it is tall) page orientation.

v~ Paper size: You can choose a different paper size. (Don’t forget to load
the different paper into your printer.)

v Margins: You can adjust the page margins — that is, the amount of blank
space on each side of the paper.

1~ Pages per sheet: You can shrink down your printout to fit multiple pages
on a single piece of paper.



Chapter 10

Creating Personal Documents
with Microsoft Word

In This Chapter

Using templates to create documents

Editing and formatting text and paragraphs

Applying styles

Checking your work with proofing tools

Creating and modifying tables

Inserting and formatting pictures

Discovering the benefits of desktop publishing software

M icrosoft Word is the most popular of the Office applications because
nearly everyone needs to create text documents of one type or another.
With Word, you can create everything from brochures to school research
papers to family holiday letters.

In this lesson, I explain how to create, edit, format, and share simple docu-
ments. By the end of this lesson, you’ll have a good grasp of the entire pro-
cess of document creation, from start to finish, including how to share your
work with others via print or email.

Creating a New Document
Using a Template

You can create a blank new document in Word, or you can base a new docu-
ment on a template. Each Office application has some templates that are
stored locally on your hard drive and many more that are available via the
Internet. After starting a new document, you can adjust the paper size and
orientation if needed.
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Figure 10-1:
Create
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A template is a special type of document that’s designed to be a model for
new documents. Templates have a different file extension (.dotx or .dotm)
than regular documents (.docx or .doc). When you start a new document
based on a template, the template file itself is unaffected, so it’s always the
same each time you use it.

Even when you start a blank document, you're still (technically) using a tem-
plate. It’s a template called Normal, and it specifies certain default settings
for a new blank document, such as the default fonts (Calibri for body text and
Cambria for headings), default font sizes (11 point for body text), and mar-
gins (1 inch on all sides).

To create a new document using a template, follow these steps:

1. In Word, choose File=>New.

Icons for creating new documents appear, as shown in Figure 10-1.

Click here and type a keyword

Document] - Word ? - 8 X
Faithe Wempen -
Search for online templates: 0
Suggested searches:  Letters Resume Fax Labels Cards Calendar Blank
FEATURED PERSONAL
ANNUAL
Take a REPORT
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s Blank document Welcome to Word Annual report (Timeless
design)
Aa Title =] Title
Heading
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2. Click in the Search for Online Templates box and type a word describ-
ing the type of template you are looking for (for example, Brochures).
Then press Enter.

Word uses your Internet connection to retrieve a list of available brochure
templates.

3. If desired, narrow the results by clicking a category in the Category
list at the right.

For example, you might choose Business.

The list is filtered to show only templates that have business as a
keyword.

4. Narrow down the search further as desired. When you locate
a suitable-looking template, click it to preview it, as shown in
Figure 10-2.

x
Brochure
Your Provided by:  Microsoft Corporation
g'.(:\'r_]F}C:.].:". Use this tri-fold brochure template to share
Brochure . - - ™. o
information about your business. Works with Avery
brochure card stock and designed to be a self-
mailer, Matches other professional templates in the
Red design set.
Download size: 261 KB
Rating: ¥ ¢ % % % (88 Votes)
LoGo
I
Figure 10_2: 4 More Images » ﬂ
A brochure
Create
template.
I
5. Click the Create button below the preview. The template is down-
loaded and a new document appears based on it.
At this point you can add your own content to the template, save the document
for later use, or just close it without saving it and try a different template.
QP When you create a new document by clicking the Blank Document icon or

by pressing Ctrl+N, the resulting document is based on the Normal template.
If you stick with the default values for the Normal template’s definition, the
Normal template doesn’t exist as a separate file. It’s built into Word itself.
You won't find it if you search your hard drive for it. However, if you make a
change to one or more of the Normal template’s settings, Word saves them
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to a file called Normal . dotm. If Word at any point can’t find Normal . dotm,
it reverts to its internally stored copy and goes back to the default values.
That’s important to know because if you ever accidentally redefine the
Normal template so that it produces documents with unwanted settings, or
if it ever gets corrupted, all you have to do is find and delete Normal . dotm
from your hard drive, and you go back to a fresh-from-the-factory version

of the default settings for new blank documents. The template is stored in
C:\Users\user\AppData\Roaming\Microsoft\Templates, where user
is the logged-in username.

Adjusting Page Settings

a\\J

A template might not always use the page settings for the work you want to
create. You might want to change the page margins, orientation, or size, as
described in the following sections.

Setting page margins

The margins are the amounts of blank space that Word reserves on each
side of the paper. In most cases, you want them to be roughly the same on
all sides, or at least the same at both the right/left, so the document looks
symmetrical. In special cases, though, such as when you’re going to bind the
document on the left or at the top, you want to leave more blank space on
one particular side.

Word provides several easy-to-use margin presets. You can also individually
specify the margins for each side of the page if you prefer. To change the mar-
gins to one of the presets, choose Page Layout=>Margins and make a selection
from the Margins button’s menu, as in Figure 10-3.

One of the presets is called Mirrored. The Mirrored margin choice enables
you to specify different margins for right and left, depending on whether
the page number is odd or even. This option allows you to print pages for a
two-sided booklet with the extra space on whichever side of the page will be
in the binding.

If you have special margin needs that don’t match any of the presets, you can
use the Page Setup dialog box, as in the following steps.

1. Click the Margins button and then click Custom Margins.
The Page Setup dialog box opens.
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2. In the Top, Bottom, Right, and Left boxes, type the desired margin
settings.

See Figure 10-4.

3. Click OK. The margins change. You can tell the margins change because
the text is positioned differently on the pages (that is, if you’ve typed
any text, or if the template you chose provided any).

If there’s no text in the document yet, you won’t notice any change.
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Setting paper size and orientation

The standard paper size in the United States is 8.5 x 11 inches, also known
as Letter. Most of the templates available through Word use this paper size,
although some exceptions exist. For example, an envelope template might
use a page size that matches a standard business envelope, or a legal brief
template might use legal-size paper (8.5 x 14 inches).

To change the paper size, choose Page Layout=>Size and select a paper size.
See Figure 10-5. (Or, if you've got some really unusual paper size, click More
Paper Sizes to set up the paper size in the Page Layout dialog box.)

Changing the paper size in Word doesn’t change the paper size in your printer,
of course, so if you print on a different size paper than you tell Word you're
using, the printing may not be centered on the paper.

A document’s orientation can be either portrait or landscape. Portrait is a
standard page in which the tall part of the paper runs along the left and
right sides. Landscape is a rotated page in which the tall part of the paper
runs along the top and bottom. To set the page orientation, choose Page
Layout=>Orientation and choose Portrait or Landscape.
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Editing and Selecting Text

After creating a document and settings its basic properties (such as margins,
orientation, and page size), you're ready to start editing its content. Editing
can include adding text, deleting text, modifying text, and moving and copy-
ing blocks of text from one location to another.

If you used a template to get started, you may already have some sample
content in the document (text and/or graphics). You can edit this content, or
you can delete it and start from scratch.
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Filling text placeholders

Some templates include placeholders to guide you in creating content in a
specific format. You aren’t required to use the placeholders; you can delete
them if you like. However, if you aren’t sure how to get started with a particu-
lar type of document, the template’s placeholders can be helpful guides.

Typing and editing text

Most documents don’t contain text placeholders, so you're on your own in
deciding what to type. Fortunately, it’s easy to type and edit text in Word.

The text you type appears at the insertion point, a flashing vertical line that
serves as a cursor. You can move the insertion point by clicking where you
want it or by using the arrow keys to move it one space (to the right or left)
or one line (up or down) per arrow key press.

To delete text, press Delete (to delete the character to the right of the inser-
tion point) or Backspace (to delete the character to the left of the insertion
point). To delete more than one character at once, select the block of text to
delete and then press Delete or Backspace.

You can also select some text and then type over it. When you type after
selecting text, the selected text is replaced by what you type.

Selecting text

Selecting blocks of text before you issue an editing or formatting command
allows you to act on the entire block at once. For example, you can select
multiple paragraphs before applying new line spacing or indentation settings,
and those settings will apply to every paragraph in the selection.

You have many ways to select text:
»* You can drag across the text with the mouse (with the left mouse button

pressed) to select any amount of text.

»* You can move the insertion point to the beginning of the text and then
hold down the Shift key while you press the arrow keys to extend the
selection.



Chapter 10: Creating Personal Documents with Microsoft Word ’8 ’

»* You can press the F8 key to turn on Extend mode, and then you can use
the arrow keys to extend the selection.

* You can double-click a word to select it or triple-click within a paragraph
to select it.

» You can press Ctrl+A to select the entire document.

» You can click to the left of a line to select that line.

Formatting Text

Text formatting can make a big difference in the readability of a document. By
making certain text larger, boldface, or a different font, you can call attention
to it and add interest for your readers.

The type of formatting covered in this section is commonly known as
character formatting (formatting that can be applied to individual characters).
Character formatting includes fonts, font sizes, text attributes (such as
italics), character spacing (spacing between letters), and text color.

You can apply each type of character formatting individually, or you can use
style sets or themes to apply multiple types of formatting at once.

Choosing text font, size, and color

The text in the document appears using a certain style of lettering, also
called a font or a typeface. Office comes with dozens of typefaces, so you're
sure to find one that meets the needs of whatever project you create. Choose
a font from the Font drop-down list on the Home tab, as shown in Figure 10-6.

Each font is available in a wide variety of sizes. The sizes are measured in
points, with each point being 1/72 of an inch on a printout. (The size it appears
onscreen depends on the display zoom. You learn about zoom in Lesson 1.)
Text sizes vary from very small (6 points) to very large (100 points or more).
An average document uses body text that’s between 10 and 12 points, and
headings between 12 and 18 points. Chose a font size from the Font Size
drop-down list (also on the Home tab). If the exact size you want doesn’t
appear on the list, you can type the exact size in the text box at the top of

the list.
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You can also color each font by using either a standard color, which doesn’t
change when you change document themes, or a theme color, which does
change. Click the down arrow on the Font Color button to open the palette
shown in Figure 10-7. The top row contains the theme colors, and the rows
beneath that contain tints and shades of the theme colors. The bottom row
contains the standard colors.

Applying text attributes and effects

You can modify text with a variety of attributes, such as bold, italics, underlin-
ing, and so on. You can apply some of these attributes from the Mini toolbar
and/or the Font group on the Home tab. Others are available in the Font
dialog box. Some of them also have keyboard shortcuts.
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To access the Font dialog box, from the Home tab, click the dialog box
launcher for the Font group (the small symbol in the bottom right corner of
the Font group). In the Font dialog box you can not only apply attributes, but
you can also make all the other character formatting changes you've learned
about so far in this chapter (font, size, and color). See Figure 10-8.
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Figure 10-9 shows samples of some of these attributes. Table 10-1 summarizes
the keyboard shortcuts for them.

Normal
Bold
Italic
Underline

Double underline

Strikethrough

SMALL CAPS

ALL CAPS
Shadow

Outline

Table 10-1 Keyboard Shortcuts for Applying Text Attributes

Attribute Keyboard Shortcut
Bold Ctrl+B

Italic Ctrl+l

Underline Ctrl+U

Subscript Ctrl+=

Superscript Ctrl+Shift++ (plus sign)
Underline words but not space Ctrl+Shift+W

Double underline text Ctrl+Shift+D

Small caps Ctrl+Shift+K

All caps Ctrl+Shift+A

You can also apply text effects, also called WordArt effects. The available text
effects include Outline, Shadow, Reflection, and Glow. Figure 10-9 shows exam-
ples of Shadow and Outline. Text effects are accessed from the Text Effects
and Typography button’s menu on the Home tab. See Figure 10-10. The Text
Effects button’s menu also includes a number of presets that combine color
fills, outlines, and other effects in a single operation.

Working with themes

A theme is a file that contains settings for fonts (heading and body), colors, and
object formatting effects (such as 3D effects for drawn shapes and SmartArt
diagrams). Themes enable you to dramatically change the look of a document

quickly.
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All the Office applications use the same set of themes, so themes can help
you standardize the look of your work across multiple applications. For
example, you could make the fonts and colors on a brochure you create in
Word similar to a presentation you create in PowerPoint.

In a Word document that contains only text, you won’t notice the effect changes
when you switch to a different theme, but the font and color changes will be
apparent.

Themes affect only text that hasn’t had manual formatting applied that over-
rides the defaults. For example, if you've specified a certain font or font color
for some text, that text doesn’t change when you change the theme. You can
strip off manual formatting with the Clear Formatting button on the Home tab.

To choose a different theme, choose Design=>Themes and then choose a
theme from the list. See Figure 10-11.
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You can also apply color themes, font themes, and/or effect themes separately.
This ability is useful when none of the available themes exactly match what
you want. After you make the selections you want to create the right combina-
tion of colors, fonts, and effects, you can save your choices as a new theme

to use in other documents (including in Excel and PowerPoint as well as in
Word). Use the Design=>Colors command for colors, and the Designc>Fonts
command for fonts. To save a theme, choose Design=>Themes=>Save Current
Theme.

Applying style sets

A style set is a preset combination of fonts, paragraph line spacing, character
spacing, and indentation. Style sets enable you to quickly change the look

of the document without manually reformatting each paragraph or changing
themes. You can choose a style set from the Style Sets gallery on the Design
tab. See Figure 10-12.
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If you’ve manually applied specific fonts, you won’t see a change when
you apply a different style set. If you don’t get the results you expect with

a style set, select the entire document (Ctrl+A) and then clear the format-
ting by clicking the Clear Formatting button on the Home tab or by pressing
Ctrl+spacebar.

Formatting Paragraphs

\\J

Paragraph formatting is formatting that affects whole paragraphs and cannot
be applied to individual characters. For example, line spacing is a type of
paragraph formatting, along with indentation and alignment. Paragraph for-
matting is applied from the Paragraph group on the Home tab.

If you apply paragraph formatting when no text is selected, the formatting
applies to the paragraph in which the insertion point is currently located.

If you apply paragraph formatting when text is selected, the formatting
applies to whatever paragraphs are included in that selection, even if only
one character of the paragraph is included. Being able to format paragraphs
this way is useful because you can select multiple paragraphs at once and
then format them as a group.

To set the paragraph formatting for the entire document at once, press Ctrl+A
to select the entire document and then issue the paragraph formatting
commands.

Applying horizontal alignment

Horizontal alignment refers to the positioning of the paragraph between the
right and left margins. The horizontal alignment choices are Align Text Left,
Center, Align Text Right, and Justify. Figure 10-13 shows an example of each
of the alignment types. It also points out the horizontal alignment buttons on
the Home tab.
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Horizontal alignment refers to the positioning of the paragraph
between the right and left margins. The horizontal alignment choices
are Align Text Left, Center, Align Text Right, and Justify. Changing the
horizontal alignment can dramatically affect the look of the
document.

Horizontal alignment refers to the positioning of the paragraph
between the right and left margins. The horizontal alignment choices
are Align Text Left, Center, Align Text Right, and Justify. Changing the

horizontal alignment can dramatically affect the look of the
document.

Horizontal alignment refers to the positioning of the paragraph
between the right and left margins. The horizontal alignment choices
are Align Text Left, Center, Align Text Right, and Justify. Changing the

N herizontal alignment can dramatically affect the look of the
document.

Horizontal alignment refers to the positioning of the paragraph
between the right and left margins. The horizontal alighment choices
are Align Text Left, Center, Align Text Right, and Justify. Changing the
horizontal alignment can dramatically affect the look of the document.
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Each of those is pretty self-evident except the last one. Justify aligns both

the left and right sides of the paragraph with the margins, stretching out or
compressing the text in each line as needed to make it fit. The final line in the
paragraph is exempt and appears left-aligned.

If you apply Justify alignment to a paragraph that contains only one line, it
looks like it is left-aligned. However, if you then type more text into the para-
graph so it wraps to additional lines, the Justify alignment becomes apparent.

Indenting a paragraph

The indentation of a paragraph refers to how its left and/or right sides are
inset. When a paragraph has no indentation, it’s allowed to take up the full
range of space between the left and right margins. When you set indenta-
tion for a paragraph, its left and/or right sides are inset by the amount you
specify. Many people like to indent quotations to set them apart from the rest
of the text for emphasis, for example.
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In addition to a left and right indent value, each paragraph can optionally have
a special indent for the first line. If the first line is indented more than the rest

of the paragraph, it’s known as a first-line indent. (Clever name.) If the first line

is indented less than the rest of the paragraph, it’s called a hanging indent.

First-line indents are sometimes used in reports and books to help the read-
er’s eye catch the beginning of a paragraph. In layouts where there is vertical
space between paragraphs, first-line indents are less useful because it’s easy
to see where a new paragraph begins without that help.

Hanging indents are typically used to create listings. In a bulleted or num-
bered list, the bullet or number hangs off the left edge of the paragraph, in
a hanging indent. However, in Word, when you create bulleted or numbered
lists (covered later in this lesson), Word adjusts the paragraph’s hanging
indent automatically, so you don’t have to think about it.

If you want to indent all the lines on the left, you can use the Increase Indent
button on the Home tab. (There’s a Decrease Indent button too, for reversing
the indentation.) If you want any other kind of indent, though, you have to
open the Paragraph dialog box.

Follow these steps to adjust indentation in the Paragraph dialog box.

1. Select the paragraphs to affect.

2. Click the dialog box launcher in the Paragraph group to open the
Paragraph dialog box.
See Figure 10-14.

3. Do either or both of the following as desired:

¢ Under Indentation, adjust the amounts for Left and/or Right indents.
The numbers are in inches.

e Open the Special drop-down list and choose either First Line or
Hanging, and then enter an amount in the By box.

4. Click OK.

You can also create a first-line indent by positioning the insertion point at the
beginning of a paragraph and pressing the Tab key. Normally this would place
a 0.5-inch tab at the beginning of the paragraph, but the Word AutoCorrect fea-
ture immediately converts it to a real first-line indent for you.
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Changing vertical spacing

Vertical spacing refers to the amount of space (also known as the leading)
between each line. A paragraph has three values you can set for its spacing:

v~ Line spacing: The space between the lines within a multi-line paragraph
v~ Before: Extra spacing added above the first line of the paragraph
v~ After: Extra spacing added below the last line of the paragraph

You can set line spacing of a paragraph to any of several presets, such as

Single, Double, and 1.5 Lines, or to an exact value, measured in points. Space
before and after a paragraph is specified in points, too.

QNING/ If you specify an exact amount of space per line and you change the font size,
the text may not look right anymore. For example, if you change the font size
to a larger size than the exact spacing is set for, the lines might overlap verti-
cally. If you aren’t sure what font sizes you need, don’t use exact spacing.
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To choose a preset for line spacing, you can click the Line Spacing button on
the Home tab and choose from a menu, as in Figure 10-15. Notice that you can
also add or remove space before or after a paragraph from this menu.

Line Spacing
B H S O&- = Document4 - Word
HOME  IMSERT  DESIGN  PAGELAYOUT  REFERENCES|  MAILINGS — REVIEW  VIEW
nkl - - .— — — = =— A
D Calibri (Body) - |11 - A A" Aa- S lEE T AaBbCcDe AaBl
Paste v B I U-aex, x A-%F-A ==== 5 O T Normal | TNo

Clipboard &

L 2

Font
1

Line Spacing Options...

Add Space Before Paragraph

=M i

Remove Space After Paragraph

For a broader array of options, you can open the Paragraph dialog box.
Follow these steps:
1. Select the paragraphs to affect.

2. Click the Line Spacing button to open its menu (Figure 10-15) and then
choose Line Spacing Options.

The Paragraph dialog box opens. (It’s the one in Figure 10-14.)

You can click the dialog box launcher for the Paragraph group to open
the Paragraph dialog box if you prefer that method.

3. Set the desired spacing before and after the paragraph, in points, in
the Before and After boxes.

4. Open the Line spacing drop-down list and choose a line spacing value.

Some of the choices here are absolutes, like Single, 1.5 Lines, or Double.
Others require you to enter a setting in the At box, such as Exactly, At
Least, or Multiple.

5. Click OK to accept the new setting.

Creating bulleted and numbered lists

Word makes it easy to create bulleted and numbered lists in your documents.
You can create a list from existing paragraphs, or you can turn on the list fea-
ture and type the list as you go. Either way, you’re working with the Bullets
button or the Numbering button on the Home tab.
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Use a bulleted list for lists where the order of items isn’t significant, and the
same “bullet” character (such as ® or @) is used in front of each item. You might
use a bulleted list for a packing list for a trip, for example, or a go-forward list.

Use a numbered list for lists where the order of items is significant and a where
sequential step number is used to indicate order. A numbered list might con-
tain the steps for a recipe or a meeting agenda.

To create a basic bulleted or numbered list, select the paragraphs to affect
and then click the Bullets or Numbering button on the Home tab. Each of
those buttons also has a drop-down list associated with it, for more bullet
and numbering style choices. Figure 10-16 shows the one for numbered lists.
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Working with Styles

A style is a named set of formatting specifications. Using a style makes it easy
to apply consistent formatting throughout a document. For example, you might
apply the Heading 1 style to all headings in the document and the Normal style
to all the regular body text. Here are the advantages of this approach:

v~ Ease: Applying a style is easier than manually applying formatting. And
changing a style’s formatting is a snap. If you want the headings to look
different, for example, you can modify the Heading 1 style to change
them all at once.
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1 Consistency: You don’t have to worry about all the headings being for-
matted consistently; because they’re all using the same style, they're
automatically all the same.

By default, each paragraph is assigned a Normal style. The template in use
determines the styles available and how they’re defined.

In Word 2013 in documents that use the default blank (Normal) template,
the Normal style uses Calibri 11-point font and left-aligns the text, with no
indentation.

You can redefine the styles in a document, and you can even create your own
new styles.

Applying a style

In the Styles group on the Home tab is a Styles gallery. The first row appears
on the Ribbon itself, and you can see the rest of it by clicking the More button
to open the full gallery, shown in Figure 10-17.
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Not all styles appear in the Styles gallery — only the ones that are designated
to appear there in their definition. The rest of them appear only in the Styles
pane. To open the Styles pane, click the dialog box launcher on the Styles
group. See Figure 10-18.

To apply a style, select the paragraph(s) that you want to affect or move the
insertion point into the paragraph. Then click the style you want to apply,
either in the Styles gallery or in the Styles pane. Some styles also have key-
board shortcuts assigned to them for quick applying.
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Modifying a style

To modify a style, first apply the style to a paragraph. Then reformat the
paragraph the way you want the style to be, and then in the Styles pane,
right-click the style and choose Update style to Match Selection (where style
is the style name). See Figure 10-19.

Creating a new style

You can also create your own styles. This is especially useful if you want to
build a template that you can give to other people to make sure that every-
one formats documents the same way, such as in a group where each person
assembles a different section of a report.

When you create your own styles, you can name them anything you like.
Most people like to name styles based on their purposes, to make it easier

to choose which style to apply. For example, Figure Caption would be a good
name; Style13 would not.
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To create a style, format a paragraph the way you want the new style to be,
and then at the bottom of the Styles pane, click the New Style button. In the
dialog box that appears (see Figure 10-20), type a name for the style in the
Name text box and click OK. That’s all there is to it!

Copying formatting with Format Painter

When many different blocks of text need to be formatted the same way, it can
be tedious to select and format each block. As a shortcut, Word offers the
Format Painter feature. Format Painter picks up the formatting from one block
of text and applies it to another.
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New Style

To use Format Painter, follow these steps:

1. Select some text that is already formatted the way you want.

2. Click the Format Painter button on the Home tab. It’s the button that
looks like a paintbrush in the Clipboard group.

3. Select the text that should receive the copied formatting.
After that last step, Format Painter turns itself off automatically. If you want

it to stay on so you can copy that same formatting to other text too, double-
click instead of clicking the button in Step 2.

Checking Spelling and Grammar

Spelling and grammar errors in your documents can leave a bad impression
with your audience, and can be the cause of lost customers, jobs, and oppor-
tunities. Fortunately, Word can help save you from the consequences of such
errors, whether they’re errors due to carelessness or errors due to lack of
knowledge of spelling and grammar.
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Figure 10-21:
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Word automatically checks your spelling and grammar as you type. Wavy red
underlines indicate possible spelling errors, and wavy blue underlines indi-
cate possible grammar errors. To correct one of these errors on the fly, right-
click the underlined text and choose a quick correction from the shortcut
menu. See Figure 10-21.
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important [}
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Hyperlink...
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You can also run the full-blown Spelling and Grammar utility within Word to
check the entire document at once. Word has a more robust and powerful
Spelling and Grammar checker than the other Office applications do, but they
all have similar functionality. One by one, each potential error appears in a
task pane, and you click buttons to decide how to deal with each one. To do
that, choose Reviewr>Spelling & Grammar. Figure 10-22 shows the checker in
action.

One of the choices when dealing with a potentially misspelled word is to add
the word to the dictionary so that it isn’t flagged as misspelled in any future
spell-check in any document. The dictionary file is common to all the Office
applications, so any word you add to the dictionary in Word will also no
longer be flagged as misspelled in Excel, PowerPoint, or Outlook.

Creating a Table

A table is a grid of rows and columns, somewhat like a spreadsheet. Tables
are useful for displaying information in multicolumn layouts, such as address
lists and schedules. You may be surprised at all the uses you can find for
tables in your documents!

When inserting a new table, you can specify a number of rows and columns

to create a blank grid and then fill in the grid by typing. Press the Tab key to
move to the next cell. When you reach the end of the last row, you can press
Tab to add a row to the table.
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Figure 10-22:
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To create a new table, choose Insert=>Table and, in the menu that appears
with a grid, drag across the grid to select the desired number of rows and
three columns, as shown in Figure 10-23. Then release the mouse button to
create the table.

To type in a table, click in the cell in which you want to enter text and start
typing. You can press Tab to move to the next cell or Shift+Tab to move to the
previous cell.

Selecting rows and columns

Working with a table often involves selecting one or more cells, rows, or col-
umns. Here are the many ways to do this:
v Drag across the cells you want to select.

v Click in the upper-left cell you want to select and then hold down the
Shift key and press arrow keys to extend the selection.

v Click outside of the table on the left side to select an entire row.
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v Click outside of the table above the table to select an entire column.
v Click the table selector icon (the four-headed arrow in a box; see
Figure 10-24) in the upper-left corner of the table to select the entire
table.
v On the Table Tools Layout tab, click the Select button and then choose
what you want to select from the menu that appears.
The Table Selector icon
&+
w— ]
Figure 10-24:
The four-
headed
arrow is the
table selec-
toricon.
|

Resizing rows and columns

Word handles row height automatically for you, so you usually don’t have to
think about it. The row height changes as needed to accommodate the font
size of the text in the cells of that row. Text in a cell wraps automatically to
the next line when it runs out of room horizontally, so you can expect your
table rows to expand in height as you type more text into them.
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If you manually resize a row’s height, the ability to auto-resize to fit content is
turned off for that row. Therefore, if you add more text to that row later, Word
doesn’t automatically expand that row’s height to accommodate it, and some
text may be truncated.

In contrast, column width remains fixed until you change it, regardless of the
cell’s content. If you want the width of a column to change, you must change
it yourself.

To auto-resize a column width to fit the longest entry, double-click the divider
between that column and the one to its right. Alternatively, you can select
the columns to resize and then choose Table Tools Layout=>AutoFit=>AutoFit
Contents.

You can also drag the column divider to resize the column manually.

If you select certain cells before resizing a column, only the rows containing
those cells will be affected by the resize operation, and you'll be left with a
table with uneven columns. (Maybe that’s what you want, maybe not.)

Those same techniques work for resizing row height too: You can double-
click a divider to autofit, or you can drag the divider manually.

Formatting table borders

First, let’s get some terminology straight. Gridlines are the dividers that sepa-
rate a table’s rows and columns. A border is formatting applied to a gridline
that makes it appear when printed. Got it? Good.

Gridlines can be displayed or hidden onscreen (via Table Tools Layout=>View
Gridlines). Gridlines do not print, and when displayed onscreen, they appear
as thin blue or gray dashed lines. You probably won’t see the gridlines in
most tables because they’re covered by borders. By default, table gridlines
have a plain black % point.

You can change the borders to different colors, styles (such as dotted or
dashed), and thicknesses, or remove the borders altogether.

The most basic way of formatting borders is to use the Borders button on
the Table Tools Design tab. Open the button’s drop-down list and choose the
type of border to apply to the selected cells. See Figure 10-25.

To change the line weight, line style (for example, dotted or dashed), and/or
line color, use their respective drop-down list in the Borders group on the Table
Tools Design tab. After you make those selections, you may need to reapply the
border using the Borders button again.



Chapter 10: Creating Personal Documents with Microsoft Word 2 0 ’

Figure 10-25:
Choose a
border to

apply.
|

TAELE TOOLS ?EH - 8 X
IGN LAYOUT Faithe Wempen -~ ﬂ
y | — [— TR
Yapt —— ~| - —
ding Bolrd_et 7 Pen Color~ Borders Bo.rder
" Styles ~ w— 'Jk Painter
Bor || Bottom Border
SiE L =i Top Border
| Left Border
| Right Border
No Border
EH Al Borders
E| Outside Borders
+ Inside Borders

= Inside Horizontal Border

£l Inside Vertical Border

&I Diagonal Down Border

Diagonal Up Border

Horizontal Line

Draw Table

View Gridlines

o [ &

Borders and Shading...

Working with Pictures

Pictures can liven up even the most boring document. In the following sec-
tions, you’ll learn several ways of inserting pictures into Word documents
and placing them where you want them.

Inserting pictures from the web

Clip art is generic artwork. In the days before most businesses had comput-
ers, companies that needed stock artwork would buy large books of line
drawings, and when they needed an image, they would clip it out of the book
with scissors and glue it to a paste-up layout. That’s where the name comes
from. Today, clip art refers to line-based drawings such as the ones you can
get from Office.com.
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When you buy any of the Office applications, you get free access to a large
online library of clip art maintained by Microsoft at Office.com. Each of the
main Office applications has an Online Pictures command that opens a dialog
box in which you can search this library and insert images from it into your
documents. This image library contains not only clip art but also royalty-free
stock photography.

Office.com is only one of the possible sources of online images you can
explore. You can also retrieve files via a Bing Image Search on the web. Bing
(www.bing.com) is a search engine sponsored by Microsoft, and the Bing
Image Search feature in Office applications enables you to easily locate
images from all over the Internet.

Understanding vector and raster graphics

There are two types of computer graphics: vector and raster. They’re very
different from one another, and each is best suited for a different purpose.

Clip art is a type of vector graphic. A vector graphic is created behind the
scenes by using math formulas; if you've taken a geometry class where you
plotted a function on graph paper, you get the idea. Computerized clip art
builds images by layering and combining individual lines and shapes, each
one constructed via a math formula. As a result, the clips can be resized with-
out losing any quality because resizing simply changes the math formula. Clip
art files are also very small compared with raster graphics. The main draw-
back of clip art is that the images don’t look real — they look like drawings.

Photos from digital cameras are examples of raster graphics. A raster graphic
is a densely packed collection of colored dots that together form an image. If
you zoom in on a photo on a computer, you can see these dots individually.
In a raster graphic, each dot is called a pixel, and its color is represented by
a numeric code (usually 24 or 32 binary digits in length per pixel). Raster
graphics can be photorealistic, but because so much data is required to
define each pixel, the file sizes tend to be large.

Microsoft Office uses the terms image, picture, and graphic interchangeably
in its documentation and help system, and so does this book. All three refer
generically to any picture, regardless of its type or source. The term photo-
graph refers specifically to raster images, and the terms clip art and illustra-
tion refer specifically to vector images.

To insert a clip art image, follow these steps:

1. Position the insertion point where you want the picture to appear.

2. Choose Insert=>Online Pictures. The Insert Pictures dialog box opens.


http://www.bing.com/
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3. Click in the Office.com Clip Art search box, type a word that describes
what you are looking for, and press Enter.

A selection of pictures that have that word as a keyword appear in the
task pane. See Figure 10-26.
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4. Scroll through the resulting clips. Notice that the results are a mixture
of line drawings and photographs.

5. Click one of the clips and then click the Insert button to insert it. The
clip appears in the document.

Notice that the clip is placed in the document as an inline image. An inline
image is treated like a really large character of text. The height of the image
makes the first line of the paragraph extra tall, as you can see in Figure 10-27.
Later in this chapter, in the section, “Changing the text wrap setting for a pic-
ture,” you learn how to make text wrap more gracefully around a picture.
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Inline image is treated like a character of text
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Figure 10-27:
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image. thinking about next year’s decoration plans. By shopping for decorations in the off-season, you can get
some very good deals.

To insert an image using Bing image search, follow these steps:

1. Position the insertion point where you want the picture to appear.

2. Choose Insert~>Online Pictures. The Insert Pictures dialog box opens.

3. Click in the Bing Image Search box, type a word that describes the
image you want, and press Enter.

A selection of pictures that have that word as a keyword appear in the
task pane. See Figure 10-28.
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These images come from the web rather than from Microsoft. Notice the
information that appears across the bottom of the dialog box indicating
that the images shown are licensed under Creative Commons. This filter
helps you avoid violating someone’s copyright by using a found image.
You can turn off this filter by clicking Show All Web Results if desired.

4. Click one of the pictures and then click the Insert button to insert it.

The image appears in the document. Depending on the picture you
chose, the image may be small, or may take up the entire page width.

Inserting photos from files

The clips available online are generic. Sometimes, you might want to insert
a more personal picture, such as a digital photo you took or a picture that a
friend or co-worker sent you via email.

To insert a picture that you already have, follow these steps:

1. Position the insertion point where you want the picture to appear.
2. Choose Insert ~Pictures.
The Insert Picture dialog box opens.

3. Navigate to the folder containing the picture you want and select the
picture.

4. Click the Insert button. The picture is inserted in the document.

Changing the text wrap
setting for a picture

After you insert a graphic in a document, you may decide you want to change
how the text around it interacts with it. For example, you might want the text
to wrap around the graphic or even run on top of it.

By default, as I mention earlier, a picture is inserted as an inline image, which
means it’s treated like a text character. That’s not usually the best way for an
image to interact with the text, though. More often you want the text to flow
around the image so that, if the text moves (due to editing), the graphic stays
where you put it. You can change a picture’s text wrap setting to control this.
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To change the text wrap setting, select the picture, so that the Picture Tools
Format tab becomes available. Then choose Picture Tools Format=>Wrap
Text to open a menu of text wrap settings. See Figure 10-29. Select the desired
wrap setting. For example, Square wraps the text around the picture with
rectangular edges, and Tight wraps the text tightly around the image itself.
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Figure 10-30 shows examples of some of the different settings: Square, Tight,
Behind Text, and In Front of Text.

\
P Notice the icon next to the selected picture that looks like an arch? You can
click that button to open a floating version of the Wrap Text button’s menu, as
an alternative to clicking the Text Wrap button on the Ribbon.

Moving a picture

You can move a picture by dragging it where you want it to go. Position the
mouse pointer over the image (anywhere except over a selection handle)
and drag.
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The way a picture moves when you drag it varies depending on the text wrap
setting you've chosen for the picture. If the default setting of In Line with Text
is in effect, you can drag a picture only to a spot where you can also drag
text: either within existing paragraphs or before or after existing paragraphs.
You can’t place a picture outside of the document margins or below the end-

of-document marker.
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If any other text wrapping setting is in effect, you can drag a picture anywhere
on the page. So, if you're having trouble dragging a picture where you want

it, change the Text Wrap setting to Square or Tight and the problem will
disappear.

Resizing a picture

You can resize a picture by dragging its selection handles or by specifying an
exact height and width for the picture in the Height and Width boxes on the
Picture Tools Format tab. The selection handles are the small squares around
the outside border of the picture when it is selected.

When you resize a picture, its aspect ratio can change. The aspect ratio is the
proportion of width to height. A photo may not look right if you don’t maintain
the aspect ratio; clip art is less likely to suffer from small differences in the
ratio. When you drag a corner selection handle, the aspect ratio is maintained;
when you drag a side selection handle, it is not.

Most image types maintain the aspect ratio automatically if you drag a corner
selection handle. If the aspect ratio doesn’t stay constant when you drag a
corner selection handle, hold down Shift as you drag to force it to do so.

Raster images look fuzzy if you enlarge them past their original size. That’s
one advantage of vector images: They remain crisp and sharp at any size.

Understanding Desktop Publishing

Word creates professional-looking documents such as reports, memos, and
flyers, but there may be times when you need an application that offers more
control over the document layout. For example, if you are laying out the
pages of a magazine or creating a professional brochure, you might find it
difficult to achieve the desired layout in Word.

A desktop publishing application can provide the layout flexibility needed for
such projects.

The main difference between desktop publishing and word processing is that
desktop publishing places all the content in frames rather than directly on
the page background. Each frame is individually resizable and movable, so
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it can be placed exactly where you want it. A desktop publishing application
will also have more typography control features and can create files that you
can send to professional printing companies, including color separations.

There are many desktop publishing applications available, at a variety of prices
and feature sets. At the low end, you might consider Microsoft Publisher, a
consumer-level application that shares many of the same user interface fea-
tures as Office applications. (Publisher is even included in some editions of
Office.) Figure 10-31 shows Microsoft Publisher. For professional use, applica-
tions such as Adobe InDesign and QuarkXPress offer a full feature set for maxi-
mum document control.
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Chapter 11

Managing and Calculating Data
with Microsoft Excel

In This Chapter
Identifying the components of a worksheet
Entering data into a worksheet
Performing basic math calculations
Formatting a worksheet
Printing a worksheet

Creating charts

E(cel has many practical uses. You can use its orderly row-and-column
worksheet structure to organize multicolumn lists, create business
forms, and much more. Excel provides more than just data organization, how-
ever; it enables you to write formulas that perform calculations on your data.
This feature makes Excel an ideal tool for storing financial information, such
as checkbook register and investment portfolio data.

In this chapter, I explain how to create Excel worksheets that include data,
calculations, and formatting, and how to create charts from that data and
print your work. After completing this chapter, you will understand how to
use Excel for your own tasks.

Understanding the Excel Interface

Excel is very much like Word and other Office applications. Excel has a File
tab that opens a Backstage view, a Ribbon with multiple tabs that contain
commands you can click to execute, a Quick Access toolbar, a status bar,
scroll bars, and a Zoom slider. Figure 11-1 provides a quick overview.
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Starting out with some basic terminology is a good idea. A worksheet is a
grid composed of rows and columns. At the intersection of each row and
column is a cell. You can type text, numbers, and formulas into cells to build
your worksheet. In Excel, worksheets are dubbed worksheets or just sheets.
Worksheets are stored in data files, or workbooks, and each workbook can
contain multiple worksheets. Worksheet tabs at the bottom of a workbook
window enable you to switch quickly between worksheets.

Notice that each row in Figure 11-1 has a unique number, and each column
has a unique letter. The combination of a letter and a number forms a cell
address. The letter comes first. For example, the cell in the upper-left corner
is Al. When you type something in Excel, your typing is entered into the
active cell, which features the cell cursor, or a thick green outline. The active
cell’s name appears in the Name box.
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Moving the cell cursor

To type in a cell, you must first make it active by moving the cell cursor there.
The cell cursor is a thick outline that indicates the active cell. In Figure 11-1, it
is on cell C5. You can move the cell cursor by pressing the arrow keys on the
keyboard, by clicking the desired cell, or by using one of the Excel keyboard
shortcuts. Table 11-1 provides some of the most common keyboard shortcuts
for moving the cell cursor.

Table 11-1 Movement Shortcuts

Press This . .. To Move. ..

Arrow keys One cell in the direction of the arrow

Tab One cell to the right

Shift+Tab One cell to the left

Ctrl+arrow To the edge of the current data region (the first or last cell that

key isn't empty) in the direction of the arrow

End To the cell in the lower-right corner of the window*

Ctrl+End To the last cell in the worksheet, in the lowest used row of the
rightmost used column

Home To the beginning of the row containing the active cell

Ctrl+Home To the beginning of the worksheet (cell A1)

Page Down One screen down

Alt+Page One screen to the right

Down

Ctrl+Page To the next sheet in the workbook

Down

Page Up One screen up

Alt+Page Up One screen to the left

Ctrl+Page Up To the previous sheet in the workbook

* This works only when the Scroll Lock key has been pressed on your keyboard to turn on the Scroll
Lock function.

Selecting ranges

You might sometimes want to select a multi-cell range before you issue a
command. For example, if you want to format all the text in a range a certain
way, select that range and then issue the formatting command. Technically, a
range can consist of a single cell; however, a range most commonly consists
of multiple cells.
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Figure 11-2:
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Range names are written with the upper-left cell address, a colon, and the
lower-right cell address, as in the example A1:F3. Here A1:F3 means the
range that begins in the upper-left corner with Al and ends in the lower-right
corner with F3.

