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About this Book

Windows

Professional

Windows XP for Beginners was written to help people
who recently bought a computer with the Windows XP
Professional or Home edition operating system (the latter
being a cut-down version of the former). The most
frequent question which comes to mind is “having bought
the computer, what can I do with it now?”

Answers might include; keeping in touch with your
children or grandchildren, browsing the Internet to get
some useful information, downloading the photographs
from your digital camera and storing them on the
computer’s hard disc, or simply getting to grips with
simple word processing, or running educational programs
for your offspring. The choice is endless.

Whatever your reasons for buying a computer, it is
very important to understand its operating system (in this
case Windows XP), because it is the operating system that
allows you to run other programs, store and retrieve
information, and looks after the health of your PC.
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The material in this book is presented using a simple
language, avoiding jargon as much as possible, but with
such a subject some is inevitable, so a glossary of terms is
included, which should be used with the text of this book
where necessary. The book is structured on the ‘what you
need to know first, appears first’ basis, although you don’t
have to start at the beginning and go right through to the
end, as the chapters have been designed to be fairly self-
contained.

The present book was written with the non technical,
non computer literate person in mind. It is hoped that with
its help you will be able to get the most out of your
computer, when using Windows XP, and that you will be
able to do it in the shortest, most effective and enjoyable
way. Have fun!

If, however, you are upgrading your computer’s
operating system from a previous version of Windows to
Windows XP and want to know what preparations you
need to make to your system, as well as how to use all its
tools and the accessory programs that come with it, then
may we suggest you take a look at our book Windows XP
explained (BP514), also published by Bernard Babani
(publishing) Ltd.
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Package Overview

Windows XP (XP for eXPerience) is available in two
flavours; the Home edition (less expensive) and the
Professional edition (more expensive, but with additional
features such as more options for networking computers
with added security and simplified management). The
latter edition also includes features for power users, such
as enhanced file security, remote access to the computer’s
desktop and a personal Web server.

Although we have used Windows XP Professional to
write this book, we will only cover what is common with
the Windows XP Hcme edition, as most home PC users
will find that these common options between the two
editions contain all the facilities they will ever need.

In Windows XP, Microsoft has adopted the Tasks pane
approach which allows easy manipulation of files and
folders which helps with the management of your data,
such as word processed documents, photographs, etc.
Tasks panes also provide you with an easy way for
carrying out a host of other operations, such as printing,
scanning, faxing, downloading or publishing information
on the Web. In Windows XP the content of a Tasks pane
changes to accommodate what you are doing at the time.
In what follows, we assume that Windows XP has been
installed on your computer and is up and running.




1

Package Overview

The Windows XP Start Menu

Switching on your PC automatically loads Windows XP.
Below (Fig. 1.1) we show the Windows XP working
screen, called the ‘Desktop’, with one item on the bottom
right of it identified as the Recycle Bin. In addition, the
start button at the bottom left corner of the
Windows screen has been clicked with the
left mouse button to display the two-column start menu.

The left menu column provides shortcuts to the
Internet Explorer, Outlook Express, and the six
applications used most often (in your case these will most
likely be totally different as they can be changed). On the
right column there are shortcuts to My Documents, My
Computer, Control Panel, etc., which are normally
common to all users.

Fig. 1.1 The Windows XP Start Menu Screen.
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If your computer is already capable of being connected to
the Internet (if not don’t worry as we will show you how
to do this in detail later on), you could then use the
Internet Explorer program that comes bundled with the
operating system to surf the Net, or the Outlook Express
program to send and receive e-mail. These two programs
will be discussed in some detail later on.

Windows XP also comes with a number of features,
such as ‘Communications’ and ‘Entertainment’ utilities,
‘System Tools’, the ‘Paint’ graphics program, the ‘Picture
and Fax Viewer’, and the adequate word processor
‘WordPad’. Some of these will be discussed in some
detail in the following chapters of this book as they form
the core of the tools you need to master so as to keep your
computer healthy and your data safe. Of course, Windows
XP (particularly the Professional edition) caters for many
new technological developments, but we shall not be
delving into these as they are beyond the scope of this
book.

Finally, Windows XP can manage all other programs
that run on your computer, such as fully featured word
processors, spreadsheets, databases, games, and many
more. For example, hovering with the mouse pointer over
the All Programs button, shown here
(G 00 D (also see the bottom of Fig. 1.1 for its
position on the screen), displays the
first column of the cascade menu where all Windows
applications are to be found. In Fig. 1.2 on the next page
we show some of the contents of the All Programs
available on one of our computers, as well as the contents
of the Windows Accessories mentioned above.
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m, Accessoties

& Adobe Acrobat 4.0

‘zi Games

@ Lotus SmartSuite 4

!,m Microsoft Clip Gaflery >

@ Microsoft Encarta 4

é Internet Explorer

a3
et} Microsoft AutoRoute 2002

Microsoft Excel

m Microsoft Money

@ Microsoft Picture It! Photo 2002
Microsoft Wword

@ MSN Explorer

@ Microsoft Office Tools » |

@ Startup 4 |

-
W

Entertainment

System Tools

Address Book

Calculator

Command Prompt

Notepad

Paint

Program Compatibllity Wizard
Scanner and Camera Wizard
Synchronize

Tour Windows XP

windows Explorer

windows Movie Maker

5 Outlook Express

NProoiE<vun

WordPad

iy

_ Remote Assistance

Fig. 1.2 The Windows Accessory Ultilities.

Note that entries in menu lists such as the Accessories
that have an arrow head (*) to the right of their name as
in the case of Accessibility, Communications,
Entertainment and System Tools, contain additionai
lists of utilities, while entries such as the Address Book.
Windows Movie Maker and WordPad, to mention but a
few, are self-contained programs.
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User Accounts

At the top of the start menu the name of the current user
is displayed with a picture against it. Lefi-clicking this
picture opens the User Accounts screen shown in Fig. 1.3.
From here you can choose a different picture for the
current user either from the ones supplied or from one of
your own. You can also change the Computer’s theme,
desktop, screen savers, etc. - more about these later.

Pick a new picture for your account

The pxcture you choose wil apoear on the Welcame S0 eer:.

p&m'ummn
TP ¢ 2 pacture froes o camer s of scanres

Fig. 1.3 The User Accounts Dialogue Box.

As we mentioned earlier, Windows XP has the ability to
adapt the first of its two-column menus to the way you
use your computer. It keeps track of what features and
programs you use the most and adds them to the list at the
bottom of the left column. For example, if you use
WordPad by selecting it from the Accessories sub-menu,
next time you click the start button you will see this
application pinned to the bottom of the first column of the
start menu. This saves time as you don’t have to scroll
through menu lists to find the application you want to use.
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To remove an application from the first column of the
start menu, right-click it with your mouse and select
Remove from This List, as shown in Fig. 1.4. This
removes the name of the application from the list, not the
application itself from your hard disc.

| Noel Kantaris

12 Lotus word Pro : .) My Documents
¥ Paint Shop Pro 7 ;
i 5 My Recent Documents » ||
Microsoft Excel i i
£2) windows Explorer ; 5 My Pictures
£ Quicken Deluxe 2000 ) My Music
8 Windows Update :
My Computer
@ Macromedia Dreamweav... ?
My Network Places
@ AVG 6.0 for Windows g e
&l AVG Control Center B, Control Panel
§8) AvG virus vauk
* Connect To »
B vored _____ Jegytee
ﬁ Notepad Run as... s
Scan with AYG
N Address Book Pin to Start menu
| Send To »
Copy
All Programs b Remove from This List

Rename
Properties
Fig. 1.4 Simultaneous Display of Running Applications.

You also have a menu option to Pin to Start menu any

selected program. This adds it to the top of the left
column of the start menu which is a more permanent list.
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You can also use this facility to pin your favourite
programs, even if these are to be found in the All
Programs menu or its sub-menus, to the top of the left
column of the start menu, thus customising the way you
run your computer.

Exercises
If you have read so far, do try the following exercises:

I. To change the picture that represents you as a user:

Left-click the start button to display its menu.

Place the mouse pointer on the picture at the top
left of the start menu (your picture could be
different than the one shown here), and
when it changes to a pointing hand, as
shown to the right, left-click it to open & .
the User Accounts dialogue box shown in Fig. 1.3.

Select a different picture to represent you by left-
clicking one from the displayed list and left-click
the Change Picture button at the bottom of the
dialogue box.

II. To pin your favourite programs on the top left column
of the start menu:

Left-click the start button to display the szart menu.

Hover with the mouse pointer over the All
Programs button to display the start menu.

Move the mouse pointer on your chosen program to
highlight it and right-click it to display its shertcut
menu (see next section), then left-click the Pin to
Start menu option to pin the selected program to
the top of the left column of the start menu.
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Once you have pinned your chosen programs to the start
menu, you could rename them, if you so wished, using the
right-click menu, or you could move their position on the
list to suit your preferences.

To move an item on the start menu, point to it to
highlight it, then press the left mouse button and while
keeping it pressed, drag the mouse pointer to the desired
position on the list. Letting go of the mouse button, fixes
the item in selected position. Fig. 1.5 shows Microsoft
Word being moved to just below Microsoft Excel.

u Lotus Word Pro | ) My Documents
¥ Paint Shop Pro 7 —
J My Recent Documents »
Microsoft Excel
B,
w0 WiruQHs Explorer :} My Pictures
% windows Update
My Computer
Q Macromedia Dreamweav... @
05 v ttmat Feces
&l AVG 6.0 for Windows @ Control Panel
8 AVG Control Center
% Connect To »
A wordPad
# Notepad | {:a Printers and Faxes
) Address Book o i
} Support
8] AVG Virus vauk @
pOLT
All Programs b

Fig. 1.5 Moving an Application on the Start Menu List.
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Right-click Menus

To see another right-click menu (also known as a shortcut
menu) containing the most common commands applicable
to, say, the desktop, point with your mouse to an empty

part of it and right-click. This

Arrange Icons By displays the menu shown in Fig. 1.6.
Rt From this menu you can select how
Paste to Arrange Icons on your desktop,
paste Shotod Paste a shortcut icon on it, or create
hewt 4 a New folder for your favourite
Properties program.
iy Right-clicking the Recycle Bin

Fig. 1.6 The Desktop
Right-click Menu. icon on the desktop, reveals the

options in Fig. 1.7.

In this case we have the
option to Open the Recycle
Bin which has the same

Explore effect as double-clicking its
Empty Recycle Bin ) icon with the left mouse
Create Shortcut button, Explore its contents,

Empty it of its contents, or
display its Properties.

Properties

Fig. 1.7 The Recycle Bin : c
gRight—click dmu. If you were to right-click

a program icon cn the All
Programs menu, such as that of a word processor, if one
was installed on your computer, you would find that
different options to those of the Recycle Bin are being
offered. For example, the option to delete or rename such
a program is included (we do not recommend you do so),
while the Recycle Bin icon does not offer such options.
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Parts of a Window

Do spend some time looking at the various parts that
make up the Windows screen - we use the word
‘Windows’ to refer to the whole environment, while the
word ‘windows’ refers to application or document
windows. Below we show My Computer which is
opened by clicking on the start button and then clicking
its entry on the top-right column of the displayed menu.
To see what appears below, left-click the View menu
command and select Icons from the displayed sub-menu.

Maximise button
Close button

Command button Title bar

Minimise button

: My Computer
Fle ER View Favork: Tools / Help

l'-') ‘j. ;” pSeuch i Folders xnv

Address | i My Computer f——— Address bar v . Go

Floppy drive

System Tasks

View system Disc drives
information
Add or remove
programs

[ Change a settng

Removable drives
Other Places

&y My Network Places

) My Documerts Documerts
) Shered Documertts
O Control Panel ’J Folders Mouse Pointer
Noel Kantaris's
Documents [\@

<~ Scroll bar

- Scroll button

Fig. 1.8 The My Computer Screen.
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Each application, and some documents you choose to
work with, open and use separate windows to rum in.
Although every window has some common elements, not
all windows use all of these elements. An application
window is easily opened by either double-clicking its icon
on the Desktop, or clicking its name on one of the
cascaded menus resulting from clicking the start button.
When a program is running, an icon is placed on the
Taskbar (more about this later).

Although multiple application or document windows
can be displayed simultaneously, only one is the active
window and displays on the top of any other non-active
windows. Title bars of non-active windows appear with a
lighter shade than that of the active one, as shown in
Fig. 1.9 below (here My Computer is the active one).

Qe ?“t’ ;)mbmnx&)@- *Fm@

W Menams the Faider
i Move tis fakder

0} Copv ths feider
o Pubiish this Foider to tre T (@) Vo Fovaresell Tock My
ok

- ;.Qﬂﬁ'nﬂl 03"’ 6 '_’ )D""‘" E“Ml x n T]-

Fex f
J&-mﬂ!‘h e s il ! c 7
W Osiste thie Fobder = e e

ng

Other Places | Flopoy (A:)  Local Disk (C°) Local Disk (D:)

@ Dt i 4
) Shared Deeumers ms s g -
§ ™y Computer | o Local Ok (E:) Local Desk (F:) snr.n;m

Q&u

CDDrive (1) CD Orve (3:)

Fig. 1.9 Simultaneous Display of Running Applications.
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The typical window is subdivided into several areas which
have the following functions:

Area

Command button

Title bar

Minimise button

Maximise button

Function

Left-clicking on this icon
(see upper-left comer of the
My Computer window in

Fig. 1.8), displays the pull-down
Control menu which can be used to
control the window. It includes
commands for restoring, moving,
sizing, minimising, maximising,
and closing the window.

The bar at the top of a window
which displays the application
name and the name of the current
document.

Left-clicking this button
stores an application as an

icon on the Taskbar. Clicking on
such an icon will restore the
window.

Left-clicking this button fills E
the screen with the active
window. When that happens,

the Maximise button changes

to a Restore Down button
which can be used to restore the
window to its former size.

12
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Close button

Menu bar

Toolbar

Address bar

Scroll bars/buttons

Mouse pointer

The extreme top right button
that you click to close a
window.

The bar below the Title bar which
allows you to choose from several
menu options. Clicking on a menu
item displays the pull-down menu
associated with that item. The
options listed in the Menu bar
depend on the specific application.

A bar of icons that you click to
carry out some common actions.

Shows the location of the current
folder, or the URL (Uniform
Resource Locator) of the new
Web page to go to next.

The bars/buttons on the extreme
right and bottom of each window
(or pane within a window) that
contain a scroll box/button. Click-
ing on these allows you to see
parts of a document that might not
be visible in that size window.

The arrow which appears when
the pointer is placed over menus,
scroll bars, buttons, and folder
lists.

13
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Tasks

Other Places

Details

These change according to the
function of the activated applica-
tion. For example, if you activate
My Computer, the Tasks refer to
the System; you can view system
information, add or remove
programs, or change a setting. If
you activate My Documents, the
Tasks refer to files and folders; you
can make a new folder, publish this
folder to the Web, or share it with
other users.

The list shown under this heading
also changes according to the
function of the activated applica-
tion. For example, if you activate
My Computer, the list refers to
activities related to it, such as My
Network Places, My Documents,
Shared Documents, and Control
Panel. If you activate My
Documents, the list refers to activi-
ties related to it, such as Desktop,
Shared Documents, My Computer,
and My Network Places.

Gives details of the displayed
Task.

14
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Activity Related Tasks

Fig. 1.10 shows activity related Tasks. Here we have
selected the My Pictures folder and, as you can see, the
Picture Tasks and File and Folder Tasks menu lists
change to reflect the current activity.

- Wy Pictures
. Fle Edt View Favortes Tools Hebp

Qs - © F P rows X 9 @

| Addrass £ C:\My Pictures

@ Picture Tasks

#) Order prints online
iy Print this picture
} Set as desktop
background
E)t:ooytoco

File and Folder Tasks

@) Rename this file

¢ Move this file

a Copy this file

& Publish this fle to the
web

Diagonal Sand.jpg Iceberg.ipg

{3 E-mail this file
XK Delete this fie

L

Fig. 1.10 Activity Related Tasks.

For example, from here you can view your pictures as a
slide show, print a selected picture, etc., or rename, move,
or delete a selected picture file. This allows you to reach
easily and quickly related activities for the selected object
(more about this later). Your pictures might be different to
the ones above, but to see them in the shown form, use the
View, Thumbnails menu command.

15
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The Mouse Pointers

Windows has many different mouse pointers, with the
most common illustrated below, which it uses for its
various functions. When a program is initially started up
probably the first you will see is the hourglass, which
turns into an upward pointing hollow arrow. Some of the
other shapes, as shown below, depend on the type of work
you are doing at the time.

g The hourglass which displays when you are
waiting while performing a function.

