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“Like a lot of other people, I understand things best 
when I see them visually. Your books really make 
learning easy and life more fun.”

John T. Frey (Cadillac, MI)
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Mary Jane Newman (Yorba Linda, CA)
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Illona Bergstrom (Aventura, FL)

“Thank you for making it so clear. I appreciate it. I 
will buy many more Visual books.”

J.P. Sangdong (North York, Ontario, Canada)
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always found them to be valuable resources.”

Stephen P. Miller (Ballston Spa, NY)

“Thank you for the wonderful books you produce. It 
wasn’t until I was an adult that I discovered how I 
learn — visually. Nothing compares to Visual books. I 
love the simple layout. I can just grab a book and use 
it at my computer, lesson by lesson. And I understand 
the material! You really know the way I think and 
learn. Thanks so much!”

Stacey Han (Avondale, AZ)

“I absolutely admire your company’s work. Your 
books are terrific. The format is perfect, especially for 
visual learners like me. Keep them coming!”

Frederick A. Taylor, Jr. (New Port Richey, FL)

“I have several of your Visual books and they are the 
best I have ever used.”

Stanley Clark (Crawfordville, FL)

“I bought my first Visual book last month. Wow. Now 
I want to learn everything in this easy format!”

Tom Vial (New York, NY)

“Thank you, thank you, thank you...for making it so 
easy for me to break into this high-tech world. I now 
own four of your books. I recommend them to anyone 
who is a beginner like myself.” 

Gay O’Donnell (Calgary, Alberta, Canada)

“I write to extend my thanks and appreciation for 
your books. They are clear, easy to follow, and 
straight to the point. Keep up the good work! I 
bought several of your books and they are just right! 
No regrets! I will always buy your books because they 
are the best.”

Seward Kollie (Dakar, Senegal)

“Compliments to the chef!! Your books are 
extraordinary! Or, simply put, extra-ordinary, meaning 
way above the rest! THANK YOU THANK YOU THANK 
YOU! I buy them for friends, family, and colleagues.”

Christine J. Manfrin (Castle Rock, CO)

“What fantastic teaching books you have produced! 
Congratulations to you and your staff. You deserve 
the Nobel Prize in Education in the Software category. 
Thanks for helping me understand computers.”

Bruno Tonon (Melbourne, Australia)

“Over time, I have bought a number of your ‘Read 
Less - Learn More’ books. For me, they are THE way to 
learn anything easily. I learn easiest using your 
method of teaching.”

José A. Mazón (Cuba, NY)

“I am an avid purchaser and reader of the Visual 
series, and they are the greatest computer books I’ve 
seen. The Visual books are perfect for people like 
myself who enjoy the computer, but want to know 
how to use it more efficiently. Your books have 
definitely given me a greater understanding of my 
computer, and have taught me to use it more 
effectively. Thank you very much for the hard work, 
effort, and dedication that you put into this series.”

Alex Diaz (Las Vegas, NV)

Praise for Visual Books

July 05
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How to Use This Book

Do you look at the pictures in a book or newspaper 
before anything else on a page? Would you rather see 
an image instead of read about how to do something? 
Search no further. This book is for you. Opening 
Windows 7 Simplified allows you to read less and learn 
more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this 
particular technology or application. It is also for 
more computer literate individuals who want to 
expand their knowledge of the different features that 
Windows has to offer. 

Book Organization

Windows 7 Simplified has 12 chapters. 

Chapter 1, Getting Started with Windows 7, gives 
you the basics of starting and stopping Windows 7, 
understanding the Windows 7 screen, and using a 
mouse.

In Chapter 2, Launching and Working with 
Programs, you learn how to install and start 
programs, how to use menus, toolbars, and dialog 
boxes, and how to switch between program windows.

In Chapter 3, Creating and Editing Documents, you 
learn how to create and open documents, edit 
document text, and save and print your work.