A range is usually contiguous, or all the cells are in a single rectangular block,
but they don’t have to be. You can also select noncontiguous cells in a range
by holding down the Ctrl key while you select additional cells. Figure 11-2
shows a non-contiguous range that consists of A1:F3 plus D6:F7. (D6 does not
appear shaded along with the others because it is the active cell.)
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When a range contains noncontiguous cells, the pieces are separated by
commas, like this: A1:F3,D6:F7. The range name tells Excel to select the range
from Al through F3, plus the range from D6 through F7.

You can select a range by using either the keyboard or the mouse. Table 11-2
provides some of the most common range selection shortcuts.

Table 11-2 Range Selection Shortcuts

Press This . .. To Extend the Selection To . . .

Ctrl+Shift+arrow The last nonblank cell in the same column or row as the

key active cell; or if the next cell is blank, to the next nonblank cell
Ctrl+Shift+End The last used cell on the worksheet (lower-right corner of the

range containing data)

Ctrl+Shift+Home The beginning of the worksheet (cell A1)

Ctrl+spacebar The entire column where the active cell is located

Shift+spacebar The entire row where the active cell is located

Ctrl+A The entire worksheet




Chapter 11: Managing and Calculating Data with Microsoft Excel 2 ’5

Typing and Editing Cell Content

Figure 11-3:
The con-
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Formula bar.
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To type in a cell, simply select the cell and begin typing. When you finish
typing, you can leave the cell in any of these ways:

* Press Enter: Moves you to the next cell down
1 Press Tab: Moves you to the next cell to the right
v Press Shift+Tab: Moves you to the next cell to the left
1 Press an arrow key: Moves you in the direction of the arrow
v Click in another cell: Moves you to that cell
If you make a mistake when editing, you can press the Esc key to cancel the

edit before you leave the cell. If you need to undo an edit after you leave the
cell, press Ctrl+Z or click the Undo button on the Quick Access toolbar.

The formula bar is the text area immediately above the worksheet grid, to the
right of the Name box. This bar shows the active cell’s contents. When the
content is text or a number, what appears in the cell and what appears in

the Formula bar are identical. When the content is a formula or function, the
Formula bar shows the actual formula/function, and the cell itself shows the
result of it. In Figure 11-3, cell B2 is selected and its content appears in the
Formula bar.

Formula bar shows contents of active cell

HS © & -
HOME IMSERT PAGE LAYOUT FORMULAS DATA

X 2w =

9 calibri e WA =2 ® B

Eg -

¢ BIU- H- OHJA- === &= -
Clipboard Font [Pl Alignment ra
B2 - f= |L-Daily sales

A B C D E F

-Eaily Sa_ies

Note: The store is closed on weekends.

5 Monday 5230
6 Tuesday 5120
7 Wednesday $440
8 Thursday $510

Friday 5350

Active cell (B2) is the cell with the cell cursor around it
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Editing data in cells

If you need to edit the content in a cell, you can

v Click the cell to select it, and then click the cell again to move the inser-
tion point into it. Edit just as you would in any text program.

v Click the cell to select it and then type a new entry to replace the
old one.

If you decide you don’t want the text you typed in a particular cell, you can
get rid of it in several ways:

v Select the cell; then right-click the cell and choose Clear Contents from
the menu that appears.

v Select the cell; then choose Home=Clear=>Clear Contents.

v Select the cell, press the spacebar, and then press Enter. This technically
doesn’t clear the cell’s content, but it replaces it with a space.

v Select the cell and press the Delete key.

Don’t confuse the Delete key on the keyboard (which issues the Clear com-
mand) with the Delete command on the Ribbon. The Delete command doesn’t
clear the cell content; instead, it remouves the entire cell. You find out more
about deleting cells in the upcoming section, “Changing the Worksheet
Structure.”

And while I'm on the subject, don’t confuse Clear with Cut, either. The Cut
command works in conjunction with the Clipboard. Cut moves the content
to the Clipboard, and you can then paste it somewhere else. Excel, how-
ever, differs from other applications in the way this command works: Using
Cut doesn’t immediately remove the content. Instead, Excel puts a flashing
dotted box around the content and waits for you to reposition the cell cursor
and issue the Paste command. If you do something else in the interim, the
cut-and-paste operation is canceled, and the content that you cut remains in
its original location. You learn more about cutting and pasting in the section
“Copy and move data between cells” later in this lesson.

Copying and moving data between cells

When you're creating a worksheet, it’'s common not to get everything in the
right cells on your first try. Fortunately, moving content between cells is easy.
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Here are the two methods you can use to move content:

+* Mouse method: Point at the dark outline around the selected range and
then drag to the new location. If you want to copy rather than move,
hold down the Ctrl key while you drag.

v Clipboard method: Choose Homer>Cut or press Ctrl+X. (If you want to
copy rather than simply move, choose Home=>Copy rather than Cut or
press Ctrl+C.) Then click the destination cell and choose Homer>Paste
or press Ctrl+V.

If you’re moving or copying a multi-cell range with the Clipboard method, you

A\
can either select the same size and shape of range for the destination, or you
can select a single cell, in which case the paste occurs with the selected cell in
the upper-left corner.
Using AutoFill to fill cell content
When you have a lot of data to enter and that data consists of some type of
repeatable pattern or sequence, you can save time by using AutoFill. To use
AutoFill, you select the cell or cells that already contain an example of what
you want to fill and then drag the fill handle. The fill handle is the little black
square in the lower-right corner of the selected cell or range. See Figure 11-4.
Monday $230
Tuesday S120
Wednesday $440
Thursday $510
| -
] Friday $350
Figure 11-4:
Drag the fill
handle to
AutofFill.
|

Fill handle
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Depending on how you use it, AutoFill can either fill the same value into
every cell in the target area, or it can fill in a sequence (such as days of the
month, days of the week, or a numeric sequence such as 2, 4, 6, 8). Here are
the general rules for how it works:

v+ When AutoFill recognizes the selected text as a member of one of its
preset lists, such as days of the week or months of the year, it auto-
matically increments those. For example, if the selected cell contains
August, AutoFill places September in the next adjacent cell.

v When AutoFill doesn’t recognize the selected text, it fills the chosen cell
with a duplicate of the selected text.

1+ When AutoFill is used on a single cell containing a number, it fills with a
duplicate of the number.

v When Auto Fill is used on a range of two or more cells containing num-
bers, AutoFill attempts to determine the interval between them and con-
tinues filling using that same pattern. For example, if the two selected
cells contain 2 and 4, the next adjacent cell would be filled with 6.

Changing the Worksheet Structure

Even if you're a careful planner, you'll likely decide that you want to change
your worksheet’s structure. Maybe you want data in a different column, or
certain rows turn out to be unnecessary. Excel makes it easy to insert and
delete rows and columns to deal with these kinds of changes.

Inserting and deleting rows and columns

When you insert a new row or column, the existing ones move to make room
for it. Select an existing row or column (by clicking its row or column header)
and then choose Homer>Insert.

You can insert multiple rows or columns at once by selecting multiple ones
before issuing the Insert command. There’s no limit on the number you can
insert at once.

Similarly, you can delete multiple rows or columns by selecting them and
then choosing Home>Delete.
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Figure 11-5:
The Insert
dialog box.
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Inserting and deleting cells and ranges

You can also insert and delete individual cells or even ranges that don’t
neatly correspond to entire rows or columns. You use the same HomerInsert
and Homer>Delete commands as with rows and columns, but this time you
select individual cells first.

When you insert or delete individual cells, the surrounding cells shift. In the
case of an insertion, cells move down or to the right of the area where the
new cells are being inserted. In the case of a deletion, cells move up or to
the left to fill in the voided space.

Deleting a cell is different from clearing a cell’s content, and this becomes
apparent when you start working with individual cells and ranges. When you
clear the content, the cell itself remains. When you delete the cell itself, the
adjacent cells shift.

When shifting cells, Excel is smart enough that it tries to guess which direc-
tion you want existing content to move when you insert or delete cells. If you
have content immediately to the right of a deleted cell, for example, Excel
shifts it left. If you have content immediately below the deleted cell, Excel
shifts it up.

If you want the cells to shift a certain way, open the Insert or Delete button’s
drop-down list and then choose Insert Cells (or Delete Cells). In the dialog

box that appears, choose how you want the shift to occur. Figure 11-5 shows
the dialog box for inserting.

Insert » IEM

Insert

ft cells right
() Shift cells down
() Entire row

() Entire column

OK Cancel
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Calculating with Formulas
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A formula is a math calculation, like 2+2 or 3 (4+1) . In Excel, a formula can
perform calculations with fixed numbers or cell contents. Formulas are differ-
ent from regular text in two ways:

v Formulas begin with an equal sign, like this: =2+2.

v Formulas don’t contain alphabetic characters (except for function
names and cell references). They contain only symbols that are allowed
in math formulas, such as parentheses, commas, and decimal points.

Excel formulas can do everything that a basic calculator can do, so if you're
in a hurry and don’t want to pull up the Windows Calculator application, you
can enter a formula in Excel to get a quick result. Experimenting with this
type of formula is a great way to get accustomed to formulas in general.

Excel also has an advantage over some basic calculators (including the one in
Windows): It easily does exponentiation. For example, if you want to calculate 5
to the 8th power, you would write it in Excel as =5"8.

Just as in basic math, formulas are calculated by an order of precedence.
Table 11-3 lists the order.

Table 11-3 Order of Precedence in a Formula
Order Item Example

1 Anything in parentheses =2% (2+1)
2 Exponentiation =2"3

3 Multiplication and division =1+2%2

4 Addition and subtraction =10-4

One of Excel’s best features is that it can reference cells in formulas. When a
cell is referenced in a formula, whatever value it contains is used in the for-
mula. When the value changes, the result of the formula changes too.

For example, if you want to repeat the value from one cell in another cell,
enter an equals sign and then that cell’s address. For example, to repeat
whatever is in cell C3, you can use =C3.
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You can combine math operators with cell references to perform math on
the contents of cells. For example, to multiply the values in C3 and C4, use
this: =C3*C4.

When referring to a range of cells, you must type each cell’s address individu-
ally in a formula. (It’s different in a function, as you’ll see later in this chap-
ter.) For example, to sum all the values in B3, B4, B5, and B6 in a formula, you
would type =B3+B4+B5+B6.

Moving and copying formulas

Earlier in this chapter you learned how to move and copy text and numbers
between cells, but when it comes to copying formulas, beware of a few
gotchas.

When you move or copy a formula, Excel automatically changes the cell
references to work with the new location. That’s because, by default, cell ref-
erences in formulas are relative references. A relative reference is a cell refer-
ence that changes if copied to another cell.

For example, in Figure 11-6, suppose you wanted to copy the formula from
B5 into C5. The new formula in C5 should refer to values in column C, not to
column B; otherwise the formula wouldn’t make much sense. So, when B5’s
formula is copied to C5, it becomes =C3+C4 there.

B5 M fe =B3+B4
A B C D E
|
Figure 11-6: | 2 January February
Formulas | 3 |South 54 14
update | 4 |North 23 67
when | 5 |Total | 77|
they're | ¢ "
copied. | -
| :

You might not always want the cell references in a formula to change when
you move or copy it. In other words, you want an absolute reference to that
cell. An absolute reference is a cell reference that doesn’t change when copied
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to another cell. To make a reference absolute, you add dollar signs before the
column letter and before the row number. So, for example, an absolute refer-
ence to cell C1 would be =$Cs1.

If you want to lock down only one dimension of the cell reference, you can
place a dollar sign before only the column or only the row. For example, =$C1
would make only the column letter fixed, and =C$1 would make only the row
number fixed. That’s called a mixed reference.

Introducing functions

Sometimes it's awkward or lengthy to write a formula to perform a calculation.
For example, suppose you want to sum the values in cells Al through A10.

To express that as a formula, you’d have to write each cell reference individu-
ally, like this:

=A1+A2+A3+A4+A5+A6+A7+A8+A9+A10

In Excel, a function refers to a certain math calculation. Functions can greatly
reduce the amount of typing you have to do to create a particular result. For
example, instead of using the =A1+A2+A3+A4+A5+A6+A7+A8+A9+A10 for-
mula, you could use the SUM function like this: =SUM (A1:210).

With a function, you can represent a range with the upper-left corner’s cell
reference, a colon, and the lower-right corner’s cell reference. In the case of
A1:A10, there is only one column, so the upper-left corner is cell Al, and the
lower-right corner is cell A10.

Range references cannot be used in simple formulas — only in functions. For
example, =A6 : A9 would be invalid as a formula because no math operation is
specified in it. You can’t insert math operators within a range. To use ranges in
a calculation, you must use a function.

Each function has one or more arguments, along with its own rules about
how many required and optional arguments there are and what they repre-
sent. An argument is a placeholder for a number, text string, or cell reference.
For example, the SUM function requires at least one argument: a range of
cells. So, in the preceding example, A1:2A10 is the argument. The arguments
for a function are enclosed in a set of parentheses.
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You don’t have to memorize the sequence of arguments for each function;
Excel asks you for them. Excel can even suggest a function to use for a cer-
tain situation if you aren’t sure what you need. A formula’s syntax is the
sequence and rules for the arguments of a function. When there are multiple
arguments in the syntax, they are separated by commas.

Using the SUM function

The suM function is by far the most popular function; it sums (that is, adds) a
data range consisting of one or more cells, like this:

=SUM (D12:D15)

You don’t have to use a range in a SUM function; you can specify the individ-
ual cell addresses if you want. Separate them by commas, like this:

=SUM (D12, D13, D14, D15)

If the data range is not a contiguous block, you need to specify the individual
cells that are outside the block. The main block is one argument, and each
individual other cell is an additional argument, like this:

=SUM (D12:D15, E22)

Inserting a function

Typing a function and its arguments directly into a cell works fine if you
happen to know the function you want and its arguments. Many times,
though, you may not know these details. In those cases, the Insert Function
feature can help you.

Insert Function enables you to pick a function from a list based on descrip-
tive keywords. After you make your selection, it provides fill-in-the-blank
prompts for the arguments. Click the Insert Function button on the Formula
bar (looks like fx) to open the Insert Function dialog box. This dialog box
helps you find the function you need, even if you don’t know its name. Type
what you want to do in the Search for a function box, and Excel will suggest a
function that may serve your purpose. If you select a function, a description
of it appears below the list. See Figure 11-7.
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Search for a function:

average

Or select a category: Recommended

Select a function:

AVERAGE(number1,number2,...)
|

Returns the average [arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers,

Figure 11-7:

The Insert
Function
dialog box. [ Helpon this function oK | Cancel

After you select a function and click OK, a Function Arguments dialog box
appears. It has a text box for each argument. The argument name appears
bold if it’s required, and not-bold if it’s optional. In Figure 11-8, the Average
function’s arguments appear. When you click OK, the function is placed in the

active cell.

AVERAGE

Number! |Cs:c9 = {230;120;440;510;350}

Number2| | = number

= 330
|
Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
. . that contain numbers.
Figure 11-8:
Number1: numberl number2,... are 1to 255 numeric arguments for which you want
The the average.
Function
Arguments Formula result = 330
dialog boX. || e oo s runcion
|

Touring some basic functions

Excel has hundreds of functions, but most of them are very specialized. The
basic set that the average user works with is much more manageable.
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Start with the simplest functions of them all — those without arguments. Two
prime examples are

1 NOW: Reports the current date and time.

» TODAY: Reports the current date.

Even though neither uses any arguments, you still have to include the paren-
theses, so they look like this:

=NOW ( )
=TODAY ( )

Another basic kind of function performs a single, simple math operation
and has a single argument that specifies what cell or range it operates on.
Table 11-4 summarizes some important functions that work this way.

Table 11-4 Simple One-Argument Functions

Function What It Does Example

SUM Sums the values in a range =SUM (A1:A10)
of cells

AVERAGE Averages the valuesina =AVERAGE (A1:A10)
range of cells

MIN Provides the smallest =MIN (A1:A10)
number in a range of cells

MAX Provides the largest =MAX (A1:A10)
number in a range of cells

COUNT Counts the number of cells =COUNT (A1:A10)
that contain numeric values
in the range

COUNTA Counts the number of non- =COUNTA (A1:A10)

empty cells in the range

COUNTBLANK Counts the number of =COUNTBLANK (A1:A10)
empty cells in the range

Formatting a Worksheet

Face it: Plain worksheets aren’t that much to look at. A worksheet packed

full of rows and columns of numbers is enough to make anyone’s eyes glaze
over. However, formatting can dramatically improve a worksheet’s readability,
which in turn enables the reader to understand its meaning much more easily.
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You can apply formatting at the whole-worksheet level or at the individual-
cell level. Formatting individual cells is much the same as formatting in Word:
use the Font group on the Home tab to apply the settings. In the following
sections, you’ll learn some formatting techniques that are specific to Excel.

Adjusting rows and columns

Each column in a worksheet starts with the same width, which is 8.43 char-
acters (based on the default font and font size) unless you've changed the
default setting. That’s approximately seven digits and either one large symbol
(such as $) or two small ones (such as decimal points and commas).

You can define the default width setting for new worksheets: Choose
Home=Format=>Default Width and then fill in the desired default width.

As you enter data into cells, those column widths may no longer be optimal.
Data may overflow out of a cell if the width is too narrow, or there may be
excess blank space in a column if its width is too wide. (Blank space is not
always a bad thing, but if you're trying to fit all the data on one page, for
example, it can be a hindrance.)

In some cases, Excel makes an adjustment for you automatically, as follows:

v+ For column widths: When you enter numbers in a cell, Excel widens a
column as needed to accommodate the longest number in that column,
provided you haven’t manually set a column width for it.

v For row heights: Generally, a row adjusts automatically to fit the largest
font used in it. You don’t have to adjust row heights manually to allow
text to fit. You can change the row height if you want, though, to create
special effects, such as extra blank space in the layout.

After you manually resize a row’s height or a column’s width, it won’t change
its size automatically for you anymore. That’s because manual settings over-
ride automatic ones.

The units of measurement are different for rows versus columns, by the way.
Column width is measured in characters of the default font size. Row height is
measured in points. A point is 1/72 of an inch.

You can resize rows and columns in several ways:
v AutoFit: Double-click the dividing line between two row or column head-

ings to automatically adjust the row above the line or column to the left
of the line to fit its content.
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v Drag: Drag-and-drop the dividing line between two row or column head-
ings to manually change the row height or column width.

v Dialog box: Select the row or column to adjust and then choose
Home=Format=>Row Height or Home=>Format=Column Width to open
a dialog box in which you can specify an exact value.

When content overruns a cell’s width, different results occur depending
on the type of data and whether the cell’s column width has been adjusted
manually.

With text, when the adjacent cell is empty, the content bleeds into that cell.
When the adjacent cell is not empty, the content appears truncated. (It’s not
really truncated, though, and if you widen the column, you’ll see the full entry.)

With numeric data, if an exact setting has not been specified for the column,
the column widens as needed to accommodate a long number. If the column
width is fixed, but no number format has been assigned to the cell (from the
Number group on the General tab), Excel displays the number in scientific
format, which is a very compact number format, like this: 2.3E+10. If the
column width is fixed and a specific number format has been applied, Excel
displays hash marks (###) in place of the number.

Applying a workbook theme

Themes are standard across most Office applications (including Word, Excel,
and PowerPoint), so you can standardize your formatting across all the docu-
ments you create. To apply a theme, choose one from the Themes drop-down
list on the Page Layout tab. The choice of theme affects the fonts, colors, and
effects used in the workbook, the same as in a Word document. However,
with mostly numeric data, you will probably mostly notice the font change.

Printing Worksheets

You can print your work in Excel on paper to share with people who may not
have computer access or to pass out as handouts at meetings and events.
You can print the quick-and-easy way with the default settings or customize
the settings to fit your needs.

For a quick printout of the active worksheet, choose File=>Print and click the
Print button.

For more control, after choosing Filer>Print, make some changes to the set-
tings you find there.
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In Excel 2013, Print Preview is built into Backstage view, so you see a preview
of the printout at the same place where you change the print settings.

By default, when you print Excel prints the entire active worksheet — that is,
whichever worksheet is displayed or selected at the moment. But Excel also
gives you other printing options:

v+~ Print multiple worksheets: If more than one worksheet is selected
(for example, if you have more than one worksheet tab selected at the
bottom of the Excel window), all selected worksheets are included in the
printed version. As an alternative, you can print all the worksheets in
the workbook. To select more than one worksheet, hold down the Ctrl
key as you click the tabs of the sheets you want.

1 Print selected cells or ranges: You can choose to print only selected
cells, or you can define a print range and print only that range (regard-
less of what cells happen to be selected).

As shown in Figure 11-9, you can also select a different number of copies and
a different printer if desired.

There are many additional controls available on the Print page of Backstage
view. These settings are one-time-only settings; they don’t carry over to the
document in general. For example, if you change the orientation to Landscape
here, the default Portrait orientation does not change except for this printing
instance.

If the worksheet almost fits on a certain number of pages but not quite, you
might choose to use scaling, one of the choices on the Print page in Backstage
view. Scaling shrinks the printout enough so that it fits on the specified number
of pages.

Creating Charts

Is a picture really worth a thousand words? Just ask anyone who has been
faced with a worksheet full of numbers to analyze. Creating charts that sum-
marize data is a quick way to make sense of data — or to present data to
someone else.

Excel offers various chart types, each suited for a different type of data analy-
sis: Pie charts show how parts contribute to a whole, line and column charts
compare values over time, stock charts show daily pricing information, and
so on. As you become more familiar with charts, you’ll learn which ones work
best to convey the message you want to put forth.
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Creating a pie chart

A pie chart shows a circle divided into slices. The relative size of each slice
represents a data point’s contribution to the whole. Each pie chart shows one
data series — that is, only one related set of numeric values.

Pie charts are good for situations in which the relationship among the values
being charted is the most significant thing. For example, suppose Vick sold
15 cars, Dave sold 8, and Tom sold 7. If the important thing is that Vick sold
50 percent of all the cars, a pie chart is ideal. Pie charts are limited in that
they can handle only one data series. For example, you couldn’t use a single
pie chart to show Vick, Dave, and Tom’s sales for several different periods;
you’d have to do a separate pie chart for each period.
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Figure 11-10:
A basic
chartin

Excel.
|

To create a pie chart, select the data for the chart (a single row or column
of labels, and a single row or column of data). Then on the Insert tab, click
the Insert Pie or Doughnut Chart button in the Charts group, as shown in
Figure 11-10. On the menu that appears, click the type of pie you want. It
appears on the worksheet as a floating object that you can resize and move
as needed.
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Creating a column or bar chart

Bar charts and column charts are the same thing, except on a column chart
the bars run vertically and on a bar chart the bars run horizontally.

A column or bar chart is good for showing multiple data series on a two-axis
grid. For example, in Figure 11-11, notice that each editor has different values
for each month. Depending on how you plot the data, each month could be

a data series or each editor could be a data series. (See the next section to
learn how to switch.)

To create a column chart, select the cells and then on the Insert tab, in the
Charts group, click the Insert Column Chart button. Choose the desired chart
subtype from the list, and the chart appears. See Figure 11-12. A bar chart is
just the same except you use the Insert Bar Chart button instead.
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Figure 11-12:
A column
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A ] C D
Number of Projects Per Editor

2
3
M Editors  January February March
5 |Sandy 5 3 Z
& |Mchael 3 2 2
7 Lorna 4 2 1
8 |Kelly 1 2 1
9 |Ruth 4 2 1
10 |Bill 3 3 2

Switching rows and columns

Numbers don't lie, but presenting the numbers in different ways can make your
audience think about the numbers differently. For example, in Figure 11-12, this
column chart invites the audience to consider each editor separately. If you
wanted the audience to compare the different months with one another for
each month, you could switch the rows and columns so that the series become
the categories rather than the months.

231

To switch between rows and columns, go to the Chart Tools Design tab and
click the Switch Row/Column button.
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Figure 11-13:
The basic
elements of
a chart.
|

Understanding the elements of a chart

Each chart has many elements— and you can customize each element sepa-
rately. Learning the names for the elements of a chart helps you understand
what’s going on later in the chapter, in “Adding and positioning chart ele-
ments.” Figure 11-13 points out some key elements of a chart, and Table 11-5
describes them.

Chart area (everything inside the outer frame) Plot area (shaded in this example)

Data labels Chart title Data table

First QuarLer Budget

$60,000.00
$50,000.00

$40,000.00

wr
]
o
[¥s]
(=
o

$30,000.00

000'GTS

$20,000.00

06'95

$10,000.00

History Hobbies Fiction Religion Current
Events

$0.00

M lanuary | $25,600.00 $21,400.00 $12,600.00 $8,600.00 $55,100.00
B February [ $32,400.00 $14,200.00 $11,200.00 $7,200.00 $52,800.00
 March $16,200.00 $28,900.00 $15,000.00 $6,900.00 $48,500.0Q
M January M February ™ March

Vertical axis Legend Data point (single bar)

Data series (all bars of one color)
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Table 11-5 The Elements of a Chart

Element What It Is Usage

Chart area The entire contents of the Everything in Figure 11-13 is
chart frame considered part of the chart

area.

Chart title A title that identifies the chart Use if it's not already obvious

what the chart represents.

Data point A single bar, ling, column, pie Each column is a data pointin
slice, and so on Figure 11-13.

Data series All the bars (lines, columns, All the blue columns are a
and so on) of a common color data series in Figure 11-13.

Data table An optional table that Used mostly when a chartis
appears below the chart, on a separate tab from the
showing the data that com- data.
prises it

Floor On a 3-D chart, the area that Afloor can give a 3-D chart
the 3-D bars rest on an additional appearance of

being three-dimensional.

Horizontal The axis that runs side to side In Figure 11-13, the horizontal

axis axis shows the book types.

Legend The key that tells what each The legend can appear at the
data series represents bottom (as in Figure 11-13) or

in any other position around
the plot area. When the data
table duplicates the legend,
as in Figure 11-13, the legend
can be omitted.

Plot area The area of the chart that In Figure 11-13, the plot area
contains the data, the axes, is shaded to distinguish it
and the data table (if present) from the chart area.

Vertical axis The axis that runs up and In Figure 11-13, vertical axis
down shows the numeric values.

Vertical axis A text label that explains Figure 11-13 does not use a

title what the vertical axis vertical axis title, but if it did, it
represents might be Budgeted Amount.

Wall The area directly behind the In Figure 11-13, the wall is
data shaded light gray to distin-

guish it from the plot area.

Data labels Numeric values on or adja- In Figure 11-13, the green

cent to a data point

series of bars has data labels.
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Figure 11-14:
The Select
Data Source
dialog box.

Editing the chart data range

You can decide after initially creating a chart that you want a different data
range to be plotted in it. For example, you might want to add or remove a
data series or exclude certain data points.

To edit the data range, select the chart and then on the Chart Tools Design
tab, click Select Data. The Select Data Source dialog box opens, and the cur-
rent data selection appears in the worksheet with a moving dashed outline
around it. See Figure 11-14. Make any changes in the dialog box as needed
and click OK.

L = CHART TOOLS

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT Faithe Wempen ~ m

Chart Layouts Chart Styles Data Type  Loaation ~
- fx
A B C D E F G H | J K L M N o] -

Number of Projects Per Editor

ow

Editors  January February March

5 |sandy 5 3 2! Select Data Source ?
6 |Mchael 3 2 2 =
Chart data range: | =Sheet3ISASA5DS10 %
7 ILorna 4 2 1
8 lKelly 1 2 1
9 |Ruth 4 2 1 [E] switch Row/Column
10 |Bill 3 3 2
1 Legend Entries (Series) Horizontal (Categony) Axis Labels
12 3 Add 7 Edit < Remove v 5 Edit
Sandy ~ January
“ Mchael February
2 Loma March
f Kelly
'5; Ruth v
19 Hidden and Empty Cells Cancel
20
2
22
23
24
25 ~
Sheetl sheet2 | Chartl | Sheet3 L] »

Changing the chart type

Rather than completely re-creating a chart if you decide you didn’t choose
the right type initially, you can change the chart’s type. In fact, it’s so easy to
change the chart type that you might want to experiment with several chart
types before you make the final decision on which one to use.

To change the chart type, select the chart, and then on the Chart Tools
Design tab, click Change Chart Type. In the Change Chart Type dialog box,
choose a different type and click OK. See Figure 11-15.



Figure 11-15:
The Change
Chart Type
dialog box.
|
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Resizing a chart

You can resize a chart by dragging a selection handle on the border of its
frame in any direction. Selection handles are marked with small dots; the side
selection handles are in the center of each side, and the corner selection han-
dles are in each corner. You can also specify an exact size for a chart’s frame
using the Height and Width text boxes on the Chart Tools Format tab.

Moving a chart to its own worksheet

On a crowded worksheet, you may not have much room for a chart, and as
a result, the chart might need to be resized down to a size where it’s not as
easy to read as it might otherwise be. To solve this problem, you might want
to move a chart to its own sheet.

To move a chart, right-click the chart and choose Move Chart. (If you don’t
see Move Chart on the menu, try right-clicking in a different place on the
chart, such as near the chart’s outer border.) In the Move Chart dialog box,
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Figure 11-16:
The Move
Chart dia-

log box.

Figure 11-17:
The Chart
Elements
menu.
|

choose New Sheet. See Figure 11-16. Change the name of the sheet in the New
Sheet text box if desired. (The name will appear on the sheet’s tab.) Then
click OK to move the chart.

Choose where you want the chart to be placed:

(® New sheet: | Chart1]

() Objectin: | Sheet3

[ oK Cancel

When a chart is on its own sheet, a data table is sometimes useful to remind
the reader what data the chart represents.

Adding and positioning chart elements

As I hint earlier in the lesson, when reviewing the elements of a chart (refer
to Figure 11-13), each element is individually customizable. You can turn ele-
ments on and off, change their positions, and so on.

There are two ways to get at the controls for chart elements. One is to click
the Chart Elements button in the upper right corner of the chart frame, open-
ing a menu of choices. You can mark or clear a check box to enable or disable
a certain chart element. Each of those chart elements also has a submenu
with more choices. See Figure 11-17.
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The other way is to click the Add Chart Element button on the Chart Tools
Design tab. This opens a similar menu, but with a few additional options on
some of the submenus.

If none of the menus and submenus for chart elements has what you want on
it, use the Options command at the bottom of a menu to open a dialog box or
task pane that provides more choices. The name of the command depends on
the chart element; for example, for data tables, the option is More Data Table
Options.

Formatting a chart

Chart formatting can make a big difference in a chart’s attractiveness and
readability. Depending on the look you're after, you may prefer to make blan-
ket formatting changes to the entire chart by applying a chart style, or to
select and make changes to individual elements. For each individual part of
the chart, you can change its fill color, its outline, and its text (including font,
size, color, attributes, alignment, and so on).

Chart styles are collections of formatting presets that you can apply to the
entire chart at once. Each chart style can be applied in a variety of color
combinations, all based on the theme colors for the workbook. You can apply
chart styles from the Chart Styles group on the Chart Tools Design tab.

When you resize a chart, some of the text in it resizes also. If you want cer-
tain text to be larger or smaller in relation to the chart size, though, you can
manually change its font size. You can also change the font’s color, typeface,
and attributes. This works just the same as in Word; select the element you
want to change and then use the buttons in the Font group on the Home tab
to make changes.

When formatting a chart, you’ll likely want to increase the legend’s text size
because by default, Excel’s legends are a bit small.

Each element of a chart can be recolored individually. This includes the data
points and series, the chart’s walls, its plot area, the entire chart area, the
legend, and all the text used for every purpose.

It’s common to change the colors of one or more of the data series in a bar
chart, or to change one or more pie slice colors in a pie chart. To change the
color of an element, select it and then use the controls on the Chart Tools
Format tab, in the Shape Styles group.
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V?‘“\NG! Usually when you change the color of a data bar (or other data-related object),
S you want to change the color for the entire series, not just for one individual
data point. If you have a legend that shows what each color means and then
you change the color of the whole series, the legend updates automatically.
However, if you change the color of only one data point, the legend still shows
the color for the other bars in the series, and that one data point does not
match up with anything in the legend.



Chapter 12

Creating Presentations with
Microsoft PowerPoint

In This Chapter
Discovering the parts of the PowerPoint interface
Creating a presentation
Adding graphics to a presentation
Adding multimedia to a presentation

Printing a presentation

powerPoint is the most popular presentation software in the world.
Presentation software creates support materials for people who give
speeches. You can project PowerPoint slides on a big screen behind you
as you speak, create handouts to distribute to the audience, and print note
pages for your own reference.

Although PowerPoint is best known for creating business presentations —
slide shows, if you will — it’s actually a much more versatile tool than that.
PowerPoint is a great tool for almost any situation where you need to convey
a visual message. For example, an overview of an organization or club for
new members, posters and signs with large lettering, such as Please Help
Yourself or Sign In Here, a photo tribute for an anniversary celebration or
memorial service, lyrics for a group sing-along, or information about meeting
rooms and activities at a seminar.

In this chapter, you discover how to use PowerPoint to create simple, attrac-
tive presentations that can meet a variety of needs. You learn how to use
layouts and themes, how to enter text and graphics, how to incorporate mul-
timedia clips, and how to print and distribute your work.
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Exploring the PowerPoint Interface

In PowerPoint, you work with slides and presentations rather than pages and
documents (as in Word) or worksheets and workbooks (as in Excel). A slide is
an individual page of the presentation. The term page isn’t a perfect descrip-
tor, though, because PowerPoint slides are designed to be displayed on a
computer screen or with a projector rather than printed. A presentation is a
collection of one or more slides saved in a single data file.

At a big-picture level, the PowerPoint interface is very similar to that in Word
and Excel: It has a Ribbon, a File tab, and a status bar. The default view of
the presentation, called Normal view, consists of three panes, as shown in
Figure 12-1. (You may or may not see the rulers onscreen, depending on your

settings.)
Slides pane (thumbnail images) Slide pane (edit slides here)
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v~ The Slides pane is the bar along the left side. Thumbnail images of the
slides appear here. It is sometimes called the thumbnail pane.

v The Slide pane (that’s singular, not plural) in the middle shows the
active slide in a large, editable pane. Here’s where you do most of your
work on each slide. It is sometimes called the editing pane.

1~ The Notes pane runs along the bottom of the screen. Here you can
type any notes to yourself about the active slide. These notes don’t
show onscreen when you display the presentation, and they don’t print
(unless you explicitly choose to print them).

Moving around in a presentation

You can navigate a presentation in many of the same ways you moved through
other applications’ content. The Page Up and Page Down keys scroll one full
screen at a time, and you can drag the scroll bars to scroll as well. You can also
select slides from the Slides pane by clicking their thumbnail image.

Understanding PowerPoint views

PowerPoint provides several views for you to work with. Each view is useful

for a different set of activities. Normal view (refer to Figure 12-1), the default,
is the most commonly used view. You can switch to one of the other views in
either of these ways:

v Click one of the View buttons in the bottom-right corner of the PowerPoint
window. (Not all the views are represented there.)

+* On the View tab, click a button for the view you want.

Figure 12-2 shows Slide Sorter view. You can switch views in two places: on
the View tab and on the status bar. Slide Sorter view is best for rearranging
slides and viewing the entire presentation at a glance.

Other views include Notes Page, which gives you more space to create
speaker notes than other views do, and Outline, which is just like Normal
view except it has a text outline pane instead of the Slides pane.
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|
Figure 12-2:
The Slide
Sorter view.
|
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Creating a New Presentation

When you start PowerPoint and then press Esc or click the Blank Presentation
template, a new blank presentation appears, containing a single slide. The fast-
est and simplest way to create a new presentation is to start with a blank one.
You can then add text to the presentation, including additional slides. You can
also press Ctrl+N at any time to create a new blank presentation.

PowerPoint templates give you a jump start to creating complete presenta-
tions. Each template employs one or more themes. A theme is a collection of
settings including colors, fonts, background graphics, bullet graphics, mar-
gins, and placement. To use a template, choose Filer>New and then select a
template, like you learned to do for Word in Chapter 10.

Creating new slides

Each new blank presentation begins with one slide in it: a title slide. You can
easily add more slides to the presentation by using the default layout (Title
and Content) or any other layout you prefer.
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Several methods are available for creating new slides, and each one is best
suited for a particular situation.

The most straightforward way to create a new slide is with the Home=>New
Slide command. You can click the button face to choose the default layout or
you can open the button’s drop-down list to select a specific layout, as shown
in Figure 12-3. (You’ll learn more about layouts shortly.)
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'm Jack Addams, your host for this afternoon’s briefing.

In the Slides pane in Normal view, you can click to place a horizontal inser-
tion point between two existing slides or at the bottom of the list of slides
and then press Enter.

In Outline view, you click to place a text insertion point at the beginning of

the title of an existing slide in the Outline pane, and then you press Enter to
create a new title (and a new slide).

Duplicating a slide

If you need to create a series of very similar slides, you might find it easier to
copy or duplicate a slide and then make the small modifications to each copy.
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Copying and duplicating are two separate commands in PowerPoint, but
they have essentially the same result. When you copy a slide (or multiple
slides), you place a copy of it on the Clipboard, and then you paste it from
the Clipboard into the presentation. You can paste anywhere in the presenta-
tion or into a different presentation (or, for that matter, a different document
altogether). To copy and paste a slide, use the Clipboard, as you learned in
Chapter 9.

When you duplicate a slide (or multiple slides), go to the Home tab, click the
New Slide button, and choose Duplicate Selected Slides. You don’t have to
paste because that command accomplishes both a copy and a paste opera-
tion at the same time. However, you also don’t get to choose where they’re
pasted; they’re pasted directly below the original selection.

Deleting a slide

Deleting a slide removes it from the presentation. You can delete a slide
either by pressing the Delete key or by right-clicking the slide in the Slides
pane at the left and choosing Delete Slide from the shortcut menu.

There’s no Recycle Bin for slides; you can’t get them back after you delete them.
However, you can undo your last action(s) with the Undo button on the Quick
Access toolbar, and that includes undoing deletions. If you haven’t saved your
work since you made the deletion, you can also get a deleted slide back by clos-
ing the file without saving changes and then reopening it.

Adding text to a slide

Each slide layout (except Blank) contains one or more placeholders for text
or other content. Adding text to a slide is as easy as clicking in a placeholder
box and typing. You can also type text on the Outline pane in Outline view or
create your own text boxes in addition to the placeholders.

Typing in a slide placeholder

A slide layout is a combination of one or more content placeholders. For
example, the default slide layout — Title and Content — has two boxes: a text
box at the top for the slide’s title, and one multipurpose content placeholder
in the middle that can be used for text, a graphic, or any of several other con-
tent types. See Figure 12-4.
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Some placeholders are specifically for text. For example, the placeholder for
each slide’s title is text-only. Click such a placeholder and type the text you
want. A content placeholder, such as the large placeholder on the default
layout, can hold any one type of content: text, table, chart, SmartArt graphic,
picture, clip art, or media clip (video or sound).

You can type either on the slide itself or in the Outline pane in Outline view.
Either way, the text is placed in the slide’s placeholders. Text you type at the
highest outline level on the outline is placed in the slide’s Title placeholder,
and text you type at subordinate outline levels is placed in the Content
placeholder.

Manually placing text on a slide

Whenever possible, you should use the layout placeholders to insert slide
content. However, sometimes you might not be able to find a layout that’s
exactly what you want. For example, maybe you want to add a caption

or note next to a picture, or you want to create a collage of text snippets
arranged artistically on a slide.

The text in such a text box doesn’t appear in the outline, so use this type of
text box sparingly if having a comprehensive outline is important to you.
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Figure 12-5:
A selection
handle.
|
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When you place a text box manually (Insert tab=>Text Box), you can use two
possible techniques: You can drag to draw the width of the box you want, or
you can click the slide and start typing. The resulting text boxes have differ-
ent properties based on the method you use. If you drag to draw the box you
want, it will be a fixed width and any text you type in it will wrap to the next
line as needed. If you click and start typing, the box widens as needed to hold
the text and you must manually make your own line breaks.

Manipulating slide content

Each placeholder box and each manually created text box or other item is a
separate object that you can move around and resize freely.

Resizing a slide object

To resize an object, select it and then drag a selection handle. A selection
handle is a circle or square on the border of an object. Each box has eight
selection handles: one in each corner and one on each side. (The additional
circle arrow handle at the top of the selected box is a rotation handle; it
rotates it when dragged.) See Figure 12-5.

Success!

To maintain the height-width proportion for the box — its aspect ratio — hold
down the Shift key while you drag one of the corner selection handles.

Moving a slide object

To move a text box, position the mouse pointer over the border of the box
but not over a selection handle. The mouse pointer changes to a four-headed
arrow. Click and drag the box to a new location. It works the same when
you’re moving nontext objects such as pictures, except that you don’t have
to be so fussy about pointing at the border when you drag a nontext object;
you can point anywhere in the center of the object instead if you like.