R The arrow which appears when the pointer is
placed over menus, scrolling bars, and
buttons.

I The I-beam which appears in normal text

areas of the screen.

o The large 4-headed arrow which appears after
choosing the Control, Move/Size command(s)
for moving or sizing windows.

— The double arrows which appear when over
the border of a window, used to drag the side
and alter the size of the window.

d The Help hand which appears in the help
windows, and is used to access ‘hypertext’
type links.

Windows applications, such as word processors,
spreadsheets and databases, can have additional mouse
pointers which facilitate the execution of selected
commands, such as highlighting text or defining areas.

16
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Using the Help System

To obtain help in Windows XP, click the start button,
then click the Help and Support menu option which
opens the main Help window, shown in Fig. 1.11 below.

c Q@ Do srrees Qren [t o ouew _
®) Help and Support Center

Hemuste Asmadan e

L

 Wanboms {adet v

£t comgratibibe hatdesre ard softw

o Sypele

# Towds 10 1

Fig. 1.11 The Windows XP Help and Support Center.

The Pick a Help tepic option gives you off-line help on
various listed topics, while the Ask for assistance topics
require connection to the Internet, as do the first two
options under Pick a task. It might be worth your while
spending some time here investigating the various options
available to you. If you are new to Windows, you might
like to have a look at the ‘What’s new in Windows XP’
option.
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With all options you get a ‘Search’ facility, and with all
but the ‘start a New Connection Wizard’ under the Did
you know? option you are presented with an
extraordinary number of hypertext links to various topics.
Clicking such a hypertext link, can open up a further list
of hypertext links until you home onto the specific subject
you are searching for.

The Search facility gives you access to a very powerful
individual word search of the Help system, as shown in
Fig. 1.12 below. For example, if you wanted to know
something about e-mail, type the word e-mail in the
Search box and click the B button to have Windows
display almost everything there is to know about e-mail.

30 results found for e-mail

__Supmeeted Topics (18 resuts)

Fit & Problem
o E-mat roublestocter

Pick @ task
© Send a phote n e-mal
o E-med an emage from a wab page
® Send »fim in o-maet
® Foad mak massages offtne

Overviews, Artices and Tuteriels
o What's new with digtsi photos ard voso
® Usng ths Adgress Bock
® Usng Gutiook Dxpress
Ful-taot Search Matches (15 results)
Mcrosoft Knowiedge Base (0 resdts)

Fig. 1.12 Using the Help Search Facility.
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The last item under each Search screen’s Browse the
search results statement is always the Index link.
Clicking this link, opens up a Help index facility and
typing the first few letters of a word in its input box
homes onto the available topics in the list. Selecting one
and clicking the Display button opens its help page on
that item. Try it.

Exiting Windows XP

To exit Windows, click the start button and select the
Turn Off Computer option, as shown in Fig. 1.13.

Fig. 1.13 The Lower Part of the Start Menu.

This opens an additional box, shown in Fig. 1.14 below.

Fig. 1.14 The Turn Off Computer
Dialogue Box.
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From here you can either put your computer in a Stand by
mode, Turn Off the computer, or Restart it. The Stand
by mode is used to save power by turning off your
monitor and/or hard disc after a specified time interval
(see also Chapter 9, page 196). Selecting the Turn Off
option, exits all the open programs, carries out any file
saves you require and then tells you when it is safe to
switch off your computer. The Restart option is used if
you want to clear the memory settings and restart
Windows XP, or if you have a dual boot system to start
the other operating system.

Note: Unlike previous versions of Windows where this
was the only way that you should end a session, with
Window XP you can just switch off your computer - the
Turn Off the computer procedure will then be carried out
automatically.

% 3k 3k

In the next chapter we discuss the Windows environment
with its common toolbar buttons, menu bar options,
dialogue boxes, and Taskbar buttons so that you can find
your way around your programs and data. We then show
you how to manipulate windows on the desktop by sizing,
moving, minimising, maximising and displaying them in
different ways on the screen.
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The Windows Environment

You must have noticed by now that the My Computer,
and My Documents folders, to mention but a few, have a
Toolbar with browser-style forwards and backwards
arrows similar to the Internet Explorer which is bundled
with Windows XP. The My Computer window is shown
in Fig. 2.1 below.

=

.‘." My Computer
Fils Edt View Favorkes Tools Help

O - © I Pows rams X 9 [

: § My Computer T m—~¥V E Go
! = = =
System Tasks __ \g w0 - -
Floppy (A:) Local Disk (C:) Local Disk (Dx) Local Dsk (E:)

a Wiew system
information

I B s:j:;rg;r:‘inme P - g @

@ Change 2 setting Local Disk (F:) SydetDrive (D Drive (I:) CD Drve ()
(H)

Other Places g - ’ {;J

S My Network Places Shared  Noel Kartaris's I
) My Docments Documents  Documants

it Shared Documents

B Control Panel

Fig. 2.1 The Toolbar of a Windows Application.

Note that for the above display we have used the View
button on the Toolbar and selected the Icons option.
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For the display in Fig. 2.2, we chose the Details option.
Highlighting an item, in whichever display option you
operate, gives you information about that item.

-
w My Compuler

(4} Wiew system rfoemation
LY add or ramovs programs
[f O chemaseting

Other Places

g My etk Places
i) My Decumerts
o Sharsd Documents
B contrciPane!

Fig. 2.2 The Details View Option.

Additional information can be obtained by right-clicking

Gorwd Tosw  Hodwwe)Sherg
g !

Tyoe Local Dk

Eosom  FATR

B Used space 12520277 440bes 166D
B Free mace 907517950 e 84568

Capacty 2 605416%0bpes 209 GE

Fig. 2.3 The Properties Box.

an item such as a drive, a
folder or a file and selecting
Properties from the
drop-down menu. In Fig.
2.3 we show the Properties
box of a local disc which
displays visually its
capacity. You can also find
out what maintenance tools
are available by clicking the
appropriate tab.
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The Common Toolbar Buttons

Returning to the common user interface Toolbar, apart
from the default buttons appearing on it, there are several
others which can be added to invoke extra facilities. To do
this, use the View, Toolbars, Customize command to
display the screen shown in Fig. 2.4 below.

Customize Toolbar

Text options: Sdacﬁvetextonnd;t

lcon options:  Large icons

Fig. 2.4 The Customize Toolbar Dialogue Box.

To place an additional button on the Toolbar, select it in
the left pane, and press the Add button. Its place on the
Toolbar depends on the position of the focus in the right
pane. Once a button has been added on a Toolbar, it will
also appear on the Toolbar of all other program
applications that use the same common user interface.

Some applications or utilities display a ‘?” button on

the right end of their title bar as shown here to the

el left (see also Fig. 2.4) Clicking this button

0 changes the mouse pointer from its usual inclined

arrow shape to the ‘What’s this?’ shape. Pointing

with this to an object in the window and clicking, opens a
Help topic.
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The various buttons on the common interface Toolbar
have the following functions:

Button Function
054 ¥ Go back to the previous display.
>R Go Forward to the next display.

Go up one step in the hierarchical tree
structure of the filing system.

y.rey Search for folders and files, for
Lt computers or people or the Internet.
Ewi Replace the Tasks pane with a

hierarchical tree structure of your
filing system.

% .
25,3 Delete selected items.
:'F’ Undo last command.
'é Select a different view for displaying
o your files and folders.
,:*’“:‘“ f Show your favourite links to Web

sites on the Internet or to folders on
your hard disc.
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The Menu Bar Options

Each window’s menu bar option has associated with it a
pull-down sub-menu. To activate a menu option, point to
it with the mouse to highlight it and click the left mouse
button. As the mouse pointer is moved onto each of the
sub-menu options it highlights it. To activate a sub-menu
option, highlight it and click the left mouse button.

The sub-menu of the View option of the My
Documents window, is shown in Fig. 2.5 below.

fl’ My Documents

Favorites Tools Help
v Standard Buttons
w Address Bar
Links

Lock the Toobars
Customize. ..

o
Fax

‘“;moe Iconsby » D ’/ .

Choose Detai:. ..
Go To

Fig. 2.5 Menu Bar Options.

Items on the pull-down sub-menu which are marked with
an arrow to their right, as shown here, open up
additional options when selected, as shown on the
My Documents window of Fig. 2.5.
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The items on the menu bar of a specific application might
be different from the ones shown here. However, almost
all Windows XP system applications offer the following
options:

File Produces a pull-down menu of mainly file
related tasks, which allow you, amongst
other options, to rename, move, copy,
publish on the Web, e-mail, print, or
close a file or folder.

Edit Gives access to the most common editing
tasks which can be applied on selected
items, such as cut, copy and paste, copy or
move such items to a folder, or select all
files or folders.

View Gives you control over what you see on the
screen. For example, selecting the
Toolbars, Status bar, or Explorer bar
options checks these options and allows
their display (selecting them once more
removes the check mark and toggles them
off). Files can be displayed as thumbnails,
by their titles, icons, as lists or you can
display their details.

Favorites Allows you to add and organise useful
URL addresses, customise links, or access
various pre-set media addresses on the
Internet.
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-

Tools Allows you to map or disconnect network
drives, and set folder options.

Help Activates the help and support centre, or
opens a window and displays basic system
information.

Note: Having activated a menu, whether from the menu
bar or a right-click, you can close it without taking any
further action by simply left-clicking the mouse pointer
somewhere else on the screen, or by simply pressing the
<Esc> key.

Dialogue Boxes

Three periods after a sub-menu option or command,
means that a dialogue box will open when the option or
command is selected. A dialogue box is used for the
insertion of additional information, such as the name of a
file.

To see a dialogue box, click the start button and select
the My Computer menu option. Next, select Tools on the
menu bar of the displayed window and Folder Options
from its sub-menu. This opens the Folder Options with its
General tab selected. In Fig. 2.6 on the next page we show
this dialogue box with its View tab selected so that you
can see two different types of option lists.

When a dialogue box opens, the <Tab> key can be
used to move the dotted rectangle (known as the focus)
from one field to another. Alternatively you can use the
mouse to left-click directly the desired field.
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Folder Options @FXI
General ' View | File Types | Offfne Files
Folder views

You can apply the view (such as Details or Tiles) that
you are using for this folder to all folders.

[ ApolytoANFolders | | Resst Al Foldess

FT

Advanced settings:

.1 Files and Folders A
Automatically search for network folders and printers
Display file size information in folder tips !
Display simple folder view in E xplorer's Folders fist
Display the contents of system folders
Display the full path in the address bar -
Display the full path in the title bar
Do not cache thumbnais
.1 Hidden files and folders

O Do not show hidden files and folders % !
t_[]

OEKEOC

(& Show hidden files and folders

Hide extensions for known file types v
—————
| Restore Defaults ]

[ 0K } [ Cancel I s

Fig. 2.6 The Folder Options Dialogue Eox.

Some dialogue boxes (such as the one shown in Fig. 2.6)
contzin List boxes which show a column of available
choices. If there are more choices than can be seen in the
area provided, use the scroll bars to reveal them. Such
& dialogue boxes may contain Check boxes, as shown
== to the left, which offer a list of features you can
switch on or off. Selected options show a tick in the box
against the option name.
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Another type of option available in this dialogue box is
the Option button (sometimes called Radio button) with a

list of mutually exclusive items. The default choice is
@ marked with a black dot against its name, while
unavailable options are dimmed.

Another type of List box may display a column of
document files. To select a single file from such a List
box, either double-click the file, or use the arrow keys to
highlight the file and press <Enter>. Again, if there are
more files than can be seen in the area provided, use the
scroll bars to reveal them.

Other dialogue boxes may contain groups of options
within a field. In such cases, you can use the arrow keys to
move from one option to another. Having selected an
option or typed in information in a text box, you must
press a command button, such as the OK, Cancel or
Apply button (unavailable options or command buttons
are dimmed), or choose from additional options. To select
the OK button with the mouse, simply point and
left-click, while with the keyboard, you must first press
the <Tab> key until the focus moves to the required
button, and then press the <Enter> key.

To cancel a dialogue box, either press the Cancel
button, or the <Esc> key enough times to close the
dialogue box and then the menu system.

Note: At this stage it might be a good time to change the
default settings under the View tab of Fig. 2.6 by
unchecking the Hide extensions for known file types
option. Doing so could alert you to rogue and potentially
lethal e-mail attachments.
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Exercises

In the following exercises we will look at the System
Properties and make certain choices using My Computer,
and add a button to the Standard Buttons bar. To do this,
follow the instructions below:

1. To display the System Properties dialogue box do the
following:

e Left-click the start button, then right-click the My
Computer entry on the start menu, and select
Properties.

* The displayed Properties dialogue box should look
similar to the one shown in Fig. 2.7 below.

System Properties

System Restore Automatic Updates Ramots
General Computer Name Hatdware Acvanced

System
Microsoft Windows XP
Professional
i i Version 2002
[ Ig F 1 Service Pack 1
A | Regestered to.
— Nosl Kantaris
Home PC
55276-010-8630074-2213

Computer
IntefR}

Pentium(R) 4 CPU 1400M-z

1.38 GHz

128 MB of RAM

Fig. 2.7 The System Properties Dialogue Box.
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* Next, click the Automatic Updates tab and make
sure that the ‘Keep my computer up to date’ box is
checked and that under ‘Settings’ the first radio
button is selected. In this way you will remain in
total control of automatic updates when you
connect to the Internet in the future.

* Press OK to make changes.

2. To add a button to the Standard Buttons bar, do the
following:

* Leftclick the start button, then left-click My
Computer on the displayed menu list.

* On the displayed My Computer window use the
View, Toolbars, Customize menu command to
display the Customize Toolbar dialogue box shown
in Fig. 2.8 below.

Customize Toolbar

Text options: Sdmabxtmr”&m v

Icon options:  Large cors v

Fig. 2.8 The Customize Toolbar Dialogue Box.

* Leftclick the Home entry under the Available
toolbar buttons list to select it, as shown above,
then click the Add button to add it to the Current
toolbar buttons, then click the Close button.
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Taskbar Buttons

At the bottom of the Desktop screen is the Taskbar. It
contains the start button which, as we have seen, can be
used to quickly start a program. Later on we will discuss
how we can search for a file, and how to get Help.

Before we go any

Address 0 .

(ks further, right-click an
Cascade indows L bar
Tie Wandews Horicont aly S empty part Of the

Tie trdows cericaly Deskoo

Taskbar, point to the

Show Open Windows . .
New Toobar... Toolbars option which
Task Manager .
displays the sub-menu,
v Lock the Taskbar

shown on the right in
Fig. 2.9, and left-click
the Quick Launch
entry.

This displays three icons next to the start button; left-

clicking one of these, launches its application. In order of
appearance they have the following functions:

Properties

Fig. 2.9 Quick Launch Activation.

. Launch the Internet Explorer Browser.
Show Desktop.
Launch Windows Media Player.

When you open a program, or a window, a button for it is
placed on the Taskbar, as shown in Fig. 2.10 below.

Fig. 2.10 The Windows Taskbar.
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You can left-click your mouse on this button to make this
the active program, or window, which displays in a darker
shade of blue on the Taskbar. So, now you can always see
what windows you have open, which is the active one,
and quickly switch between them.

As more buttons are placed on the Taskbar their size
shrinks slightly, but up to a point. After that, common
entries are grouped together with a number indicating the
number of open windows. To see
details relating to a grouped button,
left-click it to open a list of
components, as shown in Fig. 2.11.

Another interesting Taskbar menu
option is Properties (Fig. 2.12). This
allows you to change the Taskbar
and start menu options.

Fig. 2.11 Grouped

Taskbar Entries.

; Taskbar and Start Menu Properties |_$

[ Lock the taskbar i
1 EJAuo-ede the taskbar k

[¥] Keep the taskbas on top of other windows

) Group similes taskbar bestons

[¥] Show Juick Launch

Notificabon ares

[¥] Show the dlock

mmmum&.mmwwmmmm

e omci o i Fig. 2.12 The

2 Guomen ) | |0 Taskbar and Start
Lok J[ Conce |, Ay box.
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To the far right of the Taskbar you can also see displayed
the current time, the Windows Messenger, the Options,
the Restore and the
Language icons.
Moving the mouse
pointer over the clock
will display the date.
Double-clicking the
clock, opens the
- Date/Time Properties
Curvenk time 20ne: GMT Daylght Twme .
box, shown in
e Fig. 2.13, so that you

Fig. 2.13 Date and Time Properties ~ can make changes, if
Dialogue Box. necessary.

