50 Tech Tips: Part 1

Microsoft Vista v XP?
Outlook Shortcuts
Glenn Rawdon, LSC







New Look!
Windows Aero Interface
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Windows Aero is the premium visual experience of Windows Vista. It features a
transparent glass design with subtle window animations and new window colors.

Available window frame colors

Part of the Windows Aero experience is Windows Flip 3D, which is a way to arrange
your open windows in a three-dimensional stack that you can quickly flip through

without having to click the taskbar.

Aero also includes taskbar previews for your open windows. When you point to a
taskbar button, you'll see a thumbnail-sized preview of the window, whether the

content of the window is a document, a photo, or even a running video.



Windows Flip

With Windows Flip 3D, you can quickly preview all of your open windows (for
example, open files, folders, and documents) without having to click the taskbar.
Flip 3D displays your open windows in a stack. At the top of the stack, you'll see
one open window. To see other windows, you can flip through the stack.



Windows Sidebar provides a new way to organize the information, games, and
tasks that you want to access quickly without cluttering your workspace. It's made
up of gadgets, which are customizable mini-programs that can display continuously
updated headlines, a picture slide show, contacts, and more, without having to open
a new window.



Improved Performance —
Ready Boost

Windows ReadyBoost can use storage space on some removable media devices,
such as USB flash drives, to speed up your computer. When you insert a
compatible device, the AutoPlay dialog box will offer you the option to speed up
your system using Windows ReadyBoost.




Improved Security —
User Account Control

User Account Control (UAC) is a new set of infrastructure technologies in this
version of Windows that helps prevent malicious programs, sometimes called
"malware,"” from damaging a system, while also helping organizations to deploy a
better-managed desktop.

With UAC, applications and tasks always run in the security context of a non-
administrator account, unless an administrator specifically authorizes administrator-
level access to the system. UAC stops the automatic installation of unauthorized
applications, and prevents inadvertent changes to system settings.



There are two levels of users: standard users and administrators. Standard users
are members of the Users group and administrators are members of the
Administrators group on the computer.

Unlike previous versions of Windows, both standard users and administrators
access resources and run applications in the security context of standard users by
default.






Improved Security —
BitLocker Drive Encryption

BitLocker Drive Encryption is a data protection feature available in Windows Vista
Enterprise and Ultimate for client computers and in Windows Server "Longhorn™.
BitLocker is Microsoft's response to a frequent customer request: address these
very real threats of data theft or disclosure from lost, stolen or inappropriately
decommissioned PC hardware with a tightly integrated solution in the Windows
Operating System.

BitLocker prevents a thief who boots another operating system or runs a software

hacking tool from breaking Windows Vista file and system protections or performing
offline viewing of the files stored on the protected drive.
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Improved Data Security —
Backup and Restore Center

Available in Windows Vista Business, Ultimate, and Enterprise editions, Complete
PC Backup and Restore is a comprehensive, image-based backup tool to help you
out of a tight spot if you need to recover your entire system.

While file restore is useful in cases of file loss and data corruption, Windows
Complete PC Restore is most useful for disaster recovery when your PC
malfunctions. Complete PC Backup and Restore is capable of restoring your entire

PC environment, including the operating system, installed programs, user settings,
and data files.

You can restore your PC back to its original state, or to a replacement PC.
Complete PC Restore can be initiated from within Windows Vista, or from the
Windows Vista installation CD in the event the PC is so corrupt that it cannot start
up normally from the hard disk.
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Which Edition of Vista
IS Right for You?

Starter: For emerging market users
Home Basic: Entry level

Home Premium: Preferred edition for
home

Business: Primary desktop for business
user

Ultimate: Deluxe version for home or
business
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System Requirements

» Home Basic:

¢ 1 GHz 32-bit (x86) or 64-bit (x64) processor
¢ 512 MB of system memory
* 20 GB hard drive with at least 15 GB of available space
e Support for DirectX 9 graphics and 32 MB of graphics memory
« DVD-ROM drive
* Audio Output
* Internet access
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System Requirements

« Home Premium, Business, Ultimate

¢ 1 GHz 32-bit (x86) or 64-bit (x64) processor
¢ 1 GB of system memory
* 40 GB hard drive with at least 15 GB of available space
e Support for DirectX 9 graphics with:
* WDDM Driver
« 128 MB of graphics memory (minimum)
» Pixel Shader 2.0 in hardware
» 32 hits per pixel
¢« DVD-ROM drive
* Audio Output
* Internet access

14



Windows Vista Upgrade

Advisor
Free download to analyze your system
to see if you are ready for Vista

Looks at system needs for various
editions

Reports on hardware requirements and
software compatibility issues

http://www.microsoft.com/windows/prod
ucts/windowsvista/buyorupgrade/upgrad

eadvisor.mspx
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Update Windows XP

Two years of support remain
Free Windows Defender

IE 7

Windows Media Player 11

Add Google Desktop
— Sidebar
— Desktop indexed for easy searching
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To Update or Not to Update,
Part Two - Office 2007
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Goodbye Menus and Toolbars
Hello Ribbon Bar!