If you want to move or resize a certain placeholder on every slide in your pre-
sentation, do so from Slide Master view. That way, you can make the change to
the layout’s template, and the change is applied automatically to every slide
that uses that layout. To open Slide Master view, choose Viewr>Slide Master.
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Deleting a slide object

Deleting a slide object is a lot like deleting a slide except that you select the
object first rather than selecting an entire slide. The easiest way to get rid of
an object is to select it and press the Delete key. You can also right-click the
object’s border, choose Cut to cut it to the Clipboard, and then just not paste
it anywhere.

Formatting a Presentation

Formatting can dramatically increase a presentation’s effectiveness and
impact. In PowerPoint, you can use themes to apply preset formatting to the
entire presentation at once, or you can format individual elements. You can
apply text formatting just as you do in other Office applications, from the Home
tab, and you can apply background fills and borders to text boxes as well.

Applying themes

A theme is a design set that you apply to a data file to change several elements
at once. In PowerPoint, the theme affects the background, color scheme,
fonts, and the positions of the placeholders on the various layouts. Word and
Excel also use themes, but in PowerPoint, the theme feature is exceptionally
strong and full featured.

All presentations have a theme, but the default theme — simply named
Blank — is so plain that it’s almost like it’s not there at all. Blank uses a white
background, black Calibri text, and no background or design graphics.

You can switch to a different theme from the Design tab. Click the More button
in the Themes group to open the Themes gallery and make your selection.

Some themes offer variations on the main design, called variants. Variants
may have different colored background images. Themes designed for earlier
versions of PowerPoint do not have variants. If available, variants are found
in the Variants group on the Design tab.

Besides applying a different variant, you can also change the color theme for a
presentation. A color theme redefines the colors used for the color placehold-
ers in the presentation, resulting in a different set of colors being applied to

any objects that are formatted using theme colors. Unlike variants, themes are
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available in all presentations regardless of the design used for them. Choose a
color theme by opening the gallery in the Variants group on the Design tab and
then choosing Colors from the menu that appears. See Figure 12-6.
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Each theme has a set of two fonts that it uses: one designated for headings
and one for body text. You can use the fonts from any other theme available if
you don’t like the ones that your chosen theme provides. Choose fonts from
the same place you choose colors, as shown in Figure 12-6. Open the gallery
in the Variants group and click Fonts.

Applying shape styles

The easiest way to apply formatting to an object is with the Shape Styles
command. Shape styles are formatting presets that use the theme colors and
effects in the presentation to format objects in multiple ways at once.

Depending on the style you choose, a shape style can include a border, a fill
color, and special effects that make the shape look shiny, matte, or raised.
Although from the name you might expect shape styles to apply only to
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graphical shapes, they still work with text boxes because PowerPoint consid-
ers a text box to be a shape (a rectangle).

To apply a shape style, select an object (such as a text box) and on the draw-
ing Tools Format tab, open the gallery in the Shape Styles group and make
your selection. See Figure 12-7.
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Applying a background fill

A text box, by default, has no background fill. Whatever is behind it shows
through. You can apply a number of different background fills to a text box to
make it opaque. You can choose solid colors, of course, from either the theme
colors or the standard colors. You can also choose to apply gradients, textures,
patterns, or even pictures as background fills.

To apply a background fill to an object, use the Drawing Tools Format tab.
Open the Shape Fill drop-down list and choose the desired fill. See Figure 12-8.
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|
Figure 12-9:
The Shape
Outline
menu.
|

Applying and removing borders

A border is a line around the outside of an object. When you first create them,
text boxes don’t have borders, so they blend in with the slide background.
You can add a border to any object, choosing a line style (solid, dashed,

and so on), line color, and line weight (thickness). You can also remove the
border from a text box at any time.

Use the Shape Outline button on the Drawing Tools Format tab to apply and
remove borders. Notice in Figure 12-9 that this menu has Weight, Dashes, and
Arrows submenus so you can define not only the color of the outline but its
properties.
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Applying shape effects

Shape effects are enhancements like shadow, reflection, glow, and bevel that
you can optionally apply to shapes (including text boxes) to dress them up.
Some of the shape styles (covered earlier in the lesson) apply some of these
effects, and you can also apply the effects separately.

To apply shape effects, use the Shape Effects button on the Drawing Tools
Format tab, as shown in Figure 12-10. Each command there has a submenu
from which you can select a variety of presets.
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Figure 12-10:
The Shape
Effects
button.
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Turning text Autofit on or off

If you type more text than will fit in that text box (which is especially common
for a slide title, for example), the text automatically shrinks itself as much as
is needed to allow it to fit. This feature, called Autofit, is turned on by default
in text placeholders. Autofit is very useful because it prevents text from being
truncated.

In manually placed text boxes, a different Autofit behavior occurs by default:
The text box itself gets larger as needed to accommodate the text.

Both of those behaviors can be very useful, but you may sometimes need

to change the Autofit setting for one or more text boxes to achieve certain
effects. For example, you may not want a manually placed text box to shrink
if you delete some text from it, or it might be unacceptable to you for the font
size used in the title of one slide to be different from that of another.

To control a text box’s AutoFit setting, right-click the border of the text box
and click Size and Position. The Format Shape task pane opens. Expand the
Text Box heading in the task pane to see its controls, and then select a differ-
ent AutoFit setting. See Figure 12-11.
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Figure 12-11:
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Inserting Graphics

You learned about inserting graphics in Word in Lesson 10, and inserting them
in PowerPoint is similar. The commands on the Insert tab in both applications
include buttons for inserting a graphic from a file and also for inserting online
images such as clip art.

However, PowerPoint has one big difference: placeholders. You have two
ways of inserting graphics in PowerPoint: via the Insert tab (as in Word)
and via the icons in a content placeholder. Depending on which method you
choose, the graphic behaves differently.

The placeholder method offers several advantages. If you insert a graphic
using one of the content placeholders, the graphic integrates more seam-
lessly with the other content on the slide, and if you change to a layout that
positions that placeholder differently, or a theme that arranges the place-
holders differently, the graphic moves automatically to the new position. In
contrast, if you insert a graphic using the Insert tab’s commands, it becomes
a fixed, manually placed object on the slide, and it doesn’t automatically shift
when the layout shifts.
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|
Figure 12-12:
The Insert
Pictures
dialog box.
|

Inserting an online image from Office.com

In PowerPoint 2013, you access Microsoft’s artwork collection via Office.com
from within PowerPoint itself. This artwork collection includes both clip art
illustrations (line drawings) and digital photographs.

To insert an image from the Internet in a placeholder, click the Online Pictures
icon in the empty content placeholder box (second icon in the bottom row of
the placeholder icons), or choose Insert=>Online Pictures.

In the Insert Pictures dialog box, you have a choice of searching Offic.com
Clip Art or Bing Image Search. The Office.com collection contains royalty-free
images from Microsoft; the Bing Image Search looks for pictures on the entire
Internet. (However, it restricts itself by default to images that are licensed
under Creative Commons for public use.) See Figure 12-12.
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> Bing Image Search
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After the search has located some images, click the one you want in the
results window and click Insert to insert it in the presentation.

Inserting your own pictures

You can also insert pictures you've acquired yourself, either from someone
else or from your own digital camera or scanner. These pictures are stored as
separate files on your hard drive or other media. PowerPoint supports many
different picture formats, including .tif, .jpg, .gif, .bmp, and .png.
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To insert one of your own pictures, click the Pictures icon in a content place-
holder or choose Insert>Pictures. In the dialog box that appears, select the
picture you want and click Insert to add it to the presentation.

Adding Slide Transition Effects

Figure 12-13:
The Transi-
tions tab.
|

Transitions are movements from one slide to another. The default transition
effect is None, which means the slide simply goes away and the next one
appears. Some of the alternatives include Fade, Push, Wipe, Split, and Cut, to
name only a few. You can apply transitions from the Transitions tab.

Some of the transition effects have effect options that determine the direc-
tion of the action. For example, a Wipe transition might wipe from the left,
right, top, or bottom, or from one of the corners. Other effects have no such
options because they can happen only one way. If options are available, you
can click the Transitions tab and choose them from the Effect Options but-
ton’s menu.

You can also set several other properties for a transition. You can assign a
sound to it, for example, and you can control its duration (speed). You can
choose when the transition should occur:

»* On mouse click

v Automatically after a certain amount of time has passed

Each transition has default settings, so you can apply a basic transition effect
with just a few clicks. You can then optionally fine-tune those settings later.

To apply a transition, select the slide to affect and then on the Transitions
tab, make a selection from the Transition to This Slide gallery. If the effect
you choose has any options, the Effect Options button becomes available
to apply them. To apply the same transition to all slides in the presentation,
click Apply to All. See Figure 12-13.
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Using Apply to All is much faster and easier than applying the same transition
effect manually to multiple slides. If you don’t want it to affect certain slides,
you can remove the transition from those slides later by choosing None as the
transition effect for them.

Setting Slides to Advance Manually
or Automatically

Slides advance on mouse click by default. That means that no matter how
long you leave a slide onscreen, PowerPoint won’t try to advance to the next
slide until you give the signal. (That signal can be an actual mouse click, or it
can be the press of a key, such as Enter, spacebar, or the right-arrow key.)

If you want certain (or all) slides to advance automatically after a certain
amount of time, you can specify this advancement on the Transitions tab.
You can specify an automatic transition instead of or in addition to the
default On Click behavior. See Figure 12-13.

Inserting Sounds and Videos

\\3

One way to make a presentation more interesting is to include multimedia
content such as sounds and video clips. You can place clips directly on a
slide and set them up to play either automatically or on click.

Inserting a sound clip on a slide

When you place a sound clip (sometimes called an audio clip) on a slide, a
speaker icon appears to represent it. Playback controls appear beneath the
icon, so you can control the clip during the show. You can set the clip to play-
back on click or automatically.

You can control whether or not the playback controls appear by marking or
clearing the Show Media Controls check box on the Slide Show tab.

To insert a sound clip, choose Insert=>Audio=>Audio on My PC. Navigate
to the location of the sound clip, select it, and click Insert. A speaker icon
appears in the center of the slide, with playback controls beneath it. See
Figure 12-14.



256

Part lll: Productivity Programs

Figure 12-14:
A speaker
icon with
playback
controls.
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Figure 12-15:
The Audio
Tools
Playback
controls.
|
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If you want to specify any options for the sound, use the Audio Tools Playback
controls, as shown in Figure 12-15. For example, you could mark the Play
Across Slides check box to let the sound continue when you move to the next
slide during the presentation.
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Inserting a video clip on a slide

PowerPoint 2013 accepts video clips in a variety of formats, including Windows
Media, Windows Video, QuickTime, MP4, and Flash. You can place a video clip
on a slide either within a content placeholder or as a standalone item. You can
also apply formatting to a video clip, such as a video style that governs the
shape and appearance of the clip’s frame.

Using a placeholder means that the clip will be resized or shifted as needed
if you change layouts or themes; inserting a clip manually makes it stay as-is
regardless of the layout or theme. To insert a video clip, click the Insert tab
and then the Video button.

To insert a video clip, choose Insert=>Video=>Video on My PC. Browse and
select the video clip and click Insert.

If you want to specify options for the video, use the Video Tools Playback
tab, as shown in Figure 12-16. For example, you can change the clip’s volume,
change when it starts, and choose to show it full-screen.
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Figure 12-16:
The Video
Tools Play-
back tab.
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Presenting a Slide Show
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Figure 12-17:
The Slide

Show tab.
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PowerPoint 2013 gives you various methods for delivering your presentation:
You can deliver a presentation live in a meeting room, broadcast it on the
Internet, package it on a writeable CD, or send it out via email, just to name a
few. This section focuses on the most popular delivery method: delivering a
live show to an audience in person.

To give an onscreen show, switch to Slide Show view. Slide Show view isn’t one
of the views on the View tab; you choose it from the Slide Show tab instead, by
either clicking From Beginning or From Current Slide. See Figure 12-17.
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Slide Show view displays each slide full-screen, one at a time. For larger audi-
ences, you may want to hook up a projector to your computer so the audi-
ence can see the slides more easily. (The Windows key + P shortcut easily
connects a notebook PC to a projector or a second screen.)

Moving between slides

To move from one slide to the next or to trigger the next on-click animation

on a slide, click the left mouse button. That’s all you need to know at the most
basic level. You can also get much fancier than that about moving around. You
can use shortcut keys to move to specific locations, and you can right-click and
use the shortcut menu that appears to move around.
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Figure 12-18:
Clicka
button to
opena
menu.
|

Right-click and choose Help in Slide Show view to get a list of the shortcut
keys available.

You can also use the buttons in the lower-left corner of the screen in Slide
Show view. They’re very faint at first, but if you move the mouse pointer over
one, it become solid. Click a button to open a menu, as in Figure 12-18, or
click the right- or left-arrow buttons there to move forward and back in the
presentation.
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Ending the slide show

To end the slide show early (before you get to the last slide), press the Esc
key on the keyboard, or right-click and choose End Show.

Printing Handouts and Notes

Handouts are paper copies of your presentation that you give to the audience.
They give your audience something tangible to refer to, and to take home
with them. They can also write on the handouts to make their own notes.
(Some handout layouts even include lines for writing.)

To print your presentation, choose File>Print. You will recognize many of
the options on the Print screen from Word and Excel, such as the controls for
page range, number of copies, and printer. See Figure 12-19.
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When you print in PowerPoint, you have a choice of the type of printout

you want. (Technically you can use any of these printout types as handouts,
although the Handouts type is obviously custom-made for that purpose.)
Click the Full Page Slides button (the default setting) and choose one of these
menu options, as shown in Figure 12-20.

v~ Full Page Slides: A full-page copy of one slide per sheet.

1 Notes Pages: One slide per page, but with the slide occupying only the
top half of the page. The bottom half is devoted to any speaker notes
you typed into PowerPoint.

v+ Outline View: A text-only version of the presentation, structured as an
outline, with the slide titles as the top-level outline items.

1 Handouts: Multiple slides per page (two to nine, depending on your
choice of settings), suitable for giving to the audience to take home.

Different numbers of slides per page have different layouts. For example, if you
choose three slides per page, the layout has lines next to each slide so the
audience can take notes.
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Chapter 13

Storing and Retrieving Data with
Microsoft Access

In This Chapter
Discovering the basic concepts of a database
Creating a database
Entering and editing database records
Creating queries
Creating reports

A database is a collection of structured data — that is, data in a consis-
tent format. For example, an address book is a database, as is a catalog
of items for sale, because the same facts are stored about each instance.

You can store structured data in Excel, but in many cases, the size and com-
plexity of a database make Excel an impractical tool for it. Microsoft Access
is a better choice when you have multiple tables of data and when you need
to sort and manipulate that data in several different ways.

In this chapter, you discover some basics about databases, and you find out
how to use Microsoft Access to create and store a simple database.

Understanding Database
and Access Basics

Access is a popular application for creating and managing small to medium
databases. This type of application is called a database management
system (DBMS).
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Figure 13-1:
An Access
table in
Datasheet
view.
|
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Large databases, such as the inventory for a large online retailer, are not

stored in consumer-level applications like Access. Instead they are stored in
powerful, multi-user systems produced by companies like Citrix and Oracle.
Managing these large databases is a professional job, and database adminis-
trators make a career of this work.

Database data is stored in one or more tables. At its most basic level, a table is
a collection of fields into which users can input records. A record is an instance
of something. For example, in an address book, each person is a record, and

in an inventory, each product is a record. The information stored about each

record are the fields. For example, for a person, First Name is a field.

In Access, a table can be displayed in Datasheet view, which makes its data
appear in a two-dimensional grid that looks a lot like an Excel worksheet. See
Figure 13-1. The field names appear across the tops of the columns and the
data records appear in rows beneath those column headings.
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You can enter new data into the first empty row at the bottom of a table data-
sheet, as you would enter it in an Excel worksheet. There is another option,
however; in Access, you can create forms for data entry. A form makes the
process of data entry more user-friendly by displaying only one record at a
time, as shown in Figure 13-2. The form itself contains no data; it merely fun-
nels data into the table(s) with which it is associated.
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One of the benefits of using Access is that you can have two (or more) tables
in the same data file, and you can create a relationship between the tables.
For example, you could have Customers and Orders tables for your business.
In the Customers table, you could store the full contact information for each
customer, and in the Orders table, you could store information about each
order placed. The Orders table could have a Customer ID field that has a rela-
tionship to the Customer ID field in the Customers table, so that each order
is tied to a particular customer’s record. You could also have a table called
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Order Details that contains each line-item of each order, with an Order ID
field that is related to the Order ID field in the Orders table. Figure 13-3 shows
these tables and relationships. Creating relationships between tables is very
useful, and it’s one of the main benefits of using Access rather than Excel.
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To sort and filter the data from one or more tables, you can create a query,
which is a set of saved specifications for sorting, filtering, and other data
manipulation. A query’s results display in a datasheet, like a table does, but
may include a subset of the fields and/or records from the table on which

it is based. A query can also be used to combine the data from multiple
related tables. For example, looking back at the relationships in Figure 13-3,
you could create a query that shows a record for each order placed on a
certain date and the postal code to which it was shipped. The order date
would come from the Orders table, and the postal code would come from the
Customers table.

A query can help you find key information quickly, such as in the preceding
example, but the results it generates will be presented in a plain-looking data-
sheet. When you want to present data in a more attractive format, you can
generate a report. A report takes data from a table or query and lays it out

for printing with a title and page headers/footers. Reports can also option-
ally summarize data rather than presenting the full set of records. Figure 13-4
shows a sample report.
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Creating a New Database

When you start Microsoft Access 2013, a Start screen appears. Click Blank
desktop database to get started with a new, basic database that you can use
to practice in this chapter. You can later explore the templates that Access

provides on your own.

The first thing Access does is prompt you for a file name for your new data-

base. That’s because Access works a little differently from other applications;
when you enter records into a table, it saves those records automatically; you

don’t have to save your work unless you are modifying the database’s struc-
ture. Because of that, you have to save the database file upfront, before you

start working on it. Type a name in the prompt that appears, as in Figure 13-5,

and click Create.

265
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Blank desktop database
File Name
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|
Figure 13-5:
A new ﬂ
database in - e
Access.
|

Creating a Table

When you create a new database, Access creates a new table for you automat-
ically and opens it up in Datasheet view. The table appears on the right, and
on the left you see a navigation pane, which contains a list of all of the data-
base objects. (There’s only one right now, Tablel, as shown in Figure 13-6.)

A database file starts with a table because a table is the only database object
that can hold data, so you must construct your tables before you can do any
data entry or create any other objects.
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=t * (New)
Tables «
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—
Figure 13-6:
A new table N
in Datasheet
VleW. Record: 4 1of 1 L] Search
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Figure 13-7:
Choose a
field type.

Because a table is open in Figure 13-6, the Table Tools contextual tabs appear:
Fields and Table. These tabs contain commands for working with the table.
Other contextual tab sets may appear when you are working with other
object types.

In Figure 13-6, note that the fields are in columns and the records are in rows.
There aren’t any records yet, and only one field: ID. The ID field is automati-
cally generated; it will contain a unique value for each record. This field is
the primary key field. The primary key field is the field that positively defines
each record because each record has a unique value for it. The primary key
field in a table is usually an ID field, but it could be some other field in some
circumstances, such as a Product ID field for an inventory or a Social Security
Number field for a database of taxpayers.

You can create a table in Datasheet view, or for more control over the table’s
structure, you can switch to Design view and work with it there. To switch
between views, use the View buttons on the status bar or click the down
arrow under the View button on the Ribbon (Table Tools Fields tab) and
choose the desired view.

To create more fields, click the Click to Add heading. On the drop-down list
of field types, select the desired type, as shown in Figure 13-7. (Text is most
common.) A generic name appears in the column heading, with the name
highlighted, ready to be changed. Type the new field name and press Enter.
Repeat that process to create all the fields you need in your table.
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a Rich Text
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‘Go Hyperlink
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Paste as Fields




268 Part l1l: Productivity Programs

Figure 13-8:
Design view.
|

If you switch over to Design view, you have more options available. Click the
View button on the Table Tools Fields tab to do so. If it’s a new table, you’ll
be prompted to give it a name. Give it a name that describes its contents and
click OK.

In Design view, shown in Figure 13-8, you can do any of the following:
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All Access Obje... @ « | = Asress=s =
Rearch. o Field Name Data Type Description (Optional) -
% o AutoNumber
Tables A FirstName Short Text
B sdaresses LastName Short Text
Address Short Text
City Short Text
State Short Text
ziA| Short Text

Field Properties

General [Laokup|

Field Size 255

Format N

Input Mask

Caption

Default Value

Validation Rule Afield name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required No names.

Allow Zero Length Yes

Indexed o

Unicode Compression  Yes

IME Mode No Control

IME Sentence Mode  None

Text Align General

Design view. F6 = Switch panes, F1 = Help,

v Rearrange the fields by dragging them up or down on the list.

v Set a field’s properties by selecting it and then working in the Field
Properties area at the bottom of the screen.

»* Rename a field by changing its name.
v Change the field type by changing its setting in the Data Type column.

v Delete a field by selecting it and pressing the Delete key on the keyboard
or clicking Delete Rows on the Table Tools Design tab.

v Make a different field the primary key by selecting the field and clicking
the Primary Key button on the Table Tools Design tab.
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When you are done modifying the table, save your work. Because modifying
a table is a structural change, Access doesn’t save the changes automatically
as it does when working with records.

If you want to create an additional table, on the Create tab you can either
click Table to start another new table in Datasheet view, or click Table Design
to start a new table in Design view.

Creating Relationships Between Tables

Relationships can be tricky, both in real life and in Access databases. Many
beginners make the mistake of creating relationships willy-nilly, without
thinking about the appropriate match-ups. Bad relationships are worse than
none at all — again, both in life and in databases.

The most common type of relationship is a one-to-many relationship. (Here’s
where the real-life relationships metaphor breaks down.) A one-to-many rela-
tionship in Access connects the primary key field in one table (that’s the “one”
side) with a field in another table that stores the exact same type of data but
isn’t unique to each record (that’s the “many” side, also called the foreign key
field). For example, the ID field in the Customers table might have a relation-
ship to the Customer ID field in the Orders table. Look back at Figure 13-3,
which shows relationships between an Orders table and two other tables.

The purpose of a relationship is to connect the data between the tables.

With the aforementioned relationship, the Orders table can reference people
from the Customers table easily and efficiently. A relationship can option-
ally have referential integrity enforced. That means that Access won'’t allow
entries in the field on the “many” side that don’t have corresponding entries
on the “one” side. In the aforementioned example, if referential integrity were
enforced, you wouldn’t be able to create orders in the Orders table for non-
existent customers (that is, people who don’t appear in the Customers table).

Referential integrity has two options: Cascade Update and Cascade Delete.
Cascade Update changes the entry in the foreign key table when the entry

in the primary key table changes. For example, if a customer’s ID number
changes in the Customers table, her ID will be automatically updated for each
of her records in the Orders table.

Cascade Delete deletes the entry in the foreign key table when the entry in
the primary key table is deleted. For example, suppose a customer is removed
from the Customers table for some reason (for example, the customer dies,

or asks to be removed). If Cascade Delete is enabled, all records in the Orders
table from previous orders that customer placed would be deleted.
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Figure 13-9:
The Edit
Relation-
ships dialog
box.
|

Follow these steps to create a relationship:

1. Ensure that the fields to be related have the same data type.

Check the data types for each field in each table in Table Design view
if needed. For this evaluation, you can consider AutoNumber to be the
Number data type. (Automatically numbered fields such as ID have an
AutoNumber type.)

2. Click Database Tools->Relationships.

The Relationships window opens.

3. If the table(s) you want to work with do not appear, click Show Table

on the Relationship Tools tab. Click the table to show and click Add.
Close the dialog box when you’re done.

4. Drag-and-drop the primary key field from one table onto the foreign

key field in the related table. The Edit Relationships dialog box opens.
See Figure 13-9.

» Il

Edit Relationships

Table/Query: Related Table/Query: Creats
Orders Order Details
Cancel
Order ID v | OrderID ~
Join Type..
v
Create New..

Relationship Type:

[#] Enforce Referential Integrity
Cascade Update Related Fields
Cascade Delete Related Records

One-To-Many

5. (Recommended but optional.) Select the Enforce Referential Integrity

check box.

6. (Optional) Mark the Cascade Update and/or Cascade Delete check

boxes if appropriate.

7. Click Create to create the relationship.

8. When you’re done creating relationships, choose Relationship Tools

Design->Close and save your changes when prompted.
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Entering and Editing Records

It is a good idea not to enter any data until you have finalized the tables and
their relationships because changing a table’s fields and properties may
change the rules for what data a field will accept. For example, if you change
a field’s type from Text to Number, text-based data in that field will become
invalid.

You can enter data directly into a table in Datasheet view. Click in the first cell
in the first blank row of the datasheet (scroll down if needed), and start typing.
Press Tab to move to the next field, or press Shift+Tab to go back to the previ-
ous field. When you reach the final cell in the row, pressing Tab moves to the
beginning of the next row and starts a new record. If you don’t want to tab all
the way to the end of the row, just click the mouse to move the insertion point
outside of that row, or click the Save button in the Records group on the Home
tab. Records are saved automatically when you navigate away from them; you
don’t have to click the Save button after each one to save it.

There are several ways to delete a record. Select it (by clicking the selection
box, which is the gray blank box to the left of the record), and then do any of
the following:

v Press the Delete key.
v Right-click the record and choose Delete Record.
v Choose Homer>Delete.

Creating Queries

A query is a view of a table that shows it in a different way. A query can hide
certain fields, hide certain records, show records sorted in a certain order,
and more. Queries are useful for cutting out the unimportant data to find an
answer to a question, and for extracting data that helps make sense of a situ-
ation. For example, a query could answer the question, “What orders did cus-
tomer X place in January?” or “What were the top ten best-selling products in
the Northeast region?” A query can also be used to make the data from two
or more related tables appear together in a single datasheet. That query can
then be used as the basis for a report, allowing you to create reports using
data that spans multiple tables.

You can create a query using the Query Wizard, which walks you step-by-step
through the process of creating a query, or you can use Design view. This
chapter briefly explains both.
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Creating a query with the
Simple Query Wizard

The Simple Query Wizard is a good place to start for your first query because
it makes the process very, well, simple. The Simple Query Wizard enables you
to create a query that includes fields from one or more related tables, and
that includes only certain fields. It can either show all the records (a detail
query) or show a summary of them (a summary query).

The drawback to the Simple Query Wizard is that it does not allow you to
filter the records. In other words, it shows all the records (or a summary of
all the records). You could not, for example, show only one customer, or only
one date range of orders.

To create a query with the Simple Query Wizard, follow these steps:

1. Choose Create~>Query Wizard.
The New Query dialog box opens.

2. Click Simple Query Wizard and click OK.
The Simple Query Wizard runs.

3. Open the Tables/Queries list and choose the table from which to pull
fields.

4. In the Available Fields list, click a field you want to include and click
the > button to add it to the Selected Fields list.

Do this for each field to include. See Figure 13-10. Or, to add all the fields
from the table, click the >> button.

5. If you want another table’s fields to be included, repeat Steps 3 and 4.
Otherwise click Next to continue.

6. If you included one or more fields that can be calculated, such as
a Number of Currency field, a screen appears asking if you want a
detail or summary query. Choose Detail and then click Next.

7. If desired, change the default name of the query in the What Title Do
You Want for Your Query? text box.

8. Click Finish.

The query results appear in Datasheet view. The query’s name appears
in the navigation pane. The query results show the chosen fields in a
datasheet.
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Creating a query in Query Design View

When you create a query in Design view, you have full control over the query.
You can filter out certain fields, and also certain records by the criteria you
specify.

In Query Design view, the top section shows the fields from the tables that
you add to the grid. The bottom section is the Query By Example (QBE) grid;
you drag individual fields here and then set properties to configure how they
will appear in the query results. For example, in Figure 13-11, four fields are
included: Company (from the Customers table), Order Date (from the Orders
table), and Quantity and Unit Price (from the Order Details table). The query
is sorted first by Company and then by Order Date, and filtered to show only
orders with a date between 3/1/2015 and 3/31/2015.

For a query that just selects data, like the ones you create in this chapter,
switching to Datasheet view and clicking the Run button do the same thing.
For other types of queries that you might create, though, the buttons serve
differently: Run executes the instructions in the query to actually modify the
data, whereas switching to Datasheet view does not.

Follow these steps to create a query in Design view:
1. Choose Create~>Query Design. A blank QBE grid opens, and the Show
Table dialog box opens.

2. Click a table from which you want to use fields, and click Add. Repeat
for each additional table you also want to use fields from, and then
click Close to close the dialog box.
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Drag a field from a table to the QBE grid at the bottom of the screen.
Do this for each field you want to include, as shown in Figure 13-11, in
the order they should appear in the query results.

If you make a mistake in the order, you can drag a field to reposition it.
Select it by clicking the thin gray bar above the field name in the QBE
grid, so that the column for that field turns black, and then drag to the
left or right.

To sort by a certain field, click in the Sort line for that field, so that
a drop-down list arrow appears. Open the drop-down list and choose
Ascending or Descending.

If more than one field has sorting enabled, data will be sorted from left
to right; the leftmost field marked for sorting will be the primary sort.

To filter by a certain field, enter the criteria in the Criteria line for
that field. Table 13-1 summarizes the way to enter different types of
data. In Figure 13-11, the query filters by the Order Date field, for
example.
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6. (Optional) If you want to hide a certain field from the results, clear

the check box in its Show line.

You might filter by a certain field but then hide that field from the

results, for example.

7. Click the Run button on the Query Tools Design tab to see the query

results, or switch to Datasheet view.

Table 13-1 Writing Criteria in the QBE Grid
Data Type Instructions Example
Text Place in quotation marks “Chicago”
Finds only records that contain
exactly that value.
Exclude values with NOT “Chicago”
NOT
Finds records that do not contain
exactly that value.
Begin with the specified Like “Chi*”
string with Like
g Finds records that begin with that
string (Chicago, China).
Exclude beginning with Not Like “Chi*”
a specified string with
NofLike g Excludes records that begin with
that string.
Include the specified Like “*Chicago™”
string with Like and a
wildgard character * Finds records that have that
string anywhere in that field (Old
Chicago, Chicago Heights).
Use OR to include any of “Chicago” OR “New York”
a short list of values
! vai Finds records that have one or the
other of those two values.
Use IN to include any of In (“Chicago”,”New York”,
a longer list of values “Philadelphia”,”Seattle”)
Finds records that have any of the
listed values.
Empty or Use Is Null to find empty Is Null finds empty fields.
Non-Empt fields or Is Not Null to
Fields Py find non-empty fields Is Not Null finds non-empty fields.

(continued)
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Table 13-1 (continued)

Data Type Instructions Example
Number or Use the numbers 12
Currenc without any special
Fields Y charactersy P Finds records that have an exact
value of 12.
Use NOT to exclude a NOT 12
value .
Finds records that do not have an
exact value of 12.
Use > and < for greater- >6
than and less-than
Finds records where the value is
Use >=for greater than greater than 6.
or equal to
Use <= for less than or
equal to
Use Between to specify Between 0 and 12
arange .
Finds records where the values
are greater than 0 and less than 12.
Use IN to include any of IN ($5, $10, $15, $20)
a longer list of values
g Finds records that contain one of
the listed values.
Date and Use # around an exact #12/21/2014#
Time Fields date

Finds records that contain exactly
that date.

Use > and < for greater
than and less than

Use >= for greater than
or equal to

Use <= for less than or
equal to

>#12/21/2014#

Finds records where the date is
after the specified date.

>#2/1/2014# and <#2/28/2014#

Finds values that fall within the
specified date range.

<#2/1/2014# or >#2/28/2014#

Finds values that fall outside of the
specified date range.
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Creating Reports

Figure 13-12:

Areportin
Layout view.
|

Whereas most of the other objects in a database are designed to be used
onscreen, reports are designed to be printed. Reports have two different
views for creating and editing them: Layout and Design Use Layout for simple
edits that a beginner can make, and Design for precise control.

To create a report, use the Report button in the Report group on the Create
tab to create a default-styled report with all the fields from the selected table
or query, or try out the Report Wizard for a few more choices.

For reports, a Report view and a Print Preview view are both available.
Report view is designed for reading the report onscreen, whereas Print
Preview view is designed for seeing how the report will look when printed,
but they are similar.

Creating a quick report is very simple. In the navigation pane, select the table
or query on which to base the report. Then choose Creater>Report. A report
opens in Layout view using default settings. You can then adjust it in Layout
view as needed. Figure 13-12 shows a report in Layout view.
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In Layout view, you can use the Report Layout Tools tabs to make many dif-
ferent changes to a report. The tabs available on the Ribbon are

v Design: Here you can insert page numbers, add fields, apply themes, and
add grouping and sorting to the report.
»* Arrange: On this tab you can insert and delete rows and columns,

changing the report layout (for example, Stacked vs. Table), and merge
and split cells, as well as adjust the margins and padding around each

item on the report.

v~ Format: This tab contains controls for changing text fonts, sizes, and
attributes, changing number formatting, applying conditional formatting,
and using a background image.

1 Page Setup: This is where you set the paper size, orientation, and
margins.

To preview a report before you print it, choose File=>Print and then click
Print Preview.

To print a report, choose Filec>Print and then click Print. Adjust the settings
as needed in the Print dialog box (Figure 13-13) and then click OK.
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Status: Toner low; 0 documents waiting
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Comment: []Print to File
Print Range Copies
® Al Number of Copies: 1%
— (O)Pages From:
1 2 3 Collate
- 1= 24= 3§
Flgure 13-13: Selected Record(s)
The Print
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In this part . . .

v Find out how to protect your computer and its data from many
kinds of harm, including accidents, viruses, and criminals.

v Discover how to protect your online privacy and how to shield
children from online predators and inappropriate computer

content.




Chapter 14

Protecting Your Computer
and Data from Harm

In This Chapter
Finding out about the different types of computer security risks and threats
Discovering how to protect against natural risks
Learning how to protect against human-created threats
Increasing security through web and mail settings

Learning best practices for staying safe on the web

W)rst case scenario here: What would you lose if your computer’s hard
drive stopped working right now, never to run again? Maybe it died in

a flood (computers hate water), or of natural causes such as a hardware fail-
ure, or maybe a virus wiped it clean. At any rate, everything you had on it is
gone and never coming back: the operating system, the applications, all your
writings, your family photos, and your entire music collection.

The scary thing is, that’s not just a horror story I made up to frighten you —
it happens to people all the time. People who, like you, thought it could never
happen to them.

In this chapter, I clue you in on the major security threats and risks to be
aware of in computing — both natural threats and those caused by malicious
human behavior. You learn about some of the security settings you can adjust
in Windows to beef up your protection, and about some third-party applica-
tions that can help too.

Understanding the Risks

Before we get started here, [ want to define a few of terms. This chapter deals
with computer security. Security has three components to it, as summarized in
Figure 14-1:
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Figure 14-1:
The three
elements of
computer
security.
|

1 Confidentiality: You should be able to restrict access to only those you
choose to give access to.

v Integrity: Your computer and its data and applications should be uncor-
rupted and intact. The data that you store stays stored, and your hard-
ware continues to work correctly.

v Availability: Your data and applications should be available when you
want them, including after a mishap or disaster.

Computer Security

Confidentiality

* Only authorized
users can use
~ computer and data

Integrity s‘ Availability

* Data and . Computer and
applications data are
remain accessible
unchanged when needed

In contrast, computer privacy refers to preventing unauthorized people from
getting ahold of computer -stored or -transmitted information that they
shouldn’t have. It’s an offshoot of confidentiality, but it takes on its own life
too because there are so many computer-related ways for privacy to be vio-
lated. For example, if someone guesses your password and logs into your
Facebook account, or tricks you with a phony website into revealing your
credit card data, that’s a privacy issue. This chapter deals mainly with the
security side of things; I address privacy in Chapter 15.

Risks

Computing comes with security risks and threats. A risk is a generic potential
for a problem to occur. For example, if you place your computer on the edge of
a table, there’s a risk of accidentally bumping it and knocking it onto the floor.
If you don’t back up your data, you risk losing access to it if your computer
breaks down. Risks are generally physical and environmental. They are not
usually network or Internet-based. Some common risks of computing include
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v~ Data loss: All computer users live with an ongoing risk of data loss. If
you don’t have a backup of an important file, and the file gets destroyed
(for whatever reason), you are out of luck. Some data files for businesses
are worth millions of dollars and would take thousands of hours of effort
to reconstruct.

v+ Hardware failure: Sometimes components of a computer just die for no
apparent reason. Hard disk drives are particularly prone to premature
death because of their many mechanical parts.

v Trauma: Falling off of tables or getting knocked, hit, or kicked.

v Water: Even a very small amount of water can short-circuit almost any
computer component, often ruining it permanently. That’s because water is
a very good electrical conductor, and the electricity, if given a choice, will
take a path through the water rather than the path it is supposed to take.

v Cold: When a computer runs in a very cold environment, the heat from
the computer running melts the frost on the components, forming water.
(See previous bullet.)

v Heat: When a computer operates in a hot environment, it is harder to
adequately cool the CPU and other components that generate heat as
they operate. The most common result of extreme heat is the computer
shutting down, and failing to start up again until it cools off. Extreme
heat can also permanently damage components.

1~ Static electricity: Computer circuit boards are extremely sensitive to
static electricity (also known as electrostatic discharge, or ESD), and
it’s possible to ruin a circuit board just by touching it, delivering a static
electricity jolt to the component that the person doesn’t even feel. This
isn’t an issue when handling a computer from the outside — only when
working on its innards.

v Electrical spikes: If the AC power delivered by your wall outlet isn’t
consistent, brief, sudden increases in the voltage level can occur, called
spikes. This is most common when there is a lightning strike near the
building. Electrical spikes can ruin any computer components that are
plugged in at the time.

Threats

A threat is an active, human-caused potential for harm. For example, if you
don’t run antivirus software, your computer is vulnerable to attacks from
malware. Here are some important terms to know regarding threats:

v Malware: A generic term for any software that was written specifically
to cause a problem on a computer. The problem it creates, known as
its payload, can be anything from displaying annoying onscreen ads to
deleting important operating system files.
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v Virus: Executable code that attaches itself to a program file, so that the
code runs when the program runs. The virus’s code might destroy files,
steal data, display onscreen messages, or perform other types of harm
or inconvenience.

v Worm: Executable code that spreads via web pages, network connec-
tions, and email. A worm might distribute itself to everyone in your
email address book, for example. A worm'’s code, in addition to spread-
ing itself, might install malware.

v Spyware: A type of malware that spies on the usage of the computer on
which it is installed and relays information back to the spyware’s cre-
ator. The information gathered can include credit card numbers, pass-
words, and usage habits.

v Adware: A type of malware that pops up unwanted ads on the computer
on which it is installed.

v Exploit: A type of malware that uses a vulnerability (such as a bug or
a programming error) in an operating system’s code to perform some
harmful action.

v Trojan horse: A type of malware that appears to be doing something
useful, in order to trick the user into running it, but actually performs
some harmful action.

v Keg logger: A spyware program that logs every keystroke to collect
passwords, user IDs, credit card information, and other sensitive data.

1+ Ransomware: A type of malware that displays some kind of threatening
message onscreen, trying to bully you into making a payment to make
the problem go away. It could say that your computer has a virus and
you must pay for an antivirus program to remove it, or that you have
been accused of a computer crime and you must pay a fine.

Protecting Against Natural Risks

Natural risks, as you learned in the previous section, are risks of computer
or data loss that occur naturally — in other words, “that’s life!” situations.
They can include devices failing due to manufacturing defects or wearing
out, overheating, accidents such as liquid spills and items being knocked off
tables . . . just about anything that isn’t done intentionally.

Creating a computer-friendly workspace

You can’t prevent all computer malfunctions and breakdowns, of course, but
you can minimize the potential for accidents and malfunctions. A computer-
friendly workspace is one that is
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v~ Safe: Put your computer where it can’t be easily kicked or knocked off a
table.

v Cool: Computers like cool environments — cooler than most humans
prefer. The cooler the room, the less hard the computer’s cooling
devices have to work to keep the computer from overheating. If your
computer has been shutting down unexpectedly, overheating may be the
cause. Check all the fans inside the computer to make sure they are still
spinning when the power is on, and clean out any clumps of dust inside
the case that might block airflow.