Date .Time | Time Zone | internet Teme
: Date Time

¥ e
17 8 91011 1213 t\
11415 16 17 18 19 20 . .
iz B a5 nz ; %
128 29 2

H

18:18:02 -3

Manipulating Windows

To use any Windows program effectively, you will need
to be able to manipulate a series of windows, to select
which one is to be active, to move them, or change their
size, so that you can see all the relevant parts of each one.
What follows is a short discussion on how to achieve this.

Changing the Active Window

To select the active window amongst those displayed on
the screen (these will only be displayed on the screen
simultaneously if their Restore Down button has been
left-clicked), point to it and click the left mouse button,
or, if the one you want to activate is not visible, click its
icon on the Taskbar.
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Sizing a Window

You can change the size of a window with the mouse by
first moving the window so that the side you want to
change is visible, then moving the mouse pointer to the
edge of the window or corner so that it changes to a
two-headed arrow, then dragging the two-headed arrow in
the direction you want that side or corner to move.

Moving Windows and Dialogue Boxes

To move a window (or a dialogue box) with the mouse,
point to its title bar (see Fig. 2.14), and drag it until it is
where you want it to be on the screen, then release the
mouse button. This can only be achieved if the window
does not occupy the full screen.

! My Computer

System Tasks

@) View systers information Flopoy (A:)  ocal Disk (C:) Local Dk (D)

LY Add or remeve orograms

O e s sy W P e

i Local Dk (E:) .ocal Dsk (F:) Sylet Prive
(H)

Jther

Other Places

gwmkmm g @ d

g“’m Orve (1) <D Drive ()
3 Shared DoCments
O CotrcdParsl E:’

'z [l Noel Kantaris’s

Documents

L e

r:t il

i i

Fig. 2.14 Moving a Window with the Mouse.
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Minimising and Maximising Windows

To minimise a window into a Taskbar icon (to
temporarily free
desktop space) left-
click the Minimise
button (the negative
sign in the upper-
right corner of the
window), shown in
Fig. 2.15.

To maximise a

window so that it fills the entire screen, left-click the
Maximise button (the rectangle in the upper-right corner
of the window.
An application which has been minimised or maximised
can be returned to its original size and position
on the screen by either clicking on its Taskbar
icon to expand it to a window, or clicking on
the Restore Down button of the maximised
window, to reduce it to its former size.

Fig. 2.15 Minimising a Window.

Closing a Window

A document window can be closed at any time to save
screen space and memory. To do this, left-click
the Close (X) button shown here. If you try to
close a window of an application document,
such as that of a word processor, in which you have made
changes since the last time you saved it, you will get a
warning in the form of a dialogue box asking
confirmation prior to closing it. This safeguards against
loss of information.
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Exercises

In the following exercises we will create a new folder,
name it, and rename it. To do this, follow the instructions
below:

3. To practise what we have described above do the
following:

Open the three applications My Computer, My
Documents, and My Pictures from the start menu,
in that order.

Make My Computer the active window by
left-clicking it.

Re-size the active window by dragging one of its
sides to make it bigger.

Move the active window so that its title bar touches
the top of the screen.

Minimise each open window into a Taskbar icon by
successively left-clicking each window’s Minimise
button (the negative sign in the upper-right corner
of a window).

Left-click the My Computer Taskbar icon to
maximise its window and make it the active
window, then left-click the Close button (the X sign
in the upper-right corner of the window) to exit the
program.

Repeat the last two steps to close the remaining two
programs.

Do not be afraid if you make mistakes - you will only
learn from them!
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Windows Display Arrangement

In Windows and most Windows application programs,

you can display multiple windows
Tobas "] in both tiled and cascaded
(overlapping) forms - the choice
being a matter of balance between
personal preference and the type
of work you are doing at the time.
If you want to organise these

Properties J automatically, right-click on an

Fig. 2.16 The Taskbar  SMPtY part of the Taskbar Whl(?h

Shortcut Menu. opens the menu shown in
Fig. 2.16.

Below we show two forms of windows display; the
Cascade Windows option (Fig. 2.17) and the Tile
Windows Vertically option (Fig. 2.18).

O © 3 ProiCrm XOD frowe @G

Fig. 2.17 Windows Displayed in Cascade Form.
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Fig. 2.18 Windows Displayed in Vertical Tile Form.

As we have discussed earlier, the size of these windows
can be changed, hence you might have to alter their size to
display exactly what is displayed in Fig. 2.17 and

Fig. 2.18.

Exercises

4. To practise what we have described above do the

following:

¢ Open My Computer, and Control Panel from the

start menu

* Display their windows in horizontal form by right-
clicking an empty area of the Taskbar and selecting
Tile Windows Horizontally from the displayed
shortcut menu.

* Next display the two windows in vertical form to
see which version you prefer.
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In the next chapter we discuss how to create a new folder,
how to name it and rename it, how to search your
computer for specific files (or folders) and copy or move
them into the new folder. We then show you how to create
application shortcuts, followed by how to send files or
folders to specific destinations. These skills are required if
you want to keep your documents, pictures, and music
files in some sort of organised manner so that you can
find them later quickly and easily. Finally, we discuss the
Recycle Bin in which deleted files and folders are kept
until you decide whether you want them after all or delete
them for good.
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Working with Files and Folders

In this chapter we discuss the skills you will need to keep
your data organised so that you can easily find your
documents, pictures or music files at a later stage.
Windows provides you with the means to keep such files
in folders which you can create for the purpose, copy files
into them, or even delete unwanted files from them.
Folders, which can also contain other folders, are kept on
your hard disc which is not dissimilar to the idea of a
filing cabinet, if one is to use an analogy.

It is possible, of course, that you might have more than
one fixed hard disc (as we do - see Fig. 1.8), or that you
might have one or more removable hard discs attached to
your system. Whether you have such additional filing
cabinets or not, is not important as the skills required to
keep one organised can also be applied to the others.

Windows provides you, by default, with one folder
called My Documents which can be accessed from the
start menu. In this folder there are other folders such as
My Pictures and My Music also accessible from the start
menu. In what follows, we will carry on with this
structured tradition, so that folders we create are also
contained within the My Documents folder. In this way,
when you left-click My Documents on the sfart menu, all
the other folders will be available to you.
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Creating a New Folder

In what follows we will create a new folder, name it, and
rename it. To do this, follow the instructions below:

To create a new folder within, say My Documents, do
the following:

* Left-click the start button to display its menu.

e Leftclick My Documents at the top of the right
column of the menu to display Fig. 3.1 below (in
your case the contents of this will be different).

¢ Point to the Make a new folder entry on the Tasks
pane and when it changes to a hand, as shown in
Fig. 3.1 below, left-click it.

gh‘uyﬂm.lllneuh S el
Fle Ed Vew Favortes Tooks Help »

-e.«ok & ’?jfmm:h:: F"“"’XOD

Ackdress dmw v"-Go
o o L.J L)
Fax Moblle My Data

Attad'ments Sources

@&u&

My Music My Pictures My Scans

desitop.ini  QDATA2000... Thumbs.db

Fig. 3.1 Creating a New Folder.
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To Name a newly created folder, do the following:

When Windows creates a new folder it places it at
the end of the list of existing folders 2
and names it New Folder, highlighting "
its name and waiting for you to name it,

as shown here.

Type a name, say, Photos, which replaces the
default name given to it by Windows. If this
doesn’t happen, don’t worry, you must have clicked
the left mouse button an extra time which fixes the
default name (see below how to rename it)

To rename a folder or a file, do the following:

Method 1

Left-click the folder or file you want to rename to
select it.

Left-clicking it once more will display the insertion
pointer within its name. Type a different name to
replace the existing one.

Method 2

Left-click the folder or file you
want to rename to select it (in o _

X Reremne thae Foi
this example we chose a folder). Ll Move ths fobde

) Cooy this Folder
Left-click the Rename this § @ jsa s
folder entry on the Tasks menu "_‘;:'::;,':x,,_
which causes the insertion 3 e
pointer to be displayed within
its name. Type a different name to replace the exist-

ing one.

U e andFolder Tasks 2|
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Searching for Files and Folders

In order to demonstrate how to select files (or folders) we
need to already have some files, common to both us and
you, that we can work with. To do this, we will search our
hard disc for picture files hopefully provided to all

Windows XP users.

To search for files, left-click the start menu and select

What do you want to search
for?

Pictures, music, or video
Documents (word
processing, spreadsheet,

etc.)

CmmtltersEpeonie

€) Information in Help and
Support Center

You may also want to,..
& Search the Internet
[é] Change preferences

5

Fig. 3.2 Specifying Type of
Search.
You now need to specify
the name (or part of it - see
next page) of the item you
are searching for and the
drive you want to search (in
this case the drive where

Windows is installed on
your PC), as shown in
Fig. 3.3.

the Search option. This
opens the Search Dialogue
box, the left panel of which
is shown in Fig. 3.2. Next,
click the All files and
folders entry in the Tasks
pane (as shown in Fig. 3.2).

Search by any or all of the
criteria below.

&l or part of the file name:

A word or phease in the fle:
;&'LocdDisa(C:) i
When was i modified? ¥

What size is it? ¥
More advanced options ¥

[ Back ][s'.wchp}S

Fig. 3.3 Specifying the Item
and Drive for a Search.
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Filename Convention

File names can be as long as 255 characters, including
spaces, but keeping them short is a very good idea as long
names can result in typographical errors. However, the
name must not contain any of the following keyboard

characters:
ANEREEEENAR

A filename can also include a file extension which is the
optional suffix following the period in a filename.
Windows uses this to identify the application program
that created it.

For example, if you were using Microsoft Word to |
create, say, a letter, when you save it under the filename
My letter the program automatically adds the extension
.doc to it, so now the filename appears as My letter.doc. |
In this way Windows knows that this file was created by
Microsoft Word. Double-clicking such a filename causes
Windows to load Microsoft Word first then open the letter
ready for any changes you might want to make to it.

Below we list some of the popular filename extensions.

.bak a backup file

.exe an executable file

hlp a hypertext help file

.html a hypertext markup language file
.Jjpeg or .jpg a graphic format file

atf a rich text format file

.Sys a system file

.tmp or .temp a temporary file

txt a basic text file

.wav a waveform of a soundbite.
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Search Results

Going back to our search criteria, we specified in Fig. 3.3
that part of the filename we want to search for is .jpg
which indicates we are interested in graphic files. Left-
clicking the Search button, produces the list of files
shown in Fig. 3.4 below.

Mo ER Vow Fowtes Teck teb @

O O 3 P i v X9 Jrrean &G

s c5 | L] Search Rests > L

Smarch Comparan o A
Theve were (705 fles a!
Houal. Do yrows fiend st ‘x%

5 o wanted? i

sty Prand Do

umm
e, refie thas smarch
-

Vortec shecs. D9 Ascurt D9

4 - - H
Poace 59 Powar 99 Purpls fower g Rederce 5O
Tups.po wrd 99 Crraad

Ryoh Do k,

Charge e nama o
by
Change whether
Pickden, ard pritem Fies
e rouded
Firad andy pcturns
e than I VB Home B9
Tousinay s want to. ¥

=

Fig. 3.4 Search Results for .jpg Files.

What is displayed above is a fraction of the total files
found by this particular search. You might have to scroll
down a bit to find what appears above, which are part of
the contents of the Windows\Web\Wallpaper folder.

In what follows we will use these files to demonstrate
file management such as selecting, copying, sending,
deleting, etc. You could, of course, use your own choice
of files, but the ones we are using here are common to all
computers running Windows XP. That is why we chose to
use these files in particular.
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Selecting Files and Folders

What we demonstrate below with files could also be done
with folders, or a mixture of files and folders within any
folder. Here we use the files in the Wallpaper folder.

To select several objects, or icons, you have three
options:

* If they form a contiguous list, as shown in Fig. 3.5
below, left-click the first in the list, then with the
<Shift> key depressed, click the last in the list.

C§ oy _—
| i .
R M T [
T 1 Tulgss D9 wird. pg k
e R S B S A 1

Fig. 3.5 Selecting Items in a Folder.

* To select random objects hold the <Ctrl> key down
and left-click them, one by one.

* To select all the items in a window use the Edit,
Select All menu command, or the <Ctr+A>
keystrokes.

To cancel a selection, click in an empty area of the
window.
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Copying or Moving Files and Folders

When you copy a file or folder to somewhere else, the
original version of the folder or file is not altered or
removed, but when you move a folder or file to a new
location, the original is actually deleted.

To copy selected items into a target folder, right-click
the selected items and choose the Copy option from the
shortcut menu as shown in Fig. 3.6 below.

! Print
€t
Preview

Scan with AYG
Open With

Send To

Crmshmm

=)

Fig. 3.6 Copying Selected Files to the Clipboard.

The selected files are then copied to the Windows
Clipboard which is a temporary storage area of memory
where text and graphics are stored with the Windows Cut
and Copy actions.

All you need to do now is navigate to the My Photos
folder, double-click it to open it, right-click it and select
the Paste option from the displayed shortcut menu.
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In Fig. 3.7 below, we show on the same screen dump the
action to be taken and the result you will get from that
action. For you, of course, these will display separately.

& £:\Documents and Settinzs\Noel Kantaris\My Documents\My Photos
Fie Edt View Favorkes Tools Help

eaad( & g, }:)Scach 4" Folders x n E' 'ﬁ?ﬂmﬂes

%5 223 E} E:\Documents and Seztings\Noel Kantaris\My Documents\My Photos V*E Go

ngscent.pq

| Autumn.jpg

B|Crystal.ppg Arrange Icons By 4

*i|Friend.ipg Refresh

| gy Prev pictures XJHome. jog
) Copy sl items to (D EiPeace.og

- o _
| PEVEREREIRT ¥ IPupe flower 109 Paste Shortat 1
'  Fie andfolder Tasks ¥ & Hi]Radiance.)pg Undo Copy
S e e S xiRed moon desert.)pg

1 3 tiRppeng

Yiew »
Picture Tasks

Customize This Foider. ..

Other Places Bl | Stonehenge g
i) My Documents | EiTdesg

© __ #1jvortec space.ipg
@mymes N~ Swird.po
i My Computer

| g 11y Network Places

Fig. 3.7 Pasting Items from the Clipboard.

The contents of the folder above are shown in List view.
To see them as displayed in Fig. 3.6 use the View,
Thumbnails menu command.

To move selected items into a target folder choose the
Cut option from the shortcut menu (see Fig. 3.6). This
removes the selected files from their current place and
copies them to the Windows Clipboard so that you can
Paste then into the target folder.

The method described above for copying or moving
files and folders is not the only one available (another way
is to use the drag and drop method or the Tasks Pane
options), but in this case it is the most convenient one.

49




3

Working with Files and Folders

Sending Files and Folders

A very useful feature of Windows is the ability to quickly
send files and folders to specific destinaticns.

Open Containing Folder
Open
Run as...
Scan with Norton Antivirus I
Pin to Start menu
m (D3 Compressed (zpped) Folder
Cut . Mail Recipient
Sony . [ pesktop (create shartcut)
Create Shortcut (..} My Documents
Delete H ‘s kay (A:)
Rename
& CD Drive (%)
Properties

Fig. 3.8 Sending Folders and Files.

As we have seen earlier, right-clicking selected folders, or
files, will open the menu shown in Fig. 3.8. Selecting the
Send To option opens the list of available destinations. In
your case these are bound to be different. Selecting the
Floppy (A) option will copy any selected folders and files
to a removable disc in the (A:) drive.

It is easy to add more locations to the Send To menu,
as it is controlled by the contents of the SendTo folder,
which is itself in the Windows folder. However, the
SendTo folder is hidden by default, so if you use the
start, Search command, you may not find it. To make it
visible, start My Computer, then use the Tools, Folder
Options command, click the View tab and finally click
the Show hidden files and folders option.

S50




Working with Files and Folders 3)‘

To add a destination to the Send To menu use My
Computer to do the following:

* Click the Documents and Settings folder on the
drive where Windows XP is installed.

* Double-click the folder of a specific user.
* Double-click the SendTo folder.

e Use the File, New, Shortcut command as shown in
Fig. 3.9 below.