The new Ribbon, a component of the Office Fluent user interface, groups your tools
by task, and the commands you use most frequently are close at hand.

Tabs are designed to be task-oriented.
Groups within each tab break a task into subtasks.

Command buttons in each group carry out a command or display a menu of
commands.



Less Clutter

You can hide the Ribbon Bar and simply click on it when you need it to get the
maximum screen with which to work on your documents.
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New To Do Bar in Outlook

Outlook 2007 adds a To Do Bar on the right side where you can quickly see your
calendar, upcoming appointments, and tasks, arranged as you want them.
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Indexed Searches!

Office 2007 teams with Microsoft Desktop Search so that you searches in Outlook
are nearly immediate because your emails have been indexed.
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Now with support for RSS
Feeds

Outlook 2007 has support for RSS feeds built in so that they are delivered to you
just as new emails are. You have folders containing each feed and can view and
search them just as you can email messages.
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New File Format

The 2007 Microsoft Office system introduces a new file format that is based on
XML. It is called Microsoft Office Open XML Formats and applies to Microsoft Office
Word 2007, Microsoft Office Excel 2007, and Microsoft Office PowerPoint 2007.
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* More Compact files

» Improved damaged-file recovery

» Easier detection of documents that contain macros
 Better privacy and more control over personal

information
» Better integration and interoperability of business
data
» For compatibility with prior versions of office go to

www.microsoft.com/downloards  and download the
Microsoft Office Compatibility Pack for Word, Excel :
and PowerPoint 2007 File Formats

Compact files  Files are automatically compressed and can be up to 75 percent smaller in some
cases. The Office XML Formats uses zip compression technology to store documents, offering
potential cost savings as it reduces the disk space required to store files and decreases the
bandwidth needed to send files via e-mail, over networks, and across the Internet. When you open a
file, it is automatically unzipped. When you save a file, it is automatically zipped again. You do not
have to install any special zip utilities to open and close files in the 2007 Office release.

Improved damaged-file recovery Files are structured in a modular fashion that keeps different
data components in the file separate from each other. This allows files to be opened even if a
component within the file (for example, a chart or table) is damaged or corrupted.

Easier detection of documents that contain macros Files that are saved by using the default "x"
suffix (such as .docx and .pptx) cannot contain Visual Basic for Applications (VBA) macros or ActiveX
controls, and therefore do not pose the security risks associated with those types of embedded code.
Only files whose file name extension ends with an "m" (such as .docm and xIlsm) can contain VBA
macros and ActiveX controls, which are stored in a separate section within the file. The distinct file
name extensions make it easy to distinguish files that contain macros from those that don't, and
make it easier for antivirus software to identify files that contain potentially malicious code. In
addition, IT administrators can block the documents that contain unwanted macros or controls,
making it safer to open documents.

Better privacy and more control over personal infor mation Documents can be shared
confidentially, because personally identifiable information and business-sensitive information, such
as author names, comments, tracked changes, and file paths can be easily identified and removed
by using Document Inspector. For details, see Remove hidden data and personal information from
Office documents.

Better integration and interoperability of business data Using Office XML Formats as the data
interoperability framework for the 2007 Office release set of products means that documents,
worksheets, presentations, and forms can be saved in an XML file format that is freely available for
anyone to use and to license, royalty free. Office also supports customer-defined XML Schemas that
enhance the existing Office document types. This means that customers can easily unlock
information in existing systems and act upon it in familiar Office programs. Information that is created
within Office can be easily used by other business applications. All you need to open and edit an
Office file is a ZIP utility and an XML editor.
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Outlook Reminder Tip —
Shortcuts

» Outlook accepts shortcuts:
— 4d (for 4 days from now)
115p (for 1:15 PM)
Formulas: 3/14 + 12d (converts to Mon 3/26/2007)

Natural language - type Christmas in the date field and
Outlook knows it's Dec 25.

It also knows three weeks from tomorrow, although 3w + 1

is less typing

» Shortcuts will work in the snooze field - just type a
number for the number of minutes, or add a d if you
want to snooze it for days.
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