+” Not cramped: Don’t shut a desktop computer up in a small cabinet,
drawer, or cubbyhole with no airflow around it. Part of keeping cool is
having a steady supply of room-temperature air circulating into and out
of the case.

v Dry: Computers hate liquids of all kind, because liquid, especially water,
causes short-circuiting. If you have to have a beverage near your com-
puter (and I don’t recommend it), position it so that if it were to spill,
it would not get any liquid on any of the computer parts, or use a cup
with a lid and a straw. If you have to clean a component, use a very small
amount of alcohol, not water, and make sure it’s completely dry before
you turn the computer back on again.

v~ Static-free: Try to keep the environment as free from static electricity
as you can. Tile and linoleum floors are better than carpet for this; and
rubber-soled or leather shoes, or bare feet, are better than stocking feet.
Natural-fiber clothing (like cotton) is better than artificial (polyester,
rayon) because it generates less static electricity. High humidity (50 per-
cent or so) is better than low humidity.

v~ Surge-protected: Plug all your devices into surge-protected power
strips, not directly into a wall outlet, to protect against damage from
power surges.

Making data backups

When a computer component fails, you may be able to replace it. If the com-
puter is under warranty, all the better — depending on the warranty, you
might even get someone to come to your house and fix it. What you probably
won’t be able to replace, though, is any data that was lost if it was a data-
containing component that failed.



280 Partv: igital Security and Privacy

The best defense against lost data is a recent backup. You can back up in
many different ways:

+»* You can copy all your important files to a removable disc periodically, such
as a writeable DVD or an external hard drive. This backup is only as good
as the media it’s on, though; if the external hard drive is next to the com-
puter and your house burns down, that backup didn’t do you any good.

v You can back up to an online backup service, or to your own cloud stor-
age area, such as OneDrive. (See Chapter 8 for more about cloud storage.)

» You can back up to another computer on your network. This is the way
big business does it; the computer that holds the backups is located
somewhere other than where the computers being backed up are, elimi-
nating the “building burning down” risk of data loss.

When backing up, you can copy the files as-is, or you can use backup soft-
ware that compressed and archives the backed up files so that they take up
less space. The drawback there is that you can’t browse the archives like
regular storage; you have to use the same backup software to do a restore
operation in the event that you need the files again.

Don’t back up any files that are replaceable, such as the operating system and
applications. You can reinstall those from their original sources any time you
need to. Focus your backup efforts on your data files, personal photos, and
anything else that you can’t get back otherwise.

\\J

Protecting Against Human-Created
Threats

You can’t protect yourself 100 percent from all human-created computer
threats, but you can make it a lot harder for a would-be criminal to strike
your system. The following sections provide some suggestions.

Strong passwords

It’s very important to use strong passwords, both for your user account in the
operating system and for each of the websites that you register with. A strong

password is one that is difficult for an unauthorized person to guess. It should
contain a mix of uppercase and lowercase letters, numbers, and special char-

acters such as @ or #, and be difficult or impossible for other people to guess.
An example of a weak password might be “manchester.” You could easily
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strengthen the password, however, by changing out some of the letters for
other characters, like this: “M@nch35Ter.” You should, of course, create a pass-
word that you can remember, and also change the password on a regular basis.

Although it may be tempting to use the same password on every website,

it can also cause problems. If that website’s security is compromised and
your user account and password are stolen, the thief can try that username/
password combination on other popular websites, and possibly gain access
to your other accounts as well. If you have to write down your passwords to
remember all of them, do so offline (on a piece of paper), and hide that piece
of paper somewhere safe. Storing your passwords on the computer means
that if someone breaks into your computer, they have access to every aspect
of your computing life. Although someone might steal the piece of paper, they
would have to break into your house to do it, and that’s less likely than some-
one breaking into your computer over the Internet.

If you are worried about the security of writing down your passwords some-
where, try encoding them using a technique that you come up with on your
own. For example, you could write every password backwards on your hint
sheet, or write every number or letter as one higher than the actual one. For
example, the password Beach123 would become Cfbdi234.

Operating system updates

Operating systems such as Windows and Mac OS X update themselves auto-
matically if you allow them to do so. In most cases, it is a very good idea

to allow it. Keeping OS files updated can protect against some exploits that
target security flaws in the OS’s code.

In businesses with IT departments, however, sometimes the IT department
will decide not to allow each user to individually download and install OS
updates. It may be more efficient for the IT department to download the
update once and then roll it out to all user PCs at the same time. If your com-
puter operates in such a situation, automatic updates may be disabled on
your PC.

To check your automatic update settings, open the Control Panel in Windows
and choose System and Security, and then click Windows Update. Figure 14-2
shows that the computer has been configured to automatically download and
install automatic updates. Notice, however, that there are optional updates
available too, and these are not automatically installed. If you see that indica-
tor, you can click it (it’s a hyperlink) to see a list of updates. From there, you
can mark or clear the check boxes for each individual update and then click
OK to install them, as in Figure 14-3.
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Virus and malware protection

Viruses and other malware try to infect computers in many different ways —
through unauthorized downloads on websites users visit, through email
attachments, and through executable files transferred between computers on
discs. The first and best line of defense from all these different threat types is
a utility (or a group of utilities) that provides protection. Such programs are
typically called antivirus programs, but in reality they protect against many
other types of threats besides viruses. They are more accurately called anti-
malware programs.

Symantec and McAfee are two major brands of third-party malware utilities,
and each company sells a variety of different products aimed at different
audiences and their needs, from home users to large corporations. Most of
their products are suites that include not only antivirus protection but also
enhanced firewall features and junk email filtering. For large businesses,

for example, Symantec offers an advanced protection suite called Endpoint
Protection, shown in Figure 14-4, that covers virus and spyware protection,
firewall service, and more.

||J Status - Symantec Endpoint Protection (o] = ==
Status T

e Your computer is protected.

Scan for Threats
Change Settings
View Quarantine

Mo problems detected,

Protection definitions are curent

Q

View Logs The folowing Symantec security cormponsnts are installed on your cormputer:
| —————
. Virus and Spyware Protection Options |
Figure 14-4: Lelipefie @ Protects against viruses, malware, and spyware
S Definitions: Thursday, July 17,2014 rL
ymantec
Endpoint C" Proactive Threat Protection | optons
. A Provides zero-day protection against unknown threats
Protection Definitions: Thursday, June 12, 2014 r12
provides I
d d Network Threat Protection [ Optors
advance Protects against Web and network threats
protec- Defintions: Wednesday, July 16, 2014 r11
tion for big
businesses.
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Figure 14-5:
Windows
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Although these third-party tools provide excellent protection, most people
don’t need them because Windows itself provides basic protection in most
areas. For example, Windows Defender (shown in Figure 14-5), which comes
free with Windows 7 and higher, includes a broad range of anti-malware fea-
tures, including antivirus protection. You find it in Windows 8 on the Start
screen’s Apps list, in the Windows System category:.

PC status: Protected

Settings

Your PC is being monitored and protected. Scan options:
J (®) Quick

- CFull

() Custom

@ Real-time protection: On

Scan now
@ Virus and spyware definitions:  Up to date

Scan details
Last scan: 7/16/2014 at 5:38 AM (Quick scan)

Firewalls

A firewall is a security barrier on your computer or network that controls
what traffic is allowed into and out of your computer or network. The barrier
is designed to separate your computer or network, which you trust, from an
external network, which you might not.

To understand firewalls, you need to know that network communications take
place on various channels called ports. For example, email is often received
via port 110 and sent via port 25. That’s how your computer knows to direct
one packet of data to your browser and another to your email program. In
addition to the common ports that your computer uses a lot, there are many
unused ports. One way that hackers get into another computer remotely on a
network is by taking advantage of these unused ports to slip in unnoticed.
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A firewall monitors port usage and prevents ports from being used that are
not assigned to a legitimate application. It looks at every packet of data

that attempts to travel through the firewall in either direction and decides
whether to allow it or block it. Most firewalls come with a set of default rules,
but they can be adjusted, enabling you to configure yours to allow or deny
whatever traffic you choose. If you play computer games, for example, you
may need to configure the firewalls on your router and your computer to
allow the gaming traffic through.

Windows includes a free firewall application called Windows Firewall. It is
enabled by default, so you don’t have to do anything with it unless you're
having a problem with it. You can check out its settings in the Control Panel
in Windows, as shown in Figure 14-6. From the Control Panel’s main screen,
choose System and Security, and then click Windows Firewall.

© ~ 1 @ » ControlPanel » System and Security » Windows Firewall v| ¢  SearchCo.. P
Control Panel Home Help protect your PC with Windows Firewall

Windows Firewall can help prevent hackers or malicious software from gaining
Allow an app or feature access to your PC through the Internet or a network.
through Windows Firewall

B Change notification settings . @' Private networks Connected @

Turn Windows Firewall on or )
off MNetworks at home or work where you know and trust the people and devices on
the network

B Restore defaults
Advanced settings Windows Firewall state: On

Troubleshoot my network Incoming connections: Block all connections to apps that are
not on the list of allowed apps

Active private networks: Y Sycamore_Knoll

MNotification state: MNotify me when Windows Firewall
blocks a new app

. @ Guest or public networks Not connected (+)

Figure 14-6:
Configure
the
Windows
Firewall set-
tings here.
|

See also
Action Center

Network and Sharing Center
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Adjusting Settings to Increase Security

In addition to using utility programs to increase your computer’s security,
as you learned about in the previous section, you can also change some of
the settings in ordinary programs that you use every day to help make your
computer more secure. The following sections explain some of the security
options in Internet Explorer and email programs.

Web browser security settings

Each web browser has its own ways of managing security settings. This
chapter focuses on Internet Explorer 11, the browser in Windows 8.1.

The browser assigns a website certain permissions to do certain things, such
as run ActiveX controls (a type of mini-application embedded in a website),
run JavaScript scripts, open new windows, and so on. Internet Explorer
categorizes sites into one of four categories:

v~ Internet: All sites that are not categorized otherwise fit into this category.

v Local intranet: Sites that are a part of your company’s own network are
here. These sites typically have the lowest security settings.

v Trusted sites: Sites that you have chosen to trust more than the norm.

1 Restricted sites: Sites that you have chosen to trust less than the norm.
When you configure security settings, you first choose a zone, and then you
choose settings to apply to that zone. You can choose a preset collection

of settings (such as Medium or Medium-High), or you can customize the
settings.

Follow these steps to adjust security settings for a zone:
1. Open the desktop version of Internet Explorer and click the Tools
icon (the cog) in the upper-right corner.
2. On the menu that appears, click Internet Options.
The Internet Options dialog box opens.
3. Click the Security tab.

The icons across the top of the dialog box, as shown in Figure 14-7,
represent different zones.
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General | Security | Privacy | Content | Connections | Programs | Advanced
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Internet
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restricted zones.

Security level for this zone
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Medium
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- Unsigned ActiveX controls will not be downloaded

— Enable Protected Mode (requires restarting Internet Explorer)

Figure 14-7: Custom level... Default level
Configure

. Reset all zones to default level
security
settings on
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tab.
|

4. If it is not already selected, click the Internet icon to work with the
Internet zone.

5. If you don’t see the vertical slider bar shown in Figure 14-7, click the
Default Level button.

6. Drag the slider up or down to adjust the setting. Medium-High, the
default, is appropriate for most computers.

Medium may expose you to more threats, and High may impede some
pages’ ability to show content.

7. (Optional.) Click the Custom Level button to open a dialog box of set-
tings and adjust specific settings if desired. Click OK to return to the
Internet Options dialog box when finished.

8. (Optional.) Choose a different zone and repeat Steps 5-7 if you want
to change the setting for a different zone.
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|
Figure 14-8:
Indicate the
sites you
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9. (Optional.) If you want to specify the sites that belong in a certain
zone (other than Internet), select the zone’s icon and then click the
Sites button. In the dialog box that appears, enter a URL and click Add
to add it to the list. If you mark the Require Server Verification check
box, only secure (https://) addresses will be allowed; clear the check
box to add a URL that is not secure. See Figure 14-8. Then click Close
to return to the Internet Options dialog box.

Trusted sites n_

# You can add and remove websites from this zone. All websites in

& this zone will use the zone's security settings.

Add this website to the zone:
http://fwww.sycamoreknoll.com| Add

Websites:
http:ffwww. websandbox-code.org R emave
https:/fwww.emcp.com

[]Require server verification (https:) for all sites in this zone

Close

10. Click OK to apply the setting changes for the zones you modified and
close the dialog box.

Email security settings

Email isn’t a particularly secure technology for sending and receiving
information. On most servers, messages are sent and received without any
encryption, so it’s possible for a computer expert with the right software to
intercept copies of the data packets being exchanged and make some sense
of the information it contains. Furthermore, because the mail is stored on a
server while it is waiting for the user to pick it up, the email is only as secure
as the server itself. If a hacker breaks into the server, every email waiting on
that server for delivery can be read and its contents exploited. That’s why
people recommend that you don’t send credit card information via email.
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To solve one of those problems — the unencrypted nature of email delivery —
some mail servers allow users to connect using an encrypted connection. An
encrypted email connection is similar to a secure website; both use the same
basic technology. Ask your email provider about how to set up your email
account for encryption. The process may involve changing the port numbers
for incoming and outgoing email in the advanced account settings in your
email program.

Bottom line, if you have something to say that is so private that you would be
seriously inconvenienced or embarrassed if the information was stolen, you
shouldn’t be sending it via email. Even if you set up the connection between
your computer and your mail server to be encrypted, you have no control
about the rest of the message’s journey, such as from the recipient’s mail
server to the recipient’s computer.

Following Best Practices
for Safer Web Use

Web browser security features are a good start for keeping safe online, but
nothing can replace good old common sense. Here are some tips for avoiding
malware and sidestepping online criminals.

Watch out for phishing

A website that purports to be the official site of a trusted company but is
actually an impostor is known as a phishing site. Phishing sites try to steal
your login information for a legitimate site by presenting you with a fake user-
name and password prompt, or by asking you to fill out a form containing
personal information.

Your web browser may have a phishing filter as one of its security options;
it’s a good idea to leave that enabled. In Internet Explorer, the anti-phishing
filter is known as the SmartScreen Filter. Phishing filters don’t always catch
every fraudulent site, however, so you still need to be wary.
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When a website or email asks for sensitive information, such as your account
number, Social Security number, or other information that you don’t routinely
give out, stop and think a minute and let your inner skeptic do his or her thing.

v~ If the email or website says you need to update your information or
your account will be disabled, it’s almost always a phishing message.
Real companies don’t shut down your accounts if you don’t respond to
an email.

+* Shouldn’t this company already have my information? If it’s an organi-
zation that you already have a working relationship with, such as your
bank or credit card company, it’s a sure bet that they already know your
account number, name, address, Social Security number, and so on.
They wouldn’t ask for it in an email.

v If you get an email that says you have won a contest of any kind, it is
probably a fake. Real contests usually contact winners via telephone or
postal mail.

v~ If you get an email advertising any product or service and it’s not a
company you have done business with in the past and you haven’t
signed up for their mailing list, it’s probably a rip-off. Delete the email
without clicking any of its links.

+ Why would this company be contacting me via email? If there’s an
urgent issue with your account, a company would be telephoning you or
sending you postal mail. Most companies use email only for marketing.

+* Does the email address me by my name? Sending out a generic
message without any user details is one clue that a message may be
fraudulent.

1 Are there typos or layout issues in the email or on the website? People
trying to fake legitimate websites are often not native English speakers,
and they tend to make grammar and spelling errors that give them away.

v Does the address in the Address bar on the web page match the
domain name expected for this company? For example, a phishing site
purporting to be Chase bank (their real URL is www . chase . com) might
show a URL that begins with or includes “chase” somewhere in it but
ends in a different domain, such as .biz.

v+ In an email, when you point to a URL, does the ScreenTip that appears
show a URL that matches what'’s in print? The text for the URL might
show the company’s real website, but the link might point to somewhere
totally different.
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Figure 14-9:
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Enter financial information
only on secure sites

A secure site is one that uses some type of encryption, such as Secure
Sockets Layer (SSL), to encrypt the data as it travels between your computer
and the web server. You can tell a site is secure because its URL begins with
https:// rather than http:// and a padlock appears in the address bar.

Don’t enter any sensitive information, such as financial accounts, credit card
numbers, or information that could be used to steal your identity, at a non-
secure site.

Pay attention to security certificates

How do you know if a secure website is what it purports to be? Many secure
websites have purchased a digital security certificate, which is a code on the
web page that automatically contacts an online agency called a certificate
authority to independently verify the site’s integrity. If the certificate is valid,
your browser will show some indication, such as the address bar background
turning green as in Figure 14-9. On the other hand, if the site fails the certifi-
cate check, a warning message may appear, and the address bar may have a
yellow or red background.

—a
@| P https /v paypal.com’ O - @ PayPalInc. [US] O || ® Send Money, Pay Online or . ‘ ‘ ok

Shop at stores you know

It’s better to shop at well-known online stores than small, fly-by-night ones. A
well-known store is more likely to have the proper security measures in place
to protect the data you provide when you place your order. If there’s a bricks-
and-mortar retail store you like, see if they have a website you can buy from.
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If you need to do business with a company you have never heard of, check
online reviews for that company at sites such as Epinions (www.epinions.
com), BizRate (www.bizrate.com), and the Better Business Bureau (www.
bbb.org).

Be careful with online payments

First and foremost, use credit cards when shopping online, not debit cards
or ATM cards. The US Federal Trade Commission limits your liability for
credit card purchases to $20 if your financial information is stolen. In most
cases, there is no limit to your liability with debit or ATM cards, however.
Having your debit card information stolen online can result in an empty bank
account with little or no recourse.

When possible, use payment services such as PayPal that enable you to send
payments directly to merchants and individuals without disclosing your
actual credit card information to them. The fewer sites you enter your credit
card number into, the lower your risk of having the number stolen. This tip
is especially important when buying merchandise at person-to-person online
sites like eBay or craigslist; don’t give your credit card information to any
seller you connect with at one of these sites.

Be stingy with the information you provide

Be skeptical when it comes to sites that ask for lots of information about you
when you are making a purchase or signing up for a mailing list. A company
doesn’t need your Social Security number or a copy of your driver’s license in
order to sell you printer ink, for example. Any company that says they need
to positively verify your identity like that is probably going to use that infor-
mation for criminal purposes.

Stay away from “vice sites”

I'm not saying that you visit adult-oriented sites, and I'm not saying that you
don’t. What I am saying, though, is that these sites are likely to try to do bad
things to your computer, such as download malware, change your browser
settings, install unwanted software, or pop up endless ads for other adult
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Figure 14-10:
InPrivate
browsing

mode is
turned on.
|

sites. The same goes for other “vice” sites, including gateway sites for ille-
gal gambling, illegal movie, music, and software downloads, and sources of
various products and services that try to circumvent government or health
regulations (such as sites that sell prescription drugs without a doctor’s
prescription).

If you absolutely must visit a site of questionable character, use your web
browser’s private browsing feature, so that the page is not allowed to modify
your computer in any way. From Internet Explorer, click the Tools button,
point to Safety, and click InPrivate Browsing. This opens up a new IE window
in InPrivate mode. That window remains in InPrivate mode until you close

it. InPrivate mode does not allow any websites to save any trace of them-
selves on your computer in any way, including in your browser’s History list.
You can tell you're in InPrivate mode because of the blue indicator on the
Address bar, as shown in Figure 14-10.

€[5 wprivate [EYbouimpiard & inprivate

InPrivate is turned on

‘When InPrivate Browsing is turned on, you will see this indicator
& shoutInPrivate MRS

InPrivate Browsing helps prevent Internet Explorer from storing data about

your browsing session. This includes cookies, temporary Internet files,
history, and other data. Toolbars and extensions are disabled by default.

See Help for more information.

To turn off InPrivate Browsing, close this browser window.

Learn more about InPrivate Browsing | Read the Internet Explorer privacy statement online
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Chapter 15
Safeguarding Your Privacy

In This Chapter
Understanding online privacy threats
Increasing your privacy on the Internet
Learning how to protect children from online predators

Finding out how to identify and avoid copyright violations

M ost people would be pretty shocked to realize how much information
about them is available online. Anyone who is determined to collect
information about a particular individual — such as a potential identity
thief — can often find that information quickly and easily just by consulting
publicly available information sources.

After information about you is online, it’s hard to get rid of it; information
online tends to persist indefinitely because the whole system is so decentral-
ized; you can get it removed from one site, but 20 other sites have already
copied that information. It’s far better to be cautious from the get-go about
putting your information out there.

In this chapter, I explain some of the major privacy threats online today and

[ teach you how to make it as difficult as possible for both advertisers and
criminals to target you.

Understanding Why Personal
Information Is Big Business

To get a feel for the scope of the online onslaught against you having any
privacy, consider the financial model that drives the Internet. How do people
make money online?

v They sell products and services.

v They sell advertising for products and services.
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v They collect personal information about people and sell it to other people
for the purposes of doing one or more of the previously mentioned things.

v They commit crimes using personal information that they either person-
ally gather or buy from a company that collects it.

Yes, there’s a multi-billion-dollar industry built around gathering as much
personal information about as many people as possible and then selling it to
whoever can pay for it. And those who sell that information aren’t very picky
about to whom they sell it, either; personal information of all types can end
up in the hands of not only aggressive salespeople but also criminals.

Targeted Advertising

Information gatherers are getting smarter and more technologically sophisti-
cated every day, and are now able to put together disparate facts from multiple
sites to create more complete portraits of each consumer.

For example, the other day, | was shopping online for a certain kind of boots.

A few hours later, when [ was on Facebook playing a game, an ad popped up on
the screen for the exact brand of boots I had been looking at earlier on a com-
pletely different website. It’s unnerving how well advertisers can target people.

How advertisers target consumers

The data used to target you with ads is gathered in the following ways:

v Clickstream data: That means a record of web pages you’ve visited. This
data comes from little text files called cookies that are saved on your
hard disk when you visit certain sites. There are two types of cookies.
First-party cookies are placed on your computer by the actual website
you are visiting, and are usually a good thing. Third-party cookies are
placed by advertisers on the website, and these are usually used to track
your habits. In “Browser settings for increasing privacy” later in this
chapter, you learn how to change cookie settings in Internet Explorer.

v Purchase data: Online stores (like Amazon.com, for example) keep track
of what you buy, and when you return to that same online store (or a
partner store), the items you see “on sale” are often in the same cat-
egory as your previous purchases. If you log in to the site, your records
are accessed that way, but even if you don’t log in, cookies can still pro-
vide a history of what items you’'ve browsed or bought. In Figure 15-1, for
example, you can see that Amazon remembers that I love chocolate and
that I recently bought toner for a Brother brand printer.
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v Search data: Every time you use a search engine like Google, Yahoo!, and
Bing, targeted ads appear along the margins based on your searches.
If you log into the website on which you are searching, even more data
may be saved about your searches.

v~ Profile data: If you create a profile on a site like Facebook or Myspace,
all that basic information about you gets “shared” with the companies
that advertise on that site. That’s why, for example, I see ads for prod-
ucts of interest to people with my demographic (middle-aged, female,
college-educated, Midwestern) when I browse Facebook.

Minimizing the information
advertisers gather

Your browser settings are your first line of defense in protecting yourself
from advertisers who want your information. Each browser’s settings are dif-
ferent, but they’re equivalent — that is, each browser has basically the same
privacy features, but they may be called by different names and set differ-
ently. Check your browser’s Help system for details.

In Internet Explorer, the following features are available.
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Figure 15-2:
Turning on
tracking
protection.
|

Tracking protection

This feature prevents sites from tracking your behavior across multiple sites.
Click Tools (the cog in the upper right corner), point to Safety, and click Turn
on Tracking Protection. See Figure 15-2. If instead you see a Turn off Tracking
Protection command, the feature is already on; do nothing.

/O'O|'\-;'—}Newtab | | ok
Print i
File 3
Zoom
Delete browsing history... Ctrl+Shift+Del Safety 3
InPrivate Browsing Ctrl+Shift+P Add site to Apps
Turn on Tracking Protection View downloads Ctrle)

Turn off Do Mot Track requests Maran et

FEREAEmE F12 Developer Tools

NETTER T P Go to pinned sites

Check this website Compatibility View settings
Turn off SmartScreen Filter... Report website problems
Report unsafe website

Intemnet options

About Internet Explorer

Tracking protection can be enhanced by installing a fracking protection list
(TPL). A TPL contains a list of known sites that try to track user habits;
Internet Explorer blocks all the sites on the installed list from doing so. If a
site is not on the list, but tracking protection is turned on, IE will send a Do
Not Track message to any sites not on the list.

To install a TPL, follow these steps:
1. Open Internet Explorer from the desktop and go to www.iegallery.
com/PinnedSites.
2. Click Tracking Protection Lists.
3. Select one of the tracking protection lists and click Add.

4. A confirmation dialog box appears, as in Figure 15-3. Click Add List.
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Figure 15-3:
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EasyPrivacy Tracking Protection List is based on the popular EasyPrivacy subscription for Adblock Plus and is managed by
the well-known EasyList project, which serves nearly ten million daily users and has a large support forum with dozens of
experienced members able to assist resolving any issues that may arise.

Enhanced Privacy
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Limiting third-party cookies

As you may have read earlier in this chapter, first-party cookies are the benign
ones placed on your hard disk by the actual sites you are visiting. They store
useful information that you might want that site to store on your behalf, like
your user name and your country preference (so, for example, you don’t have
to tell the site each time you visit that you are in the United States so it can
show prices in U.S., currency).

Third-party cookies, on the other hand, are the ones that invade your privacy.
A third-party cookie is generated by an ad on a website, and the ad may be
owned (and the cookie used) by some advertiser that has nothing to do with
the site you are visiting.

Some websites have a compact privacy policy, which is a document that
explains how they handle the data they collect. Having such a policy is no
guarantee of your privacy — after all, the terms of the policy are probably
extremely slanted in favor of advertisers — but the presence of such a policy
shows a good faith effort on the part of the website.

In Internet Explorer, you can set an overall cookie handling policy by choos-
ing a preset collection of settings that govern how and when first-party and
third-party cookies will be accepted and how the presence of a compact
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privacy policy changes the rules. You can also completely allow or prohibit
certain kinds of cookies, or ask IE to prompt you for a yes/no answer each
time a page tries to write a cookie. (Warning: It can get exhausting responding
to all those prompts.)

Cookies can be temporary (called session cookies) or permanent (called
persistent cookies). In most cases, session cookies are useful and harmless.

A session cookie is automatically deleted when you close the browser
window, so it can’t be used to store data about you over time. A session
cookie might remind the browser that you have items in your shopping cart,
for example. Most cookie-handling policies exclude session cookies from
restrictions placed on other cookies.

Follow these steps to adjust the cookie handling policies in Internet Explorer:
1. In Internet Explorer, click Tools (the cog in the upper-right corner)
and click Internet Options.
The Internet Options dialog box opens.
2. Click the Privacy tab.

3. Drag the slider up or down to change the overall cookie-handling
policy. See Figure 15-4.

4. Click the Advanced button. The Advanced Privacy Settings dialog box
opens. Here’s where you can optionally apply a global policy for all
first-party or third-party cookies by doing the following:

a. Select the Override automatic cookie handling check box.

b. Under First-party Cookies, choose Accept, Block, or Prompt. See
Figure 15-5.

. Under Third-party Cookies, choose Accept, Block, or Prompt.

[= e

. If desired, select the Always allow session cookies check box.
e. Click OK.

5. Click the Sites button. The Per Site Privacy Actions dialog box opens.
Here’s where you can optionally specify a different policy from the
default for a certain site. To do that,

a. Enter a site in the Address of website text box.
b. Click the Block button or the Allow button.
c. Click OK.
6. Click OK to close the Internet Options dialog box and apply the new

cookie-handling rules.

After changing the cookie-handling rules, you might want to visit some sites
that have a lot of ads and see how things go. To see what Internet Explorer is
blocking, choose Toolst>SafetyroWebpage privacy policy. The Privacy Report
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dialog box opens, listing what sites tried to create cookies on your com-
puter and whether they were blocked from doing so by your current policy.
Figure 15-6 shows an example.

General | Security | Privacy | Content | Connections | Programs | Advanced

Settings
Select a setting for the Internet zone,
Medium High

- Blocks third-party cookies that do not have a compact
privacy policy

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

- Blocks first-party cookies that save information that can
be used to contact you without your implicit consent
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Location
Never allow websites to request your ;
O physical location Clear Sites
Pop-up Blocker
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InPrivate
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Disable toolbars and extensions when InPrivate Browsing starts
Figure 15-4:
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Cookies
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Figure 15-6:
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Identity Theft

As creepy as most targeted ads are, they don’t mean you any real harm. They
just want to “get to know you better” so that they can “serve you better.” On
the other hand, there are also people on the Internet who want to get to know
you better for criminal purposes: so that they can open new credit cards in
your name and stick you with the bill, for example

Identity theft is a growing problem online because of the increasing amount of
information available about individuals there. You might give up a little bit of
information about yourself at one site, and a few other facts at another site,
but what you might not realize is that these sites are all in partnership with
one another, and that data gets combined into a central base of knowledge
about you, ripe for a thief’s picking.

Identity thefts are categorized according to what the thief does with your data:
v+~ Financial identity theft: Obtains credit, buys things with your credit

cards, empties your bank accounts

1 Identity cloning: Uses your information to assume your identity in daily
life, such as using your Social Security number for employment

1 Medical identity theft: Uses your identity, and your health insurance, to
obtain medical care or prescription drugs

v Criminal identity theft: Uses your identity when apprehended for a
crime, so that the conviction appears on your record
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Having your identity stolen can be a terrifying experience, as well as finan-
cially draining. It can take years of persistent work to follow all the adminis-
trative steps needed to regain your good name and credit score.

The people who steal identities for a living don’t have anything against you
personally — they’re just looking for the easiest targets, the way a hungry
lion looks for the slowest antelope in the herd. Don’t let that be you! Here are
some tips for avoiding identity theft:

+” Never enter your full Social Security number online except when
securely logged into a site that has a legitimate need for it, such as when
paying your taxes or filing for government assistance.

v Don’t use the same username and password at multiple sites. When
hackers break into the server at any of those sites and steal customer
data, the first thing they do is to try all those account names and pass-
words at other sites, knowing that most consumers are careless and use
the same data everywhere.

1 Monitor your credit report regularly so you will notice if new credit is
opened in your name. Each of the three major credit reporting bureaus
provides one free report per year to each consumer. Stagger your
requests throughout the year so you are getting a fresh credit report
every four months.

1 Use strong passwords on every online account you have. As you learned
in Chapter 14, a strong password is one that’s difficult to guess.

v~ Limit the amount of information you provide about yourself online.
Every bit of information you provide online is more ammunition for an
identity thief. For example, you might want to rethink including your
home address and phone number on social networking sites (and that
includes professional ones like LinkedIn too).

+ Don’t participate in online offers of free stuff or sweepstakes entries in
exchange for providing information about yourself. There may be a 1 in
100,000 chance you’ll win something, but there’s a 1 in 1 chance that any
information you provide here will be sold to online advertisers, and after
you get in their databases, that information can be sold to anyone who
has the money to buy it — including sophisticated identity theft networks.

v+ Use only one credit card when you buy things online. That way,
you only have one card you have to closely monitor to make sure the
number is not being used fraudulently. Don’t use debit or ATM cards
online because there is limited consumer protection available if the
number is stolen and used fraudulently.
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Social engineering

Social engineering is the practice of psychologically manipulating people into
sharing confidential information inappropriately. One of the ways that iden-
tity thieves get enough information from their victims to commit their crimes
is by lying to them in various ways, telling some story that is designed to
make them want to give up information that should be kept private.

Such criminals prey most often on easy targets — naive people who are new
to the Internet and not well-schooled on its threats. This group often includes
elderly people who have recently started using the Internet, as well as chil-
dren who haven’t been coached by their parents and teachers that telling
strangers details can be dangerous.

Contact can come in many forms. A potential victim might get a phishing
email, as described in Chapter 14, for example, asking him to log into a web-
site to confirm account details or to claim a prize.

If the potential victim has provided a phone number and other personal
details online, the criminal might even be so bold as to place a phone call,
and to use an emotion-producing lie to put the person in an emotionally
vulnerable state so that she is not thinking clearly. For example, a friend of
mine got a phone call awhile back from someone who said she was a nurse
at a hospital. She said that my friend’s son had been in an accident, and she
needed the son’s insurance information so he could be treated. My friend
immediately saw through the ruse because her son happened to be right
there beside her. She later figured out that the criminal had found out her
phone number and the fact that she had a son from Facebook.

Another common phone scam consists of someone calling to tell you that
your credit card has been fraudulently used. The person asks you to confirm
your credit card number, expiration date, and name on the card. But if you
think about that one a minute, you would realize that if it were really your
credit card company, they would already have that information.

To reduce the risk of being tricked in this way, here are some suggestions:

v Establish specific rules in your household about how and when informa-
tion can be shared online, on the phone, and in person. Make sure every-
one knows the rules, both children and adults.

v Be skeptical of anyone who calls or emails you with a story about a
problem or crisis that can only be solved by you providing information
or paying for something.

v Never respond to requests for personal information that come via email,
and don’t click links in such requests.
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v If you receive a phone call from someone who says they are with your
bank or credit card company, ask them to prove that they are who they
say they are by telling you information about your account that only the
real organization would know.

+* Be more skeptical of phone callers who called you; if there’s any doubt
as to their identity, hang up and call the number you have on file for the
company.

Oversharing on social media

Sometimes would-be criminals don’t have to trick a person into providing
information — that person just willingly puts the information out there in
public for all to see on social media sites like Facebook.

Don’t be that oversharing person who becomes a target for identity thieves
by volunteering data that can be used against you. Here are some ways iden-
tity thieves use social media, and some ways to avoid becoming a target:

v Edit your privacy settings on the social media site so that only your
friends can see information about you, including not only your profile
information but also the posts you make. For example, Figure 15-7 shows
the privacy settings in Facebook.

v Explore the security and privacy settings available for your social media
account, and adjust those settings to very conservative levels where
possible, so that people who are not your friends receive as little infor-
mation about you as possible.

v Don’t accept friend requests from people you don’t know personally.

v 1If you play online games on your social media account that require you
to have a lot of friends playing them also and you are tempted to accept
friend requests from strangers, create a separate account on the social
media site just for playing games and do not put any personally identify-
ing information on its profile.

v Do not post your mailing address or telephone number on social media.

+* Do not list your family relationships and link to your family members’
accounts, especially children’s accounts.

v Create a new email address to use on your social media account; do not
associate it with the email address you use daily.

v Don’t post messages to social media about when you are going on vaca-
tion or how long you will be gone. Combined with your street address,
this is an open invitation for burglars to rob you.

311



312 rartiv: pigital Security and Privacy

e

ww facebook.com/settings?tab=privacy

& General
@ Security

[, Privacy
|7 Timeline and Tagging
@ Blocking

@ Notifications
[ mobile
Followers:

Apps

[f1 Ads

= Payments

€ Support Dashboard
i) videos

|
Figure 15-7:
Privacy
settings on
Facebook.
|

Privacy Settings and Tools

Who can see my stuff? Who can see your future posts?

Review all your posts and things you're tagged in

Who can contact me? Who can send you friend requests?
Whose messages do | want filtered into my Inbox?

Who can look me up? Who can look you up using the email address you
provided?

Who can look you up using the phone number you
provided?

ant other search engines to link to your

Did you find what you needed? Yes - No - | didn't need anything specific

About  Create Ad Create Page Developers  Careefs Privacy  Cookies

2" Sign in to your Microsoft acc...

Public

Everyone

Basic Filtering

Friends

Friends

Terms  Help

(& Privacy Settings and Tools

1 Chat (21)

Edit

Use Activity Log

Limit Past Posts

Edit

Edit

Edit

Edit

Edit

v If a friend who you thought was already on your Friends list suddenly
has a new account and is sending you a friend request again, be skepti-
cal. A favorite trick of identity thieves is to steal a picture from some-
one’s profile and create a new account with it, and then to send friend
requests to all of that person’s friends. Alert your friend that this has
happened so she can address it.

Increasing Your Privacy on the Web

Now that you know the basics of what you're up against privacy-wise, take
a look at some settings in your web browser, instant messaging, and email
applications that can make it more difficult for others to invade your informa-

tion sanctum.

Browser settings for increasing privacy

You already saw earlier in the chapter how to adjust cookie settings and how
to use a tracking protection list in Internet Explorer to make it harder for
advertisers to track you. So what else can you do?
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As Ishowed you in Chapter 14, one way to safeguard your privacy while
browsing is to use InPrivate Browsing in Internet Explorer. (I talked about it
there in the context of keeping malware at bay, but it’s actually primarily a
privacy tool.)

To start an InPrivate session, click the Tools button in Internet Explorer, point
to Safety, and click InPrivate Browsing. In InPrivate mode, Internet Explorer
does not save any record of the site visit, and does not allow any website to
save anything on your computer in any way.

Because InPrivate browsing doesn’t save cookies, you can’t use it for sites
where you have to log in.

By default, InPrivate browsing windows do not show toolbars and disable all
browser extensions. You might run into a problem occasionally, in that a par-
ticular site won’t work well without some of those browser extensions that are
being disabled. Sure, you could just visit that site in regular mode, rather than
InPrivate mode, but there’s a workaround that may allow you to have the best
of both worlds. Choose Tools, Internet Options to open the Internet Options
dialog box, and on the Privacy tab, clear the Disable Toolbars and Extensions
when InPrivate Browsing Starts check box. See Figure 15-8. Then click OK, and
then start a new InPrivate browsing session to apply the new settings.

You can also prevent websites from discovering your physical location if you
want. Some websites determine (approximately) where you are located by
querying the ISP that you are going through for Internet service. They use
this information to display helpful local information such as weather reports,
but they may also use it to display local ads too. To turn this feature off, on
the Privacy tab in the Internet Options dialog box (Figure 15-7), mark the
Never Allow Websites to Request Your Physical Location check box. Then
click the Clear Sites button next to the check box to erase the memories (that
is, the cookies) of any existing location information that’s been saved for
certain sites.

Instant messaging privacy settings

Instant messaging programs such as Yahoo! Instant Messenger and AOL
Instant Messenger (AIM) provide convenient ways of communicating with
others, but they can also give others more information about your where-
abouts and status than you might prefer. For example, people who you have
added to your Friends list in these programs will be able to see when you are
logged in, and depending on the program and its features, they may be able
to see when your computer has been idle for a certain number of minutes
too. They may be able to see what music you have listened to on a related
music service, and on certain websites that are related to the application,
users may be able to see whether you are online without even opening the IM
program itself, and to send you messages from there.
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Figure 15-8:
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Fortunately, IM applications that violate your privacy in these ways let you
can opt out of having that information shown. For example, in Yahoo! Instant
Messenger, you can use the Privacy tab in the Preferences dialog box to
choose whether to sign in as invisible or not. That way, you have control over
whether you become visible to others. You can also decline to allow the pro-
gram to show you as idle or for how long, and decline to let others see what
music or games you are enjoying. See Figure 15-9.

Email privacy settings
When it comes to email privacy, your main concerns are

v The email message might get intercepted on the Internet on the way to
or from one of the mail servers.
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Figure 15-9:
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v If you use a web-based email service, someone might steal your user-
name and password, log in as you, and snoop your messages. The best
defense against this is a strong password that you change often.

»* Someone else who uses your computer might snoop your sent or received
messages when you aren’t looking.
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The first two of those were covered in Chapter 14 when talking about email
security, but let’s look at that last one now. There are two ways to prevent
local snooping. One is to password-protect the email application or data
file itself, and the other is to delete anything you don’t want seen from your
Inbox and from the Sent Items folder before you leave the computer.

In Outlook 2013, you can password-protect the data file in which you store
messages by doing the following:

1. Choose Filew>Account Settings->Account Settings.

2. Click the Data Files tab.

3. Select the data file, and then click Settings.

4. Click Change Password.

The Change Password dialog box opens.
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Figure 15-10:
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In the Old Password box, if you previously had a password on the file,

Type the new password in the New Password box, and then in the

Then close and reopen Outlook. When you do, the data file that you password-
protected appears collapsed in the navigation pane. When you click it to
expand it, you are prompted for the password, as shown in Figure 15-10.

To remove the password, repeat the process, but in Step 6, leave the New
Password and Verify Boxes empty.
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Protecting Children from Online Threats

Kids may understand computers better than you, but many of the risks
online have nothing to do with technology and everything to do with human
nature. It’s important to monitor their computer usage, to make sure they
understand how important it is to keep their personal information private,
and to cultivate a sense of skepticism about the real identities of the people
they meet online.

How online predators operate

Anyone can fall victim to an online predator, regardless of age. For every
lonely person who wants to connect with another human being online, there
are thousands of other lonely people who want the same thing, but there
are also dozens of unscrupulous people who want to target these people

to abuse them mentally, physically, and/or financially.