@& §:\Documents and Settings\Noel Kantaris\SendTo .;

wreate Shartogt
Telete

23 Microsoft AutoRoute European Map |l B0
Fepan

. Briefcase

T ispai s

Sl 3 Bitmap Image
__ _EO_S_G — B Microsoft Word Document
_ Other Places £ Lotus word Pro 9 Document

. 3 Noel Kantaris | [#) Microsoft Access Application
| 3 @ Microsoft Picture It! Document
i{.J My Documenis

S itk 1] Microsoft PowerPoint Presentation
L) “NAECBEEUTET & paint Shop Pro 7 Image
__g My Compnker i '@_']MaosoftPtbistocM
Sy My Network Plac {f] Text Document

¢ wave Sound

) Microsoft Excel Worksheet
| 1] Compressed (zipped) Folder

* Finally, follow the instructions on your screen.
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Exercises

To practice what we have discussed so far, do the
following:

1. Add both My Photos and

My Pict destina- | =
. y Pictures as a destina- A Compressed (zpped) Folder
tion to the Send To iz

. Mail Recipient

menu, as described on the

previous page. The (& Desktop (create shortcut)

modified Send To menu

E_] My Documents

should now look similar |3 My Pictures
to that of Fig. 3.10. B Floppy (A1)
. CD Drive (3:)

2. Repeat the search for .jpg
files as discussed earlier
and copy any images
from the Wallpaper
folder missing from our
previous selection into My Phetos. If you followed
our instructions to the letter, there should be four more
images that you could use; one above our selection
shown in Fig. 3.6, and three below (provided the width
of your display window was five images across). Since
you are selecting non-contiguous images, hold the
<Ctrl> key down and left-click them one by one.

Fig. 3.10 The Modified
Send To Menu.

3. Copy a selection of images from My Photos into My
Pictures using the Send To shortcut menu option.

If you decide to rename an item in the Send To menu,
use My Computer and navigate to the SendTo folder,
via Documents and Settings/User folder, right-click
the item which you want to rename, and select the
Rename command from the displayed shortcut menu.
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Creating Shortcuts

With Windows XP you can put a shortcut to any program
or document on your desktop or in any folder. Shortcuts
are quick ways to get to the items you use often; they save
you having to dig into cascade menus to access them.

One program that you might want to access quickly, to
say write a quick letter, is WordPad, so we will step you
through the process of finding and placing a shortcut to it
on the desktop.

'_)) Program Comﬁ

SR ) My Photos
g&mandci cuw {1 Compressed (zipped) Folder

@ Synchronize | Copy 4 Mai Recipient

|
P ee— -~
i Ddete .} My Documents

€./ Windows Expk  Rename | 8 My Pictures
H

!&WI Movi  SOrt by Name J Floppy (a2)

mﬁ : ! g CD Drive (3:)

Fig. 3.11 Placing a Shortcut to WordPad on the Desktop.

Send To

As WordPad is in the Accessories folder, to locate it use
the stzart, All Programs, Accessories menu option. Next,
highlight WordPad, right-click it, and select Send To,
Desktop (create shortcut) option, as shown in Fig. 3.11.

desktop will be easier and quicker than digging

Double-clicking such a shortcut icon on the n
deep into the cascade menus to open the program.
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Deleting Files or Folders

The operations described here must only be carried out on
the files held in the Photos folder, unless you really want
to delete specific items from another folder.

To delete or remove items (files or folders), first
highlight them, and then either select the Delete the
selected items entry in the Tasks pane, press the
<Del> key on the keyboard, or press the Delete
button on the Toolbar, shown here, or use the File,
Delete command from the window menu bar.

All of these methods open the confirmation box shown
in Fig. 3.12 which gives you the chance to abort the
operation by selecting No.

Confirm File Delete

‘1 Are you sure you want to send blogo.gi to the Recyde Bin?
2

Fig. 3.12 The Delete File Warning Dialogue Box.

To delete folders, follow the same procedure as for files.
A similar dialogue box to the one in Fig 3.12 will be
displayed. The only difference is that the word ‘File’ is
replaced by the word ‘Folder’. To carry on with the
deletion in either case, select Yes.

Now is the time to delete two image files from our
Photos folder (any files will do). Do carry out this
suggestion as we need to demonstrate what happens to
deleted items when we discuss the Recycle Bin.
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The Recycle Bin

As you can see from the message boxes on the previous
page, by default all files or folders deleted from a hard
disc, are actually placed in a holding folder named the
Recycle Bin.

If you open the Recycle Bin, by double-
clicking its desktop icon, shown here, you will
see that it is just a special folder. It lists all the
files, folders, icons and shortcuts that have been deleted
from fixed drives since it was last emptied, as shown in
Fig. 3.13. To see the display as it appears below, use the
View, List menu option.

f Recycle Bin
File Edt View Favcrites Tools Help

_J*ﬁf& & ’ gp%arch B:;Folders x g

- Address |l Recycle Bin v e |
. R s

| Recycle Bin Tasks . KiPower jpg

?J Empty the Recycle Ein ; R
B} Restore all items

Fig. 3.13 The Recycle Bin Folder Showing Deleted Files.

Windows keeps a record of the original locations of the
deleted files, so that it can restore them if necessary. To
restore or delete all the items in the Recycle Bin, click the
Restore all items or Empty the Recycle Bin option in
the Tasks pane.
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To restore or delete specific files or folders from the
Recycle Bin, first select them then use the appropriate
Tasks pane entry. Choosing Restore the selected items
will restore the selected files to the folder they were
originally in, even if you have deleted that folder.

Clicking the Delete icon on the Toolbar, removes the
selected items from the Recycle Bin. To save disc space,
every now and then, open the Recycle Bin and delete
unwanted files or folders.

Exercises

In the following exercises you will practise deleting files
and their folder, before restoring them to their original
location. We will use My Photos and its contents for this
exercises, therefore, if you haven’t done so already, create
it and copy the recommended files into it before going on.

4. To delete files and folders, do the following:

* Select five non-contiguous images held in My
Photos, then press the <Delete> keyboard key. In
the Confirm File Delete dialogue box, click Yes.

* Next select the My Photos folder and delete it.
5. To restore files and folders, do the following:
* Double-click the Recycle Bin on your desktop.

* Left-click one of the image files to select it and
click Restore this item on the Tasks menu. Note
that the file is restored in its containing folder

e Left-click the My Photos folder to select it and
click the Restore this item on the Tasks menu.
Note the waming message displayed on the screen.
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Other Image Folder Views

In Fig. 3.14 below, we display the contents of the My
Photos folder as Thumbnails with one image selected
and its shortcut (right-click) menu also shown.

W £ \Documents and Settings\Noel Kantaris\My Documents\My Photos
Fls Edk View Fasvorkes Tools Help

Q- © 31t i X 9 Frrm O G

055 qzmmmmwmnwoocumwmo . v B

| @Inn« 1asks

L) My Documents
:ﬁ My Sicturas

j My Computer

S My Natwork Places

i background
Crystal.ipg ’

Fig. 3.14 The Pictures Folder Displayed in Thumbnail View.

Images can be arranged by name, size, type, etc., from the
View menu, or can be previewed, rotated, set as desktop
background, or opened in a variety of imaging programs,
from its shortcut menu, as shown in Fig. 3.14 above.

You can also use the Tasks menu to view images as a
slide show, set a selected image as a desktop background,
print a selected image, or copy selected images to a CD.
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Previewing an Image

If you double-click an image or select Preview from its
shortcut menu, then that image is displayed enlarged in
the Windows Picture and Fax Viewer, as shown in
Fig. 3.15 below.

00 e 25 aa XaWu ®

Fig. 3.15 The Windows Picture and Fax Viewer.

Note the buttons at the bottom of the screen. You can use
these to navigate through your pictures folder, select the
viewing size, view the pictures in your folder as a slide
show, zoom in or out, rotate the image, and generally
carry out certain housekeeping functions, including the
opening of the picture in Microsoft Photo Editor so that
you can edit it.

The Windows Picture and Fax Viewer can of course
be used with other image documents including scanned
pictures, digital camera photos or fax documents.
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The Filmstrip View

To see your photos in another interesting display, use the
View, Filmstrip command. To get the full benefit of this
view, you need to increase the size of the displayed
window to at least % of the size of your screen. The result
should look similar to that in Fig. 3.16 below.

Fle Ed View Favortes Tools Help

Atk s us:\oocumumsuw;vw Kantaris\My Documents\My Pho os

i J viow a5 2 side show
| @ Order priris onine
& 3y Prictes paue
Y Set as deskeop background

‘"_} My Documents
B My Pichares

&
4
b

Fig. 3.16 Phatos Displayed in Filmstrip View.

As each image is selected, an enlarged view of it displays
above the filmstrip. The four buttons below the enlarged
view can be used to navigate to the previous or the next
image, and to rotate the selected image clockwise or
anticlockwise.
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Copying Files or Folders to a CD

To copy files or folders to a CD, you will need a
recordable compact disc (CD-R) or a rewritable compact
disc (CD-RW) and a CD recorder. To start the process,
insert a blank recordable or rewritable CD in the CD
recorder, then do the following:

* Use My Computer to locate and select the files or
folder you want to copy to the CD. Make sure that
the selected files or folder contents do not exceed
the CD’s capacity (650 MB for a standard CD).

* Click the Copy to CD Tasks menu option, as
shown in Fig. 3.17.

B E: Wocuments and SettingsWHoel Kantaris\My DocumentsMy P.. ’- ;E.r'x
Fle Edt View Ffavorkes Tools Mep ’

Qs - O F Dsewr g rotes X 6 [T]- "

WMy Photos %! [g] Go

Type ot
PES Image
il = £l FES Image
| 1 veew as s side show 3 PES Image
@) Order prrvs onire = a WES Image
ity Prok the solected : ? e Taige
pectures ; g PES Image
® oot : 1 WPES Image

._ g JPES Image
Other Places desert, pg JPE 3 Image
PE3 I
;_} My Documents e ] Kim
;ﬁ My Pichures i Daty Base Fie
§ M Computer FES Image

FPE3 Image

S My Network Places A
JPE3 Image

Fig. 3.17 Copying Selected Files to a CD.
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The copying process is then started and you will be
notified when it is completed. This method is excellent for
making backups of your important data.

However, should the data you are trying to copy on a
CD be large graphical images obtained from, say, a digital
camera or a scanner, then it might be a good idea to
compress such images before attempting to copy them
onto a CD, as discussed below.

Compressing Files and Folders

Compressmg files and folders allows you to greatly
increase the storage
capacity of your hard
disc and increases
the amount of data
you can copy on a
single CD. As an
example we will use
data held on one of
our computers, in a
folder called My
. : Scans which is just
Fig. 3.18 Creating a Zipped Folder. over 50 MB in size,
and send it to a

compressed folder that we will create.

[l (3 Desice

() Sered Cocumer @ Wave Sound
[ 4 copue | ) Mcroso Excel wosshest
B Sy oty Motk P

To start the process, open the drive or folder in which
you want to create a compressed folder (we chose to
create it within My Documents), then use the File, New
menu command, and select the Compressed (zipped)
Folder option from the drop-down menu (see Fig. 3.18).
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The created folder has the extension .zip and you must
retain this when renaming it. We renamed our folder My
Scans.zip. We then opened My Computer and located
the original My Scans folder which, again, in our case is
to be found in My Documents, then used the Edit, Select
All menu command and dragged the highlighted files into
the newly renamed folder, as shown in Fig. 3.19.

wo. S
M LR Vew Fovotw Toss Hep [ 4
T ¥ s ydreen X ¥) T

2 \poel Kartams Py Documentsity Scor v g G0
e

- 260845
o S st i oo 1,969 13
) rom s oene LR

% 4 P tha sabactnd 1 "
e f- 1Lemx8

& W oy 28218

Fig. 3.19 Dragging a File into a Compressed Folder.

Releasing the mouse button displays the Compressing
dialogue box shown in Fig. 3.20 below.

Compressing. ..

Fig. 3.20 Compressing a File.

You can send other files and folders into the compressed
folder by dragging them onto it. Selected files are then
compressed one at time before they are moved into the
folder, while the contents of the dragged folders are also
compressed.
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To find out the size of the folder’s contents before and
after compression, double-click the compressed folder,
use the Edit, Select All menu command, right-click on
the highlighted files and select Properties from the drop-
down menu to display the box in Fig. 3.21.

Compressed ltem Properties

Detads

Name 34 Files

Type: <Multiple>

Location [Archrve Rool Drectory]
Onginal Size: 52,164 KB

Date: <Multiple>

Attrbutes

ZIP Information

CRC32 <Muhple>
Indes <Multiple>
Compression: <M ultiple>
Packed See: 40546 KB

Fig. 3.21 Compressed File Properties.

Note that the size of the original 34 files is displayed as
52.164 MB, while its packed size as 40.546 MB. Some
types of files compress even more. For example, the first
four chapters of this book compress from 27.73 MB to
11.45 MB; a large enough compression ratio and worth
exploiting.

You can open files and programs in a compressed
folder by double-clicking them. If a program requires .dll
(dynamic link library) or data files to run, then those files
must first be extracted. To extract a file or folder from a
compressed folder, simply drag it to its new location. To
extract all files and folders within a compressed folder,
right-click the folder and select Extract All. In the Extract
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Wizard you can specify where you want these files and
folders to be extracted to.

When you compress files or folders as explained
earlier, the original files or folders remain on your hard
disc. To remove such files and folders from the
originating disc or folder you must delete them. Similarly,
when you extract files or folders it leaves a copy of these
in the compressed folder. To remove files and folders
from a compressed folder you must delete them.

Exercises

In the following exercises use the contents of My Photos
to:

6. Display the images as a slide show by doing the
following:

* Use the View, Thumbnails menu option to display
the images as shown in Fig. 3.14.

* Click the View as a slide show option on the
Tasks menu. When you have had enough, press the
<Esc> keyboard key to return to the Thumbnails
view.

7. Rotate an image by doing the following:

* Right-click the Follow.jpg image (the goldfish) and
select Preview from the drop-down shortcut menu.

* In the Windows Picture and Fax Viewer, first
rotate the image by 180° so that the goldfish point
in the opposite direction, before restoring them to
their rightful direction by reversing the rotation.




4

Controlling your PC

You can control your PC primarily from the Windows
Control Panel which provides a quick and easy way to
change the hardware and software settings of your system.

The Windows Control Panel

To access the Control Panel, left-click the start bufton,
then left-click the Control Panel entry on the displayed
cascade menu, as shown in Fig. 4.1 below.

5 TaxCak 2003
&) Adobe Acrobat 4.0 .
Connect T > |
@ HP PrecisionScan Pro % 3
(&) QuickTime Player Q Printers and Faxes
& Mcrosoft Photo Editer Hﬂ) o :
ﬂ Britannica Ready Reference 9;) o
':.) Search

Fig. 4.1 The Control Panel Menu Option.
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This opens the Control Panel window which displays
either as shown in Fig. 4.2 (in Classic view) or Fig. 4.3 (in
Category view).

Fle ER Vew FevorRes Toos Hep

O © 3 Lsws Proaws X ) [ rrooess &
el o s
w» & 8

Adrwustrative Date and Tme  Display
T

ools.
® = B
Game Irdernet Keyboard Mad

Controlers Options

B
Phone and  Power Options  Printers and  Regional and
Modem ... Faxes Languags ..

9 & v d

Sounds and  Spesch System Taskbar and
Audio Devices Start Merw

Fig. 4.2 The Control Panel Window.

To see the Control Panel in
Category view, left-click the
entry Switch to Category
View on the left panel
(pointed to here) to display
Fig. 4.3.

Which view you choose to
work with is a matter of
preference. However, each
option within the Category view displays an additional
screen in which you are asked to Pick a task or Pick a
Control Panel icon, which can be a bit confusing.
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® Appearance and Themes

Pick a task...

3| Change the compt ter's theme

3| Change the deskinp background

2| Choose a screen saver

(9| Change the screes resolution

or pick a Control
Panel icon

; Foldes
Dnsplay Options

= Taskbar and
Start Menu

F:g. 4.3 The Control Pane]l Window in Category View.

From either of these views (we prefer the Classic view),
you can add new hardware, add or remove programs,
change the display type and its resolution, change the
printer fonts, and change the keyboard repeat rate.
Further, you can change the settings of your mouse, install
and configure your printer(s), specify regional settings,
such as the formatting of numbers and dates, and access a
variety of system administrative tools. If your system is
connected to the outside world or supports multimedia,
then you can also configure it appropriately. All of these
features control the environment in which the Windows
application programs operate and you should become
familiar with them.
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Changing your Display

Windows XP required a minimum screen resolution of
800 by 600 pixels (picture elements). If your display is
capable of higher resolution, you might like to increase it
to, say, 1024 by 768 pixels, or higher. This will allow you
to see a larger number of icons on a screen when a given
application is activated. To achieve this, do the following:

¢ In the Control Panel window (Classic view),
double-click the Display icon shown here. 3

e In the Display Properties dialogue box, Depey
click the Settings tab to display Fig. 4.4.