Chapter 4, Working with Images, shows you how to 
work with images in Windows 7, load images from 
the digital camera or scanner, and print an image.

With Chapter 5, Playing Music and Other Media, 
you learn how to use Windows Media Player to play 
music, sound, and video files, audio CDs, and DVDs.

Chapter 6, Working with Files, gives you the details 
on how to view, select, copy, and move files, burn 
files to a recordable CD, rename and delete files, and 
search for files.

Chapter 7, Sharing Your Computer with Others, 
shows you how to use Windows 7’s User Accounts 
feature to enable multiple people to share a single 
computer, and introduces you to some basic 
networking techniques.

In Chapter 8, Surfing the World Wide Web, you 
learn how to use the Internet Explorer program to 
browse the World Wide Web.

With Chapter 9, Working with E-mail, Contacts, 
and Events, you learn how to use the Windows Live 
Mail program to send and receive e-mail messages 
and track your appointments, events, and tasks.

Chapter 10, Implementing Security in Windows 7, 
gives you information on the Windows 7 security 
features, including the new Action Center, passwords, 
parental controls, and more.

Chapter 11, Customizing Windows 7, shows you 
various ways to customize Windows 7 to suit the way 
you work.

In Chapter 12, Maintaining Windows 7, you learn 
about some programs that enable you to perform 
routine maintenance that will keep your system 
running smoothly.

Chapter Organization

This book consists of sections, all listed in the book’s 
table of contents. A section is a set of steps that show 
you how to complete a specific computer task. 

Each section, usually contained on two facing pages, 
has an introduction to the task at hand, a set of full-
color screen shots and steps that walk you through 
the task, and a set of tips. This format allows you to 
quickly look at a topic of interest and learn it 
instantly.

Chapters group together three or more sections with 
a common theme. A chapter may also contain pages 
that give you the background information needed to 
understand the sections in a chapter.
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Using the Mouse

This book uses the following conventions to describe 
the actions you perform when using the mouse:

Click
Press your left mouse button once. You generally click 
your mouse on something to select something on the 
screen.

Double-click
Press your left mouse button twice. Double-clicking 
something on the computer screen generally opens 
whatever item you have double-clicked.

Right-click
Press your right mouse button. When you right-click 
anything on the computer screen, the program 
displays a shortcut menu containing commands 
specific to the selected item.

Click and Drag, and Release the Mouse
Move your mouse pointer and hover it over an item 
on the screen. Press and hold down the left mouse 
button. Now, move the mouse to where you want to 
place the item and then release the button. You use 
this method to move an item from one area of the 
computer screen to another.

The Conventions in This Book

A number of typographic and layout styles have been 
used throughout Windows 7 Simplified to distinguish 
different types of information.

Bold
Bold type represents the names of commands and 
options that you interact with. Bold type also 
indicates text and numbers that you must type into a 
dialog box or window.

Italics
Italic words introduce a new term and are followed 
by a definition.

Numbered Steps
You must perform the instructions in numbered steps 
in order to successfully complete a section and 
achieve the final results.

Bulleted Steps
These steps point out various optional features. You 
do not have to perform these steps; they simply give 
additional information about a feature. Steps without 
bullets tell you what the program does in response to 
your following a numbered step. For example, if you 
click a menu command, a dialog box may appear or 
a window may open. The step text may also tell you 
what the final result is when you follow a set of 
numbered steps.

Notes
Notes give additional information. They may describe 
special conditions that may occur during an 
operation. They may warn you of a situation that you 
want to avoid — for example, the loss of data. A note 
may also cross reference a related area of the book. A 
cross reference may guide you to another chapter or 
another section within the current chapter.

Icons and buttons
Icons and buttons are graphical representations within 
the text. They show you exactly what you need to 
click to perform a step.

 You can easily identify the tips in any 
section by looking for the Simplify It 
icon. Tips offer additional 
information, including tips, hints, 
and tricks. You can use the tip 
information to go beyond what you 
have learned in the steps.
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