Children, however, are especially vulnerable to online predators because
they lack the experience and skill to differentiate between people who “seem
nice” and who actually are nice. Children tend to be less skeptical and take
everyone at face value, and that can make them easy targets for predators
who want to find out as much information about them as possible. An online
predator’s ultimate goal is typically to convince the child to interact with
them online in sexual ways or meet with them in person. (If this happens, the
child may be molested or abducted.)

According to the Microsoft Safety & Security Center article about online
predators (www.microsoft.com/security/family-safety/predators.
aspx), online predators do the following:

v Find kids through social networking, blogs, chat rooms, instant messag-
ing, email, discussion boards, and other websites.

v Seduce their targets through attention, affection, kindness, and even gifts.

v Know the latest music and hobbies likely to interest kids.

v Listen to and sympathize with kids’ problems.

v Try to ease young people’s inhibitions by gradually introducing sexual
content into their conversations or by showing them sexually explicit
material.

v~ Evaluate the kids they meet online for future face-to-face contact.


http://www.microsoft.com/security/family-safety/predators.aspx
http://www.microsoft.com/security/family-safety/predators.aspx
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If your child does become a target, such as being solicited sexually or being
sent explicit photos, contact your local police. Save any documentation,
along with email addresses, website addresses, and chat logs.

How children leak information

Children can inadvertently leak information to online predators because they
don’t understand how their information can potentially be used against them.
For example, a child doesn’t have the reasoning to think through why it’s a
bad idea to post to a social media site that their family is going out of town
for two weeks, or to tell a new online friend their full name and what school
they attend. It doesn’t occur to a child that a new online friend may be lying
to them, and may not even be a child at all. Some of the ways that children
leak information are

v They use their full real names as user IDs.

v They will give away personal details about themselves and their families
in exchange for the promise of some small prize or reward.

v They give out personal information to anyone who asks for it. If they
think the person is another child, they might not see any threat in doing
so. If they think the other person is an adult, they might think they are
being bad to disobey an adult.

v They are susceptible to emotional manipulation and can be talked into
giving out private information even if they have been coached not to by
someone who convinces them that this is a special situation where it’s
okay to do so.

v They don’t think through the consequences of posting an aggregation of
information on social media that, when put together, can create a com-
plete picture of their habits, their locations, and their friends.

Best practices for keeping children safe

Fortunately, kids have a basic sense of self-preservation most of the time.
They don’t want to be insulted, ripped off, or abused by a scammer, thief, or
criminal. And when they realize their actions may place not only themselves,
but their family members or friends, at risk, they become fairly interested in
safety measures.

Discuss online safety positively with the children in your care — especially
those who want to go online from your computer(s). Listen to what they
want to do, and talk about what it takes to respect each other’s safety needs.
Figure out what works for your personal and family values. Treat each child
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and teen uniquely because there is no one-size-fits-all solution. Decide which
activities they are ready for, and create a plan to help them get ready to take
on new activities with the corresponding responsibilities that go with them.

Talk to them about sexual predators using age-appropriate language. Encourage
the children in your care to be selective about who they interact with online
and which sites they visit. Emphasize to them that there are many imposters
online, including adult predators posing as children. Cultivate in them a healthy
sense of skepticism. Set clear rules about sharing personal information online
in web forums, chat rooms, instant message conversations, and email. Tell
them never to respond to instant messages or emails from strangers.

Help children choose safe email addresses, IM names, chat nicknames, and
other identifiers that do not give away too much personal information. Educate
children about the dangers of opening attachments and following links in email
messages.

Follow age limits on social networking sites. Most sites require that users be
age 13 and over. Do not let children use sites that they don’t qualify for.

Do not allow young children to use chat rooms at all. As they get older, direct
them towards well-monitored kids’ chat rooms such as www.kidzworld.com
or www.kidscom. com. If a child does use chat rooms, make sure you know
which ones they visit and who they talk with. Monitor the chat areas yourself
to see what kind of conversations take place. Instruct kids never to “go pri-
vate” in chat with anyone.

Don’t give your child much privacy online. Make sure the computer is in a
high-traffic area in your home, with the screen positioned so that everyone
passing by can see it. Then pass by it frequently. You can also install family
safety filtering or monitoring software (covered in the next section). If you do
use such tools, be upfront about it and explain why it’s there.

Using family safety applications

A family safety application (also called a parental controls application) is one
that sets limits on the activities of one or more user accounts on that computer.

Windows includes a feature that allows an Administrator user to set limits
on other user accounts’ activities. This feature is called Family Safety in
Windows 8, and Parental Controls in Windows 7. However, the activities it
monitors are computer-based, not online-based. It lets you do the following:

v Set time limits so that certain user accounts can use the computer only
during certain days of the week and certain times, or for a certain length
of time. This can prevent a child from using the computer when no
adults are available to supervise.

319
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1 Set game limits based on the Entertainment Software Ratings Board (ESRB)
game ratings, so that a child can play only games that are rated for his age.

v Set application limits, so that the child can run only certain applications.

v Set web filtering, so that adult sites are blocked. You can also set the
account to allow only websites designed for children, or to block social
media sites.

You can set up Parental Controls from the Control Panel in Windows. In
Windows 8, the Control Panel page redirects you to a website where you can
configure the settings; in Windows 7, they’re local to the PC.

If you find these tools to be inadequate, or want more control, consider a third-
party service such as NetNanny (www . netnanny . com). Such programs imple-
ment aggressive family safety controls on the computer to block pornography,
predators, cyberbullying, violent content, and content with adult language.

Avoiding Copyright Uiolations

Intellectual property refers to the ownership of original thoughts, ideas, and
creations of individuals and companies. It can include books and articles, cre-
ative works like music and videos, and patterns and blueprints for creating
items. They fall into three basic categories:

v Copyrights are for creative works. A copyright is automatic; you do not
need to register with any government organization. If a person can prove
that she was the first to develop that work, she has its copyright.

1~ Patents are issued for designs for products. Patents are granted by the
United States Patent Office.

v Trademarks are issued for artwork and slogans that identify companies
and products. A trademark can optionally be a registered trademark,
making it more legally defensible.

Theft or misappropriation of intellectual property is generally considered a civil
matter, rather than a criminal one. In other words, if someone has reprinted
your copyrighted book without getting your permission, you can sue that
person in civil court to recover monetary compensation, but you cannot bring
criminal charges against them unless there are criminal aspects to the theft.

Plagiarism

Plagiarism is the practice of copying someone else’s work and pretending
that it is your own. Thanks to the Internet, it is all too easy to download a
document from an obscure website and submit or republish it as yours.
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Plagiarism comes in several forms:

v Copying work produced by someone else word for word and presenting
it as your own

v Inserting portions of someone else’s work into your own and claiming
full credit

v Changing a few words and phrases of a piece of work so it looks different
but is based on someone else’s work

v~ Taking material from multiple sources and putting it all together as your
own work

Plagiarism has become a big problem in colleges and universities. Often,
when students receive assignments, they simply research on the Internet,
copy large blocks of text from various sources, stitch them together into a
single document, and pass the result off as their own work. Even worse, some
students patronize any one of several Internet-based companies that write
assignments for them.

It is not always wrong to use someone else’s words or ideas. In many cases, you
can quote or paraphrase someone else’s work in your own piece — provided
you include a reference to the source (in other words, to the author and name
of the work). This is called a citation. Including a citation to give credit to the
original author of a piece of work is the only way to avoid plagiarism.

Recent years have seen the development of a range of anti-plagiarism soft-
ware products, such as Turnitin (www. turnitin.com). These programs
compare a submitted document against a large database of quotes and texts.
Mathematical processes check not only for actual word-for-word plagiarism,
but also for paraphrased text where it can identify the original source. The
results then highlight any suspect or copied areas in text and state where
citations should be applied.

Using software like this, it takes only a few seconds to examine a document.
Some educational institutions use this type of software as standard practice
for all work handed in by students. Students can also use this type of soft-
ware before turning in an assignment to ensure they have not inadvertently
plagiarized.

Copyright violations

Besides plagiarism, there are many other types of copyright violations ram-
pant on the Internet. Just a few examples are
v Posting of copyrighted music and videos on sharing sites such as YouTube

v Copying and forwarding images of copyrighted characters (for example,
well-known cartoon characters) as jokes, inspirational quotes, and so on


http://www.turnitin.com/
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v Making copyrighted music and video files available for public anony-
mous downloading without making payment to the copyright holder

v Publishing the text of copyrighted books on public websites

v Sharing music files with friends and family

Copyright holders have a very hard time combatting online violations because
small violations are everywhere, the people violating the copyrights are
usually individuals who are not worth suing because they don’t have many
assets, so even if you win a big judgment, they can’t pay it, and the people
violating the copyrights are usually not making any money on the violation
that could be recovered. Therefore, copyright violation cases are mostly pur-
sued by one big business against another big business, both of which have the
funds and lawyers to make the whole prospect doable. (Remember, copyright
violations are civil cases, not criminal.) If the copyright holder wins the law-
suit, the violator owes them a portion of the profit they made from the viola-
tion, plus any punitive damages awarded.

Even though it’s mostly big businesses, some companies that have lost a

lot from copyright violations, such as music companies, have occasionally
gone after individual consumers who have been particularly flagrant in their
violations, such as individuals who have actively and frequently participated
in illegal file sharing sites. This action has been intended to make average
consumers fearful of violating copyrights.

Keeping on the right side of the law

So what can you do, as an individual, to stay on the right side of the intellectual
property law, and avoid the possibility of being dragged into court, receiving

a failing grade in a class, or getting threatening letters from lawyers? Here are
some tips:

v Don’t make illegal copies of music and movie discs to give to friends and
family.

v Download digital content (movies, music, and software) only from sites
that pay the appropriate licensing fees for the content.

v Don’t download from sites that promise copyrighted material for free.
And especially don’t allow these sites to use your computer to distribute
material to other computers.

v Cite sources meticulously in your writing. Whenever you quote anybody
or any work of writing, whether it’s a web page or a company slogan,
make sure you say where it came from.

v Don’t publish anything including anyone else’s copyrighted text or
graphics without their written permission to include it.

v Don’t “borrow” logos or images from websites to include on your own
online sites (blog, social media, personal website, and so on).
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In this part . . .

v Learn how tablets and smartphones can extend and enhance
your computing experience.

v Find out how to take pictures with a digital camera, organize
your pictures, and share them with others.

v Discover how to play digital music and video clips on a com-
puter and how to use speech-technology features to control
your computer with your voice.




Chapter 16

Expanding Computing to
Other Devices

In This Chapter
Selecting and using a tablet computer
Choosing and using a smart phone
Managing content between computers and TVs

Our digital world is not just computers anymore. (Well, not in the tradi-
tional sense of the word “computer” meaning a desktop or notebook.)

It might be more accurate to say that computers are not just what they

used to be. A decade ago, most people’s computer was a big boxy affair in
the corner of the family room, with everyone clamoring for their turn on it.
Nowadays, it’s much more likely that each person in the family has his or her
own notebook, tablet, or smart phone.

In this chapter, I look at several of these non-traditional computing devices in
terms of features and functionality. You also discover how TVs and comput-
ers intersect and how you can make them work together.

Getting a Handle on Tablet
Computer Basics

A tablet computer is like an electronic slate that you can write on with your
finger or a stylus (which is basically a small stick that feels like a pen in your
hand but doesn’t have any ink in it). You touch, tap, and drag across the
touch-sensitive screen of the tablet to interact with the operating system and
applications. See Figure 16-1.
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A tablet’s main benefit is its extreme portability. A typical tablet weighs about
one pound. You can take it with you almost anywhere: school, work, air-
planes, restaurants, and so on.

Tablets are great for on-the-go email and web connectivity. Tablets have built-
in Wi-Fi adapters, so anywhere there is an available Wi-Fi signal, you can be
online. Some tablet models take that even a step further, including 3G/4G
adapters for specific wireless phone companies, so you can use the Internet
via your phone data plan wherever you are, even if there is no Wi-Fi.

A tablet can run simple applications designed for it, and there are hundreds
of thousands of applications available for each of the major tablet operating
systems. Tablet applications are usually narrowly focused on a particular
activity that you might want to do when you are away from home, such as
checking the weather report, getting driving directions, reading a magazine,
or looking up movie times and reviews. A tablet comes with a few basic apps,
and you can download more from the store for your operating system. For
example, for iPads, you use the Apple Store app, and for Windows tablets,
you use the Windows Store app. Some apps are free; others require a small
payment (usually $5 or less).

Historically, there haven’t been a lot of full-blown productivity apps for
tablets. That’s because it’s generally assumed that your tablet is not your
only computer, and that you have a larger computer for doing business-y
stuff like spreadsheets, databases, and mail merges. Most tablets also
lack the hardware needed to perform heavy-duty work: no real keyboard
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or mouse (and on most models, no way to attach external ones), limited
printing support, and not enough processing power, memory, and storage
space to work efficiently with large data files.

Microsoft has a line of tablets called Surface that blurs the line between a
tablet and a notebook computer. They have a 12" screen and a detachable
keyboard, and they run the full Windows 8.1 Pro operating system (not the
more basic Windows RT version). There is enough memory and CPU power
to run Microsoft Office and other desktop apps. Other companies may soon
follow suit, and by the time you read this, tablets may be powerful enough to
substitute in full for a desktop or notebook computer.

Tablet sizes

A standard tablet is about the same size as a sheet of notebook paper, with
a screen that’s about 10" diagonal. A mini tablet has a screen size of about
8" diagonal. The sizes vary somewhat depending on the brand and model.
The two sizes of tablets run the same operating systems and have similar
processing power and memory. Some tablets, such as the Microsoft Surface
models, go up to 12" in screen diameter.

Tablet computer operating systems

There are three major operating systems for tablet computers: Apple iOS,
Windows RT, and Android. These are all system-on-chip (SoC) operating sys-
tems that come preinstalled on the tablet, so by selecting a particular brand
and model, you are also selecting the operating system you will use.

Apple tablets such as the iPad, iPad Air, and iPad mini all come with the i0S
operating system, shown in Figure 16-2. The iOS operating system is great for
people who use a Mac as their main computer because all the same apps are
the default there. For example, the Safari web browser is used both in Mac OS X
and in iOS, and there are other familiar apps like iTunes and FaceTime.

Android, developed by Google, is a popular operating system for low-cost
tablets. It is based on Linux, it is an open-source, free operating system
(although most devices that use it as an OS come with a mixture of free and
commercial apps installed). Android provides an icon-based interface similar
to that of iOS but at a lower cost. It is a very flexible operating system, with
versions available not only for tablets but also for smart phones. There are
over 1 million apps available for Android devices.
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Most Windows tablets (except the larger models with their own keyboard, like
the Surface models I mentioned earlier) use a special version of Windows 8.1
called Windows RT. It looks a lot like the Start screen on Windows 8.1; the main
difference is that there is no desktop you can flip over to; it’s all about the
Start screen and its tablet-optimized apps. Figure 16-3 shows a Windows RT
screen. Instead of icons, it uses resizable tiles for each application.

Navigating a tablet computer 0S

Each tablet OS works a little differently, but they all have one big thing in
common: touchscreen gestures. A gesture is a way of interacting with the
screen with one or more fingers. For example, dragging in from the left or
right side of the screen toward the center is called swiping, and touching an
area of the screen (for example, to select an icon) is called tapping. Table 16-1
lists the touch gestures that any tablet user will need to know.

To start up the device, press its Power button. It’s probably located some-
where around one of the edges. Press the Power button again to turn it
off. You don’t need to worry about losing your work when you turn off the
device; tablets are different from desktops and notebooks in that way, and
your computer’s state doesn’t reset when you turn off the power.
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Table 16-1 Touch Gestures

Gesture What It Does

Tap Tap the screen with your finger, pressing and quickly releasing on the
same spot. You tap to make a selection or issue a command.

Pinch Touch two fingers to the screen in different spots, and then drag the
fingers together. You pinch to zoom out (and display a larger area).

Stretch Touch two fingers to the screen in adjacent spots and then drag the fin-
gers farther apart. You stretch to zoom in (and display a smaller area).

Drag Touch one finger to the screen and then slide it along the surface. You

(slide) drag to perform a variety of functions, depending on the software and
context. For example, dragging can open menu bars, exit application,
scroll the display, or move items around onscreen.

Swipe To drag starting from the edge of the screen inward. For example, to
swipe in from the left means to drag from the left edge of the screen
to the center of the screen. Swiping often opens a menu or scrolls a
display.

Rotate Touch two fingers on the desired object or area and then dragin a

circular motion.
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To start an app, tap its icon on the main screen. On most tablets, there is a
button you can press or tap to return to the main screen at any time.

The process for closing an app varies depending on the operating system
and its version. For example, on the iPad, there is a hardware button adjacent
to the display screen. You press it once to return to the main screen. If you
press it twice, thumbnail images of all open applications appear, and you can
drag one up to the top of the screen to close the app. Check the documenta-
tion for your operating system to find out how things work in your version.

Each operating system has a different way of adjusting settings. On the iPad,
there is a Settings app that provides access to all the different settings in one
place, such as network setup, screen brightness, battery life management,
and so on. On Windows RT, you can access settings by swiping in from the
right and then touching the Settings button. On an Android, choose Menu
(tap the three dots on the top of the action bar) and then choose Settings.

Understanding Smart Phone Basics

A smart phone (shown in Figure 16-4) is a mobile phone that includes some
characteristics of a tablet in it, such as the ability to connect to a Wi-Fi net-
work, install and run apps, send and receive email, and surf the web. In some
ways, a smart phone is like a tiny tablet; it has the same touchscreen, and the
same gestures work on it (see Table 16-1).

A smart phone, though, has the addition of telephone service through what-
ever network you have signed up with. The settings for the phone part of the
device are determined by its SIM card, which is a small plastic chip that’s
installed in the phone. Some phones are locked to a certain phone provider,
such as AT&T or Sprint; others can be used with different phone providers
with different SIM cards.

Types of smart phones

As with tablets, there are three basic operating systems for smart phones:
iOS, Android, and Windows Phone. The first two, iOS and Android, operate
much the same on phones and on tablets because they are essentially the
same operating systems. On Windows devices, however, there are some dif-
ferences because it’s actually a different operating system on a Windows
phone (the operating system is called Windows Phone) than on a Windows
tablet. The Windows Phone operating system uses tiles, as Windows RT’s
Start screen does, but the functionality is more basic. See Figure 16-5.
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Selecting a smart phone

Before you commit to a particular smart phone, check out the operating
systems in all the available models. The way a phone looks physically is ulti-
mately less important than how the operating system feels to you when inter-
acting with it; if you are annoyed with how your OS works, you won’t enjoy
the phone. (And you may be stuck with that phone for up to two years if you
get a discount on it by signing up for a phone service contract.)

Another consideration when choosing a phone OS is the apps that it sup-
ports. There are many more apps for iOS and Android than there are for
Windows Phone; some of the apps that you want or need may not be avail-
able if you choose Windows Phone. For example, some credit-card processing
apps such as Square don’t work with the Windows Phone OS.

Some OSes provide special apps unique to them. For example, Apple phones
have Siri, a voice-activated digital assistant; Windows 8.1 phones have a simi-
lar assistant called Cortana.

331
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After you have decided on the OS you want, find out which phone providers
support phones that use that OS. Not all phone providers support all operat-
ing systems.

Some of the features that differentiate one smart phone from another (regard-
less of operating system) include

» Amount of memory: On a phone, memory and storage space are one
and the same. A phone with 16GB of memory can hold a little less than
16GB of data because some of that memory is used to hold the OS itself.

v Screen size and quality: Some phones have larger screens than others.
Larger isn’t always better; some people prefer a more compact device
that fits more easily into a pocket. Some screens have a higher resolu-
tion than others, or appear brighter or sharper.

v Camera quality: One measurement of camera quality is the resolution,
measured in megapixels (millions of pixels). The higher the number, the
finer the picture resolution.
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+* Global Positioning System (GPS): Most smart phones have GPS capabi-
lity built into them, so you can use them to pinpoint your location and
get driving directions using GPS software.

Navigating a smart phone interface

Navigating a smart phone is very similar to navigating a tablet. The same
gestures apply. You start out on a main screen, or Start screen, and tap an
icon or tile for an app you want to run. Because it’s a phone, there are apps
for placing phone calls and sending and receiving text messages in addition
to the apps you would find on a tablet. There will also be an app for keeping
track of people’s contact info, and one for using the built-in camera (if the
phone has one, and most do). You'll also find a Store or Shopping app, which
is where you can go to download additional applications.

Just like on a tablet, there will be a button or command that returns you to
the main screen. You don’t have to close each application when you are done
with it; it’s okay to leave apps open in the background. There will be a way
to close them if you want to, though; check your phone’s documentation,
because it’s different in every operating system (and sometimes even differ-
ent between versions of the same OS). On some systems, closing apps that
you are not using can make the battery charge last longer.

The power button on your smart phone doesn’t really turn it all the way off;
it just makes the phone go to sleep so it uses less power. The phone will go
to sleep all by itself after a certain period of inactivity too. If you need to
completely power off the phone, you can do so by holding down the power
button for a few seconds.

Grasping Digital TV and Movie Basics

Many TVs, DVD players, and cables boxes today are “smart,” meaning that
they have some computing capabilities to them. For example, many TVs have
built-in networking adapters (wired or wireless) that enable the TV to con-
nect to your home network, and from there to the Internet. Being connected
to your local computers and to the Internet opens up an array of entertain-
ment possibilities.
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|
Figure 16-6:
A Netflix
queue.
|

Signing up for online movie
and TU services

With so much movie and TV series content available online, you technically
don’t even need a separate TV; you can watch all the programming you need
directly on your computer, either through free services or through services
where you pay a small amount per month. Some of the most popular online
services include

v Netflix (www.netflix.com): This service enables both digital stream-
ing over the Internet and also DVD movie delivery to your home. It
also offers original programming developed just for Netflix users. You
can watch Netflix on any computing device that has a Netflix app for it:
desktops, notebooks, smart TVs and DVD players, digital video record-
ers, tablets, and even smart phones. You can set up a queue for each
member of your household, and each person can then access their
movie and TV show listing from any device. Figure 16-6 shows a sample
queue of instant programming ready to be viewed.

—
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v Amazon (www.amazon.com): Not only is Amazon a giant online retailer,
but they also provide online movie rentals and sales. You can purchase
individual rentals, or you can sign up for the Amazon Prime service to
get free access to thousands of titles. You can watch on any device that
has an Amazon app.

v+ Hulu and Hulu Plus (www.hulu.com): Hulu is a free service for watch-
ing TV shows and movies online; it is ad-supported and works only on
computers. Hulu Plus is the for-pay version of the service, which has
more shows available, no ads, and the ability to watch on TV and mobile
devices.

Watching online content

Services like Netflix, Hulu Plus, and Amazon Prime enable you to stream
movies and TV shows from the Internet to your computer. You can also
stream to tablets and smart phones.

It’s easiest to sign up for a new account on one of these services using a com-
puter that has a real keyboard because of the amount of text entry required.
After you have your account, though, you can easily pair any compatible
device with your account. The exact steps vary depending on the device and
the service; some services generate an access code that you then enter into
the device, whereas others have you connect to the service via the same
username and password you use to log into the website.

Watching TV on a computer

There are two ways to watch TV shows on a computer. You can either record
them on a DVR and then stream them to the computer(s), or you can buy

a TV tuner card for the computer, so that your home TV service treats the
computer as if it were an additional TV in your home. Both of those solutions
are hardware-dependent; they don’t work with all makes and models of hard-
ware, and the steps for setting them up and the software needed will vary
greatly depending on the hardware.

Depending on the service, you might be able to stream movies from your
cable box or digital video recorder (DVR) device to computers on your net-
work. For example, if your cable box includes a DVR, you might be able to play
back recorded shows on a tablet device on your network, or to transfer shows
to a computer and then burn a DVD of them (subject to copyright limitations,
of course). As for the specifics, it really depends on the devices you’re work-
ing with. The Tivo Roamio DVR enables you to stream from the DVR to many
different computing devices, for example. To find out what’s available for the
hardware you have, do a quick web search to see how others have managed it.
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If you want to watch TV on a computer and you don’t necessarily need it to
originate from your home cable box, there is another option: You can get

a TV tuner for the computer, so that the computer is treated like any other
television in your home. A TV tuner can be an expansion board (for a desktop
computer) or a USB device (for either a desktop or a notebook computer).
You will also need some sort of TV software. Windows Media Center, which
comes with some versions of Microsoft Windows, includes this capability.
The TV tuner you purchase may also come with compatible software for this
purpose. For more information, read http://windows.microsoft.com/
en-us/windows/understanding-tv-signals-tuners.

Showing computer content on a TU screen

Today’s digital TVs have a lot in common with computer monitors, and
most of them can be used as a computer monitor simply by connecting the
computer to the TV using an interface they both support. (Many TVs have
a VGA port or DVI port, for example, which are the two most common port
types for connecting a monitor to a computer.)

You can also use a smart TV’s applications to access content from a com-
puter on your network. For example, suppose you want to show your vaca-
tion pictures on the large screen of your TV, and they are stored on your
computer’s hard drive. If both the TV and the computer are connected to
your local area network, you may be able to browse the computer’s content
with the TV’s file management interface, find the pictures, and open them in
the TV’s photo viewing application.

If your TV isn’t as smart as you’d like and doesn’t have an appropriate appli-
cation for viewing photos, your next-best bet is to go through a device that
does do that, such as your DVD player (maybe), a Nintendo Wii, a PlayStation,
an Xbox, or a Roku device. All of those devices have photo viewing and net-
working capabilities and can neatly feed the images to the TV (which gets to
play dumb in that transaction and just show what it’s told to show).
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Chapter 17
Digital Cameras and Photography

In This Chapter
Understanding the benefits and features of a digital camera
Figuring out how digital imaging works
Finding out how to choose a digital camera
Learning about photo organizer programs
Transferring photos from camera to computer
Storing, editing, and managing digital images
Printing and sharing digital images

Digital cameras put all the art and science of photography into your
hands. Few things are as personal and instantly gratifying as a photo-
graph. We freeze a moment in time to be marveled over for years to come.

You may already have a camera, either a standalone model or as part of your
mobile phone. This chapter runs through the specs that differentiate one
camera from another, so if you need to make a camera purchase, you’ll know
what you’re doing.

With a computer and software, you can edit a digital photo in many ways,
correcting annoying faults like red-eye and cropping images to get rid of
extraneous background clutter. You can fix or improve the brightness of the
photo too, rotate it, and even apply artistic effects to it.

Finally, you can enjoy your digital photos and share them in many ways, from
digital picture frames to glossy printouts. In this chapter, I explain the various
photo printing options, so you can pick the best one for your needs.
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Digital imaging refers to taking photos with a digital camera. A digital camera
is an electronic device that is able to digitally capture a visual representation
of whatever it “sees” through its lens. Digital imaging has these advantages
over film camera imaging:

v Cost per photo: After the initial camera purchase, it costs nothing to
take as many pictures as you like. In contrast, with a film camera, you
pay for the film and then you pay for the developing. Because you don’t
have to pay per photo, you can take hundreds of images and pick the
best one; this results in better end results.

v~ Editing capabilities: You can edit digital photos using a variety of
different applications, making corrections and improvements that are
possible only during developing — or not at all — on film pictures.

1 Low-cost sharing: With a film photo, you have to order extra copies of
prints to share them with others. With a digital photo, you can email it
to friends and family at no cost, or print a hard copy on your printer for
only the cost of paper and ink.

Learning How Digital Imaging Works

Picture a picture. No, really. Think about what you see when you look through
a camera’s lens. You see a rectangular area with an image in it. Imagine a nice
landscape scene, or a family pet.

Now, imagine that the image is divided into thousands of tiny squares called
pixels, both vertically and horizontally. If you zoomed in on the image, you
could see each one individually, as in Figure 17-1. Each of those squares can
be only one color, so the more (and smaller) squares the image is broken up
into, the higher its resolution and the finer the image’s detail.

In a nutshell, that’s what a digital camera does. It breaks up the image that
the lens sees into thousands of tiny squares, and uses a light-detecting
sensor to detect the amounts of red, green, and blue in each pixel. It assigns a
numeric value to each square representing the amounts of each color.

How many binary digits (bits) are used to describe the color of each pixel?
That depends on the image’s color depth, also called bit depth. For example,
with 4-bit color, there are only 16 possible colors. Why? Because there are 16
possible binary values when you have four binary digits: 0000 through 1111.
(You can calculate that as 2 to the 4th power.) With 8-bit color, you get

256 color choices, and with 16-bit color, you get 65,536 color choices.
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|
Figure 17-1:
Pixels make
up an image.
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Most modern digital cameras capture images at 24-bit bit depth. That’s more
than enough for a realistic image because the human eye can’t detect more
than about a million colors, and 24-bit is more than 16 million colors.

Bit depth is described with separate values for red, green, and blue, with

each of those three colors represented by an 8-bit value (between 0 and 255
because there are 256 possible combinations of an 8-digit binary number).
When describing a color of a pixel, you provide its RGB numbers. For example,
pure red would be R:255, G:0, B:0, and a purple is R:127, G:0, B:127. You don’t
need to know this for taking digital pictures, but when it comes to modifying
them in a photo editing application, that information can come in handy:.

Choosing a Digital Camera

Most people are pleasantly surprised at the high quality of digital images,
even on a very inexpensive model. You don’t need to spend a fortune to get
a digital camera that will serve well for casual use. It’s primarily the profes-
sional photographers who buy the expensive models. Nevertheless, it helps
to know what you're getting for your money. Here are some of the main
considerations when camera-shopping.
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Body style

Some cameras are extremely compact, whereas others are larger and accept
add-on lenses. The number of features available is determined by the type of
camera:

v Compact point-and-shoot cameras are small and easy to use, as the name
implies. You don’t have to worry about having too many options or con-
trols with most point-and-shoot cameras. This is a great camera type for
casual photography and snapshots. Figure 17-2 shows an example.

Figure 17-2:
Point-
and-shoot
cameras.
|

v Digital single-lens reflex (DSLR) cameras are the choice of profession-
als and serious amateurs or hobbyists. Unlike a simple point-and-shoot
camera, a DSLR has many features designed to give you control over
every aspect of picture taking. DSLRs have a faster response time than
other types of cameras, with almost no delay between the moment
you click and when the photo is taken. (Non-DSLR cameras often have
a fraction-of-a-second delay.) Canon and Nikon dominate the DSLR
category. Figure 17-3 shows a Nikon model.
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Figure 17-3:
ADSLR
camera.

|

¥

There are also cameras that fall somewhere between those two, sometimes
called bridge or prosumer (professional/consumer) cameras.

Price range

Digital camera prices start near $50. Anything cheaper than that may not
really be a bargain — though it might make a good door stop. If you're look-
ing for a DSLR model, expect to pay between $250 and $600 for it — but look
out at the lower end to make sure you get a good lens. Professional-quality
DSLR cameras with exchangeable lenses and lots of advanced settings start
around $600 and go upward from there, into the thousands.

Cheaper cameras may need more time to turn on, store pictures, or ready the
flash than more expensive models need. Response time matters if you plan on
shooting photos in rapid succession, such as at a fast-paced event.
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Features

Do you want a camera that fits in your pocket or purse to pull out for
spontaneous photos? Do you want to get close to flowers or wildlife? Is
photography your passion (or can you imagine it becoming that)? As you
look at cameras, consider which features matter most to you. The following
lists describe all the features and options you should consider before you
purchase a digital camera.

Here are some factors to consider:

v+~ Ease of use: If you want decent photos under most conditions without
making many decisions, look at point-and-shoot models.

+ Image resolution: As you learned earlier in the chapter, the width and
height of a photo are measured in tiny dots called pixels, and the area of
the photo is measured in millions of pixels (megapixels, or MP). Having
more megapixels is especially important when you want to edit or print
the photo. The megapixel total is less important if you don’t plan to
print or edit.

v View options: A viewfinder lets you hold the camera up to your eye
to compose or frame your photo, just like a film camera. An electronic
viewfinder (EVF) displays information about camera settings superim-
posed over the scene. Some cameras have a small display screen on
the back that you can use instead of an electronic viewfinder, and that
you can also use to review your photos. Look for a camera with both a
viewfinder and a display screen for maximum flexibility.

1~ Battery type: All cameras use batteries to power every aspect of opera-
tion. A spare battery of a proprietary type could cost between $30
and $60, so you might want a camera that uses standard AA or AAA
batteries.

v Close-ups: A macro setting allows you to put the camera extremely close
to the subject, even less than an inch away. The result is an extreme
close-up that reveals details that are often missed, such as the heart of a
flower or the pattern on a butterfly’s wings. Figure 17-4 shows a compos-
ite shot of an extreme close-up of a flower. The regular shot on the left is
out of focus, whereas the macro shot on the right is in focus.

v Zoom: A zoom lens makes a distant subject appear closer. You can
photograph an entire sports team or zoom in to photograph one player.
If you plan to photograph birds and other wildlife, you want an extreme
zoom — 10X or larger.

A 3X zoom is adequate for most close-ups of people and pets. A 12X
zoom will bring distant subjects much closer to you, as shown in
Figure 17-5.
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Regular focus Macro shot

Figure 17-4:
A close-up.

Figure 17-5:
A compari-
son of differ-
ent zooms.
|
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\\J
Ignore references to digital zoom or combined zoom. Optical zoom is the
measurement that means the most when you’re comparing cameras.

1 Image storage: In a digital camera, photos are stored as digital files
in the camera. Although some cameras have built-in, non-removable
memory for saving pictures, that is usually limited to a few photos.
Most cameras use removable memory cards to enable you to save more
photos. Consider buying more than one memory card if you plan to
shoot more photos than one card can hold before you can delete photos
or move them to a computer. Buy a large capacity memory card — at
least 1 gigabyte (1GB) — that is the correct type for your camera. Read
the camera specification on the box or in the manual to identify the
correct card for your camera. The wrong type of card won't fit your
camera. Figure 17-6 shows four types of memory cards.

Samisk €

SONY
| y
Figure 17-6: Memory Stick Duo Adaptor Memory 5Tick PRO Duo

Memory
cards.
|

MSAC-M2 16¢e

v~ File format: Photos are usually stored as JPEG files (JPEG stands for
Joint Photographic Experts Group), which is an optimal file format for
photos. Some bridge (prosumer) cameras or DSLRs store photos as RAW
files, which may be a better file format for you if you plan to edit your
photos extensively on your computer by using advanced software tools.
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Choosing a Photo Organizer Program

Photo organizing software enables you to move photos from your camera

to a computer. Further — as the name implies — such software helps you
organize your photos, so that you can find specific photos when you want

to. With photo organizing software, you can easily arrange your photos into
folders or by name, date taken, location taken, and so forth. With the right
software, you can also add titles, comments, and even ratings to your photos.

The following photo organizers are free or included with certain cameras or
computers:

+* Your camera’s software: Some cameras include a disc with software for
viewing, organizing, and editing your photos. If a disc came with your
camera, you may want to install the included software. If you decide to
use a different program, you do not need to install the disc that came
with your camera or you can uninstall the included software if you
switch to another program.

+ Windows Live Photo Gallery: This software contains a number of useful
features for both organizing and correcting photos. It is available for free
as a download from Microsoft for Windows computers. I use it for many
of the examples throughout this chapter.

To get Windows Live Photo Gallery, point your browser to http://
windows.microsoft.com/en-us/windows-1live/photo-gallery.
Click Download now and follow the prompts to download and install it
on your computer.

A\\S

v iPhoto: This program is included on Macs as part of the iLife suite of
programs. iPhoto is not available for Windows users.

v Windows 8's Photo App: This app comes free with Windows 8 and
is the default photo-handling app when you connect a camera to a
Windows 8 PC. This is the app [ use in some of the upcoming examples
in this chapter.

Of course, there are other choices for photo organizers. A very popular
program is Adobe Photoshop Elements, which is not free, but may come
with some cameras. Photoshop Elements is a powerful photo editor with
organizer features.
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Transferring Photos from
Camera to Computer

Uploading photos from a camera to your computer is a very simple process,
but it helps to understand what’s involved. (This is similar to the process
you can use to upload movies from a camcorder — in both cases, check your
manual for details.)

The first thing you need to do is make the physical connection between the
camera and the computer. Usually this is done via a USB cable. You may need
to power on the camera and press a button on it to put it in a special mode
for transferring pictures. When the connection is made, the computer will see
the camera as if it were an external drive, like a flash drive.

Transferring photos with File Explorer

One way to transfer photos to the computer is to browse the camera like
any other drive. Select the photos, copy them (Ctrl+C is one way) to the
Clipboard, navigate to the destination location, and paste them (Ctrl+V is
one way). The advantage is that it’s easy and quick. The disadvantage is it
doesn’t help you make any modifications, such as changing the file names
or rotating the images, and it doesn’t automatically create a folder for the
incoming pictures.

Transferring photos with a
photo organizer program

Each photo organizer program has its own method of helping you transfer
photos from the camera to the computer. They may offer extra features
beyond the simple copy-and-paste, such as creating new folders, renaming
each file, and adding metatags to the photos. Metatags are informational tags
placed in a file’s properties that provide information about it, such as the
date the photo was taken or the photographer’s name.
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lmporting pictures with the Windows 8 Photos App

If you have Windows 8, the Photos app may open automatically when you
connect a digital camera. This app is a Windows 8-style app, optimized
for tablet and touchscreen use, but you can also use it with a mouse and
keyboard if that’s what you have.

Follow these steps to transfer photos with the Photos app:

1. Connect the camera to your Windows 8 computer.

The Photos app opens automatically and displays the contents of the
camera, as shown in Figure 17-7. All files are selected by default.

2. If there are any photos you don’t want to import, click the check mark
in the upper-right corner of that file’s tile to clear it.

3. Click the Import button on the command bar at the bottom of the screen.

The photos are imported into the Pictures library, in a folder that is
named for today’s date. The photos remain on the camera.

Removable Disk (D:)

P1010011.JPG
1 02 2M

E—— s PI0100120PG
Ravae 12/3 02 03 MB
Figure 17-7:
The Photos
appin
Windows 8.
Clear selection Select all Import
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Figure 17-8:
The Photo
Gallery
screen.
|

lmporting pictures with the Windows Live Photo Gallery

After it’s installed, you can run Windows Live Photo Gallery from the Start
screen (Windows 8) or Start menu (earlier Windows versions). The first time
you run it, you may see a dialog box regarding how to handle different picture
file types (JPG, TIF, PNG, and others). Use this dialog box to determine which
file types Photo Gallery can open. To get Windows Live Photo Gallery, point
your browser to download.live.com/photogallery. Click Download now
and follow the prompts to download and install it on your computer.

Figure 17-8 shows the Photo Gallery screen. At first glance, it looks a bit like
File Explorer, complete with a Ribbon interface. In the main pane, thumbnail
images of your photos appear. You'll have different photos, of course. The
Pictures library (or My Pictures folder) is the default location displayed, but
you can change locations in the navigation pane.
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_ ) . All details FE] Date taken P @-j{ Q - 2
EE Date Person ¢ Ta j Folder : % <=
2 a S Tag - - gﬁ File name 1E] Image size I ol =]
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Before you import pictures using Photo Gallery, you may want to adjust its
settings. Choose File>Options, and in the dialog box that opens, click the
Import tab. See Figure 17-9. These options control how your computer copies
photos from the camera, including where the photos will be placed and how
the photos will be named.

Photo Gallery Options ﬂ

General | Import | Publish | Originals | Edit | Trust Center

Settings for: Cameras ]

Import to: = Pictures W Browse...
Folder name:  |Name v
File name: Original File Name ¥
Example: Himalayas\DSC_1234 .jpg

Other options:

[+#] Open Photo Gallery after importing files
[ Delete files from device after imparting
[ ]Rotate photos during import

|
Figure 17-9:
The Import
tab of the
Photo
Gallery

dialog box. 0K || Cancel

Restore defaults

When you import pictures, a new folder is created each time. The Import To
setting determines where that new folder will be stored. The default is the
Pictures library. The Folder Name setting enables you to choose a naming
convention for the new folder, such as Name + Date Imported. The File Name
setting lets you (optionally) rename each image file as it is imported.

To import photos with Windows Live Photo Gallery, follow these steps:

1. Connect the camera to your Windows 8 computer. If some other app
opens, close it.
2. Start Windows Live Photo Gallery.

3. Choose File~>Import photos and videos.
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4. In the Import Photos and Videos dialog box, select the camera. It may
appear generically, as a drive letter. Then click Import.

5. A message appears letting you know how many pictures were found.
Choose Import all new items now.

6. In the text box, enter the name for the folder in which to place the pic-
tures, and then click Import.

7. Wait for the pictures to be imported into Photo Gallery and copied to
your hard drive in the folder you specified.

Copying photos from a memory card

If your camera stores photos on a memory card, you may be able to remove
that memory card and insert it in a compatible card slot on your computer.
The memory card appears as a removable drive, the same as the camera
itself would. Copy the files as you would from a camera. Then eject the
memory card and put it back in the camera.