Display Properties

 Themes | Desktop | Screen Save: | Appearance ; Settings

| e R S, O

Display
Del P791 on NVIDIA RIVA TNT2 Model 64

Screen resolution Color quality -
Less 3 More Highest (32 Pllwww _‘.ﬁ
1024 by 768 pixels Il ==
[ Troubleshoot . | [ Advanced |
[ ok ][ cace || Apphy

Fig. 4.4 The Settings Screen of the Display Properties.

68



Controlling your PC

4

For the new settings to take effect, click the Apply button.
While the Display Properties dialogue box is open, you
might like to explore the other available settings. For
example:

* Click the Themes tab to change the looks of your
active windows - best left as it 1s.

* Click the Desktop tab to change the background of
your desktop, which by default was set to ‘Eliss’.
The first four background options are quite interest-
ing, or you could select ‘None’ - best left as it is.

* Click the Screen Savers tab to select a different
screen saver (Fig. 4.5) - you will be able to preview
your selection before making a final choice.

Display Properties

Themes i Desktop Screen Saver | Appearance Settings

Screen saver

My Pictures Shde show v r Settings J { Preview ]
[None)
30 FlowerBox ume, password protect
30 Flying Objects
30 Pipes

3D Text

Beziers

Blank

Marquee
My Prictiies Shdesow
Mystify \ =

[yt - ,
Wndows X ) ) [ cecel ) [_2ow )

power settings and save eneigy,

Fig. 4.5 The Themes Screen of the Display Properties Dialogue.
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Selecting My Pictures Slideshow option as a
screen saver allows you to rotate through the
contents of the My Pictures folder. Left-click the
Settings button to specify how often the picture
changes, how big the picture should be, and
whether to stretch small pictures, etc., as shown in
Fig. 4.6, then click OK to return to the Display
Properties dialogue box. For the new settings to

take effect, click the Apply button.

& My Pictures Screen Saver Options

- My Pictures screen saver

How often should pictures change?
More 3 - Less
6 seconds
How big should pictures be?
Smaller : Larger
100% of the screen

Uze pictures in thiz folder:
E:\Documents and Settings\Noel Kantaris\My Document !

Stietch small pictures

[] Show file names

[¥] Use transition effects between pictures

[¥] Allow scrolling through pictures with the keyboard

[ ok RJ[l:a.m:e.l}

Fig. 4.6 The My Pictures Screen Saver Jptions.

Click the Appearance tab to select a different look
for your windows and buttons, apply a different
colour scheme and select a different font size - best

left as it is.
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Controlling Printers

When you upgraded to Windows XP your printers should
have been installed automatically. If not, you would have
been stepped through the Add Printer Wizard.

Nearly 1,000 different printers are supported by
Windows XP so, hopefully, you shouldn’t have too much
trouble getting yours to work. The printer and printing
functions are included in a single Printers and

“% Faxes folder. To open it, either double-click its
Priets e icon (shown to the left), in the Control Panel
or click its entry in the starf cascade menu

Our Printers and Faxes folder, shown in Fig. 4.7, has
several printers available for use. Items in the list of
Printer Tasks provide a way of adding new printers,
configuring existing ones, and managing print jobs.

" Printers and Faxes
Fle Edt View Favorkes Tools Help

Q- © - F | Powes e X

: Address “ 2 Printers and Faxes

Printer Tasks =

: Addapmter _.
#J Send afax

Fig. 4.7 The Printers Folder.
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Windows XP, supports the following printer set-up
methods:

* Plug and Play printers are automatically detected at
installation time, or during the boot-up process.
You will be prompted for the necessary driver files
if they are not already in the Windows directory,
these should be supplied with a new Plug-and-Play
printer.

* Point and Print printing enables you to quickly
connect to, and use, printers shared on some other
networked PCs.

* For other situations, the Add Printer Wizard steps
you through the printer installation process,
whether the new printer is connected to your PC, or
on a network.

Installing an additional printer (not connected to your
system, but available to you, say, at work) allows you to
use the additional fonts available to that printer.
Documents prepared with such a selected printer, can then
be printed to file on a 3'2" floppy disc (if they are less
than 1.44 MB in size) or a recordable compact disc
(CD-R), and later printed out on the selected printer at the
other location.

—— . To install such an additional
| Printer Tasks printer, click the Add a printer
entry in the Printer Tasks list of
the Printers and Faxes window, as
shown here. This opens the Add
Printer Wizard, which makes the installation process very
easy indeed by following the on-screen instructions.
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Configuring your Printer

To configure your printer, left-click the Printers and Faxes
icon in the start cascade menu, select the printer you want
to configure, and click the Set printer properties option
in the Printer Tasks list pointed to in Fig. 4.8 below.
This opens the Properties dialogue box for the selected
printer.

" Printers and Faxes
. Fle Edt Vew Favovtes Tools  Help

Qv O 3| Pwapran X1

Address | % Printers ard Faxos

Printer Tasks

Add a priter
B See what's printing

[ setect printing
prefevences

& Pause printing

&9 Share this prete
@) Rename this precer
I Delete this printer
& Selmete oregors

Fig. 4.8 The Printer and Faxes Window.

From the displayed tabbed dialogue box you can control
all the printer’s parameters, such as the printer port (or
network path), paper and graphics options, built-in fonts,
and other device options specific to the printer model. All
these settings are fairly self explanatory and as they
depend on your printer type, we will leave them to you.

A newly installed printer is automatically set as the
default printer, indicated by a tick against it. To change
this, select a printer connected to your PC, right-click it,
and choose the Set as Default Printer option on the
displayed shortcut menu.
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Once you have installed and configured your printers in
Windows they are then available for all your application
programs to use. The correct printer is selected usually in
one of the application’s File menu options.

Managing Print Jobs

If you want to find out what exactly is happening while a
document or documents are being sent tc your printer,
double-click the printer icon on the right end of the Task
bar, to open its window.

& HP LaserJet 5/56 PostScript
Printer Document  Vew  Help

Documant Name Sratus Cursr Pagas Size
QMM-MJ_M.W Printing Nosl Kerters 32 11SKB/6.60 M0 13:59:32 19/05/2003

Fig. 4.9 The Print Queue Window.

As shown in Fig. 4.9, this displays detailed information
about the contents of any work actually being printed, or
of print jobs that are waiting in the queue. This includes
the name of the document, its status and ‘owner’, when it
was added to the print queue, the printing progress and
when printing was started.

You can control the printing operation from the
Printer and Document menu options of the Print Queue
window, from the object menu, or from the Printer Tasks
list. Selecting Printer, Pause Printing will stop the
operation until you make the same selection again; it is a
toggle menu option. The Cancel All Documents option
will remove all, or selected, print jobs from the print
queue. However, be patient as the deleting process takes
its time.
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Installing a Fax Printer

Windows XP includes its own Fax printer driver. To
install it, open the Printers and Faxes folder, shown in
Fig. 4.8, and click the Install a local fax printer entry in
the Printer Tasks box as shown in Fig. 4.10 below.

® Printers and Faxes
Fle Edt View Favorkes Tools Help

Qv (Y Psewch [ roden X 9 (@ 1

WE%M&smd:axes v Ho
i Printer Tasks 2 é & %
. o Acobat Accobat  hp photosmart
J Ao prieer | Distlr  POFWrker 7150 senes
© lnaalaio; favenier _

ET——
O
{

Fig. 4.10 The Printers and Faxes Dialogue box.

This starts the Install Fax Wizard which might ask you to
insert the Windows XP distribution CD in the CD-ROM
drive so that required files can be copied. Once that is
done, a Fax printer is installed.

All the printers installed on your system are available
to you from within any of the word processing or other
applications you might have on your computer so that you
can either print a document to your local printer, t0 a
shared printer (if you are connected to a network) or the
Fax printer (if you are connected to a phone line). To send
and receive Faxes all you need is a fax device, such as a
Fax modem - it must support Fax capabilities, not just
data standards.
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Exercise

For the following exercise, we suggest you use a friend
you can rely on to respond to your first Fax, so that you
can find out if your system is set up and functioning
correctly. It might be a good idea to phone first!

1. To begin the process, write a short message using your
favourite word processor, then do the following:

¢ Select your word processor’s File, Print menu
command and on the displayed Print dialogue box
choose to print to Fax, as shown in Fig. 4.11.

Printer
Hame: Properies |
Status:
Type:
Where
Commant. I Pont to file
Prnk 1ange: Copies:
o | | Numberofgopes. |1 =
" Cusent page : L [ o
e g A | ||_]' zl_l’ :I_]"‘ f
“Pages pom[i G 0P 4
Pt
™ Limi pages o
™ Cument division 0 Suis
" Selected pages only  Select Pages.
r“""“"‘“““‘"“““"‘“‘““‘"‘“‘“““.
Inclydng: [Both odd and even pages = |

Fig. 4.11 Selecting the Fax Printer.

¢ Press Print to start the Send Fax Wizard which
displays its welcome screen. As usual, you progress
through the various Wizard screens by clicking the
Next button. On the second Wizard screen you are
asked to insert the name of the recipient (there can
be more than one) and their Fax number, as shown

in Fig. 4.12 on the next page.
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Send Fax Wizard

Recipient Information r /
Enter the name and rumber of the person you want to send the fax to. "\4
ot chick Address Book to select a fax reciprent S &

w o

Locaon
Fax number { } 101209 123454

) Use dialing ndes

To send to mugle jecisents. lype sach reciment’s nformabon abave. and then
Chich Add 1o adg the recisent to the bt below

Recpuens name Fax rumbes L A« _J

oo () (oo ]

Fig. 4.12 The Second Send Fax Wizard Screen.

Alternatively, you could click the Address Book
button, select the Main Identity’s Contacts from the
drop-down list, then choose the person you want to
send a Fax to, as shown in Fig. 4.13. The Address
book will be discussed in the next section.

Address Book
Type name or select from bst:
Moef's Contacts b Message Recgeents:
Name EM A 25}Phd Obver
Z=)Michael Babani mach
“IMike Pery ke
el Nicola West npw
=) Noe! Kantars noek
Z&)Norman West noim
5] Pat Moyer omoy
Z2)Patick § Mandy Godfiey  padn
L]Peter (o FFC) pete:
& Pl Qhver Pl
JPoppy Hom hom.
< >
O ) (rmm ] 8 ~
=0

Fig. 4.13 Selecting a Recipient from the Address Book.
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* Pressing the OK button, displays the fourth Wizard
screen, in which you can add more recipients, or
remove a selected one. In the fifth Wizard screen
you can select one cover page template from a
drop-down list, type a few words in the Subject
line box, and your main message in the Note box.
Pressing the Next button, displays the sixth Wizard
screen in which you can select to send the Fax now
or later when it might be cheaper. All these are self-
explanatory and we will leave it to you to explore.

* Clicking the Next button, completes the Send Fax
Wizard by displaying the summary screen, as
shown in Fig. 4.14 below.

Send Fax Wizard 3
Completing the Send Fax
Wizard
You have successhilly crested 8 fax as follows
From  DrNoel Kantans

Recpmnt news Fourumbyy
Phil Olrver 01209 12345%
v A0 wngeede T apeg deed

ataet Nag Speg @

Tme to send Now

[ Povenfor ]

To send yous fax, ciick Freth

Cetoa o) (o ]
b

Fig. 4.14 The Last Send Fax Wizard Screen.

* Finally, click the Finish

button to activate the Fax 1 gi
Monitor which rings the |ossomme

SpCCiﬁed number, and Sendng lan 0 P O “t

[ P thes dhislog visitile of o e

sends the Fax. W T | WY
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The Fax Console

To see the Fax Console, click start, All Programs,
Accessories, Communications, Fax, then select Fax
Console from the displayed options. The Fax Console,
shown in Fig. 4.15, displays incoming and outgoing Faxes
and allows you to view and manage your Faxes.

** Fax Console

Fig. 4.15 The Address Book Screen.

The File menu options allow you to send a Fax (it starts
the Send Fax Wizard) - you can use the information held
in your Address Book, and specify multiple recipients for
the one Fax. You can also receive a Fax now, view, print,
save and mail a copy of it to someone else. While a Fax is
being sent, you can pause or resume its transmission,
restart or delete it. Incoming Faxes are intercepted by your
PC and can be read on screen.

The Edit menu options allow you to select Faxes in
various ways for further operations.

The View menu options allow you to configure what
you see and how you see it on the Fax Console.

The Tools menu options allow you to enter sender
information, create, open, copy or delete personal cover
pages, display the Fax printer’s status, start the Fax
Configuration Wizard, or display the Fax Properties.
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The Address Book

The Address Book can be used not only with the Fax
utility, but also with the E-mail utility (to be discussed in
the next chapter). Although Fax numbers are straight-
forward to deal with, e-mail addresses are often quite
complicated and not at all easy to remember. Windows
provides an Address Book in which Fax numbers,
telephone numbers, and e-mail addresses can be gathered
together and used by its various communication utilities.

To access the Address Book, use the start, All

w  Programs, Accessories menu command, and

"™ select the Address Book option. In Fig. 4.16
below, we show part of an example.

¥ jddress Book - Moel
File Edit View Tools Help
= B X B & &
New Properties b Delete  Find People ; Prinkt Action
G Noef's Contacts P ? E-Mai Address ~

i
i ExlMchael Babani michael@babanibooks.com
iy - . r ddantaris, com

= Hiow K arkaris

Fig. 4.16 The Address Book Screen.

Once in the Address Book, you can manually
add a person’s details, Fax number and
e-mail address, in the Properties box that
opens when you click the New Toolbar icon
and select New Contact, as shown here. Selecting New
Group from this drop-down menu lets you create a
grouping of e-mail addresses, you can then send a Fax or
an e-mail to everyone in the group with one operation.
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The New Contact button lets you add details for a new
person to the Address Book, and the Properties button
lets you edit an existing entry, as shown in Fig. 4.17
below.

Phil Oliver Properties

i Smyg]:m Home  Business | Personal | Other | NetMesting | Digtal IDs |
@ Enter home-related information about this contact here.
e e e = S —
Street Address: -~ Phone:
Fax: 701209 123456

Ciy: i Mobie: k
State/Province: ;
2Zip Code: ( i
Country/Region: L__ . -_} i

Defauk |
Web Page: hetp:ff '

Fig. 4.17 A Recipient’s Properties Screen.

The Home tab screen is used to enter the recipient’s
address, telephone and Fax number. You can also enter
similar information for Business. Use the Name tab to
enter the name, title, and e-mail address for the recipient.
Transferring information about your contacts (at this
stage, name, Fax number, and e-mail address) wil: save
you a lot of time in the future. The rest of the information
pertaining to an individual can be entered later as it is
needed, by editing an Address Book entry. Do investigate
the other tab screens by yourself.
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Address Book Help

We will leave it to you to find your way round this very
comprehensive facility. Don’t forget that it has its own
Help system that you can use with the Help, Contents
and Index menu command. An example section is shown
open in Fig. 4.18.

I';'! Address Book £ Hmile 4

& & o« (78

Hde 8x¥ Fowss Qptions

-~

|2 | Address Book
Organizing Your Address Book e mHelp D

Firding Pecple by Using Directary Service: |
Using You Address Book wth Other Progr - | Introducing the Address Book

E The Address Book provides & convenient

1 .|| place to store contact information for easy
{ || retrieval by programs such as Microsoft
Outiook Express. it also features access to
Internet directory services, which you can
use to look up peaple and businesses on
the Internet. You'll find that the following

i i || features help you organize all your contact
1 k | || information into the most usable form for

1 L you.

Store important information about
the people and greups who are
important to you

with your Address Book, you have a place
to store e-mail addresses, home and work
addresses, phone and fax numbers, digital
1Ds, conferencing information, instant
messaging addresses, and personal
information such as birthdays or

‘|| anniversanes. You can also store
individual and business Internet
addresses, and link directly to them from
your Address Book. For extra information

| || that doesn't fit in these categories, there's
| 11| a generous section for notes

| || Find people and businesses by using
| i/ Internet directory services

Directory services are powerful search
tools that enable you to look up names
and addresses on the Intermet. The
Address Book supports Lightweight
Directory Access Protocol (LDAP) for using
Internet directory services.

Create groups of contacts for mailing
lists

{1 1| You can create groups of contacts to make
1| rteasyto send e-mail to & set of people, -

Fig. 4.18 The Address Book Help System.
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Adding Hardware to your System

Windows XP automates the process of adding hardware
to your system by including a set of software standards for
controlling suitably designed hardware devices.

Plug-and-Play: Windows supports what are known as
Plug-and-Play compatible devices. So, when you buy new
hardware, make sure that it is Plug-and-Play compatible.
Adding such hardware devices to your system is
extremely easy, as Windows takes charge and
automatically controls all its settings so that it fits in with
the rest of the system.