Storing and Managing Digital Images

There’s nothing special about picture files; you can manage and store them
just as you would any other files. Most people keep their photos in the
Pictures library or My Pictures folder for their user account, but that’s just
customary — it’s not required. You can use any application you like to view
and move photo files around, including Windows Live Photo Gallery, the
Windows 8 Photos app, or even File Explorer. The following sections offer
some tips for various things you might want to do with your stored photos.

Previewing and viewing photos

All of the photo organizing apps show thumbnail images of the pictures, and
most of them enable you to change the size of the image thumbnails.

v~ File Explorer: Change the icon size on the View tab as you would when
browsing any other files.

1 Windows 8 Photos app: When browsing a list of photos, click the View
button in the upper-right corner to switch between Details view and
Thumbnails view.

+ Windows Live Photo Gallery: Use the Zoom In button on the View tab
to increase the thumbnail size, or the Zoom Out button to decrease it.
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To view a single photo full-screen size:

v File Explorer: Double-click the photo to open it in Windows Photo
Viewer. Close the Windows Photo Viewer window when finished.

1 Windows 8 Photos app: Click the photo. Press Esc to return to the list.

1 Windows Live Photo Gallery: Double-click the photo. To return to the
list, choose Edit=>Close File.

To show a full-screen slide show of the photos in a location, navigate to that
location in the application you’'re working with, and then

v File Explorer: Double-click the first photo to open it in Windows Photo
Viewer. See Figure 17-10. Then click the Play Slide Show button at the
bottom of the window, or press F11 to start a slide show. Press any key
to move to the next photo. Press Esc to end the slide show.

File. = Print = E-mail Burn ¥ Open ™

Figure 17-10:
Open an
image ||

in Photo
Viewer.
|

1 Windows 8 Photos app: Right-click to display the command bar and
then click Slide show. Press Esc to end the slide show.

v Windows Live Photo Gallery: Click View=>Slide Show. Or, for a special-
effect slide show, open the Slide show button’s drop-down list and
choose some special effect, such as Pan and Zoom or Fade. Press Esc to

end the slide show.
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Moving and copying images

To move or copy images, the Clipboard works well in most photo organizing
applications, as well as in File Explorer. Select the images to move or copy and
then use Cut or Copy to place them on the Clipboard. Then use Paste to paste
them into a new location, the same as you would any files in File Explorer.

In the Windows 8 Photos app, there are a few little quirks. One of them is that
to select or deselect a file, you right-click it, rather than clicking it. (Clicking it
opens it full-screen.) To access the Cut and Copy commands, right-click any-
where in the app screen to display the command bar.

Deleting images

To delete an image, select it and press the Delete key on the keyboard, or
right-click it and choose Delete. This works in almost all apps, including File
Explorer.

If you want to delete the images from the camera, your best bet is to use File
Explorer to browse the camera’s file system like a drive and delete the files as
you would any files in File Explorer (selecting them and pressing the Delete
key, for example).

Editing a Digital Image

There are many ways to edit a digital image, and your options depend largely
on the application in which you open the image. Some photo organizer appli-
cations are also image editing applications, at either a basic or deluxe level,
whereas others just show the files, and don’t let you do much with them.

In the following sections, I'll show you how to make some basic edits using
Windows Live Photo Gallery. If another app that we’ve talked about can also
do the same thing, I'll point that out, but in most cases it can’t. Windows
Photo Viewer, File Explorer, and the Windows 8 Photos app are mostly just
for looking at images, not making changes to them.
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Rotating an image

When a photo is taken, the photographer might have tilted the camera

90 degrees to get a differently shaped photo. That’s fine, except you might
need to rotate the image on the computer so you can see it without tilting
your head.

Rotating is one of the few edits that you can make in several different applica-
tions that we’ve worked with so far. Here’s a quick summary:

v~ File Explorer: Right-click the photo and choose Rotate right or Rotate
left on the shortcut menu.

1+ Windows Photo Viewer: Click the Rotate counterclockwise or Rotate
clockwise button below the photo.

v Windows Live Photo Gallery: On the Home tab, in the Manage group,
click the Rotate left or Rotate right button.

Color-correcting an image

There are lots of different color corrections you can make to a photo using
Windows Live Photo Gallery. Select an image and then use the tools on the
Edit tab to adjust the Color and Exposure settings. The Color setting changes
the amount of red, green, or blue tint to the image; the Exposure setting
makes the picture lighter or darker. You can also apply a color wash to the
image from the Effects gallery, also on the Edit tab. See Figure 17-11.

I
i =1 Photo Gallery - a
Figure 17-11: Home  Edit = Find  Create  View L]
i} selectall T Rotateleft =0 Rename A == @ - = L] [
The Photo ! E T = | o - - =
13 copy A Rotate right (] Resize - » » | | Revemr .
Auto Straighten Moise  Color Exposure el | | - Revertto  View
Gallery. Paste 7 Delete EF Adjusttime  agjust~ o = _| s e I ariginal~  file
I

If you aren’t sure what to do to improve an image, try the Auto Adjust command.
If you don’t like what you end up with, click Revert to Original.
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Figure 17-12:
Cropping an
image.
|

Cropping an image

To crop an image is to remove part of the image on one or more sides. To
crop an image using Windows Live Photo Gallery, you have to double-click
the image to open it first. Then the Edit tab on the Ribbon becomes available,
with a Crop command.

Click the Crop command. A grid appears over the image, as shown in
Figure 17-12. Drag the selection handles on the grid until the grid covers
the area you want to keep. Then click the Crop button again to accept the

Crop area.
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Printing Digital lmages
There are many options for printing your digital images:

» You can use your existing printer, which may or may not have decent
photo capabilities.

» You can buy a printer designed specifically for photos.

»* You can take your files to a store where they have a self-service photo
printing kiosk. (Walmart’s photo department has this, for example, and
so do most drugstores.)

» You can use an online photo-printing service.

If you're going with one of the first two options, be prepared to spend some
money on high-quality glossy photo paper. This paper supports the high-
resolution printouts needed to make a photo look its best. It isn’t cheap
paper; expect to pay at least 20 cents a sheet, and that’s if you buy in bulk
and don’t get the premium brands.

Depending on your printer, you may also need to outlay some money for spe-
cial photo-printing ink. Most inkjet printers will print photos okay with their
standard ink, but some models optionally accept special ink cartridges that
make the photos look even better.

Checking out your printer’s settings

Even if you didn’t buy your existing printer to print photos, it still might be
able to do a decent job on photos (with the right paper, of course) if it’s an
inkjet printer. Laser printers don’t print well on glossy photo paper (the print
technology is different, and doesn’t lend itself to photo printing), so don’t
bother if that’s what you have.

Check the printer’s settings; it may have a Photo setting that prints on special
glossy paper in a high resolution. To check a printer’s settings, do the following
in Windows 8:

1. Right-click the Start button and choose Control Panel.

2. Under the Hardware and Sound heading, click View devices and
printers.

3. Right-click the printer and choose Printing Preferences.

A dialog box appears with settings for the printer.
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4. Look for a setting where you can choose the type of paper and/or the
resolution.

For example, the paper setting might be under Media.
5. When you’re done, click Cancel to close the dialog box.

You can always come back here later, now that you know what settings
are available.

Selecting a photo printer

If you have decided to bite the bullet and buy a new printer specifically for
photos, you have some trade-offs to make between price, maximum photo
size, cost of paper and ink, and quality level:

v~ Paper size: Photo printers come in two basic types. The standard size
uses regular letter-size paper and can print large photo images; it can
also be used as a regular printer. The smaller size is a special-purpose
printer only for photos; it takes smaller paper stock (such as 4" x 6").

+ Number of ink cartridges: For a standard printer, four is the norm
(cyan, magenta, yellow, and black). However, for a dedicated photo
printer, it’s typical to have five or more. For example, in addition to the
standard four, a printer might have separate ink cartridges light versions
of magenta and cyan, a special photo version of black (designed for
glossy paper), and a couple of different shades of gray.

v~ Printing technology: Inkjet is the economy level of photo printing. It
does a decent job, at a decent price. The higher-end technology is dye
sublimation. These printers lay down mixed dyes on specially coated
paper, producing a continuous-tone print. Then they add a clear protec-
tive layer over the dye, making the print less vulnerable to smearing.

v Card reader: Most photo printers have one or more memory card slots,
in which you can insert a card from a camera directly. This enables you
to bypass the computer altogether to print.

v Display screen: If a printer accepts images from memory cards, it’s
a nice feature if it also has a small display screen so you can preview
the images before printing them. Otherwise, you have to rely on the
filenames.

v Networking: The printer may have multiple ways it can connect to
computers. In addition to a standard local USB interface, it may support
Ethernet, Wi-Fi, or Bluetooth.
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Printing from Windows Live Photo Gallery

After you've got an appropriate printer ready to go, the rest is easy. All photo
organizing programs have a Print command that you can use to send photos
directly to any printer that’s available to the operating system. It may be

on the File menu or on the Home tab. You can also try the Ctrl+P keyboard
shortcut, which usually opens the print controls.

To print from Windows Live Photo Gallery, follow these steps:

1. Select the photos to print, and then choose File~>Print~>Print.

The Print Pictures dialog box opens.

2. Select the printer, paper size, quality, and paper type from the drop-
down lists provided. See Figure 17-13.

How do you want to print your pictures?

Printer: Paper size: Quality: Paper type: @
| Brother MFC-9320CW Printer v | |Letter v | |Normal ¥ | |Plain Paper w

o

Full page photo

1id

4x6in. (2)
I
) 10of 1 page » —— ’
Figure 17-13: . oo :
Printing Copies of each picture: | 1 v Fit picture to frame Optiorss:
pictures. e
I

3. In the bar along the right side, select a layout that represents the
desired the image size.

If you choose an image size where more than one copy fits on a page, it
will print multiple pictures per page, as will fit.
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4. In the Copies of each picture box, make sure the appropriate number
is selected.

5. Mark or clear the Fit Picture to Frame check box.

When this option is selected, the picture will stretch itself in one
dimension or the other to fit inside the area that the layout allots for
it. This can distort the image. When you mark or clear the check box,
the preview of the image changes, so you can see what you're getting.

If you're using expensive paper, be cognizant of the number of copies
and the number of photos you are printing to avoid wasting print area.
For example, if you are printing using the Wallet layout, which prints
nine pictures per page, and you choose to print three copies of each of
three pictures, it will take exactly one sheet of photo paper. However,

if you have four pictures and you print three sheets of them using the
Wallet layout, you’ll have one full page and one page where there are
only three little images, wasting more than half of the (expensive) paper.

5. Click Print to print the picture(s).

Using a printing service

If you don’t print photos often, it may be more economical in the long run for
you to use a printing service when you need photo prints. Many stores have
do-it-yourself printing kiosk computers. You can also order prints online.

To prepare for printing, you may want to crop the images so that they have a
standard aspect ratio that matches the size of the photo paper, such as 4 x 6 or
5 x 7. Doing so will help you avoid having blank areas on the sides of the prints.

Most online photo printing services make it easy for you to upload mul-
tiple pages via their web interface. You can fine-tune the options for each
photo’s printout on the website, sometimes including color corrections
and special effects.

If you want to do it yourself, put your photos on a flash drive or a CD and take
them to a photo printing kiosk at a local store. The kiosk has its own software
interface, but they’re usually pretty self-explanatory and easy to follow.

Sharing Digital Images

There are many ways to share photos with others in a digital way (that is,
using computers and/or electronics). For example, you can:
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v+ Email them. Send photos as email attachments, or embed the photos in
the email messages themselves.

v~ Use a photo-sharing service such as Flickr. You can share for public view-
ing, password-protect your photo storage, or send individual invitations
to others via email to view your stored photos.

1 Create a PowerPoint presentation that contains your photos. PowerPoint
2013 even has a special type of presentation called a Photo Album that is
designed for distributing photos; see the Help system in PowerPoint for

details.

v Create a movie that contains a slide show of your pictures. You can do
this by converting your PowerPoint presentation to video format, or by
using an application such as Windows Movie Maker to assemble images
with a soundtrack and captions.

Choose a photo sharing service

Use a web-based photo sharing service to share your photos with friends,
family, or the world. Photo sharing services enable you to easily upload
photos, to categorize your photos with tags, and to organize your photos into
online albums or galleries. Choose from one of these popular services, each
of which has free accounts:

v Flickr: Flickr has a large and active community worldwide. Flickr sets
the standard against which other services are judged. It is a good choice
for most people. See www.f1lickr.com.

v Google+ Photos: This is part of Google’s online suite of services, including
search and email. See https://plus.google.com/photos.

v Microsoft OneDrive: As you learned in Chapter 8, OneDrive is a free
cloud storage service; you can use it to share pictures or any other
content. See www.onedrive.com.

v Facebook, Myspace, and others: Many people have accounts with
social networking websites. Most of these sites have places for photos.
Such sites can be great for staying current with the daily activities of
family and friends around the world.

\3 . . . .
) Many photo printing services enable you to share your photos online. This
may be an especially attractive option if you want to allow others to order

prints and pay for their own prints from your photos.


http://www.flickr.com/
https://plus.google.com/photos
http://www.onedrive.com/
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Resizing a photo for sharing

When sharing photos with others, be aware of the file size. The photos you
take with your digital camera are probably very high-resolution, and that
means a large file size. When you share the photos with others, however, they
aren’t going to be interested in owning a high-resolution copy; they just want
to see the picture.

It’s considerate to reduce the file size of each picture before you share it
with others. That way, the file will take less time to download and take up
less space on the recipient’s hard disk. You can include a note along with the
picture that a higher-resolution version is available for the asking, but most
people are not going to take you up on that.

Any photo-editing application will resize a picture, but since I've been working
with Windows Live Photo Gallery in this chapter, I'll continue that.

To resize a picture in Windows Live Photo Gallery, follow these steps:

1. Right-click the photo to resize and choose Resize.
The Resize dialog box opens.
2. Select a size from the Select a Size drop-down list. See Figure 17-14.

The default setting of Medium: 1024 is a good size for photos to be
shared: not too big and not too small.

@ Photo Gallery EX]
Resize
Select a size: Maximum dimensions:
Medium: 1024 v 1024
I Save to:
. C:\Users\Faithe \Pictures Browse...
Figure 17-14:
Selecta
size. Resize and Save Cancel
¢

3. (Optional but recommended.) To save the resized version in a separate
location, click Browse, select the new location, and click OK.

4. Click Resize and Save.

The file is resized and saved to the location you chose.
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Working with Music and Video

In This Chapter
Understanding how digital audio is recorded and stored
Figuring out how to organize and play digital music with Windows Media Player
Finding out how to copy and convert digital audio files
Learning about speech technologies
Finding out how digital video is recorded and stored
Creating your own videos

A mong their many other benefits, computers are also great for creating,
storing, and playing back audio and video files. You can enjoy music
and movies that other people have made, and you can create your own too.

In this chapter, you learn how digital audio and video work: how the files are
recorded, stored, converted, and distributed. You learn how to use Windows
Media Player to organize, play, rip, and burn music. You find out about the
technologies behind DVDs and web videos, and you learn how to create your
own videos with simple, free applications.

Understanding Digital Audio

Digital audio is audio that is encoded in a digital format — that is, a format in
which the audio can be completely represented with binary digits and stored
on a computer.

There are two forms of digital audio:

v Waveform: Audio that was recorded from an analog (non-computer)
source, such as a recording of someone speaking or singing into a
microphone or a digital copy made of an analog recording on an LP or
cassette.

v MIDI: Audio that was created digitally from scratch with a digital instru-
ment, such as a digital keyboard.
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MIDI (pronounced middy) stands for Multi Instrument Digital Interface. It’s
the name of both a file format (.mid extension) and a hardware interface that
used to be very popular for connecting digital instruments such as keyboards
to computers in the years before USB was available.

Most of the audio that you’ll deal with on a computer will be the waveform
kind. Music that you get from CDs or music download sites is all waveform,
as is any narration or music you record yourself with your computer’s
microphone.

What you need for digital audio

To play back any kind of audio, your computer needs a sound card (also known
as a sound adapter or audio adapter). It may be built into your motherboard,
or it may be a separate circuit board installed in a desktop PC. The sound

card converts between the digital representations of sound stored on a com-
puter and the analog representations of sound that a human can hear through
speakers, or that you record through a microphone. If you have external
speakers or an external microphone, they plug into the sound card’s ports.

Nearly all computers come with sound support of some type, so whether you
have a sound card isn’t an issue these days. Some sound cards are better
than others, however, in terms of accurate sound recording and playback,
speaker support, and support for various input and output types.

How digital audio is recorded
So, what happens when you record a sound? Here’s the basic process:

1. Sound input comes in through the computer’s microphone, or through
an input port on the sound card.

2. The sound card samples the sound using its analog-to-digital converter.
In other words, it takes an audio snapshot of what it hears at a precise
moment in time. Then it uses computer bits to describe what it hears,
in terms of pitch, tone, and volume. It may use 8, 16, or 32 bits of data to
store a sample, depending on the settings.

3. The sound card continues to sample the sound, a certain number of times
per second, for as long as the recording continues. It stores all the samples
of the sound in a single file. The sampling rate varies, but 44,100 Hz (that
is, 44,100 samples per second) is typical.
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Why 44,1007 Because the sampling rate should be at least twice the highest
frequency you want to represent. Humans can’t hear frequencies higher than
22,000, so doubling that and adding 100 for good measure results in the small-
est sampling rate needed for full human appreciation of the recording. Many
people can’t hear any difference in quality between the full 44,100 and lower
sampling rates, like 96,000 or 192,000.

Audio file formats

From what you learned in the previous section, you can see why sound
recordings take up so much disk space. A typical 16-bit recording uses 10MB
or more per minute of recording. Because the raw file size can be so huge,
most audio file formats employ some type of file compression, similar to the
compression used in graphics files. File compression shrinks a file by rep-
resenting numbers more compactly. For example, suppose there was a part
of the file that had 200 zeroes in a row. In the raw form, that’s 200 bits. But
with compression applied, you could write that as 200 x 0. Viola! You've just
shrunk the 200 bits by about 4,000 percent.

You can save audio recordings in various file formats, and each format has
its own special type of encoding and compression formulas. Some file for-
mats have much higher compression rates than others. Some compression is
lossless, meaning you don’t lose any quality when the audio is compressed,;
others are lossy, meaning you do lose some quality (although not usually
enough for an average person’s ears to notice).

Different audio playback and recording applications support different file for-
mats. If an application supports a certain format, it has a codec for it. Codec
stands for coder/decoder. The codec is the translation utility that deciphers
the coding that the file format uses to store the sound.

Some audio file formats support Digital Rights Management (DRM), a security
coding system that prevents music piracy (that is, unauthorized sharing or
copying of music) by locking a particular downloaded copy to a certain com-
puter or restricting the activities that can be performed on that copy.

For example, you might not be able to copy a DRM-protected file to another
computer. Music companies and artists may consider DRM a feature, but
most consumers consider it an annoyance, and many people choose to
acquire audio in a DRM-free format to avoid any possibility of being limited in
how they can use the files.

Table 18-1 lists some of the most common audio file formats and some notes
about them.
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Table 18-1 Common Audio File Formats

Format Compression DRM? Notes

Advanced Audio Lossy No Default format for non-DRM
Coding (.aac) music for many applications

and platforms, including
YouTube, iPod, iPad, iTunes,
Nintendo DSi, Nintendo 3DS,
and PlayStation, as well

as many brands of mobile

phones.
.m4p Lossy Yes DRM-enabled version of .aac.
.mp3 Lossy No Digital music on computers

(including ripped from audio
CDs). The most popular format
for digital music distribution
today. Its quality is not the
best, but most people can't
tell the difference, and it is

DRM-free.
Windows (.wav) None No Files recorded using the com-
Mac (.aiff) puter’s microphone. Very large

files because they are uncom-
pressed. This format is com-
monly used for short-duration
sound files in video games,
such as sound effects.

CD Audio (.cda) None No Format used on commercially
produced music CDs, as well
as home-burned audio CDs.

Windows Media Lossless Yes Digital music on computers
Audio (.wma) (especially using Microsoft
Windows Media Player).

Organizing and Playing Digital Music

Now that some of the tech stuff is out of the way, get down to the good stuff:
enjoying digital music.
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Applications for playing digital music

If you have a Windows computer, you’ll find that Windows Media Player can
play music you’ve downloaded and any music CDs you insert. It will also play
some video clips and movies. (See Figure 18-1.) As an alternative to Windows
Media Player, you might use iTunes (Figure 18-2), which is a free download
from Apple’s website. iTunes can play music, videos, podcasts, audio books,

and more.

There are many other digital music applications available. For example,
you can play music online through a variety of online services like Pandora
and Spotify. (These services require that you be connected to the Internet
whenever you listen to music.) Amazon Prime also has a music-playing

component.
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Figure 18-2:
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Organizing digital media on your computer

The default location for music files in Windows is the logged-in user’s Music
(or My Music) folder. If you use the Libraries feature in Windows, that folder
is part of the Music library.

The customary way to organize a music library is to create a folder for each
artist, and within that folder, create a subfolder for each album. The individ-
ual track clips are then placed within the album folders. When you rip (copy)
music from a CD to your computer, Windows Media Player automatically cre-
ates folders for the copied tracks automatically.

If you already have music files stored somewhere else on your hard disk, one
way to make them available to your music applications is to copy them into
an existing folder in your Music library (such as My Music). To avoid duplica-
tion, though, while still making the files accessible to Windows Media Player
and other music-playing apps, you may want to add the folder where they
already reside to your Music library.

In Windows 8.1, the Libraries feature is not enabled by default. To enable
it, open File Explorer. Then right-click in the navigation pane on the left and
choose Show Libraries. When the Libraries feature is enabled, File Explorer
opens to the list of libraries by default, rather than to the This PC window.
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Figure 18-3:
The folders
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To add a folder to the Music library in Windows 8.1, follow these steps:
1. In File Explorer, click Libraries to display icons for each of the default
libraries.
2. Right-click the Music icon and choose Properties.
The Music Properties dialog box opens.

The folders currently being included in the library appear on the Library
Locations list. See Figure 18-3.

< Music Properties x|
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ea& Public Music (C:\Users\Public)
Music (C:\Users\Faithe\SkyDrive)

set save location Set public save location Add... Remove
Optimize this library for:
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Size of files in library:  37.5MB
Attributes: Shown in navigation pane
| Shared
. Q
-
Restore Defaults

oK . Cancel

3. Click Add. In the Include Folder in Music dialog box that appears,
select the desired folder and click Include Folder.

4. Click OK.

The organizational system you set up in the Music library folders stays the
same no matter what application you use to play the music. In each applica-
tion, you can choose to sort the music files in different ways, to suit different
purposes, without changing the file organization in the folders themselves.
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Using Windows Media Player

A\

Figure 18-4:
The
playback
controls.
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Because Windows Media Player (WMP) comes free with Windows, it’s the
application I focus on in this chapter. Depending on your version of Windows,
you may have a different version of WMP than shown here; however, the prin-
ciples are the same, and the commands are mostly the same too.

Start Windows Media Player like any other application: from the Start screen
(Windows 8) or from the Start menu (earlier Windows versions). Look back at
Figure 18-1 for a full-screen look at the application.

WMP has a menu system, but it isn’t enabled by default. I'll be referring to it in
this chapter, though, so you might as well turn it on now. To do so, press the
Alt key to make a pop-up menu appears near the top left corner of the window.
On that menu, click Show Menu Bar. (Alternatively, you can press Ctrl+M to
toggle the menu bar on or off.)

Playing stored music tracks

In the navigation pane on the left, click Music if it isn’t already selected. All
the music tracks from your Music library appear. Double-click the track you
want to play, and it begins playing. Use the playback controls at the bottom
of the window to control the playback, as shown in Figure 18-4.

Previous
Turn Repeat On Next Volume
~ == | .
a Dewey Bunnell [C... 00:05 [ & [ ] ‘-,",'L@ bl 4 — s
Stop Mute

Turn Shuffle On Pause/Play

What happens after that track is done playing? The next track plays. “Next” is
defined as the track listed below the current one on whatever list is display-
ing at the moment. You can sort the track list in various ways, and you can
create subsets of the full list called playlists (more on that in a minute).

From left to right, here are the buttons in the playback controls:

v+ Turn Shuffle On: When this option is enabled, the tracks in the current
list will play in random order.
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v Turn Repeat On: When this option is enabled, when all the tracks in the
current list have played, they will play again.

v~ Stop: Stops the playback.

v Previous: Returns to the beginning of the previous track. (If you want to
return to the beginning of the currently playing track, double-click the
file name in the listing.)

v Pause/Play: This big round button in the center functions as a Pause
button when a track is playing or a Play button when pause is enabled.

v Next: Jumps to the next track on the list when clicked. You can also click
and hold on this button to fast-forward within the current track.

v Mute: Turns the sound off/on for this application only; does not affect
overall Windows sound.

v Volume: Adjusts the volume of the playback for this application only.

Creating a playlist

You can create playlists in Windows Media Player so that you can quickly
recall and replay certain combinations of tracks. For example, you might
have a playlist called The 70s that includes all your favorite tracks from the
1970s. A playlist can contain any number of tracks, in any order.

You can create an impromptu playlist to play just for now — you don’t have
to save it. To pick tracks to play right now, do the following:

1. Click the Play tab in the upper right corner of the window. If tracks
already appear on the list that appears, click Clear List.

2. Drag-and-drop tracks from the center pane into the Play tab’s pane.

You can select multiple tracks to drag-and-drop at once, just like you do
when working with files in File Explorer. (Hold down Shift for a contigu-
ous group or Ctrl for a non-contiguous group.) Figure 18-5 shows several
contiguous tracks dragged to the Play tab.

3. (Optional.) If you want to save the list as a permanent playlist, click the
Save List button. Type a name for the playlist and then press Enter.

You can also create a new playlist before you pick the tracks for it. To do that,
choose Filer>Create Playlist or press Ctrl+N. A new playlist appears on the
Playlists section of the navigation pane, with the generic name (Untitled play-
list) selected; type a new name and press Enter. You can then drag tracks to
that playlist in the navigation pane.
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Buying Digital Music Online

There are many online services where you can buy music to download to
your computer or other device. Some of the most popular services include
iTunes and Amazon. Some services allow you to pay a small fee per song and
have access to the track indefinitely; other services have you pay a fee per
month for unlimited access to their music library for as long as you are a
member.

When purchasing digital music online, be aware that there may be DRM
restrictions on the tracks you buy. For example, you might be able to burn a
purchased track to a CD only a certain number of times, or to transfer it to
only certain types of portable players.

If the track is in MP3 format, it doesn’t have DRM restrictions on it. When
buying music online, look for sites that allow you to download in MP3 format.



Ripping a CD

As Table 18-1 noted earlier in this chapter, audio CDs store files in a format
called CDA, which stands, as you might guess, for CD Audio. All audio systems
can read this format, including home stereos, car stereos, and so on. The main
problem with this format is that the files take up a lot of space. (It’s an uncom-
pressed format.) That’s why the average CD has fewer than 20 tracks on it.

Ripping an audio CD means converting and storing its files on a computer-
readable disk, such as your hard drive. When you rip a CD, you copy its
tracks to a computer disk and convert them to a much more compact digital
audio format, such as WMA or MP3. Ripping also makes the tracks available
to you whenever you want them; you don’t have to have the CD disc.

Windows Media Player includes a utility that very handily rips CDs and stores
their contents in your Music library, in folders named for the artist and album.

Follow these steps to rip a CD in Windows Media Player:

1. Insert an audio CD in your computer’s CD or DVD drive.
The disc may start playing automatically.

The disc’s name and track list should appear automatically, but if it
doesn’t, right-click the disc’s icon (next to Unknown album) and select
Find Album Info from the menu that appears. Then search for the album
in the database provided, selecting it if it appears there.

2. (Optional.) If there are any tracks you don’t want to rip, deselect their
check boxes.

3. (Optional.) If you want to use a different file format than Windows
Media Audio (WMA), click Rip Settings in the main menu bar, point to
Format, and then choose a different format.

For example, you might choose MP3. I'm not going to evangelize one
format over another in this lesson because the differences aren’t that
significant for the casual user; MP3 and WMA are both good general-
purpose formats. MP3 is more popular. The various sub-types of WMA
are significant mostly to audiophiles; if you have an opinion about what
format you want — great.

For some formats, you can also adjust the audio quality. Click Rip
Settings, point to Audio Quality, and then choose the quality you prefer.
The higher the quality, the larger the resulting file will be. On most com-
puter audio systems, however, you won’t be able to tell much difference
between the default quality level and a higher one.

Chapter 18: Working with Music and Video 3 7 ’
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Figure 18-6:
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4. Click the Rip CD button.

Windows Media Player begins converting and saving the tracks, one by

one. The Rip Status column on the list lets you know the progress, as

shown in Figure 18-6.

5. Wait for the selected tracks to be ripped. When the process is com-
plete, all tracks will show Ripped to Library in the Rip Status column.
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Copying music from another computer

You can transfer music from one computer to another via any portable drive
or network interface, just like you would transfer any other files. Store the
music in the Music library so that Windows Media Player can find them.

Where it gets a little sticky, though, is when you want to copy clips that have
some sort of DRM attached to them. When you buy music from an online
store, the files you get may have certain restrictions on them, and one of those
restrictions may be that you can’t copy them to other computers. Well, tech-
nically, you can copy them, but they won’t play once they get there. You can
sometimes circumvent the problem by burning a CD containing the protected
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track(s) — as you will learn in the next section — and then ripping that CD
onto the other computer. However, that’s time-consuming and it wastes blank
CDs, so it’s not a very good solution.

A better solution is to log into the online store where you bought the music and
see if it allows you to enable more than one computer to access the purchased
music. Most services do. You may also be able to stream music from one PC to
another, as explained in “Streaming music to other people” later in this lesson.

Burning a CD with Windows Media Player

To burn a CD means to copy files to a writeable CD disc. There are two ways
to burn (copy) music to a writeable disc.

+* Burn a data disc. This can hold hundreds of files, but you're limited to
playing it only in devices that support the file format you used (probably
WMA or MP3).

v Burn an audio disc. This holds only about 20 files, but you can play it in
any audio CD player.

Burning music to a data CD

If you know you’ll play back the music on a device that supports digital audio
formats like WMA and MP3, you can burn the CD as a data disc and take
advantage of the much smaller file formats of digital audio. You don’t need
Windows Media Player to do this kind of burning; you can do it from Windows.

To burn music to a data CD, follow these steps:

1. Insert a blank, writeable CD in your CD or DVD drive. Then open File
Explorer, click This PC, and double-click the CD or DVD drive’s icon.
The Burn a Disc dialog box opens, as shown in Figure 18-7.

2. (Optional) Type a title for your CD in the Disc Title box.
The default title is today’s date.

3. Select the With a CD/DVD player radio button and click Next.
The dialog box closes.

4. In File Explorer, navigate to the Music library and select the file(s) or
entire folder(s) you want to include on the CD.
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5. Right-click the selected group, point to Send To (as shown in Figure 18-8),
and click the CD/DVD drive.

A File Explorer window opens showing the CD’s planned contents. Each
icon for each file and folder has a small blue down-pointing arrow on it,
indicating that it’s a shortcut for a file to be written to the disc.
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6. On the Drive Tools Manage tab, click Finish Burning.
") The Burn to Disc dialog box opens.
If you don’t see the Drive tools Manage tab, close File Explorer and
reopen it and then navigate back to the CD.

7. (Optional.) Type a title for the disc.

The default title is today’s date. Leave the Recording speed set at the
default.

8. Click Next. A prompt appears asking whether you want to Make an
Audio CD or Make a Data CD. In this case we’re going with Make a
Data CD, so select that and click Next.

9. Wait for the burn process to complete and the disc to eject.
10. Click Finish.

Burning music to an audio CD

If you aren’t sure on what type of player you’ll eventually play the CD, it’s
safest to burn it as an audio CD. That way, older CD players are more likely to
be able to read it, as well as home stereo CD players that don’t support digi-
tal formats like MP3.

You can use Windows to burn to an audio CD. Just follow the same steps as in
the previous section, but in Step 8, choose Make an Audio CD instead.

You can also use Windows Media Player to burn an audio CD. First you create
a playlist on the Burn tab, and then you insert a blank disc and issue the Burn
command. It’s pretty much automated after that point; you just sit back and
wait for your disc to pop out, ready to use.

Follow these steps in Windows Media Player to burn a CD:

1. Click the Burn tab. The Burn list opens in the main window.
Note that there is nothing on the Burn list by default.
2. Drag the tracks from the file list to the Burn tab’s pane.

3. Insert a blank writeable CD into your CD or DVD drive, and then click
the Start Burn button.

4. Wait for the burn process to complete.

It will take several minutes. You can monitor the progress onscreen.
When it’s finished, the disc ejects automatically.



3 76 Part V: Mobility and Multimedia

Figure 18-9:
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Synchronizing a portable device

Windows Media Player doesn’t work with iPods, but it does work with a wide
variety of other digital music players, both old and new. You can easily copy
your favorite music to your portable device and take your tunes with you
wherever you go. To sync files, connect your portable music player to the
computer. Then drag music files to the Sync tab, just like you did with the
Burn tab in the previous section. Then click Start Sync, and off you go.

Streaming music to other people

Even though Windows Media Player isn’t required to stream music to other
PCs, it does have some streaming controls built into it. Click the Stream
button, as shown in Figure 18-9, and select a streaming option from the sub-
menu that appears. Each option opens a different configuration dialog box.
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Some of these options can come in very handy. For example, with Internet
Home Media Access, you can listen to music that’s saved on your home
computer while you're travelling — provided, of course, that your home com-
puter remains turned on and connected to the Internet while you're gone. The
Allow Remote Control feature enables other computers and devices to push
(copy) music, pictures, and videos to Windows Media Player on your PC.
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Understanding Speech Technologies

Windows supports some very basic speech technologies, but if you use the
features frequently, you will probably want some third-party software to
make the process more reliable and customizable.

When we talk about speech technologies, I'm basically talking about three
features:

1 Reading text out loud (text to speech): The computer reads text out
loud to you. If you want the text in a document read to you, open the
document in an application that supports speech, like Microsoft Word,
and then use the application’s speech feature. (In Office applications it’s
called Speak.)

+” Dictating text into a microphone (speech to text): You speak into a
microphone and the computer types what you say into the application
and data file you have open. This feature is part of the Windows Speech
Recognition application that comes with Windows; you can also use
third-party applications such as Dragon Naturally Speaking.

v Controlling Windows using a microphone: You speak into the micro-
phone and the computer follows your instructions. This feature is also
part of the Windows Speech Recognition application.

If you want everything onscreen read to you (file names, dialog box messages,
and so on), check out Narrator, one of Windows’ Ease of Access tools. People
who are visually impaired often use Narrator to interpret the Windows desk-
top for them verbally.

a\\J

Reading written text aloud

To have Windows read dialog boxes to you (useful if you're blind, for exam-
ple), turn on Narrator. From the start screen, type Narrator, and then in the
search results, click Narrator. To turn the Narrator off, close its dialog box.

To have Word or some other Office application read data files to you, enable
the Speak feature. The easiest way to make it available is to add it to the
Quick Access toolbar (QAT). To do so, follow these steps:

1. At the far right end of the QAT, click the down arrow button (Customize
Quick Access toolbar) and then click More Commands.
2. In the Choose commands from list, select All Commands.

3. Scroll down to the Speak command, select it, and click Add. See
Figure 18-10.
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4. Click OK.

Then, whenever you want to use the Speak command, click its icon on
the QAT.

Now, to practice, type some text in Word (or whatever application you are
working with), select the text (Ctrl+A is one way), and then click the Speak
button on the QAT. The application reads the text to you.

Setting up a microphone

Before you start doing anything that involves speaking into a microphone, you
should go through Windows’ microphone setup process. From Windows 8,
display the Start screen, and then type microphone. In the search results that
appear, click Set Up a Microphone. Then follow the prompts to complete the
setup.
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Dictating text using a microphone

To dictate text into an application, you must have an application that sup-
ports voice input, or you must use voice input software that works in mul-
tiple applications.

There are two kinds of voice input software: voice recognition and speech
recognition. Voice recognition software recognizes spoken words that match
words in its database. It does not pay attention to the tone or inflection of the
speaker’s voice. People who speak with a heavy accent may have difficulty
with such software. Voice recognition is included with Microsoft Windows
and Microsoft Office. Speech recognition software is teachable software that
learns an individual’s pronunciation and vocal inflection. Each user trains the
software by reading long passages of text into the microphone; the software
records what each word sounds like when that person pronounces it, and can
also learn new words.

To set up Speech Recognition in Windows 8.1, from the Start screen, type
Speech and then click Windows Speech Recognition and follow the prompts.

After you set up Speech Recognition, you can use it as-is. (It may make some
mistakes, but you can correct them using the keyboard.) When the Speech
Recognition application is running, a small toolbar floats at the top of the
Windows desktop. You can click the big round microphone button to signal
that you are ready to dictate a command, or you can say start listening. See
Figure 18-11.

g =

| Windows Speech Recognition listening mode

To train the application to understand you better, right-click anywhere in its
toolbar and choose Configuration>Improve Voice Recognition. The Speech
Recognition Voice Training wizard runs. Follow the prompts to train Windows
in your voice pattern. As you can see in Figure 18-12, the wizard puts text

up onscreen for you to read into the microphone, and it notes how you pro-
nounce certain words. If you do enough of this training, it can learn to recog-
nize the way you talk even if you have a heavy or unusual accent.
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Controlling Windows using a microphone

Windows Speech Recognition recognizes many short, simple commands.
To get a list of them, you can say what can I say? into the microphone when
Windows Speech Recognition is enabled. You can also look up a list of them
in the Help and Support tool.

Understanding Digital Uideo

Next, take a look at digital video. Conceptually, digital video takes the basic
idea of a digital still image, like the ones you learned about in Chapter 17, and
combines them with the idea of sampling that you learned about earlier in this
chapter. Rather than sampling audio, it samples images. Then it plays back
the still images in rapid succession, giving the appearance of motion video.
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Video formats

A digital video clip may seem like just one file, but it is actually a container file
that holds both audio and video data. There are lots of different specifications,
not only for the container files but for the audio and video data inside them,
and I'm not going to get into the details of all of the possible combinations of
those here. (You're welcome.) The main things you need to know are

v At a very basic compatibility level, you need a playback application
that can read the file format of the container file (like .mov or .avi, for
example).

v Because each video file is a container, one may have differently format-
ted audio and video contents inside it than another. That’s why an appli-
cation supporting a certain file extension is no guarantee that it will be
able to play all files with that extension.

v Whether an application supports a particular video file depends on the
codecs used. Remember codecs from earlier in the chapter? A codec is
a coder/decoder. For an application to be able to play a certain video
file, it must have the correct codecs that match up with the ones used to
encode the file’s content.

Table 18-2 lists some of the most popular digital video formats.

Table 18-2 Common Digital Video Formats

Format Extension Notes

Adobe Flash flv The streaming format used by YouTube.

Video

AVI .avi A very popular file format for video clips
on computers.

Flash media .swf Common for creating animated and

(Shockwave) sometimes interactive demos and
games.

GIF .gif Very simple animation, no audio.
Commonly used for web banner ads.

Mav .mév Developed by Apple and used on iTunes.
Similar to MPEG-4 but may have DRM.

MPEG-1 .mpg, .mp2, .mpeg, An older format, but there’s still a lot of

.mpg, .mpe, .mpv content out there in this format
MPEG-4 .mp4, .m4p, .mév A high-quality format used for many full-

length digital movies.

(continued)
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Table 18-2 (continued)

Format Extension Notes

QuickTime .mov or .qt Originally developed by Apple.
RealMedia .rm, .rmvb Made for the RealPlayer application.
Windows .wmy A Microsoft format, widely supported for
Media Video content from home video cameras.

A couple of the formats in Table 18-2 deserve special mention because
they’re different from the others: Adobe Flash Media and GIF.

Adobe Flash Media

Flash media (.swf) is a very versatile format for creating animated, and
sometimes interactive, demos and games. Other names for this format are
Shockwave and Macromedia Flash. (Macromedia was the company that
developed Flash; it was acquired by Adobe.)

Flash media is commonly used in education because of its interactivity. It’s

a video clip, but it’s also a mini application in some ways. Not only can a
Flash clip show movement through a process, but it can accept mouse clicks
from a viewer. So, for example, after illustrating a process, the clip can offer a
multiple-choice quiz for review, with the viewer clicking the answers.