Add New Hardware Wizard: If your new hardware is not
Plug-and-Play compatible all is not lost, as there is a very
powerful Wizard to help you with their installation. Fit
the new hardware before you run the Wizard, as it is just
possible that Windows will recognise the change and be
able to carry out the configuration by itself.

If the new hardware is not recognised, start the Wizard
by double-clicking the Add New Hardware icon

i in the Control Panel, shown here, and follow
sarwswrs | the instructions. The Wizard searches your

system for anything new, which takes a few
seconds to complete. Then, if the new hardware is not
recognised, a list of the installed hardware is displayed
and you are asked to specify the type of new hardware

If your new hardware has come with a CD and
Windows asks you, insert it in the CD-ROM drive, as
Windows might need hardware drivers which are usually
supplied by the hardware manufacturer.
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Adding Software to your PC

Installing Windows applications is very easy with
. Windows XP. Place the CD, or the first disc,
&) | with the software on it in its drive, double-click
£ the Add or Remove Programs icon in the
programs | Control Panel and click the Add New Programs

option button on the left of the displayed
dialogue box, shown here in Fig. 4.19. The disc drives
will be searched and you will be asked to confirm what

you want installed.

¥ Add or Remove Programs
& Currently installed programs: Sort b+ Name
Change or ol o -
Remove il Maosoft Publisher 2002 See 341.00MB
Frograms {Bl Mcrosoft word 2002 Sze  103.00MB
.q i Mcrosoft Works 2002 Setup Launcher Sze  40.61M8
%y .
Add New
Programs
Add/Remave i) Morosoft Works Suke Add-in for Mirosoft Word Sze  14.97MB
Windows. Q -
Components . i

Fig. 4.19 The Add or Remove Programs Dialogue Box.

The Change or Remove Programs option icon only
works for programs on your system that were specially
written for Windows and are listed in the dialogue box
(Fig. 4.19). Using this option removes all trace of the
selected program from your hard disc, although
sometimes the folders are left empty on your hard drive.
These can be removed manually later by using My
Computer to find the main folder in which the software
was originally installed.
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Adding/Removing Windows Features

The Add/Remove Windows Compcnents option icon in
Fig. 4.19, allows you to install or remove specific
Windows components at any time. To install or remove
such features, open the dialogue box, shown in Fig. 4.20,
highlight the group that contains them and click Details.

Windows Component: Wizard

‘Wndows Components
You can add or temove componsnts of Windows XP )

To add of reencve « component, chok the chieckbon. amwmmw
paet ol the component vl be ratalled. To ses what's nchuded in » component, ciick.
ol oy

a7y oevem e il 17 & ME
02 45Fax Servicws I9ImM8

¥ @ indmeng Survice: aoMe
fV‘m!ﬂn 0ome
i[‘l\h Trbmrret Irdrmiben ©moems 191 T RIMA &
i Inchucet Windows aned it b yous computer

Tolal dek. wpace reued 57 2 M8 | Datale . |
Space avadsbie o dek 11350 2 M8 l—{;!

(cBock J{ be> ][ cowd ]

Fig. 4.20 The Windows Components Wizard.

This examines your system and lists the components of
the chosen group (Fig. 4.21). Clicking the box to the left
of an item name will install the selected component, while
any items with their ticks removed, will be uninstalled.

Accessories and Uti ities

Tnl&lmmamﬂ chek the check box A shaded box means thal anly part
the component wil be nstalled To tee what's included n 3 component, ciick Detais
Subcomponents of Accessonies and Utilber. xl

* gl Games 121 M8
i
D Inchudes Windo snd enh : for your comps
Total disk space requeed 57 2MB m
Space avalable on disk. 11351.2M8 —
Lo [ coce ]

Fig. 4.21 The Accessories Dialogue Box.
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You will need to have the original Windows XP CD
available, and when you have made the selections you
want, keep clicking OK to carry out the required changes.
It is easy to use up too much hard disc space with
Windows XP features, so keep your eye on the Total disk
space required entry.

Checking your Regional Settings

Most Windows application programs use Windows
settings to determine how they display and handle, time,
date, language, numbers, and currency. It is important that
you ensure your system was correctly set up during the
installation process.

@ | Use the Start, Control Panel option, then
mondwd | double-click the Regional and Language

C Options icon, shown here, to open the tabbed
dialogue box shown in Fig. 4.2Z on the next
page.

Make sure the various entries are correct. If not, change
them by clicking the down arrow to the right of an entry
to display a drop-down list and select the most appropriate
country and language in the tabbed pages of the dialogue
box.

If, in the future, you start getting ‘$’ signs, instead of
‘£’ signs, or commas in numbers where you would expect
periods, check your regional settings and click the
Customize button to change the way currency, time, and
date display. You will have to click the Apply button
before any changes become effective.
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Regional and Language Options r?_ &l

Regional Options Languages | Advanced
Standards and formats

This option affects how some programs format numbers, curiencies
dates, and time.

Select an tem lo match its preterences, of chick Cusomize to choose
your own formats:

Ergish UntedKingdony [
Samples

Number 123 .456,789.00

Cunency  1£123 456,789.00

Time 1&2;;56

Shot date | 25,10,2001

Longdate |25 October 2001

Location

To help services provide you with local infoimation, such as news and
weather, select your present location

United Kingdom ¥

Fig. 4.22 The Regional Settings Properties Box.

To change the actual time and date of your computer’s
clock, double-click the clock displayed at the bottom right
corner of the Windows screen.
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In chapter 5 and 6 we discuss how to connect to the
Internet and how to send and receive e-mail using
Outlook Express. Chapter 5 covers the basics, while
Chapter 6 delves into e-mail attachments and e-mail
organisation.
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E-mail - Outlook Express Basics

To be able to communicate electronically with the rest of
the world, many users will need to connect their PC
through a modem to an active phone line. This is a device
that converts data so that it can be transmitted over the
telephone system. Installing such a modem is quite easy

with Windows XP.

Modem Properties

Before using your modem, check to ensure it is correctly

configured. To
.,,!:,d do this, double-
s | click the Phone
and Modem Options
icon in the Control
Panel. Windows will
open the  Options
window (Fig. 5.1), with
its Modems tab selected.
Click the Properties
button, then select the
Diagnostics tab and
click the Query Modem
button.

Fig. 5.1 Phone and Modem
Options Window.
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If it displays the word
‘success’, as shown in '

Fig. 5.2, your modem is ::w.._.:: =
working fine. If not, SsiS i
make sure it is
connected correctly, and I ~=8

ATUVIED ™™ Success
ATeGMM  COMMAND NOT SUPPOF TED

if an external modem Arerass.? 0120 i
that it is switched on. , -
Obviously, unless you

can get your computer
to communicate with
your modem, none of
what follows can be Fig. 5.2 Your Modem’s
achieved. Diagnostics.

Genmal  Modem  Disgroshcs  advanced - Dever

Logging

Microsoft Outlook Express

Windows XP comes with the very powerful mail and
news facility, Outlook Express 6, built into it, which
makes it very easy for you to send and receive e-mail
messages. The program should already have been added
to your PC by Setup (an entry being placed on the Start
menu left column. Some users might prefer to have a
shortcut to Outlook Express on their desktop (right-click
it and use the Send To, Desktop command, while others
might prefer to have it placed in the Quick Launch area of
the Task bar (drag it there). The choice is yours!

To start the program, left-click the menu option on the

start menu, shown here, double-click its

icon on the desktop, or click its icon on

the Quick Launch Toolbar. Either of these actions
displays the screen shown in Fig. 5.3 on the next page.
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“here are no unread Mad messages in yau- Inbgy

& oras
P croste o naw Mad message o
g e
.:: vﬁ:;m
[reveRt— GRS G
TR conten the tymed word
it g & Newsarouns account... Ty, oriagic will sgmesr.
Contacts » x |
Ml Baoars Contacts
sl xanters
b P Otver W Cgen the Address Book.,
& (0 paonie o !

| I” when Ortiook Express starts, 9o dwecty to my [nbox

Fig. 5.3 The Outlook Express Opening Screen.

Obviously, to send and receive electronic mail over a
modem, you must make an arrangement with a
commercial server. There are quite a few around now, and
most have Internet options. Try and find one that is free or
can provide you with a reduced rate for local telephone
calls, to minimise your phone bills. Once you have
registered with such a service, you will be provided with
all the necessary information to enter in the Internet
Connection Wizard, so that you can fully exploit all the
available facilities.

Connecting to your Server

To tell Outlook Express how to connect to your server’s
facilities, you must complete your personal e-mail
connection details in the Internet Connection Wizard,
which opens when you first attempt to use the Read Mail
facility pointed to in Fig. 5.3.
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If the Wizard does not open, or if you want to change your
connection details, use the Tools, Accounts menu
command, select the mail tab and click the Add button
and select Mail, as shown in the composite screen dump
in Fig. 5.4 below.

Fig. 5.4 The Internet Accounts Options Screen of Outlook Express.

In the first screen of the Wizard, type your name in the
text box, as shown in Fig. 5.5 below.

Fig. 5.5 Part of the First Internet Connection Wizard Screen.

We only show the relevant parts of the various Wizard
screens so you know what is expected of you, but
remember to type your own details (not what is shown) in
these Wizard screens, and click the Next button to
progress from one screen to another.
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In the second screen of the Wizard, enter your e-mail
address in the text box, as shown in Fig. 5.6 below.

For example: someone@microsoft. com

Fig. 5.6 Part of the Second Internet Connection Wizard Screen.

If you have not organised one yet you could always sign
up for free e-mail with Hotmail, which is a free
browser-based e-mail service owned by Microsoft - we
will discuss this in Chapter 7.

In the third Wizard screen enter your e-mail server
details, as shown for us in Fig. 5.7 below. To complete
some of the details here you may need to ask your Internet
Service Provider (ISP), or system administrator, for help.
The details shown below will obviously only work for the
writer, so please don’t try them!

My incoming mail serveris a | POP3 v | server.

Incoming mail (POP3, IMAP or HTTP) server:
pop.prestel.co.uk

An SMTP server is the server that is used for your outgong e-mail

Outgoing mail (SMTP) server:
smip.prestel.co.uk N

Fig. 5.7 Part of the Third Internet Connection Wizard Screen.

The next Wizard screen asks for your user name and
password. Both these would have been given to you by
your ISP. Type these in, as shown in Fig. 5.8 on the next

page.
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If you select the Remember password option in this box,
you will not have to enter these details every time you log
on. BUT it may not be wise to do this if your PC is in a
busy office - for security reasons.

Type the account name and password your Intemet service provider has given you,

Account name ook ——
Password: .ooooooo
[¥] Remember password

If your Internet service provider requites you to use Secure Password Authenbcation
[SPA) to access your mail account, select the Log On Using Secwe Password
Authentication [SPA]' check box.

[]Leg on using Secure Password Authentication [SPA)

Fig. 5.8 Part of the Fourth Intemet Connection Wizard Screen.

Pressing Next, leads to the final Wizard screen informing
you of your success, which completes the procedure, so
click Finish to return to the Internet Accounts tabbed
window, with your new mail account set up as shown for
us in Fig. 5.9 below.

8Vl e | Drectoy Sence e |

R | [Chemen
popprestel couk  mad (default) Any Avaiable

?

Fig. 5.9 The Intemet Mail Accounts Window.
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In the future, selecting the account in this box and
clicking the Properties button will give you access to the
settings sheets (to check, or change, your details).

Once your connection is established, you can click the
Read Mail coloured link, or the Inbox entry in the Folder
List to read your mail. Opening the Inbox for the first
time, will probably display a message from Microsoft,
like that shown in Fig. 5.10.

Featuring
{ ©® E-mad and Newsgroups

® Mubaple sccounts and ldentites
® HTML message support
® Adcress Book and directory services

Fig. 5.10 The Inbox Outlook Express Screen.

This shows the default Outlook Express Main window
layout, which consists of a Folders List to the left with a
Contacts list (from the Address Book) below it, a
Message List to the right and a Preview Pane below that.
The list under Folders contains all the active mail folders,
news servers and newsgroups. Clicking on one of these
displays its contents in the Message List. Clicking on a
message opens a Preview of it, while double-clicking on a
message opens the message in its own window.
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Receiving an E-mail

To check your mail, click the Send/Recv Toolbar icon
o which will display the Dial-up Connection
sendmecy ~ Window shown in Fig. 5.11 below.

Clicking the Connect [FIREIFI——T-
button, activates your
modem and connects 0‘_:_;
you to the Internet. If
you have any new
messages, they will be
downloaded from your
mailbox to your hard
disc. You can then
double-click on the
connection image on the
extreme right of

the Task bar,
shown here, to  Fig. 5.11 The Dial-up Connection
Window.

Select the service you want to connect
to, and then enter your user name and
password.

display  your _ _
connection Crntny e s
window (Fig. 5.12).

Clicking the
Disconnect button,
disconnects your PC
from the Internet so you
can read and process
your mail at your leisure
without still paying for a
telephone connection.

Fig. 5.12 Your Connection’s
Status Window.
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Sending a Test E-mail Message

Before explaining in more detail the main features of
Outlook Express we will step through the procedure of
sending a very simple e-mail message. The best way to
test out any unfamiliar e-mail features is to send a test
message to your own e-mail address. This saves wasting
- somebody else’s time, and the message can be
----- H - very quickly checked to see the results. To
- start, click the Create Mail icon to open the
New Message window, shown in Fig. 5.13 below.

e Testing nry first e -mail

x
Fle EB View Inset Format Tooks Message Help *
& X D VY 41 8.5

B To:  jmy-address@myserver.com
B l"
Subject: [Testng my frst e-mad

Anal viwuv IiBIUA CSEEF E23E -8

| If all is well, this message will be sent as soon as | connect to my ISP. Checking for e-mail a
|| few seconds later | should receive the same message back

Fig. 5.13 Creating a New E-mail.

Type your own e-mail address in the To: field, and a title

for the message in the Subject: field. The text in this

subject field will form a header for the message when it is

received, so it helps to show in a few words what

@ the message is about. Type your message and
%€ click the Send Toolbar icon shown here.

By default, your message is stored in an Outbox folder,
and pressing the Send/Recv Toolbar icon will connect to
the Internet and then send it, hopefully straight into your
mailbox.
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When Outlook Express next checks for mail, it will find
the message and download it into the Inbox folder, for
you to read.

The Main Outlook Express Window

After the initial opening window, Outlook Express uses
three other main windows, which we will refer to as: the
Main window which opens next; the Read Message
window for reading your mail; and the New Message
window, to compose your outgoing mail messages.

The Main window consists of a Toolbar, a menu, and
five panes with the default display shown in our example
in Fig. 5.10. You can choose different pane layouts, and
customise the Toolbar, with the View, Layout menu
command, but we will let you try these for yourself.

The Folders List

The folders pane contains a list of your mail folders, your
news servers and any newsgroups you have subscribed to.
There are always at least five mail folders, as shown in
Fig. 5.14 on the next page. You can add your own with
the File, Folder, New menu command from the Main
window. You can delete added folders with the File,
Folder, Delete command. These operations can also be
carried out after right-clicking a folder in the list. You can
drag messages from the Message list and drop them into
any of the folders, to ‘store’ them there.
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Note the icons shown below, any new folders you add will
have the same icon as that of the first added folder.

Fig. 5.14 The Local Folders Pane.

The Contacts Pane

This pane simply lists the contacts held in your Address
Book. Double-clicking on an entry in this list opens a
New Message window with the message already
addressed to that person.

The Message List

When you select a folder, by clicking it in the Folders list,
the Message list shows the contents of that folder. Brief
details of each message are displayed on one line, as
shown in Fig. 5.15.

S — — — .

) Noel Kantaris Testing my first e-mall 26/1042003 13:45

Fig. 5.15 Received Messages in Ascending Date Order.
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The first column shows the message priority, if any, the
second whether the message has an attachment, and the
third whether the message has been ‘flagged’. All of these
are indicated by icons on the message line. The ‘From’
column shows the message status icon (see Fig. 5.17) and
the name of the sender, ‘Subject’ shows the title of each
mail message, and ‘Received’ shows the date it reached
you. You can control what columns display in this pane
with the View, Columns menu command.

To sort a list of messages, you can click the mouse
pointer in the title of the column you want the list sorted
on, clicking it again will sort it in reverse order. The
sorted column is shown with a triangle mark, as shown in
Fig. 5.16 below.

t gl ¥ From _ Suect Recsived
3 Noel Kantaris Testing my first e-mal 26/10/2003 13:45
M asaft gt Expae eleoee t glhook Express & 510/2003 1156

Fig. 5.16 Received Messages in Descending Date Order.