Animated GIF

Animated GIFs are not really videos in the traditional sense. An animated GIF
is a special type of graphic that stores multiple versions of itself in a single file
and flips through them in sequence, like an animation created by flipping the
corners of a book. When the file is displayed — on a presentation slide, a web
page, or some other place — it cycles through the still graphics at a certain
speed, making a very rudimentary animation. You cannot control the anima-
tion of an animated GIF, nor can you set it up to repeat a certain number of
times and then stop. That information is contained within the GIF file itself. The
application or file that plays it back (for example, a web page) simply reads
that information and plays the GIF accordingly. They are more like animated
clip art than real videos.
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Applications for playing videos and movies

When you double-click a video clip, it plays using whatever application is set
up to be the default for that file extension. If you haven’t installed another
video playback application, videos will probably open in Windows Media
Player on your Windows PC. Figure 18-13 shows Window Media Player play-
ing a high-resolution video. It adjusts the window size to match the video’s
resolution. Notice that the controls at the bottom of the screen are the same
when playing a movie as when playing audio.

DVD movies are a different story from single-file video clips. When you pop a
DVD disc into your computer, the application designated to play DVD movies
runs (if you have one). Your computer may come with a DVD movie player
application, or you might choose to buy one such as RealPlayer Plus, WinX,
or CyberLink PowerDVD. This software provides an interface you can use to
watch movies on DVD and Blu-ray discs (provided, of course, you have an
appropriate disc drive).

On some versions of Windows, Windows Media Player plays DVD movies just
fine, and on others it doesn’t. If Windows Media Player won’t play DVDs, you
are missing the codec needed for them.
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If you have Windows 7 Home Premium, Ultimate, or Enterprise, you should have
the DVD codec for WMP already. If you have some other Windows 7 version,
you don’t.

In Windows 8 and 8.1, neither the regular nor the Pro version contains the
DVD codec, but you can get it in the Windows Store. (Look for the DVD Player
add-on.) For earlier Windows versions, go to http://windows .microsoft.
com/en-us/windows/windows-media-player-plug-ins.

Before you put down the money for the WMP DVD codec, though, see whether
there is some other application installed on your PC that will play DVD movies.
Most PCs that come with a DVD drive also come with such software.

How DUDs store movies

The video portion of a typical movie is sampled at 24 frames per second (fps),
so if you’ll picture 24x the number of seconds in the movie, multiplied by
the number of pixels in each frame, multiplied by the number of bits used

to describe each pixel, you get some idea of how much space we're talking
about here. (And don’t forget to add in the audio soundtrack that goes along
with the video portion too.)

So, to fit a whole two-hour movie on a single DVD disc, that movie has to be
compressed quite a bit. Fortunately, DVD movies are encoded in the MPEG-2
format, which is a format that compresses digital content very efficiently.

A DVD player in a home theater system contains an MPEG-2 decoder, which
decodes and decompresses the data on-the-fly as it plays the movie. DVD
player software in your computer does the same thing, using a software
codec that decodes the MPEG-2 format.

If you explore a DVD disc using File Explorer, you'll see that there are two fold-
ers on it: AUDIO_TS and VIDEO_TS. AUDIO_TS is empty; that’s normal. The
entire movie, both audio and video, is in the VIDEO_TS folder. The main files
have a .vob extension; all the other files in the folder are smaller helper files.

Most commercially produced DVDs include some type of encryption to prevent
unauthorized copying. The encryption code is different for various countries
and regions; in the United States, Region 1 encoding is used. Your DVD player
includes a decoder for the encryption, so you don’t even notice it’s there.
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Streaming audio and video on the web

Some websites enable you to download audio and video files just like the
ones you work with on your local PC. However, it is more common for a web-
site to provide streaming audio and video instead of downloads.

Streaming video is stored on a file server on the Internet somewhere, and
delivered on-demand to computers that request it via a web interface.
Streaming audio is the same thing except it’s just an audio track. When you
play streaming audio or video, the data is transferred to your computer
just long enough to play it, and then deleted; the clip isn’t stored on your
computer.

Why streaming audio and video? Here are some reasons:

1+ To prevent people from keeping it. Say you're a musician. You might
let people stream your music for free, but if they want to download it for
keeps, they should have to pay.

v To prevent people from redistributing it. Same deal here. If you have a
musical product to sell, you don’t want people to give it away or sell it
without you getting a cut of that.

1 Because people don’t want to own it forever. Some videos are fun
to watch once, but you don’t want them clogging up your hard disk
indefinitely.

YouTube is the largest streaming video site on the Internet, with millions of
video clips. Most of these are uploaded by individuals and companies, who
use the YouTube site as free hosting space for their content. Figure 18-14
shows the YouTube website after a search for cute kittens. Because that’s
really what we need to see more videos of, right? You could click on any of
the search results to watch the movie on the web page. You don’t need a
separate viewer application.

To play YouTube videos, you need the Adobe Flash Player plug-in to be
installed in your web browser. Most web browsers come with that plug-in,
and the ones that don’t can easily get it for free the first time it is called for.
YouTube accepts uploads in many different formats, but it then makes them
all available the same way, in Adobe Flash Video format, so the people who
log in to view them don’t have to have all those different codecs; all they
need is the Adobe Flash Player.



386 Partv: Mobility and Multimedia

ittp://www.youtube.com earch_query=cute+kittens P~ ©C | @ cutekittens - YouTube
You Qi) | cute kittens| x| a Upload m A
Fillers ~ About 391,000 results

Top 10 Cutest Kittens on Youtube

by lovelykittensfans - 1 year ago - 802,888 views

More here: hiip-#lovelykittens_us Like Us on Facebook:

hittp:/fvrvew facebook comiovelykittensfans "lovely kittens” kitten kittens
HD

Cute cat/kitten compilation 2013!

by EpicVideosHome - 1year ago - 362 654 views

‘Subscribe for new compilations every Friday!

- hitp:/fwunw.youtube. ion_center?add_ picV... If your ...
HD

Most Hilarious Videos Of Cats 2014 - Best Funny Kitten Compilation
by anacalderon1 - 6 months ago - 8,960,347 views

GOOGLE+ COMMUNITY Adventure of Cals and Dogs
hitps:/iplus google ities/1002074461597 - Funny

HD

10 Cutest Cat Moments

by LiquidGenerationTube - 5 years ago + 19,279,402 views

The clips for this compilation of cute cat bloopers, etc. is one of our favorite videos.
hittp:/ivaw liquidgeneration. com/abbcd82e.

I
Flgure 18 14 i are cute kitten
Cat VIdeOS by nalts « 6 years ago - 45 808,088 views
i am talking cat. Kind of you o depress orange button for subscribing. sending my
on YO UTU be. moving picture 1o your family would be high
V|
I

Although YouTube is the most popular streaming web site, it is far from the
only one. For example, sites like Pandora stream audio files.

Several different audio and video player applications also accept streaming
input, including

v QuickTime, which streams .mov files

1 RealMedia, which streams .rm files

v+ Windows Media Player, which streams .wma, .wmv, and .asf files

v Adobe Flash player, which streams .flv and .swf files
Some streaming sites enable you to pause and restart a streaming clip;

others, like Internet radio services, simply send whatever is being currently
broadcast, like regular broadcast radio and TV, and you can’t pause it.
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Creating and Editing Audio and Video

Figure 18-15:
Audacity is
an audio-
editing
application.
|

Digital video cameras are inexpensive these days, and most smart phones
can record audio and video, so almost everybody is a potential videographer.
You can easily transfer footage from your smart phone or a digital video
camera to your computer for editing.

Audio editing applications

Many applications are available for editing audio tracks. For example, the
freeware program Audacity (audacity.sourceforge.net) lets you import
multiple audio tracks, trim out the parts you don’t require, and then splice
everything together. Mac users can record and mix digital piano, guitar, and
drum tracks in the excellent GarageBand application. You can also buy more
full-featured products such as Adobe Audition. Figure 18-15 shows Audacity.
The squiggles are visual representations of the sounds.

) Joni Mitchell - Free Man in Paris 1974 HQ (=1 E=h 5|
File Edit “iew Transport Tracks Generate Effect Analze Help
T = ¢ [ L]
=
n) e “w) w) @ G| E— | I—
Pl k|| 4w 2 0 Sy M 0
W bAc i Bm|@ ] | & plelALIIr IS 3
[1me =] ) [pekers | Headphanies +| /% Rec. Playback (IDT High ~ [2 (Steren) Inp ~
—3:[I —1|5 % 1? 3|[I 4? 1:9[! 1:15 1:1|i[l 1:=‘15 2:l|][l 2::|5 2:2?[I 2:*:!5 3:[]!]
3 Joni Mitchell ¥ [ 1.1 i
Stereo, 44100Hz
32-4it float
Mute | Solo
Q
L R |-0.5-
G
o
« 1 »
Project Rate (Hz): Selection Start: @ End () Length Audio Position:
44100 - SnapToD‘UUhUUmEID;' 00 hO00mO0s> | [00h0O0mOO0 s~

Click and drag to select audio



http://audacity.sourceforge.net/

388 Part V: Mobility and Multimedia

Video editing applications

Microsoft has a free Windows Movie Maker program that you can use to

trim and combine video clips and photos and to add a sound track or com-
mentary. On a Mac, iMovie offers slick tools to quickly create your own mini
movie. Neither of these programs will tax your computer’s processor, but if
you want to create professional-looking movies, you need to use a dedicated
video-editing program such as Sony Vegas Pro or Adobe Director. As with the
animation and 3D graphics programs described earlier, you need a powerful
computer; a quad-core or eight-core processor and powerful graphics card
are essential for professional video editing.

Editing a digital video with
Windows Movie Maker

When you shoot video with a video camera, it’s just raw footage. You will
probably want to edit it to make something more artistic. Some of the things
you can do include

v+ Trimming the video clip to remove sections of it
v Adding a voice-over narration

v Adding a music clip as a soundtrack

v Adding text that appears over the video image

v Adding still images and applying transition effects between them (like a
slide show)

There are many professional-quality video editing programs, but for casual
use, Windows Movie Maker works just fine. It can do everything on that list
and more. To get a free copy, go to http://windows.microsoft.com/
en-US/Windows-Live/movie-maker and click Download Now.

You'll need to shift your thinking about editing when using Windows Movie
Maker. In programs like Word, when you edit a file, you work directly on that
file, and save your changes to it. But Windows Movie Maker doesn’t work
like that. You don’t open and edit videos directly. Instead, you create a movie
project file, and you import your video into it. The video footage is just one
element out of many in the project. Other elements may include voice-over
narration, text superimposed text over video, and still images.

Suppose you have some video footage that you've shot with your digital
video camera or smart phone. Here’s how to start a movie project with it in
Windows Movie Maker:


http://windows.microsoft.com/en-US/Windows-Live/movie-maker
http://windows.microsoft.com/en-US/Windows-Live/movie-maker
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1. Start Windows Movie Maker, and on the Home tab, click Add Videos
and Photos.

2. Select the video that you want to include and click Open. Wait for the
file to be imported. The complete movie appears in the right pane.
A preview pane appears on the left.

3. Click the Play/Pause button under the preview pane to see the video
as it is to start with. See Figure 18-16.

Vertical line shows what part of the clip is playing in the Preview pane

| Video Tools

Home  Animations Visual Effects Project  View Edit ~ @
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Figure 18-16:
Click Play to
watch the
video.
|

Item 1 of 1

Play/Pause

4. Click the Animations tab and point to one of the transitions.
The video previews its opening with that transition applied.

5. Click the Visual Effects tab, and then point at one of the effects.
The view previews with that effect applied.

6. On the Home tab, click Title.

A title slide appears before the video clip with the generic text My Movie
on it. See Figure 18-17.
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7. Edit the text to show the title you want to assign to the movie.

8. On the Text Tools Format tab, open the Background Color button’s
gallery and choose a different color.

9. On the Text Tools Format tab, point at several of the thumbnails in the
Effects group to see what they do, and then click one you like.

10. On the right side of the screen, click the video (the part after the title
you just added).

11. On the Home tab, click Caption.
A text appears in the preview area, with the generic text Enter text here.
12. Replace the generic text with text of your choice.
13. Click the Play button to see your video.
14. Choose File=>Save Project to save your video project. The project is

saved in .wlmp format.

This is not a movie yet; it’s still just a project. To learn how to make it an
actual movie, see the next section.
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Figure 18-18:
Publish your
video to an
online site.
|

Outputting your digital video project

When you are ready to output your project to a movie, you have a variety of
options. You can

v~ Publish the movie directly to a variety of online sites. To do this, use the
Files>Publish Movie command. You can publish to OneDrive, Facebook,
YouTube, Vimeo, Flickr, or Microsoft Groups. See Figure 18-18.

E| - a = | Video Tools
9 New project Publish movie on the web —
- | —
P~  OneDrive —
. @ -
) Open project t
- Facebook
H Save project
You
- YouTube
H Save project as
= m Vimeo
%} Publish movi(b 3
®® Flickr
Bl save movie 4
EPO‘#j Groups
!_& Import from device
'3’13‘.}) Add a plug-in...
f,; Options ;
q“—l Manage your services...
|0: About Movie Maker
5 )
? Exit

1 Save the movie to your hard drive, in a variety of resolution choices.
To do this, use the Filem>Save Movie command. You can save for high-
definition display (large size), for a regular computer (medium size),
or for email (small size). You can also save for various types of smart
phones and various websites (such as Blip.TV, DailyMotion, Facebook,
or Flickr). See Figure 18-19.
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Check out www.dummies.com/extras/digitalliteracy for a list of ten
extras websites you ought to know about.



http://www.dummies.com/extras/digitalliteracy

In this part . . .

v Getideas for troubleshooting common computer
problems.

v Learn tips for working productively with Windows 8.1.




Chapter 19

Ten Computer Problems
(and How to Solve Them)

In This Chapter
Understanding why your computer won'’t start up
Figuring out why your Internet connection is down
Understanding why Windows is acting weird or running slowly

Discovering why your favorite game won’t run right

5), when you went to bed last night, your computer was fine, but when
you turned it on this morning, something’s wrong. Wrong could be any-
thing from “it doesn’t work at all” to “it seems a little slower.”

The annoying part about computer problems is that the computer can’t usu-
ally tell you where it hurts — well, not directly anyway. Your computer can’t
say to you, “Ya know, that new driver you installed for your mouse, it just
isn’t setting well with me” or “I think that last email attachment you opened
gave me a virus.”

Although computers aren’t very communicative about their problems, they
are at least pretty consistent. The same bad things happen to a lot of comput-
ers. In this chapter, [ run down ten things that I've seen a lot of in my years of
work with computers, and tell you what to do about them.

Vour Computer Has No
Power, No Nothing

You press the power button, but nothing happens. Not a great way to start
the day. Don’t panic, though. This is actually one of the easier problems to
troubleshoot because there are only a limited number of possible causes.
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First, check the power outlet. Is there perhaps a light switch in your home
that controls that outlet that someone has flipped? If the computer plugs into
a surge protecting power strip, does it have an on/off rocker switch on it that
may have gotten flipped? You'd be surprised how often these types of power
issues turn out to be the culprit. Plug something else into the same outlet,
like a lamp, to make sure there is power.

If you're sure the outlet is not to blame, start working from the computer’s
power cord inward. Check the power cord: Are there any chew marks on

it from your pets? Is it securely plugged into the computer? On a notebook
power cord, there are usually two segments, and they join together at the big
boxy block (the transformer). Even if the cord is plugged into the wall and
into the computer, you might still have a loose connection where the cord
plugs into the transformer.

It’s possible that the problem isn’t hardware-related at all, but caused by soft-
ware. Windows enables you to put it into Sleep mode, where it appears to be off
but it’s actually in a low-power state. Sometimes a computer isn’t able to wake
up from Sleep, and will appear to be dead. Luckily, there’s an easy fix for that.
Press and hold the computer’s power button for 10 seconds, and then release
it. Doing so will clear away any low-power state that the computer might be in.
Then press the power button again to see if the computer will start up.

With all that out of the way, assume that it really is the computer at fault. On a

desktop computer, the power supply (the big silver box where the power cord

plugs in) is a likely candidate. When you turn the computer on, its fan should spin
up. If it doesn’t, the power supply may be kaput. Don’t assume that it’s the power
supply, though, and run out to buy a new one. There are several components
that, if they’re blown, will cause the computer to seem dead. One is the mother-
board, for example. At this point, it’s time to take the computer to a repair shop.

Windows Won't Start Up Normally

When you power on your computer, Windows is supposed to load and the
desktop or Start screen is supposed to appear. If the computer gets hung up
sometime during that process, something may be wrong with Windows, or
with one of the programs that is trying to load itself at startup.

First off, make a note of the error message that appears, and go look it up on
the Internet (on a different computer, of course, because yours isn’t working).
There are many good online reference sources that can interpret an error
message for you.

With Windows 8, if your computer fails to start up, an Advanced Startup
Options menu appears, offering you some choices, as in Figure 19-1. Depending
on your computer, you may not have the UEFI Firmware Settings item.
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From this screen, you have the following choices:

1 System Restore: This is a good first start. If Windows isn’t starting right
because of a recent change to system settings, System Restore can help
you by going back to an earlier system state. You’d be amazed how often
this fixes the problem.

1 System Image Recovery: This option enables you to return your com-
puter to a previous state using a disk image file. (Unless you happen to
have a backup that is stored as a disk image — and most people don’t—
this option isn’t going to do you any good.)

v~ Startup Repair: Here’s a good place to go if System Restore doesn’t
solve the problem. You’'ll be prompted to choose your user account
and enter your password. Then Windows starts a diagnostic routine
that examines your account, including the drivers and applications
you have set to load at startup, and helps you fix the problem. This is a
great option for someone without a lot of techie knowledge, as it doesn’t
require many decisions on your part.

+ Command Prompt: If you're a power-user with knowledge of command-
line commands, you will appreciate this option, which lets you type
commands directly to the computer. Most people don’t have the knowl-
edge to do that, though.

397
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1~ Startup Settings: Choose this option to reboot to a Startup Settings
menu, which is similar to the startup menu that you could access in
previous Windows versions by pressing F8 as the computer was booting.
See Figure 19-2. From here you can start up in Safe Mode, which disables
all non-essential drivers and services, so you can troubleshoot problems

with devices or applications that may be preventing Windows from start-
ing normally.

Startup Settings

Press a number to choose from the options below:

Use number

1) Enable debugging
2) Enable boot logging

3) Enable low-resolution video

4) Enable Safe Mode

5) Enable Safe Mode with Networking

6) Enable Safe Mode with Command Prompt

7) Disable driver signature enforcement
8) Disable early ch anti-malware protection
9) Disable automatic restart after failure

Press F10 for more options
I

Figure 19-2:
Startup
Settings.

Press Enter to return to your operating system

Everything’s Running
Slower than Normal

If Windows starts up but appears sluggish, there could be a variety of causes.
There may be a malware infection, or it may not like a recent Windows
Update that was installed or a recent driver update.

First of all, though, have you tried rebooting? I mean really rebooting, not just
putting your computer into Sleep and waking it up again. To do a full reboot,
go to the Start screen, click the Power button, and click Restart.
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Figure 19-3:
The System
Restore
dialog box.
|

System Restore

After rebooting, System Restore is a good first thing to try. As you learned in
the previous section, System Restore returns your system files to an earlier
version (where, presumably, your computer worked better). You can get to
System Restore while Windows is running by doing the following:

1. In the Control Panel, choose System and Security, and then choose
System.

2. In the navigation bar on the left, choose System Protection.
The System Properties dialog box opens with the System protection tab
displayed.

3. Click the System Restore button. The System Restore utility runs.
Click Next.

4. Choose a restore point. Choose one that was saved right before you
started having the problem (if you remember when that was).

See Figure 19-3. If you aren’t sure what programs may be affected by
going back to that point, click Scan for Affected Programs. The results
that appear will tell you what you might need to do after the system
restore to re-update the things that will be un-updated. Click Close to
close the report window. Then click Next to continue.

5. Click Finish. Then wait for the system restore operation to complete.

Restore your computer to the state it was in before the selected event

Current time zone: Eastern Daylight Time

Date and ‘I'me' Description Type

7/23/2014 10:37:13PM Windows Update Critical Update

7f17/2014 1:35:25PM Windows Update Critical Update

7/14/2014 11;23:496 AM Windows Update Critical Update

7/10/2014 12:35:56 PM Windows Update Critical Update
Scan for affected programs

< Back Next > Cancel
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Refreshing Windows

Problem solved? Great. Problem not solved? You might try refreshing your
system files. This isn’t a complete reinstall of Windows, and it doesn’t affect
your data. It just makes sure nothing is amiss in your Windows installation.

Follow these steps to refresh Windows 8.1:

1. On the Charms bar, click the Settings icon, and then click Change PC
Settings.

2. Click Update and recovery, and then click Recovery.

3. Under the Refresh Your PC Without Affecting Your Files heading, click
Get Started.

4. Follow the prompts to refresh Windows.

You may be asked to insert your Windows installation disc. (If Windows
came preinstalled, you might need to dig out the disc from the materials
that came with the computer.)

If you don’t have a Windows disc, your system probably came with a utility for
making a set of recovery discs using your DVD drive and blank DVDs. You did
do this when prompted when you first got your computer, right? If you didn’t,
you might still be able to. Check your system documentation to find out how.

You Have No Internet Access

You don’t know what you’ve got till it’s gone. And you don’t truly appreciate
your Internet connection until it goes away. But when it does — oh, the pain.

The first question to ask: Are other computers in my home (or office) able to
use the Internet? If no, start at the Internet connection. If yes, start trouble-
shooting with your own PC.

Check your Internet connection

Check the cable modem, DSL modem, or whatever other box delivers Internet
to your home. Are most of the lights on, with only one or two flashing inter-
mittently? That’s normal. Are only a couple of lights on, with perhaps one of
them flashing in a steady pattern? That means there’s a problem.



Chapter 19: Ten Computer Problems (and How to Solve Them) 4 0 ’

\\J

Unplug the modem from the wall outlet, or power it off (if it has a power
button) and leave it unpowered for at least 20 seconds. Then turn it back on
and give it a few minutes to restart itself. Sometimes this is enough to solve
the problem.

Check with your Internet provider to find out if there are any known issues in
your area with service being down. Sometimes service goes out for an hour
or so, and you just have to wait it out. If you can’t get the modem to provide
service, you're stuck until it does.

Check your router

If the Internet itself is working but you can’t get it on a specific computer, per-
haps the router — the device that’s sharing the Internet connection among all
the PCs — is having a problem. On some modems, the router is built into the
modem; if your modem doesn’t include a router, you have a separate router
box that connects to the modem, and all the computers connect to the router
(either with cables or wirelessly).

If you aren’t sure whether the problem is the modem or the router, connect a
PC directly to the modem using a cable. If the Internet works, you know the
problem is with the router.

Power the router off for 20 seconds and then back on again; this sometimes
corrects a problem by forcing the router to reset.

Check your computer

Look in the notification area in Windows for a network icon. (Point to the
icon to see its name.) With a cable connection, if you don’t have a network
icon, you don’t have network connectivity. With a wireless connection, if you
are connected to the router (or modem) you see a series of stairstep bars.

If you see a star on the stairsteps, wireless networks are available but you
aren’t connected to them. If you see a red X on the stairsteps, your wireless
network adapter is disabled or there aren’t any networks available.

Right-click the network icon and choose Troubleshoot Problems. Then use
the troubleshooting wizard that appears to step through a troubleshooting
process that may include resetting your wireless adapter.

Some notebook computers have a button that toggles the wireless network
adapter on/off. If you accidentally press that button, your wireless adapter
won'’t work until you press it again. An easy fix, but also easy to overlook.
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Vou Can’t Get Email

QNG

If you can access web pages just fine but your email application gives you an
error when you try to send or receive mail, it’s probably not your fault (and
not your computer’s fault either). Unless you have recently changed your
mail settings, your mail server is probably temporarily unavailable, through
no fault of your own. If you wait an hour or so, it will probably be back up
again. You can also try restarting the computer.

One of the mistakes that beginners make is to try to mess with their mail set-
tings when the mail server is temporarily unavailable. Mail settings don’t just
magically become wrong. If they worked before, they should work still, unless
you have changed providers or changed your email password. Experimenting
with mail settings without understanding them can cause more problems
than it solves.

An Application Stops Responding

When an application crashes in Windows, it stops responding to commands.
Here are some clues that an application has crashed:

v The menus and toolbars no longer respond.

v A white haze appears over the entire application window.

v A [Not Responding] indicator appears in the title bar.

v The mouse pointer does not appear when it is over that window.
v The window can’t be moved, resized, or minimized.

v An error message box appears letting you know the program has stopped
responding, asking whether you want to close the program or wait.

Sometimes you can wait out a crash, because it is not really a crash, but
merely a temporary bog-down. Over time, you will learn which applications
tend to bog down and say they have stopped responding, only to bounce
back to life a minute later.

Assuming that waiting doesn’t solve the problem, you can terminate the
application. If you get the error message offering to close the program, choos-
ing to close it that way is an easy path. You can also right-click the unrespon-
sive program on the taskbar and choose Close, and this will usually cause
that error message box to appear with the offer to close it.

If you don’t get any prompt that offers to help you close the program, and
it won’t close normally (for example, by clicking its Close button in its
window), you can shut it down via Task Manager. To display Task Manager,
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Figure 19-4:
The Task
Manager

dialog box.
|

right-click the taskbar and choose Task Manager. Click the Processes tab, as
shown in Figure 19-4. (If you don’t see any tabs, click More details.) Click the
non-responsive program under the Apps heading, and click End task.

. Task Manager = =

File Options View

Processes | Performance | App history | Startup | Users | Details | Services

- 4% 43% 0% 0%
MName Status CPU Memory Disk MNetwork
_ A
Apps (3)
E! PC settings 0% 15.7 MB 0 MB/s 0 Mbps
© 1 Task Manager 0.8% 5.5MB 0 MB/s 0 Mbps
© = Windows Explorer 2.5% 17.2MB 0 MB/s 0 Mbps

Background processes (23)

» [m5] AdminService Application 0% 0.3MB 0 MB/s 0 Mbps
5] COM Surrogate 0% 0.6 MB 0 MB/s 0 Mbps
5| Communications Service 0% 18.0 MB 0 MB/s 0 Mbps
u°| Device Association Frame... 0% 31MB 0 MB/s 0 Mbps
5 Host Process for Setting Sy... 0% 0.2MB 0 MB/s 0 Mbps
5 Host Process for Windows ... 0% 1.8MB 0 MB/s 0 Mbps
m°1 Microsoft Office Documen... 0% 5.1 MB 0 MB/s 0 Mbps

) .
(A) Fewer details

The larger question, after you get the program shut down, is why did it crash
in the first place? Try restarting your computer. If the problem reoccurs with
the same application, check for updates for the application that might solve
the problem. If the crashing is repeated, try uninstalling and reinstalling the
application.

Vou Get the Blue Screen of Death

Ah, the dreaded Blue Screen of Death (BSOD). It’s been around for many
Windows versions now, and it always spells doom. A BSOD is a serious error
message that appears on a bright blue screen, letting you know that a prob-
lem has occurred that is so severe that Windows had to stop. After you read
the error message (and probably can’t make heads or tails of it), your only
recourse is to press the computer’s power button to shut it off, and then turn
it back on again and hope the problem doesn’t reoccur.
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As of Windows 8, the error messages on the BSOD are somewhat less cryptic
than they used to be. Figure 19-5 shows one from Windows 8 that even has a
smiley face on it (sort of).

If you get one BSOD message, you can just ignore it. However, if you get the
same message over and over (several times a week, for example), you should
investigate the cause of it. BSOD message are often hardware-related; have
you installed new hardware lately? Have you updated a device driver? Follow
the advice in the error message (Figure 19-5 for example) and look up the
error code online.

Your PC ran into a problem and needs to restart. We're just

collecting some error info, and then we'll restart for you. (0%
complete)

If you'd like to know more, you can search online later for this error: HAL INITIALIZATION FAILED

Figure 19-5:
A

Windows 8
error
message.
|

Vou See Frequent Pop-Up
Ads on the Web

If you suddenly start getting a lot of pop-up ads while you are using the web,
especially when the ads don’t relate to the page you are looking at, your com-
puter is probably infected with adware.

First, remove the adware. Look through your list of installed programs in the
Control Panel and see if there’s anything you don’t recognize, like a special
toolbar application; these are often adware-related. Run an anti-malware
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utility to find and remove any additional malware your system may have
acquired. There are many free online scanning tools, including

v TrendMicro HouseCall: http://housecall.trendmicro.com/

1 Bitdefender QuickScan: www.bitdefender.com/scanner/online/
free.html

v Microsoft Safety Scanner: www.microsoft.com/security/scanner/
en-us/default.aspx

The next question is How did this adware get through your existing security
software? (I'm assuming you have security software. You should.) Maybe your
security software needs an update, or maybe it has somehow gotten disabled.
Perhaps you clicked Yes instead of No when a website asked if it could install

a helpful toolbar, or perhaps you visited a website that downloaded malware
to your computer that for some reason your security software didn’t notice.
Maybe your web browser’s security settings are set too low. Take this opportu-
nity to do a thorough security evaluation of your computer and see if you can’t
patch some of those weaknesses with more robust and up-to-date security
measures.

Vour System Has No Sound

If you aren’t hearing any sound, but you’ve had sound in the past on your
computer, you've probably accidentally muted the sound. There are a variety
of ways to do so.

Look in the notification area and see if there is a red circle and diagonal line
on the speaker icon. That means the sound is muted. Click the speaker icon
and then click the Mute button at the bottom of the slider to toggle the sound
back on again, or drag the volume slider up.

Now, figure out how you might have turned the sound off, so you can avoid
doing it again. Some keyboards have a button that mutes the sound; you may
have pressed it accidentally. Learn the positions of the keyboard shortcuts
for adjusting the sound volume. For example, on my notebook computer,

[ can adjust the sound by pressing the Fn key along with the F7, F8, and F9
keys, to mute, decrease, and increase the volume, respectively.

If the sound icon isn’t present in the notification area at all, or if it’s unavail-
able (gray and unresponsive), there may be a problem with your sound card
(audio adapter). In the Control Panel, use Device Manager to check the status
of your sound card. To do so, right-click the Start button (Windows 8.1) and
choose Device Manager. Then expand the Sound, Video, and Game Controllers
category and double-click the entry for your sound card. In Figure 19-6, it’s
called an Audio Device, and it appears to be working normally.


http://housecall.trendmicro.com/
http://www.bitdefender.com/scanner/online/free.html
http://www.bitdefender.com/scanner/online/free.html
http://www.microsoft.com/security/scanner/en-us/default.aspx
http://www.microsoft.com/security/scanner/en-us/default.aspx
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Figure 19-6:
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The Uideo in a Game Is Messed Up

Picture this: You buy the latest and greatest game, and you install it on your PC.
It seems to install okay, but a half hour or so into the game, you start seeing
weird white patches on the landscape of the background. When your charac-
ter jumps off buildings, sometimes it seems like he sinks knee-deep into what
should be solid rock. It’s just weird, the different video quirks you run into.

You’ve probably got some sort of incompatibility going between your cur-
rent display adapter’s driver and the game. Many games are extremely picky
about which display adapters they will work with, and there may be a list

of known issues with certain brands and models of display adapters on the
game’s support site.

What are your options? Here are some ideas:
v Update the driver for your display adapter. Get the updated driver from

your PC’s manufacturer or from the manufacturer of the display adapter.

1 Replace your display adapter with one that the game supports better.
(This is an option only on a desktop PC.)

v Check the game’s support website to read about workarounds and
expected release dates for bug fixes that may solve the problem.

v Play the game on a different computer.




Chapter 20

Ten Tips for Working with
Windows 8.1

In This Chapter

Starting applications faster and more efficiently

Customizing the interface to be easier to use

Creating location shorts in File Explorer

Uninstalling unwanted applications

Preventing programs from loading at startup

\\3

WHdows 8.1: Some people love it, and some people hate it. But what-
ever your opinion, it’s here to stay — at least until the next version of
Windows is released.

Windows 8.1 is a hybrid. It’s both a desktop operating system and a tablet,
touchscreen-enabled operating system. If you install it on a touchscreen
notebook computer, you can tap and drag your way through it just like on
a tablet. If you install it on a desktop, you can navigate it with a mouse and
keyboard.

No matter how you use Windows 8.1, there are some ways to make it easier
and more efficient to use. In this chapter, [ outline some of my favorite tips
for getting the most out of Windows 8.1.

A lot of what is said here applies to Windows 8.0 also, but not everything.
You will rarely run into Windows 8.0, however, because Microsoft offers a free
update from Windows 8.0 to Windows 8.1, and that update is automatically
installed by default through Windows Update.
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Use Search to Start Applications

When you click the down arrow button at the bottom of the Start screen,
you see the Apps list, which contains a list of all the apps installed on your
computer. There’s an alphabetical list, on the left side, and if you scroll to
the right, you’ll see other lists broken down by categories such as Windows
Accessories and Windows System.

However, there’s no need to browse the Apps list to find a particular pro-
gram, and no need to remember what category it’s in. To start an application,
display the Start screen (pressing the Windows key is one way) and then
type the first few letters of the application’s name. In the search results that
appear, click the application. See Figure 20-1.

Search

Start e
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Microsoft
Our terms of use are changing
Microsoft

1 ef rer c Autocorrect misspelled

; 2 c Highlight misspelled

Tuesday |:| Tour of Word Revised.doc

‘Games Store
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Figure 20-1:
The
Windows 8.1 word 2013
Start screen.
|

Photo Gallery Food & Dril
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Reorganize the Start Screen

|
Figure 20-2:
Unpin a tile
from Start.
|

The Start screen contains tiles for many applications, mainly the ones that
come free with Windows. These shortcuts are merely suggestions, though;
you aren’t bound to any of them. Removing a tile from the Start screen
doesn’t uninstall the application, and you can still access that application
from the Apps list any time you want it.

In short, don’t be afraid to remove tiles from the Start screen and replace
them with tiles for the applications that you actually use on a regular basis.
You can always re-pin any applications there that you end up using more than
you thought.

To remove a tile, right-click the tile and choose Unpin from Start. See Figure 20-2.
Notice that you're not deleting the application. You are just releasing it from
being represented on the Start screen.

Unpin from Start

Pin to taskbar

Resize

Camera Help+Tips

If you want to reduce the prominence of a certain tile but you don’t want
to get rid of it altogether, you can make it smaller. You can change the size
of a tile by right-clicking it and choosing Resize. The choices of size will be
different depending on the application; Small, Medium, Wide, and Large.
Figure 20-3 shows examples of each size.

You can also rearrange the tiles on the Start screen by dragging them. This
gets a little tricky because clicking a tile starts its application. You have to
click and hold the mouse button down on the tile for a second or two, and
then start dragging.

The Start screen’s tiles can be arranged in groups. The first group (that is,
the leftmost one) is called Main, and it’s shown in Figure 20-3. You might have
other groups, like Microsoft Office, and you can create your own groups too.
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|
Figure 20-3:
The different
size icons in
Windows 8.1.
|
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To edit the group names on the Start screen, right-click an empty area of the
Start screen and choose Name groups. The group names become editable; for
example, you could change Main to something else. Scroll to the right to see
and work with other groups. When you're done, click an empty area to turn
off the name editing mode.

To create a new group, drag-and-drop tiles into the empty area to the right of
all other groups. This creates a new group. It doesn’t have a name by default.
You can name it as described previously.

When your Start screen is all lean and mean, with only essentials on it, you
might consider pinning other applications there that you use regularly. To pin
an application, do the following:

1. Click the down arrow button at the bottom of the Start screen to dis-
play the Apps list.
2. Right-click an app on the list and choose Pin to Start. See Figure 20-4.

3. On the Start screen, move and resize the tile as desired.
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|
Figure 20-4: Bin to Start
Pin an app Pin to taskbar
to Start. Uninstall

Pin Shortcuts to the Taskbar

In that last section, you saw how to pin applications to the Start screen, but a
lot of people don'’t like to use the Start screen; they prefer to work primarily
from the desktop.

If you're one of those people, you might appreciate that Windows lets you
pin shortcuts to the desktop’s taskbar. You could pin all your favorite apps
there, and avoid the Start screen altogether 90 percent of the time. Pinned
shortcuts on the taskbar appear on the left side, just to the right of the Start
button. By default, the taskbar has two pinned shortcuts: Internet Explorer
and File Explorer.

Notice in Figure 20-4 that there’s a Pin to Taskbar command on the right-click
menu for an app. You can use that to pin any application to the Start screen. You
can even pin Windows 8-style applications that don’t run on the desktop; when
you run one of those, Windows switches to full-screen view for that application.

To unpin a shortcut from the taskbar, right-click the icon there and choose
Unpin This Program from Taskbar. (I don’t recommend unpinning File Explorer,
though, because it’s an important part of the desktop, and you’ll want quick
access to it to manage files.)

Make Icons and Text Larger

An LCD screen looks best at its highest resolution (its native resolution), but
with today’s high-res screens, the highest resolution is pretty darned high.
That means that the text and icons on the screen may be very tiny. Unless you
have great vision, and just happen to like everything being small, that can be

a problem. For example, in Figure 20-5, this screen is in 1920 x 1080 resolution
and uses the default size for text and icons (Smaller). So tiny! In contrast,
Figure 20-6 shows the same screen with text and icons set to the Larger setting.
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To change the icon and text size without changing the resolution, follow
these steps:
1. Right-click the desktop and choose Screen Resolution.

2. Click the Make Text and Other Items Larger or Smaller hyperlink near
the bottom of the window. See Figure 20-6.



Figure 20-7:
Change
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3. In the Change the Size of All Items area, choose the desired size:
Smaller, Medium, or Larger. See Figure 20-7.

= Display =
@ ~ 1 B ) Control Panel » Appearance and Personalization » Display ¥ & | Search Control Pane el
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Control Panel Home . .
Change the size of all items

Adjust resolution Make text and other items on the desktop smaller and larger. To temporarily enlarge just part of the

screen, use the Magnifier tool.
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Title bars 12 Bold
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Devices and Printers

4. Click Apply. A prompt tells you that you must sign out to apply the
changes.

5. Click Sign Out Now, and then sign back in to Windows.

Switch Between Programs Quickly

When you are running multiple applications, there are lots of different ways
to switch among them. Try each of these methods out for yourself to see
which ones work best:

v+ Hold down the Alt key and press and release the Tab key. Each time you
do so, a different application becomes active on the bar that appears in
the center of the screen. When the item you want is highlighted, release
the Alt key to make that window or application active.

v If you're viewing the desktop, click the application’s icon on the taskbar.

Chapter 20: Ten Tips for Working with Windows 8.1 4 ’3



5 14 Partvi: The Part of Tens

v To switch among Windows 8 style apps, point the mouse pointer to the
top left corner of the screen. A thumbnail of the last-used Windows 8
app appears. Click it to switch to it, or move the mouse downward to
see a bar containing thumbnails of all open Windows 8 apps, and then
click the one you want. If nothing happens when you point at the upper-
right corner of the screen, no Windows 8 apps are open.

Right-Click the Start Button

This is my absolute favorite Windows 8.1 trick. From the desktop, right-click
the Start button, and a shortcut menu appears. On this shortcut menu are links
to almost every utility program you might ever want to access in Windows,
including Control Panel, Device Manager, Computer Management, File Explorer,
Search, Run, and Power Options. It’s all right here. See Figure 20-8.

Programs and Features
Mobility Center

Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management

Computer Management
Command Prompt
Command Prompt (Admin)
— Task Manager
) Control Panel
Figure 20-8: File Explorer
Find links Senrch
on the right- Run
click short- Shut down or sign out 4
cut menu. Desktop

Use Libraries (Or Not)

To review: A library is a logical location that combines the contents of mul-
tiple folders in a single view. A library enables you to browse files from mul-
tiple locations without having to know which of the locations a particular file
is actually stored in. Windows has four default libraries: Documents, Music,



Chapter 20: Ten Tips for Working with Windows 8.1 4 75

Figure 20-9:
The con-
tents of
This PC.

Pictures, and Videos. You can also create your own libraries. The Documents
library, for example, monitors two folders: the Documents folder (or My
Documents folder) for the current Windows user and also the Documents
folder (or My Documents) in the Public User folder.

Windows 7 introduced the concept of libraries, and everyone has been slowly
getting used to them since then. Conceptually, libraries are a bit difficult to
visualize, but by the time Windows 8 came out, most people all pretty com-
fortable with the idea. However, in Windows 8.1, libraries are disabled by
default. Well, not exactly disabled, but not so obviously available anymore. I
guess Microsoft gave up on people catching on.