This shows the received messages sorted by date, with the
most recently received message appearing at the top. This
is our preferred method of display.

The Preview Pane

When you select a message in the Message list, by
clicking it once, it is displayed in the Preview pane, which
takes up the rest of the window. This lets you read the
first few lines to see if the message is worth bothering
with. If so, double-clicking the header, in the Message
list, will open the message in the Read Message window,
as shown later in the chapter.
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You could use the Preview pane to read all your mail,
especially if your messages are all on the short side, but it
is easier to process them from the Read Message window.

Message Status Icons

I This
| icon

S PEKERe s KD - "=

"“[jn m

®_ K

Imdicates this

The message has one ar more files attached.
The message has beer marked high priority by the sender.
The message has beer marked low priority by the sender.

The message has beer read. The message heading appears in light type.
The message has not teen read. The message haading appears in bold type.
The message has beer replied to.

The message has beer forwarded.

The message is in progress in the Drafts folder.

The message is digitally signed and unopened.

The message is encrypted and unopened.

The message is digitall; signed, encrypted and unopened.

The message is digitalls signed and has been openec.

The message is encrycted and has been opened.

The message is digitally signed and encrypted, and has been opened.

The message has respanses that are collapsed. Click the icon to show al the
responses (expand the conversation).

The message and all o° its responses are expanded. Click the icon to hids all
the responses (collapse the conversation).

The unread message header is on an IMAP server.

The opened message iz marked for deletion on an IMAP server.

The message is flagged.

The IMAP message is marked to be downloaded.

The IMAP message anc all conversations are marked to be downloaded.

The individual IMAP message (without conversations) is marked to be
downloaded.

Fig. 5.17. Table of Message Status Icons.

101



5  E-mail - Outlook Express Basics

The Main Window Toolbar

Selecting any one of the local folders displays the
following buttons on Outlook’s Toolbar.

Opens the New Message window for
creating a new mail message, with the To:
field blank.

Opens the New Message window for
replying to the current mail message, with
the To: field pre-addressed to the original
sender. The original Subject field is
prefixed with Re:.

Opens the New Message window for
replying to the current mail message, with
the To: field pre-addressed to all that
received copies of the original message.
The original Subject field is prefixed with
Re:.

Opens the New Message window for
forwarding the current mail message. The
To: field is blank. The original Subject
field is prefixed with Fw:.

Prints the selected message.

Deletes the currently selected message and
places it in the Deleted Items folder.

Connects to the mailbox server and
downloads waiting messages, which it
places in the Inbox folder. Sends any
messages waiting in the Outbox folder.
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W Opens the Address Book.
@ Finds a message or an e-mail address using
Fed | Find People facilities of the Address Book.

The Read Message Window

If you double-click a message in the Message list of the
Main window the Read Message window is opened, as
shown in Fig. 5.18 below.

& Welcome to Outlook Express 6

® E-mail and Newsgroups

@ Multple accounts and Identities T-n’d of shodnuw e-
mail account wi ers

S IHCimessage supp.or! i n your househo|d7 Q_qx_g

® Address Book and directory services frap b

@ Offiine synchronization Then read your “mai frorn

® Improved Inbox rules . “. 2y "::M nowt

| More Information

For the most current Outiook Express information, go to
the Help menu, and then clidk Read Me.

Fig. 5.18 The Read Message Window.

This is the best window to read your mail in. It has its
own menu system and Toolbar, which lets you rapidly
process and move between the messages in a folder.
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The Read Message Toolbar

This window has its own Toolbar, but only two icons are
different from those in the Main window.

’ o Previous - Displays the previous mail
Previous message in the Read Message window.
(3 ) Next - Displays the next mail message in
Next the Read Message window.

These buttons appear depressed if there are no previous or
further messages.

Signing your E-mail

You create a signature from the Main window using the
Tools, Options command which opens the Options
dialogue box shown in Fig. 5.19 when its Signature tab is
selected and the New button is clicked.

Geesl | Resd | Reces | Send | Compose
Signatues . Secuty ‘E [> M,
Signature settmngs — A ———— e

.. 4] Add signatures to all cutgong messages
k [ Dont add signatuses to Rephes and Forwards

Signatues
Signatue 1 Delout signature ([ New ]|
— I
(_Roname _|
| -~
Edit Signature
(', ©Ter NosiKantam B T serssDetes

my-addiess@myserver com

Fig. 5.19 The Tools Options Window.
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You could choose to Add signatures to all outgoing
messages which is preferable, or you could leave this
option blank and use the Insert, Signature command
from the New Message window menu system.

The New Message Window

This is the window, shown in Fig. 5.20, that you will use
to create any messages you want to send electrorically
from Outlook Express. It is important to understand its
features, so that you can get the most out of it.

Fig. 5.20 The New Message Window.

As we saw, this window can be opened by using the
Create Mail Toolbar icon from the Main window, as well
as the Message, New Message menu command. From
other windows you can also use the Message, New
Message command, or the <Ctrl+N> keyboard shortcut.
The newly opened window has its own menu system and
Toolbar, which let you rapidly prepare (you don’t need to
be connected to the Internet for that), and send your new
e-mail messages after connecting to the Internet.
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Using Message Stationery

Another Outlook Express feature is that it

QQL J{ lets you send your messages on
1 Sonfiowe pre-formatted stationery for added effect
2 Maze
3 o Doy To access these, click the down arrow
5 Ctrs Punch next to the Create Mail button in the
_newes | Main window and either select from the 1
et Sobonery.- to 7 list, as shown here, or use the Select
No St .
el Stationery command to open a box with
Fig. 521 Using Many more stationery types on offer.
Stationery.
The New Message Toolbar
The icons on the New Message Toolbar window have the
following functions:
l = | Send Message - Sends message, either to the
= recipient, or to the Outbox folder.
[mx Cut - Cuts selected text to the Windows
o clipboard.
‘ o) f Copy - Copies selected text to the Windows
Copy 4 :
clipboard.
E 3 Paste - Pastes the contents of the Windows
‘ clipboard into the current message.
z zj Undo - Undoes the last editing action.
K Check Names - Checks that names match
Chock |

your entries in the address book, or are in
correct e-mail address format.
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T

Spelling - Checks the spelling of the current
message before it is sent, but is only available
if you have Word, Excel, or PowerPoint.

Attach File - Opens the Insert Attachment
window for you to select a file to be attached
to the current message.

Set Priority - Sets the message priority as
high or low, to indicate its importance to the
recipient.

Digitally sign message - Adds a digital
signature to the message to confirm to the
recipient that it is from you.

Encrypt message - Encodes the message so
that only the recipient can read it.

Work Offline - Closes connection to the
Internet so that you can process your mail
offline. The button then changes to Work
Online.

Message Formatting
Outlook Express provides quite sophisticated formatting

options for an e-mail editor from both

qw_ .| the Format menu and Toolbar. These
ke only work if you prepare the message
e L+ { . .
S in HTML format, as used in Web
Decroase ndert documents. You can set this to be

Lowend ' your default mail sending format

g using the Send tab in the Tools,
Plain Text Options box.
P :

Lot S Fig. 5.22 The Format Sub-menu.
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To use the format for the current message only, select
Rich Text (HTML) from the Format menu, as we have
done here. If Plain Text is selected, the black dot will be
placed against this option on the menu, and the formatting
features will not then be available.

The Format Toolbar shown in Fig. 5.23 below is added
to the New Message window when you are in HTML
mode and all the Format menu options are then made
active.

Iw - $llow 2 B 7 UA z:zi,-c;‘t:;l—»%.m

Fig. 5.23 The Format Toolbar.

As all the formatting features are self-explanatory, we will
not delve into them here - most of these are quite well
demonstrated in Microsoft’s opening message to you. You
should be able to prepare some very easily readable e-mail
messages with these features, but remember that not
everyone will be able to read the work in the way that you
spent hours creating. Only e-mail programs that support
MIME (Multipurpose Internet Mail Extensions) can read
HTML formatting. When your recipient’s e-mail program
does not read HTML, and many people choose not to, the
message appears as plain text with an HTML file
attached.

Note: At the risk of being called boring we think it is
usually better to stick to plain text without the selection of
any message stationery; not only can everyone read it, but
it is much quicker to transmit and deal with.
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Replying to a Message

When you receive an e-mail message that you want to
reply to, Outlook Express makes it very easy to do. The
reply address and the new message subject fields are both
added automatically for you. Also, by default, the original
message is quoted in the reply window for you to edit as
required.

With the message you want to reply to still open, click

J— . the Reply to Sender Toolbar icon to open the
. New Message window and the message you are

replying to will, by default, be placed under the
insertion point.

With long messages, you should not leave all of the
original text in your reply. This can be bad practice, which
rapidly makes new messages very large and time
consuming to download. You should usually edit the
quoted text, so that it is obvious what you are referring to.
A few lines may be enough.

Removing Deleted Messages

Whenever you delete a message it is actually moved to the
Deleted Items folder. If ignored, this folder gets bigger
and bigger over time, so you need 1o check it frequently
and manually re-delete messages you are sure you will not
need again.
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Garma | Fost | Aecobe § ena | Gomoon | sapunems |
oy} Sewwy | Cowechon | Mesnace

i Cloenng Up Meszages
\ﬁ mply Mmessages om the Delesed Hers fokder on et
deisted messages when lsevng IMAP lolders
7] Compact messages i the backgound
[T Osinta read messags bodies in newegroups

i
!
H
i
|
i
g

Cick Claan Up Now t0 clean up downloaded |
oo Cloan Lip Now.
Cick Stoee Foldes 4o change the location of yous | =
! Troubleshoong
! Outiouk Express can seve ol cosmands © and ko 8 server in @ log e
1\ io rouladhootng paposss
Omal [ L o [TV (113 (]

Fig. 5.24 Cleaning up Messages.

If you are
confident that you
will not need this

safety net, you can opt
to Empty messages
from the ‘Deleted
Items’ folder on exit
in  Maintenance tab
settings of the Tools,
Options box, opened
from the Main
window, as shown in
Fig. 5.24.

In the next chapter we discuss how to send a picture or a
word processed document as an attachment to an e-mail,
how to organise your e-mail folders and how to print an

e-mail.
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Using E-mail Attachments

If you want to include an attachment to your main e-mail
message, you simply click the Attach Toolbar button in
the New Message window, as shown in Fig. 6.1 below.

Undo

B To:  my-address@myserver.com

B e

Subject: E-mal with attachment i

(and wow I, BZIUA &4 B2 3
This is a test to d e-msil

Noel Kastans

mx-iﬂﬂr}gg@m:sﬂmr Lom

Fig. 6.1 Adding an Attachment to an E-mail.

This opens the Insert Attachment dialogue box, shown in
Fig. 6.2 on the next page, for you to select the file, or
files, you want to go with your message.

111




6

E-mail - Some Other Features

Insert Attachment

Agistri.ipg Ascent.)pg
v
Flnone.  stoncs W
Files of type:  AllFiles [*.1) v Cancel

[ Make Shortcu to this file

Fig. 6.2 The Insert Attachment Dialogue Box.

In Outlook Express the attached files are placed below the
Subject text box. In Fig. 6.3 we show two attachments
with their distinctive icons that tell the recipient what
each file is; a Word (.doc) document file and a graphics
(.jpg) file in this case.

i} £-mail with attactinent
Fle Edt View Insert Format  Tools Message Help
. 8 I 4 V. 3

Send Check  Speling Attach  Priorty Sign Encrypt
23 To: pwd;ess@my-s;vev com

@ ’ o Sy S—
Sublect: [E-mad weh sttachment
Attach:  B)Address.doc (23.0KB)  gfAutumn. ipg (64.7 KB

This is a test to demonstrate e-mail attachments

Noel Kantaris
my-addres s@myserver com
|

Fig. 6.3 Adding an Attachment to an E-mail.
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It is only polite to include in your e-mail a short
description of what the attachments are, and which
applications were used to create them; it will help the
recipient to decipher them.

Clicking the Send icon on the Toolbar, puts each
e-mail (with its attachments, if any) in Outlook’s

= | Qutbox folder. Next time you click the
Send/Recv Toolbar icon, Outlook Express
connects to your ISP and sends all the e-mails stored in it.

Sending an E-mail to the Drafts Folder

If you decide that your e-mail is not complete yet and
further changes are needed before sending it, click the
Outbox folder, select its header line in the Message List
and with the left mcuse button depressed ‘drag’ it to the
Drafts folder in the Folders List, as shown in Fig. 6.4.

1 Dutbox - Outlook Express
Fle Ed View Tools Message Help

. 8 WY G SIS
o Print  Delete

Revay Al o0 8

3 Outlook Express E-tiall vath st ac et

Fig. 6.4 Sending an E-mail to the Drafts Folder.

To edit an e-mail waiting in the Drafts folder, click the
folder, then double-click the e-mail to open it in its own
window, edit it, and click the Send icon on the Toolbar.
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Receiving Attachments with an E-mail

To demonstrate what happens when you receive an e-mail
with attachments, we have sent the above e-mail to our
ISP, then a minute or so later we received it back, as
shown in Fig. 6.5 below.

() Comni B o dowd Eartars T s sk ey s con
& ot Scljoct, [l vt st ate—t

Fig. 6.5 A Received E-mail with Attachments.

Note that the received e-mail
shows the graphics (jpg) file
open at the bottom of the
Preview pane, but there is no
indication of any other
attachments. To find out how
many attachments were
included with the received
e-mail, left-click the Attach
(paper clip) icon pointed to in

Fig. 6.6 E-mail Fig. 6.6 to display all of them.
Attachments.
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Left-clicking a graphics
(ipg) file opens it in the
Photo Editor, while left- P
clicking the document o sty s s

\;} mkm.m

file opens the Warming Wt e v o et 0
. . CiOpenkt

box shown in Fig. 6.7.  seva 10

Each attached file can (5] Ay ek betore cparn ety of e

Fig. 6.7 The Open Attachment
Warning Window.

be opened in situ or
saved to disc by
selecting Open it or
Save it to disk.

Organising your Messages

Probably most of the e-mail messages you get you will
delete once you have dealt with them. Some however you
may well need to keep for future reference. After a few
weeks it can be surprising how many of these messages
can accumulate. If you don’t do something with them they
seem to take over and slow the whole process down. That
is the reason for the Folders List.

As we saw earlier you can open folders ir: this area,
and can move and copy messages from one folder into
another. You can move messages by highlighting their
header line in the Message List and

& ik e dragging them into another folder.
“";".',:'f" The copy procedure is the same,
e except you must also have the <Ctrl>
G key depressed through the dragging
n&, procedure. You can tell that
Fig. 6.8 Moving a copying is taking place by the %EJ

Message. ‘+’ on the mouse pointer.
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The System Folders

Outlook Express has five folders which it always keeps
intact and will not let you delete. Some of these we have
met already.

The Inbox folder holds all incoming messages; you
should delete or move them from this folder as
soon as you have read them. Messages in the Inbox
folder can be moved or copied into any other folder
except the Qutbox folder.

The Qutbox folder holds messages that have been
prepared but not yet transmitted. As soon as the
messages are sent they are automatically removed
to the Sent Items folder. Messages in the Qutbox
folder can be moved or copied into any of the other
folders.

The Sent Items folder holds messages that have
been transmitted. You can then decide whether to
‘file’ your copies of these messages, or whether to
delete them. Messages in the Sent Items folder can
be moved or copied into any of the other folders
except the Qutbox folder.

The Deleted Items folder holds messages that have
been deleted and placed in there as a safety feature.
Messages in the Deleted Items folder can be moved
or copied into any of the other folders, except the
Outbox folder.

The Drafts folder is used to hold a message you
closed down without sending - the program will ask
you whether to save such a message in this folder.
Messages in the Drafts folder cannot be moved or
copied into any of the other folders.
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As we have seen earlier, to transmit a message held in the
Drafis folder, double-click its header line in the Message
List to open it in its own window, edit it, then click the
Send icon on the Toolbar to transfer it into the Outbox

folder.

To create additional folders, highlight the folder under
which you want to create a sub-folder - here we have
chosen to create a sub-folder under Local Folders.
Right-clicking the selected folder and choosing the New

Famin g At
Se2 s Ifmd Acined

H

Poadat

Fig. 6.9 Creating a New
Folder.

g
Create Folder

Folder name:
Anbmgll&vk '

* Outiook Express
@ @ Local Folders
& Inbox
@oubox
O Sert Itons
® (P Deloted tems
B Orafts

Select the folder in wich to create the new tolder

Folder option from the drop-
down shortcut menu, as
shown in Fig. 6.9, displays
the Create Folder dialogue
box shown in Fig. 6.10
below.