The long and short of it is by default, when you open File Explorer in
Windows 8.1, there’s no shortcut for Libraries in the navigation bar, and
File Explorer opens to the This PC location. See Figure 20-9. Each of those
folders in the Folders section of the listing represent system folders for
the currently signed-in user. Let me repeat that: They represent the system
folders for that user, not the libraries (which would also potentially include
other monitored locations).
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Figure 20-10:
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If you want to go back to Windows 8.0 and an earlier way of handling librar-
ies, it’s an easy fix. In the navigation pane in File Explorer, right-click and
choose Show Libraries. When you do that, the default location shown when
File Explorer opens is the Libraries list, showing the four default library loca-
tions, as in Figure 20-10. The Libraries shortcuts also appear in the navigation
pane.
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Location Favorites in File Explorer

If there are certain locations you use a lot, you can choose to place shortcuts
for them in the Favorites list in File Explorer. The Favorites list appears at the
top of the navigation pane.

To place a shortcut to a folder there, just drag-and-drop that folder from the
main pane into the Favorites list. In Figure 20-11, you can see that I've placed
a Books shortcut there. Books is a folder I created myself to hold all my book-
length project manuscripts.
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To remove a shortcut from the Favorites list, right-click the shortcut and

choose Remove.

Uninstall Unwanted Applications

Most consumer PCs come with a lot of software that most people don’t need
or want. IT geeks often derisively refer to this as bloatware. Software compa-
nies pay big money to computer manufacturers to place their software on the
hard drives of new computers, and we as consumers suffer for it. (Of course,
the software companies will claim that they are doing you a favor by provid-
ing you all this free software — or at least trial versions for free.)

Removing unwanted software can free up hard disk space. On a computer
that has an almost-full hard disk, doing so can actually improve system per-
formance. Removing software can also make a PC run more cleanly and effi-
ciently if the application being removed loaded a part of itself into memory
when the computer started up. (A lot of applications do that.)

To see what software is installed, and potentially remove some of it, do the

following:

1. Open the Control Panel. (Remember my trick from earlier? Right-click
the Start button and choose Control Panel.)

2. Under Programs, click Uninstall a program.
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Figure 20-12:
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3. Click an unwanted program. See Figure 20-12.
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4. Click Uninstall.
5. Follow the prompts to complete the uninstall.

These steps apply only to desktop applications, not Windows 8 apps. To
uninstall a Windows 8 app, right-click its shortcut, either on the Start screen
or on the Apps list, and choose Uninstall. No prompts or options — it just
removes itself quietly.

Prevent Programs from
Loading at Startup

As I mentioned in the previous section, a lot of apps load a piece of themselves
at startup. They say it is for your convenience, and that the software that loads
doesn’t take up much memory, but the cumulative effect of dozens of programs
all doing this starts to eat into your available memory to a substantial degree.

Some apps, of course, you want to load at startup and remain loaded, like
your anti-virus software. But other pieces, like an updater that lets you know
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when a new version of iTunes is available for download, you might be better
off without.

In previous Windows versions, there was a special app called System
Configuration Utility (msconfig.exe) that users could employ to disable cer-
tain startup programs. In Windows 8, however, this functionality is handled in
the Task Manager.

To see what programs currently load at startup, right-click the taskbar and
choose Task Manager. If you don’t see multiple tabs across the top of the
window, click More details.

Click the Startup tab, and a list of startup programs appears. The Status
column shows whether or not the program is currently set to load at startup,
and the Startup Impact column shows how much of an impact on startup
time and memory usage this program causes. Figure 20-13 shows an example;
your programs will be different. To disable a program, click it and then click
the Disable button.
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Appendix

Making a Living in Digital
Technology

In This Chapter
Discovering how digital technology has changed the workplace
Finding out what careers are available for a computer-literate person
Learning about information worker jobs
Learning about professional IT careers
Finding out about developer positions

‘ omputers are everywhere, especially in the workplace. By becoming
a digitally literate person, as this book has prepared you to be, you
greatly increase your career marketability.

In this appendix, I tell you about some careers that you might find interesting,
all of which require some sort of computer literacy background. Some of them
are simple administrative jobs in which you work with Windows and Office;
others are more specialized and require years of advanced education.

The Changing Workplace

Remember the days when people used to go into an office in the morning,
stay there and work all day, and leave in the evening? That model still works
for some people and some companies, but it is no longer the only model out
there. The great connectivity that the Internet and wireless networking has
brought our society has led to some dramatic shifts in the way people work.
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Now that our phones go with us everywhere we go, salespeople don’t have to
stay in their offices to communicate with clients on the phone, for example.

A salesperson can take a call from an airport, a limousine, or his own back
porch with equal ease. When someone works in his own home, or in some pri-
vate location away from the office, it’s known as telecommuting. The “tele” part
comes from the olden days when remote employees communicated with the
central office via telephone, but today this communication generally occurs
via the Internet.

Computers used to be such bulky, expensive devices that a typical worker
had access to only one of them, and it was usually inside an office building.
Workers had to go to an office every day because that’s where the computer was.
Even if a worker had a computer at home, there was no fast and efficient way

to connect it to the central office without running expensive dedicated lines.
Nowadays, though, workers can work anywhere that there is computer and
Internet access. They can work from their own homes, from coffee shops,
from libraries, and even from their tablets and smartphones while on public
transportation.

Many job descriptions are also evolving. In the days before computing (and
the automation that comes with computing), work consisted of taking input,
doing something well-defined and routine to it, and delivering output. For
example, an administrative assistant would take hand-written notes and pro-
duce typed transcripts of them. Nowadays, however, most businesspeople
do their own typing, and an administrative assistant’s job is more likely to
involve generating original content (like making a PowerPoint presentation
based on an annual report) or scheduling in-person, telephone, or online
meetings.

Careers for a Computer-Literate Person

Just for discussion’s sake, consider a computer-literate person as someone
who knows the basic information that’s covered in this book. If you have a
basic familiarity with computer hardware and software, Windows, Office,
networking, the Internet, and the other topics I covered in this book, you're
ready to take a job that involves using a computer for at least part of the
workday.

In the following sections, | describe some careers that a computer-literate
person might apply for.
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Administrative assistant

An administrative assistant provides office and document support to a man-
ager or executive, freeing up that person’s schedule by handling many of the
everyday administrative tasks. An assistant might answer phones, plan meet-
ings, and send email. An assistant may have access to his boss’s calendar and
scheduling in Outlook. Although an administrative assistant might not spend
all day on a computer, he is expected to know how to use one whenever a
computer is the best tool to complete an assignment.

Supervisor

The primary job of a supervisor is to monitor and support workers as they
do their jobs. That isn’t computer-related necessarily, but there is very often
paperwork involved — and that paperwork is very often filled out on a com-
puter. It is assumed in most companies that a supervisor will be able to use a
Windows-based computer with minimal training, and to enter basic data into
a variety of applications. A supervisor may use Excel to enter or verify hours
worked, Word to write performance appraisals and document safety viola-
tions, and Outlook to exchange email with supervisors in other departments
and on other shifts.

Project manager

Project managers make things happen. They keep all the workers, equipment,
locations, and materials on track for a building project, an event, a manufac-
turing process, or any other rollout that requires advance planning. Project
managers need training in a variety of fields, including accounting, logistics,
people management, and, of course, office productivity software. Excel is the
go-to tool for project managers because it has so many different uses. A proj-
ect manager can store financial data in Excel to calculate a project’s budget,
lists of items and their prices and availability, and scheduling constraints for
multiple departments.

Accounting assistant

In large companies, the accounting department is much more than just a
bunch of accountants. There may be dozens of clerical workers who handle
the bulk of the everyday data management tasks, such as opening mail,
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tracking invoices and purchase orders, and printing and mailing checks. An
accounting assistant might use a computer to key the data from received
invoices into the company’s accounting system, to print checks, and to run
reports that summarize the day’s activities.

Customer service representative

Most companies have telephone customer service available so that people who
have questions about products or billing can call in and get them answered.
The person who answers the phone calls must not only have good people skills,
but must also be proficient with the software used to document the calls. She
must be able to multitask, to type notes into a computer program or look up
customer information, and at the same time project a professional and friendly
image verbally to a customer.

Some customer service representatives work using text chat programs rather
than telephone calls. A user on a website can click a Customer Service button
to be connected with a representative who can communicate in a proprietary
instant messaging program.

Careers for Information Workers

An information worker is someone who works with computerized information
extensively on an everyday basis. Information workers typically have a high
school diploma and perhaps a two-year associates degree as well. The term
information worker refers to the fact that people in these jobs work mostly
with information, rather than handling physical objects.

An information worker is a proficient end-user of computers. This person
should be very familiar with Windows, Office, and the Internet, and may have
specialized training in other applications as well, such as financial/account-
ing software or a proprietary business management program that’s specific
to the company.

Word-processing specialist

Although anyone can learn the basics of word processing, some people take
that extra step to become really proficient in all aspects of the software. A
word processing specialist is able to create consistent, professional-looking
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documents, including memos, forms, legal reports, letters, and technical
articles, in a variety of formats. Word-processing specialist may be a full-time
career in itself, or the duties may be combined with those of a general admin-
istrative assistant or receptionist. To prepare for this career, you should have
specialized word-processing training. Microsoft Office Specialist certification
in Microsoft Word at the Expert level is recommended.

Microsoft Office Specialist (MOS) is a certification you can earn by taking a series
of computerized tests at a testing center. There are three levels of certifica-

tion. You can earn a Microsoft Office Specialist certification in each application.
For Expert-level certification, you must pass the Expert-level exams for Word

and Excel. For Master level, you must pass the Expert-level exams for Word and
Excel plus the basic level exam for PowerPoint and one other basic level exam

of your choice (Outlook, Access, or SharePoint). See www . microsoft.com/
learning/en-us/mos-certification.aspx to learn about the certification
program.

Social media marketer

A social media marketer specializes in helping companies promote themselves
using social networking tools such as blogs, social networks, and microblogs,
including Twitter. Their purpose is to increase public awareness of the com-
pany and its products. The role requires marketing expertise and a thorough
understanding of how search tools work and how to call attention to the client
companies. Using this knowledge, the social media marketing person adds
keywords and hashtags to the content they create. This helps the client com-
pany’s web pages appear more prominently and frequently in search results
and rank higher in page rank indexes. The process of writing content in this
way is known as search engine optimization (SEO). Marketing and business
skills and professional courses in SEO marketing are expected for such a role.
A successful social media marketer will demonstrate her expertise by main-
taining her own use of social networks.

Researcher/fact-checker

Newspapers, magazines, and non-fiction book publishers sometimes employ
researchers or fact checkers to make sure that what they are about to pub-
lish is accurate. A researcher spends all day on the web and in computerized
reference books, looking for whatever information is needed at the moment.
She is an expert at using web searches to pinpoint information, evaluating
the reliability of sources, and pointing out where sources may disagree.
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Careers for IT Professionals

An IT (information technology) professional is someone with a two-year or four-
year college degree in an information technology discipline such as Computer
Information Technology, Computer Science, or Computer Graphic Design. IT pro-
fessional jobs require formal education. A well-rounded IT professional should
know at least a couple of programming languages, should be able to set up and
troubleshoot networks, should be an expert-level Windows user, and should
know her way around at least one other operating system besides Windows.

Information systems manager

An information systems (IS) manager is like a project manager but for com-
puter systems. She looks at the “big picture” of a company’s computer
systems. An information system consists of people, procedures, software,
hardware, and data. The IS manager is the person who brings them all
together to get results. An IS manager might oversee an initiative to satisfy an
information need, such as for production managers to receive daily reports.
This initiative might include assembling a team of programmers, identifying
the required hardware and software, developing procedures for handling the
information request, and delivering the data to the managers in an easy-to-
use format.

Health IT specialist

In many countries, governments have recently enacted laws that require
health-care providers to computerize certain parts of their practices. For
example, patient health records, medical billing, supply and drug invento-
ries, and medical equipment maintenance records will soon need to be in
electronic form if they are not already. This requirement opens up many job
opportunities for health IT specialists. A health IT specialist plans and sets
up healthcare recordkeeping systems that meet all government requirements,
and keep such systems up to date and in good repair.

Network installer

Technicians who install networks have an active work environment. Rather
than sitting at a desk all day, as most IT professionals do, installers are out
crawling around in the ceilings and basements of buildings, running cables and
mounting satellite dishes. They set up closets with stacks of switches and rout-
ers in them, configure network security settings, and make sure all network
hardware is installed correctly and functioning well. To install networks, you
should have at least a high school diploma, plus a technical certification such as
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CompTIA Network+. To learn more about Network+ certification, see http://
certification.comptia.org/getCertified/certifications/
network.aspx.

Bench repair technician

A bench repair technician is like a mechanic for computers. As the word
bench implies, this technician works primarily at a workbench in a repair
shop, although mobile repair technician positions are also available. Bench
repair technicians can diagnose system problems with computers that cus-
tomers bring in for repairs, including both hardware problems like defective
parts and software problems like virus infections. It is a good job for some-
one who prefers working mostly with the computers themselves rather than
with their users.

Database administrator

Businesses store large amounts of data, and that data is often much more
valuable than the hardware on which it is stored. Information about custom-
ers, orders, product inventory, suppliers, and market trends must be readily
and reliably available for the business to thrive. A database administrator is
an expert in managing, summarizing, and safeguarding large amounts of data.
Database administrators also plan and create well-organized database sys-
tems for storing new and existing data.

Help desk technician

If you enjoy working with Microsoft Windows settings, as you learn how to
do in this chapter, you might like a career as a help desk technician. In this
career, you assist end users in making system changes, troubleshooting prob-
lems with Windows, managing a database of authorized users, and helping
decide on appropriate policies for the company’s computers that will allow
users to do their work in safety and privacy.

Security specialist

Computer security is among the biggest growth areas in IT. With this comes a
growing demand for engineers who have the skills to protect computers and
networks. Security specialists are responsible for ensuring that all the secu-
rity devices in a company are correctly configured. These specialists must
also be able to spot different types of attacks and know how to respond to
each one.
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Careers for Developers

A developer is an IT professional who specializes in computer programming
and/or web design. Many developer jobs are now going overseas, especially to
India because foreign programmers will work for less money. However, there
are still plenty of U.S.-based development positions for those who choose to
specialize in that area.

Programmer

A programmer writes the instructions that become computer programs.
Whether it’s an operating system, a utility, or a game, a programmer takes

a general concept like “open a dialog box with user controls for adjusting
the graphics quality” and makes it a reality by writing the exact instructions
needed, line by line. The programmer then compiles those instructions into
a usable program or combines them with the instructions written by another
programmer or group of programmers to make a larger program. More expe-
rienced programmers may also participate in developing the requirements
for a program.

Web designer

A web designer creates websites for businesses, schools, organizations, and
individuals. Web designers not only have a strong background in program-
ming tools like HTML, Java, and ASP, but also an eye for what makes a page
not only functional but attractive and easy to use. If you are interested in
being a web designer, you will want to study computer technology, program-
ming, user interface design, and computer graphics.

Instructional designer

An instructional designer uses a variety of computer development tools to
create computerized education and training, both for academic courses and
for worker training. Instructional designers create interactive content that
teaches new concepts and then quizzes the students on those concepts,
creating a full learning package. Although an instructional designer is not a
programmer, he may use some high-level development tools to accomplish
certain phases of a project.
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identity cloning, 308
identity theft, 308-312
IM (instant messaging), 19,
148-149, 313-314
image resolution, 342
images. See photos; pictures
IMAP (Internet Mail Access
Protocol) accounts, 119
iMovie, 388
importing photos to
computers, 346-350
inbox interface, 128-129
indenting text, 188-189
InfoPath, Microsoft, 158
information systems (IS)
managers, 426
information workers, 424-425
inkjet printers, 356
InPrivate Browsing, 299, 313
input devices, 28-29, 37-41
Insert Function feature,
223-224
inserting
cells and ranges in
worksheets, 219
functions, 223-224
pictures, in Microsoft
Office, 165-166
pictures, in PowerPoint,
252-254
pictures, in Word, 201-205
rows and columns in
worksheets, 218
sounds, in PowerPoint,
255-256
videos, in PowerPoint,
255-256
insertion points, 163, 180
installing applications,
154-156

instant messaging (IM), 19,
148-149, 313-314
instructional designers, 428
integrity, 282
Intel platform, 46
intellectual property, 320
Internet. See also web
activities on, 17-23
connections, setting up, 94
connections,
troubleshooting, 95-96,
400-401
connections, types of,
91-93
connectivity options, 31
general discussion, 15,
89-90
overview, 89
Internet Explorer
cookie handling policies,
305-307
favorites, 112-113
history, 110-111
InPrivate Browsing, 299, 313
interface, 103-106
secure websites, 109
security settings, 292-294
SmartScreen Filter, 295
tracking protection, 304
web searches, 106-109
Internet Mail Access Protocol
(IMAP) accounts, 119
Internet Protocol (IP)
addresses, 102-103
Internet Relay Chat (IRC), 21
Internet service providers
(ISPs), 91, 95-96, 119
intranet, 90
i0S, 52, 327-328, 330, 331
IP (Internet Protocol)
addresses, 102-103
iPhoto, 345
[Pv4 (IP version 4)
addresses, 102
[Pv6 (IP version 6)
addresses, 102
IRC (Internet Relay Chat), 21
IS (information systems)
managers, 426
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ISPs (Internet service
providers), 91,
95-96, 119

IT professionals, 426-427

iTunes, 365, 366

o]o

junk-mail filtering, 120

oK o

kernels, Linux, 50

key loggers, 284

keyboard shortcuts, 40-41,
213-214

keyboards, 28, 36,
39-40, 163

o/ o

landscape orientation, 178

LANSs (local area
networks), 75

laptops, 10, 11, 33

libraries, enabling, 366,
414-416

line spacing, 190-191

Linux, 50-51

liquid spills, protecting
computers from, 283

local accounts, 42

local area networks
(LANs), 75

location data, blocking on
web, 313

lossless compression, 363

lossy compression, 363

Lync, Microsoft, 158

ol o

.m4p file format, 364

Mac OS X, 32, 47-48

macro photography, 342-343

macro-enabled file formats,
167-168

macros, 168

Mail app
composing email in, 127
creating folders, 131-132
file attachments, 128
folders, 131
moving messages into
folders, 133
overview, 120
replying to and forwarding
messages, 130
setting up accounts in,
121-123
mail servers, 118
mainframes, 13
malware, 283, 289-290
margins, setting, 176-177
maximizing windows, 65-66
McAfee, 289
medical identity theft, 308
memory, 27, 332
memory cards, 344, 350
menu bars, 63, 64
menu system, Windows
Media Player, 368
metatags, 346
micro-blogging, 147
microphones, controlling
Windows with, 377,
378-379, 380
Microsoft Access. See
Access, Microsoft
Microsoft accounts, 42
Microsoft Excel. See Excel,
Microsoft
Microsoft InfoPath, 158
Microsoft Lync, 158
Microsoft Office 2013
applications in, 158
documents, creating,
164-166
editions of, 157
File menus, 161
general discussion,
157-158
opening files, 166, 170
printing files, 170-172
Ribbon and tabs in
applications, 160-161
saving files, 166-169

scrolling in applications,
162-163
Start screens, 159
system requirements for,
154-155
views, changing, 164
zoom commands, 163-164
Microsoft Office 365, 157
Microsoft Office Online, 138
Microsoft Office Specialist
(MOS), 425
Microsoft OneDrive. See
OneDrive, Microsoft
Microsoft OneNote, 158
Microsoft Outlook 2013. See
Outlook, Microsoft
Microsoft PowerPoint. See
PowerPoint, Microsoft
Microsoft Publisher, 158, 209
Microsoft Safety Scanner, 405
Microsoft Support discussion
groups, 145
Microsoft Surface tablets, 327
Microsoft Windows 8.1. See
Windows 8.1, Microsoft
Microsoft Windows operating
systems, 14, 32, 48-49
Microsoft Word. See Word,
Microsoft
Microsoft’s Digital Literacy
Standard Curriculum, 2
MIDI audio, 361-362
minimizing windows, 65-66
Mint, 139
Mirrored margins, 176
mixed references, 222
modems, 93-94, 96, 400-401
modifier keys, 37-41
monitors, 29-30, 36
MOS (Microsoft Office
Specialist), 425
motherboards, 26
mouse, 28, 36
Movie Maker, Windows,
388-392
movies. See also videos
applications for, 383-384
copyright violations,
avoiding, 321-322

435
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movies (continued)
creating from photos, 359
online, 334-335
outputting video projects,
391-392
moving
charts to worksheets,
235-236
files and folders, 73-74
formulas, 221-222
photos, 352

pictures in Microsoft Word,

206-208
slide objects, 246
.mp3 file format, 364, 371
multi-user computers, 13
music. See also Windows
Media Player
applications for, 365
buying online, 370
copyright violations,
avoiding, 321-322
digital audio, 361-364
organizing, 366-367
overview, 361
Music library, 366-367
Myspace, 359

o\ o

Narrator, 377
netbooks, 11, 51
Netflix, 334-335
NetNanny, 320
network adapters, 31, 93
network installers, 426-427
networks
assessing, 76-77
browsing shared
resources, 83

connecting to wireless, 78-80
general discussion, 15-17, 75
photo printers, 356
setting up hardware, 77-78
shared printers, 84
sharing files and folders,
80-82
signal strength,
optimizing, 80
troubleshooting
connections, 400-401

97-2003 file formats, 168
noncontiguous ranges of
cells, 214

Normal template, 175-176
Note icon, 3

notebooks
general discussion, 10-11
operating systems for,
47-51
overview, 33

notes for slide presentations,

printing, 258-259
numbered lists, 191-192
numeric keypad, 40

o () o

Office Online, Microsoft, 138
Office.com, 201-202, 253
OneDrive, Microsoft
overview, 90, 139-140, 158
photo sharing with, 359
sharing files with, 115
signing in, 140
Windows 8 app, 139,
141-142
for Windows desktop, 141
OneNote, Microsoft, 158
one-to-many
relationships, 269
online backup services, 286
online content, watching on
TV, 335
online movie and TV
services, 334-335
online payments, 298
online photo printing
services, 357-358
online predators, 317-318
online shopping, 17
online universities, 22-23
Open Yale, 23
operating systems (OSs)
buying considerations, 33
communication with
hardware, 54
for desktop and notebook
PCs, 47-51
general discussion, 14,
45-46
for netbooks, 51

overview, 32, 45
for smartphones, 52-53
for tablets, 52-53,
327-328, 330
types of, 46
updates, 287
optical drives, 30-31
optical zoom, 344
order of precedence of
formulas, 220
orientation, setting in
Microsoft Word, 178
OSs. See operating systems
Outlook, Microsoft
composing email in, 127
creating folders, 133
data file formats, 166
file attachments, 128
inbox, 129
moving messages into
folders, 134
overview, 121, 158
privacy settings, 315-316
replying to and forwarding
messages, 130
setting up accounts in,
125-126
Outlook.com
composing email in, 127
creating folders, 132
file attachments, 128
moving messages into
folders, 134
replying to and forwarding
messages, 130
setting up accounts at, 123
outputting video projects,
391-392
Oxford English Dictionary, 22

oo

P2P (peer to peer)
networks, 75

padlock symbols, 109

page margins, setting,
176-177

page settings, Microsoft
Word, 176-178

Pandora, 365

paper size, choosing, 178
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paragraph formatting
bulleted and numbered
lists, 191-192
horizontal alignment,
187-188
indenting, 188-189
overview, 187
vertical spacing, 190-191
parental controls
applications, 319-320
password-protected files,
315-316
passwords, 286-287, 309
patents, 320
paths, file, 68-69
PayPal, 298
PCs (personal computers),
9-12
peer to peer (P2P)
networks, 75
persistent cookies, 306
personal information, 309
phishing, avoiding,
295-296, 310
Photo app, 345, 347,
350-351
photo printers, 356
photos. See also pictures
editing, 352-354
managing, 350-352
photo organizing
software, 345
printing, 355-358
sharing, 358-360
sharing websites, 139, 359
transferring to computers,
346-350
Photoshop Elements,
Adobe, 345
physical locations, blocking
on web, 313
pictures. See also photos
inserting, in documents,
201-205
inserting, in Microsoft
Office, 165-166
inserting, in PowerPoint,
252-254
moving, 206-208
raster graphics, 202
resizing, 208

text wrap settings for,
205-206
vector graphics, 202
pie charts, 229-230
pinch gesture, 329
pinning
applications to Start
screen, 410
shortcuts to taskbar, 411
Pinterest, 20, 115
pixels, 202, 338-339
placeholders, text, 180,
244-245, 252
plagiarism, 320-321
platforms, 46
playing tracks, Windows
Media Player, 368-369
playlists, creating in
Windows Media
Player, 369
point-and-shoot cameras, 340
pointing devices, 37-38
points (font), 181
POP3 (Post Office Protocol
version 3) accounts, 119
pop-up ads, 404-405
portable devices,
synchronizing, 376
portrait orientation, 178
ports, 36, 290-291
positioning keys, 40
power issues, 395-396
power-cycling modems, 96
PowerPoint, Microsoft
advancing slides manually
or automatically, 255
AutoRecover feature, 170
data file formats, 166
deleting slides, 244
duplicating slides, 243-244
formatting presentations,
247-251
inserting graphics, 252-254
inserting sounds and
videos, 255-256
interface, 240-241
manipulating content of
slides, 246-247
navigating
presentations, 241
overview, 158, 239

photo albums, 359
presenting slide shows,
257-258
printing handouts and
notes, 258-259
printing settings,
171-172
slides, creating, 242-243
text, 164, 244-246
transition effects, 254-255
views, 241
predators, online, 317-318
presentations, slide. See
PowerPoint, Microsoft;
slide shows
previewing photos, 350-351
prices of cameras, 341
primary key fields, 267
print servers, 13
printers, 84, 355-356
printing
files, 170-172
handouts and notes for
slide presentations,
258-259
online services, 357-358
photos, 355-358
reports, 278
worksheets, 227-228
privacy
children, protecting from
online threats, 317-320
copyright violations,
avoiding, 320-322
identity theft, 308-312
overview, 282, 301
personal information,
301-302
targeted advertising,
302-307
web settings, 312-316
private browsing, 299, 313
private networks, 16
problems, troubleshooting.
See troubleshooting
programmers, 428
programs. See applications
Project Gutenberg, 22
project managers, 423
prosumer cameras, 341
Publisher, Microsoft, 158, 209
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publishing movies, 391-392
purchase data, 302

.Q.

QBE grids, writing criteria in,
275-276
queries
detail, 272
overview, 264, 271
Query Design View, creating
in, 273-276
Simple Query Wizard,
creating with, 272
summary, 272
Quick Access Toolbar, 72,
160-161
Quicken, 32

o R o

rack servers, 13

RAM (random access
memory), 26-27

ranges of cells, 213-214,
219, 228

ransomware, 284

raster graphics, 202, 208

reading written text aloud,
377-378

rebooting, 398

recording digital audio,
362-363

records, database, 262

recovering files, 74

recovery discs, 400

Recycle Bin, 74

referential integrity, 269

refreshing Windows, 400

relationships between tables,
creating, 269-270

relative references, 221

replying to email, 129-130

reports, 264-265, 277-278

researchers, 425

resolution, 30, 338, 342

restarting computers, 398

restoring windows, 65-66

restricted sites, 292

Ribbon, Microsoft Office 2013
applications, 160-161

ribbons, 63-64
right-clicking, 38, 65, 414
ripping CDs, 371-372
risks
protection, 284-286
types of, 282-283
RJ-45 jack, 93
root directories, 68
rotate gesture, 329
rotating photos, 353
routers, 76-78, 80, 401
rows
table, 198-200
worksheets, 218,
226-227, 231

oS e

SaaS (Software as a
Service), 138
sampling rates, 362-363
satellite Internet
connections, 92
saving
files in Microsoft Office,
166-169
movies to hard drives, 391
scaling, 228
screen resolution, 411-412
screen size of
smartphones, 332
ScreenTips, 160
scroll bars, 162
scrolling, 38, 162-163
Search charms, 59, 408
search data, targeting
advertising with, 303
search engine optimization
(SEO), 425
search engines, 106-107
searches, web, 106-109
searching for files, 73
Secure Sockets Layer
(SSL), 297
secure websites, 109, 297
security
components, 281-282
Digital Rights
Management, 363
e-commerce, 297-298
email settings, 294-295

online payments, 297-298
overview, 281
phishing, avoiding, 295-296
risk protection, 284-286
risks, 282-283
security certificates, 297
threat protection,
286-291
threats, 283-284
vice sites, 298-299
web browser settings,
292-294
wireless routers, 78
security certificates, 297
security specialists, 427
selection handles, 246
sending email, 126-128
SEO (search engine
optimization), 425
servers, 13, 75, 114, 118
session cookies, 306
Settings charm, 59
sexual predators,
317-319
shape effects, 250
shape styles, 248-249
Share charm, 59
shared resources,
browsing, 83
sharing
files and folders, over
networks, 80-82
photos, 358-360
printers, 84
sheets. See worksheets
shells, for Linux, 50
shopping online, 17
shortcuts, 55, 57, 60, 411
shutting down computers,
41-43
signal strength,
optimizing, 80
signing in/out, 41
SIM cards, 330
Simple Query Wizard,
creating queries
with, 272
size of text, 181
Skype, 32, 150
Sleep option, 42, 396
slide layout, 244, 245



slide shows, 257-258,
351, 359
slides. See also PowerPoint,
Microsoft
advancing manually or
automatically, 255
creating, 242-243
deleting, 244
duplicating, 243-244
manipulating content of,
246-247
overview, 240
presenting slide shows,
257-258
text, adding to, 244-246
transition effects, 254-255
slow running issues, 398
smartphones
navigating interface, 333
operating systems for,
52-53
overview, 11, 33, 330
selecting, 331-333
types of, 330
SmartScreen Filter, 295
Snap feature, 66-67
SoC (system-on-chip)
operating systems,
52, 327
social engineering, 310-311
social media marketers, 425
social networking
blogging, 146-147
children, protecting from
online threats, 317-320
discussion boards, 144-146
Facebook, 143
general discussion, 20-21
identity theft, protection
against, 311-312
overview, 143
photo sharing with, 359
Twitter, 147
websites, 143
Social Security numbers,
avoiding online use
of, 309
software, 13-15, 32, 396.
See also applications;
specific software by name
Software as a Service
(SaaS), 138

solid state hard drives
(SSHDs), 28
Sony Vegas Pro, 388
sound cards, 362, 405
sound problems, 405
sounds, inserting in
PowerPoint, 255-256
Speak feature, 377-378
speech recognition
software, 379
speech technologies, 377-380
Spelling and Grammar utility,
Microsoft Word, 197
spelling checks, 196-198
spikes, electrical, 283
sponsored links, 108
Spotify, 365
spyware, 284
SSHDs (solid state hard
drives), 28
SSL (Secure Sockets
Layer), 297
Standard accounts, 42
standard colors, 182-183
Start button, 57, 414
Start charm, 59
Start screen, Windows 8.1
Apps list, 60, 154
general discussion, 55-56
reorganizing, 409-410
version of Internet
Explorer, 103
Start screens, Microsoft
Office 2013
applications, 159
startup issues, 396-398
starting applications, 59-61
starting up computers, 41-43
startup, preventing programs
from loading during,
418-419
Startup Repair, 397
Startup Settings menu, 398
static electricity, 283, 285
streaming media, 376,
385-386
stretch gesture, 329
strong passwords, 286-287, 309
style sets, 186-187
styles
applying, 193-194
chart, 237

creating, 194-195
Format Painter feature,
195-196
modifying, 194
overview, 192-193
Styles gallery, 193
stylus, 325
subdomains, 101
SUM function, 223, 225
summary queries, 272
supercomputers, 13
supervisors, 423
Surface tablets,
Microsoft, 327
surge protection, 285
.swf (Flash media)
format, 382
swipe gesture, 328-329
switching
applications, 62-63,
413-414
rows and columns in
charts, 231
Symantec, 289
synchronizing portable
devices, 376
syntax for advanced Internet
searching, 109
System Image Recovery, 397
system requirements for
Microsoft Office 2013,
154-155
System Restore, 397, 399
system units, 10, 26
system-on-chip (SoC)
operating systems,
52, 327

oJ e

Table Tools Design tab, 160
tables
creating in Access,
266-269
database, 262
in Microsoft Word,
197-200
records, entering and
editing, 271
relationships between,
creating, 269-270

Index 439
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tablets
general discussion, 325-327
operating systems, 52-53,
327-328
overview, 11, 33, 325
sizes of, 327
touchscreen gestures,
328-330
tabs
Internet Explorer, 106
Microsoft Office, 160-161
tags, HTML, 114
tap gesture, 328, 329
targeted advertising
browser protection settings
for, 303
cookie handling policies,
305-307
data gathering strategies,
302-303
overview, 302
tracking protection, 304
Task Manager, 402-403, 419
taskbar, 57, 62, 411
telecommuting, 422
templates, creating
documents with, 173-176
test preparation, 23
text. See also paragraph
formatting
adding to slides, 244-246
attributes, 182-184
AutoFit option for slide
presentations, 251
color, 182
editing in Microsoft Word,
178-180
effects, 184
enlarging, 411-413
fonts, 181
overview, 181
selecting in Microsoft Word,
180-181
size, 181
style sets, 186-187
text wrap settings for
pictures, 205-206
themes, 184-186
typing in cells, 215
typing in Microsoft Office,
164-165

text to speech technology,
377-378
theme colors, 182-183
themes
Microsoft Excel, 227
Microsoft PowerPoint, 242,
247-248
Microsoft Word, 184-186
thin clients, 51
third-party cookies, 302,
305-307
threats
protection, 286-291
types of, 283-284
3G networks, 17, 92
tiles, Start screen, 56
Tip icon, 3
Tivo Roamio DVR, 335
top-level domains,
101-102
touchpads, 28-29
touchscreen gestures,
328-330
touchscreens, 29, 38-39
tower servers, 13
trackballs, 28-29
tracking protection, 304
tracking protection lists
(TPLs), 304-305
trademarks, 320
transition effects for slide
presentations, 254-255
trauma, 283
TrendMicro HouseCall, 405
Trojan horses, 284
troubleshooting
applications not
responding, 402-403
Blue Screen of Death,
403-404
email problems, 402
Internet connections,
95-96, 400-401
overview, 395
pop-up ads, 404-405
power issues, 395-396
refreshing Windows, 400
slow running issues, 398
sound problems, 405
startup issues, 396-398
System Restore, 399

video game issues, 406
wireless networks, 80
trusted sites, 292
Turnitin, 321
TV
computer content, viewing
on, 336
on computers, 335-336
online content,
watching, 335
online movie and TV
services, 334-335
overview, 333
TV tuners, 336
Twitter, 20, 147
typefaces, 181

olf o

Ubuntu Linux shell, 50

Undo command, 161, 244

Uniform Resource Locators
(URLSs), 99-103

uninstalling applications,
156-157, 417-418

university courses, online,
22-23

unpacking computers, 35

updates, operating
system, 287

URLs (Uniform Resource
Locators), 99-103

USB ports, 36

user accounts, 41-42

utility programs, 15

oo

variants, theme, 247
vector graphics, 202, 208
vertical spacing in
paragraphs, 190-191
vice sites, 298-299
video chat, 19, 150
video conferencing, 19, 20
video game issues, 406
videos
Adobe Flash Media, 382
animated GIFs, 382



applications for, 154,
383-384
copyright violations,
avoiding, 321-322
DVDs, 384
editing applications, 388
editing with Windows
Movie Maker, 388-390
educational, 23
file formats, 381-382
inserting in PowerPoint,
255-256
outputting video projects,
391-392
overview, 380
streaming on web, 385-386
Viewbook, 139
viewfinders, 342
viewing photos, 350-351
views, Microsoft Office,
164, 241
viruses, 284, 289-290
voice recognition
software, 379
volume licensing, 157

o[/ o

WANSs (wide area
networks), 75
Warning! icon, 3
water, protecting computers
from, 283, 285
.wav file format, 364
waveform audio, 361
web. See also browsers;
security; web pages;
websites
backup services, 286
buying music on, 370
children, protecting from
online threats, 317-320
content for, creating,
113-115
favorites, 112-113
general discussion, 99-100
history, viewing, 110-111
inserting graphics in
PowerPoint, 253
inserting images from,
201-205

Internet Explorer, 103-106
overview, 90, 99
photo printing services,
357-358
photo sharing services, 359
pop-up ads, 404-405
privacy settings, 312-316
publishing movies,
391-392
searches, 106-109
secure websites, 109
streaming video on,
385-386
targeted advertising,
protection from, 303-307
web addresses, 101-103
web content, creating,
113-115
web browsers. See browsers
web designers, 428
web pages
accessing, 100
creating, 113-115
defined, 90
home pages, 104
overview, 99
web searches, 106-109
web servers, 99
web-based email
accounts, 119
webcams, 150

websites
blogging, 146
defined, 90

e-commerce, 297-298
financial information,
entering on
websites, 297
online payments, 298
overview, 100
phishing, avoiding, 295-297
photo-sharing, 139
secure, 109, 297
security certificates, 297
social networking, 143
targeted advertising,
protection from, 303-307
vice sites, 298-299
Weebly, 115
wide area networks
(WANSs), 75

226-227

Wi-Fi

connecting to networks,
77-80, 94
general discussion, 16
hotspots, 92
overview, 31, 75
setting up hardware, 77-78
signal strength,
optimizing, 80
troubleshooting
connections, 96, 400-401

Wikipedia, 22
Windows 8 apps. See also

Mail app
closing, 63
managing, 66-67
OneDrive, 139, 141-142
overview, 59
Photo, 345, 347, 350-351
Snap feature, 66-67
starting, 60
switching between, 62, 414
working in, 65

Windows 8.1, Microsoft. See

also Mail app; networks

application windows,
controlling, 65-67

Charms bar, 58-59

closing applications, 63

desktop, 57-58

family safety feature,
319-320

Favorites list in File
Explorer, 416417

File Explorer, 67, 70-74

file storage, 68-69

icons, enlarging, 411-413

libraries, enabling, 414-416

Music library, adding
folders to, 367

overview, 55, 407

pinning shortcuts to
taskbar, 411

Search, starting
applications from, 408

speech technologies,
377-380

Start button, right-clicking
on, 414

miex 44 ]

width of columns, adjusting,
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Windows 8.1 (continued) streaming music to spelling and grammar
Start screen, 55-56, 409-410 others, 376 checks, 196-197
starting applications, 59-61 synchronizing portable Start screen, 159
startup, preventing devices, 376 styles, 192-196

programs from loading videos and movies, playing tables, 197-200
during, 418-419 in, 383 text, typing in, 164
switching between Windows Movie Maker, text wrap settings for
programs, 62-63, 388-392 pictures, 205-206
413-414 Windows Network WordArt effects, 184
text, enlarging, 411-413 Diagnostics utility, 96-97  WordPad, 32
uninstalling applications, Windows operating system, WordPress, 115
417-418 Microsoft, 14, 32, 48-49 word-processing specialists,
working in applications, Windows Phone, 53, 330-332 424-425
63-65 Windows Photo Viewer, 353 workbooks, 212

Windows Clipboard, 74, 352 Windows RT, 53, 327-329 workgroups, 75

Windows Defender, 290 Windows Speech Recognition  workplaces, changes in,

Windows Firewall, 291 application, 377-380 421-422

Windows key, 40 Windows Update, 287, 288 worksheets. See also cells,

Windows Live Photo Gallery  wired networks, 75, 77, 94 worksheet
color-correcting wireless networks. See Wi-Fi columns, 218,

photos, 353 .wma (Windows Media 226-227, 231
editing photos in, 352-354 Audio) file format, formatting, 225-227
importing photos with, 364, 371 overview, 212

348-350 WMP. See Windows Media printing, 227-228
overview, 345 Player structure of, changing,
printing from, 357-358 Word, Microsoft. See also 218-219
resizing photos for character formatting; tabs, 212

sharing, 360
rotating photos, 353
viewing photos, 350-351
Windows Live Writer,
146-147
Windows Media Audio
(.wma) file format,

paragraph formatting
AutoRecover feature, 170
data file formats, 166
documents, creating with
templates, 173-176
editing text, 178-180
File menu, 161

workspaces, computer-

friendly, 284-285
World Wide Web. See web
worms, 284

oyo

364, 371 inserting pictures in, Yahoo! Messenger. 19. 148
Windows Media Player 201-205 149 150 3’1354 ’315’ ’
(WMP) keyboards, moving in YouTub’e 38:5—386

burning CDs, 373-375
buying music online, 370
copying music from other
computers, 372-373
menu system, 368
overview, 365, 368
playing tracks, 368-369
playlists, creating, 369
ripping CDs, 371-372

documents using, 163
moving pictures, 206-208
overview, 158, 173
page settings, 176-178
printing settings, 171-172
resizing pictures, 208
scroll bars, 163
selecting text, 180-181

o/ o

zoom commands, Microsoft
Office, 163-164

zoom functions, camera, 342,
343, 344
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