Next, type an appropriate
name for the new folder and
click the OK button to add
the newly created folder to
the Local Folders list.

Fig. 6.10 The New Folder Dialogue Box.




6

E-mail - Some Other Features

Spell Checking your Messages

Just because e-mail messages are a quick way of getting
in touch with friends and family, there is no reason why
they should be full of spelling mistakes. Some people do
not seem to read their work before clicking the ‘Send’
button. With Outlook Express this should be a thing of the
past, as the program is linked to the spell checker that
comes with other Microsoft programs. If you do not have
any of these, the option will be greyed out, meaning that it
is not available.

To try it out, prepare a message in the New Message
window, but make an obvious spelling mistake, maybe
like ours below. Pressing the Spelling Toolbar button, the
F7 function key, or using the Tools, Spelling menu
command, reveals the drop-down sub-menu shown below
in Fig. 6.11.

o Tusting the Spelicheckes
PP T vew fnsat F

- o
= )

2| X ¥..3 @
Send Cut Copy Paste Undo Chack. Attach  Prioeity Sign  Encrypt
B To:  |my-addressi@myserver com

M |
Subject: |Testing the Spel checker

Eie My Change To:

With a bit of luck, this message Jil] be
sent to my e-mail address when | click
the Send Toolbar icon

Noel Kantaris
my-addre: WE

Fig. 6.11 Using the Spell Checker.
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Any words not recognised by the checker will be flagged
up as shown. If you are happy with the word just click one
of the Ignere buttons, if not, you car: type a correction in
the Change To: field, or accept one of the Suggestions:,
and then click the Change button. With us the Options
button always seemed ‘greyed out’, but you can get some
control over the spell checker on the settings sheet opened
from the main Outlook Express menu with the Tools,
Options command, and then clicking the Spelling tak.

The available options, as shown in Fig. 6.12, are self-
explanatory so we will not dwell on them. If you want
every message to be checked before it is sent, select the
Always check spelling before sending option.

Speling
Settngs s ——
g [ Aways check speling betore sending

[#) Suggest 1eplacements for misspeded waids
‘When checking speling. alweys ignore
y [ Words in UPPERCASE

[ Words with numbers
[&] The ongnal text in  reply or forward
[ intemet addresses

Language = -
8 {Engish Urned Kingdom)

Fig. 6.12 The Options Spelling Dialogue Box.

You could also choose to have the Spell Checker ignore
Words with numbers, before clicking the Apply button.
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Connection at Start-up

While you are looking at the program settings, open the
Tools, Options, Connection tabbed sheet, shown in
Fig. 6.13 below.

[ Geneal “Read | Recepts | Send | Compose | Signatees
Speling Securty Connection Mantenance
Diahup

[¥] Ask before switching diakup connections
[CIHang up after sending and receiving

Intemet Connection Settings —
QOutiook Express shares yous Internet Connection settings with Intemet
Wi Explorer
Cick the Change button to modify these seitings Change

Fig. 6.13 The Options Connection Dialogue Box.

This gives you some control of what happens when you
open Outlook Express, depending on your connection
settings for Internet Explorer. If you have a modem
connection to the Internet, it can be annoying when a
program goes into dial-up mode unexpectedly. To look at
these settings, click the Change button which displays the
dialogue box in Fig. 6.14 shown on the next page.
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Internet Properties | ? !f)ti

General } Secuty | Pruacy | Content | Connections | Programs § Advanced

=
l ﬁ ;:“s;t.upml'tm:mctm,dck | Setup. i

Dial-up and Virtual Prvate Network settings
g
matyive

Choose Settings ¥ ycu need to configure a proxy et
server for a connecton.
L L e R i)
wlter @7 g Moty e Cchon ]

Alwais gst iy de 5u? oanec s o

e Cet il d

Local Area Network (_AN) settings

LAN Settings do not apply to dial-up connections LAN Settings
Choose Settings above for dial-up settings.

Fig. 6.14 The Internet Properties Dialogue

Next, select the Never dial a connection option so that
you only ‘go on line’ (as long as you have not chosen to
Work Offline from the File menu option), when
* you click the Send/Recv toolbar icon shown
here. If you have more than one Intemet
connection, the down arrow to the right of the icon lets
you select which one to use.

-

SendfRecv

If, on the other hand, you have a permanent Internet
connection, you might like to deselect the Never dial a
connection option.
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Printing your Messages

Outlook Express lets you print e-mail messages to paper,

but it does not give you any
control over the page settings
it uses. You can, however,
alter the font size of your
printed output as it depends on
the font size you set for
viewing your messages. As
shown here, you have five
‘relative’ size options
available from the View, Text
Size menu command.

Fig. 6.15 The View Menu.

When you are ready to print a message in the Read
Message window, use the <Ctrl+P> key combination, or
the File, Print menu command, to open the Print dialogue
box shown in Fig. 6.16 with its General tab selected.

Geneal | Opbons

Select Prnier

L} Add Printer ChFax
% Acrobat Distiler

Status  Ready
Location.
Comment:

Page Range
®Aa
AR EECRR N

Ofsme 1

Enter ether a single page number or 3 single
page iange For example, 5-12

SN | ases det SISM PostSerpt

‘u Acrobat POFWrter < ho photosmart 7150 seres

Fig. 6.16 The Print Dialogue Box.
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Make sure the correct printer, Page Range, and Number
_________________________ of copies you want are selected, then click Print.
- & : You can also start the printing procedure by
L clicking the Print Toolbar icon shown here.

If the message has Web page links on it, there are two
useful features in the Options tab of the Print dialogue
box shown in Fig. 6.16. These are:

* The Print all linked documents option, which
when checked not only prints the message, but also
all the Web pages linked to it.

* The Print table of links option, which when
checked, gives a hard copy listing of the URL
addresses of all the links present in the page.

Using Message Rules

These days we seem to be in a situation of receiving
e-mail messages from sources we do not want to hear
from - known as junk mail. If you have this problem also,
use the Message Rules menu option to filter your
incoming messages. Unwanted ones can be placed in your
Deleted Items folder straight away. It can also be useful
for sorting incoming messages and automatically routing
them to their correct folders.

To open this feature, which is shown in Fig. 6.17 on
the next page, use the Tools, Message Rules, Mail menu
command and select the criteria you want your incoming
messages to be processed by.
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Select your Conditions and Actions first, then specify the values in the Desciption.
L_S‘_ebclhf:uﬂiom!um_rdc

[0 Where the From ine contains people "
& Where the Subject ine contains specific words L
O Whete the message body contains specic words |
__D Where the Ta ine contains people v
2 Select the Actions for pous rule:

[0 Move i to the speciied folder ~
[ Copy it to the specihied folder

[0 Forward it to people v

3. Aule Description [click on an underined valus to edk it}
Apply this rule after the message arrives

Where the Subject line cifigwords
Delete & a‘ﬁ

4 Name of the rule:
New Mail Rule #1

Fig. 6.17 Creating Message Rules, Box 1.

In the first box, shown in Fig. 6.17 above, you select the
conditions for the new rule. In box 2 you control what
actions are taken, and the new rule itself is automatically
‘built’ for you in box 3. If you use this feature much you
will probably want to name each of your rules in box 4.

In Fig. 6.18 on the next page, we have set to intercept
and delete messages which contain certain words in their
Subject Lines. To complete the rule we clicked on the
‘contains specific words’ link and filled in the following
dialogue box, clicking the Add button after each phrase.
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Type Specific Words

Type specihic words of a phiase, and click Add.

[specislotter D qm
Words: L
I:Mhore the Subject Ine contains | Remove

"sex'
for Yor sale’

Fig. 6.18 Entering Words to Act Upon.

When finished clicking on OK twice opens the Message
Rules dialogue box shown in Fig. 6.19 below.

Message Hules

Fig. 6.19 The Message Rules Box.
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In this box you can control your rules. You can set
multiple rules for incoming messages and control the sort
priority for the list. The higher up a muitiple list a
condition is the higher will be its priority.

If an incoming message matches more than one rule,
then it is sorted according to the first rule it matches in
your list.

The Blocked Senders List

With Outlook Express there is a very easy way to prevent
messages from a problem source ever disturbing your
peace again. When you first receive a problem message,
select it in the Messages List and action the Message,
Block Sender menu command, as we did in the example
in Fig. 6.20 below.

£ o e Tom  Mesage  Mew

“iPweeklynaws lastminute. com’ has been added to your blocked senders st Subsequent messages from this
sancer will be blocked.

would you ke to remove ol messages from thes sender from the current foloer now?

=pC=

Fig. 6.20 Blocking Messages from a Single Source.

This can be a very powerful tool, but be careful how you
use it. If you are not, you may block messages that you
really would rather have received!
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The Message, Create Rule from Message menu

command is a quick way to start the New Rule process, as

the details of the currently selected message are
automatically placed in the New Mail Rule box for you.

People that send mass junk mailings often buy lists of
e-mail addresses and once you are on a list you can be
sure that your mailbox will never be empty again! With
these tools at your disposal you should only ever receive
‘junk mail’ once from any particular source.

The Address Book in Outlook Express

As we have seen in Chapter 4, the Address Book is a
useful utility for keeping information about your contacts.
The same Address book is used by Outlook Express to
refer to the same contacts and their e-mail addresses
which are often quite complicated and not at all easy to

remember. The Address Book can be accessed
t \$ i by clicking the menu icon with the same name.

In Fig. 6.21 below, we show part of an example.

¥ Address Book - Main Identity

Fig. 6.21 The Address Book Screen.
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Once in the Address Book, you can manually add a
person’s full details and e-mail address, in

“u;i the Properties box that opens when you
MmN click the New Toolbar icon and select New
ey oo Contact, as shown here. Selecting New

Group from this drop-down menu lets you
create a grouping of e-mail addresses, you can then send
mail to everyone in the group with one operation.

To send a new message to anyone listed in

mm:% - your Address Book, open a New Message

i:; = window and use the Tools, Select Recipients

: command, or click on any of the To: or Cc:
icons shown here on the left.

In the Select Recipients box which is shown opened in
Fig. 6.22, you can select a person’s name and click either
the To:-> button to place it in the To: field of your
message, the Cc:-> button to place it in the Cec: field, or
the Bee:->button to place it in the Bee: field.

Select Recipients
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The Properties button lets you edit an existing entry, and
the New Contact button lets you add details for a new
person to the Address Book, as shown in Fig. 6.23 below.

Jane Goodfellow Properties

Name Home {Busmess " Personal | Other | NetMesting | Dgial IDs!

Q Enter name and e-mad information about this contact here

Fest:  Jane Mdde: | st | Goodfefow ]
Tile: Display:  Jane Goodfellow . Nikname i }
E-Mal Addresses: { jane_goodfellow@hotmail.com ’
1
Rt e

[T} send E-Maid using plain text only.

Fig. 6.23 A Recipient’s Properties Screen

& [eher Dok Exprese Clicking the OK buttor: adds
msse o | the new contact to your
sl address book. To add the
Synchronze Al .

| e-mail address of a newly
received message to your

Address Book.
Add Sender to Addiess Buok

Gk Eress ' Address Book, highlight the
w @ LocalFolders  Windows Messenger . .

& Inbox . header line in the Message

G Aot List and use the Tools, Add

Options.

D et l | Sender to the Address Book

Fig. 6.24 Adding a Sender to m.enu command, as shown in
the Address Book. Fig. 6.24.
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Outlook Express Help

Outlook Express has a built-in Help system, which is
accessed with the Help, Contents and Index menu
command, or the F1 function key. These open a Windows
type Help window, as shown in Fig. 6.25 below.

Foyaed 3
el DHeI O
Reading £ mad Messages |
Cresting and Sending £-mad Messages | 1
| @ Viewing and Posting to Newsgroups
@ Managng Large Numbers of Messages Introducing Outiook Express
i Wukm D'!"' Microsoft Outlook Express puts the woﬂd of unhine
| Tips and Tricks on your desk you want to
Troubleshooting ‘il exchange e-mail with colleagues and friends or join
Accessbity newsgroups to trade ideas and information, the tools you need
Addvess Book ‘ are here
k il Manage multiple e-mail and newsgroup accounts
| 1f you have several e-mail or newsgroup accounts, you can
{1 work with all of them within one window. You can also craste
il muliple users, or identities, for the same computer. Each
1{] identity has unique e-mail fulden and an indvidual Address
Book. Multiple identities make it sasy for you to keep work e-
|i| mail separate from personal e-mail, and aiso to keep
|| individual users' e-mail separated.

Fig. 6.25 The Outlook Express Help System.

We strongly recommend that you work your way through
all the items listed in the Contents tabbed section.
Clicking on a closed book icon will open it and display a
listing of its contents. Double-clicking on a list item will
then open a window with a few lines of Help information.

Another way of browsing the Help system is to click
the Index tab and work your way through the alphabetic
listing. The Search tab, on the other hand, opens a search
facility you can use by typing your query in the Type in
the keyword to find text field and clicking the List
Topics button, then selecting one of the topics found and
clicking Display to open Help information on it.
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Using the Internet Explorer

To start the Internet Explorer, either click start, All
Programs, and select Internet Explorer from the
cascade menu, or click its icon on the Quick
o Launch area of the Task bar. Clicking either of
these opens the browser. The first time you do
this, and if you haven’t already carried out the procedure
of connecting to the Internet described in Chapter 5, it
will probably start the New Connection Wizard, which
steps you through the process of establishing your link to
the Internet.

Network Connection Type
‘What do you want to do™

(+) Connect to the Inkernet
Connect to the Interret 53 you can browse the Web andead emai.

(9]~ 1 to the k at my workpl
Connect to a business network [using dial-up o VPN 30 Jou can work from hame.
a field office, or another location.

() Set up a home or small office netwark
Connect to an esasting home o smal office network of s& up a new one.

() Set up an advanced connection

Connect directly lo another computer using yous serial, parallel. o infrared port, o
set up this compulter zo that other computers can connect o it

[ <Back || N“)L\\yll Cancel |

Fig. 7.1 The New Connectior: Wizard.
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This Wizard can make the process of setting up your
Internet connection quite painless. You can open it at any
time with the Tools, Internet Options menu command
by clicking the Setup button on the Connections tabbed
sheet. However, before starting this operation be sure to
find out from your Internet Service Provider (ISP), or your
system administrator, exactly what settings you will need
to enter. Obviously how you complete the various options
will depend on your particular system and circumstances.

After all this, and if all is well, you get your first look
at the Internet Explorer browser. You may get an opening
screen which may look something like that shown in
Fig. 7.2., but what actually appears will depend on
Microsoft, or your ISP, and will also change very often.

2 MSN UK Homepage  Microsaft Internet Daplarers
Fa ER Vew Fovortss  Tooks el

Qe - © 2] @ 4D e Poroonn eum? 5‘3 ;:*:

ifbren LD | e Mgy €0 b Dol R g "ty

ek e Tor fant

¥
i hawsle ree loans for sy prpone.

N
Gat the latest news from the house, end :;"m““mh""
W find ot who the bookes thenk wil be: - Jokw Lese: The Himd
L leced ax frst « ek
g o e
* How to bag your dream home:
Chack yous CV & wp to soakch

Fig. 7.2 A Typical First Opening Screen.
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Note that when the Explorer is actually downlcading data
from the network, the Status Indicator on the right of the
menu bar, and shown here, gives an active display

and the status bar gives an indication of what is
actually happening.

The default opening screen shown in Fig. 7.2 is that of
msn.co.uk, a portal service provided by Microsoft. You
can control what Web page is displayed when you start
Explorer (called your home page), in the General settings
sheet opened with the Tools, Internet Options menu
command. Select Use Current to make any currently
open page your home page, or Use Blank to show a clear
window whenever you start up Explorer. The Use Default
option lets you start up in msn.co.uk again.

Your PC Settings

Before we go any further, a few words on screen display
resolutions may be useful. Your computer may well have
started life set to a screen resolution of 800 x 600 pixels.
It then displays a screen of 800 pixels wide and 600 pixels
high on the monitor. The bigger the monitor you have, the
bigger the screen resolution you can use, as everything
gets smaller as the resolution goes up.

For Web browsing you want as large a resolution as
you can get so that you can fit more on the screen. Web
pages are almost always too large to fit on one screen. We
recommend using a resolution of 800 x 600 if you have a
14" or 15" monitor, and a resolution cf 1024 x 768 for 17"
and larger monitors. We have already discussed how to
change the screen setting in Chapter 4.
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Searching the Web

There are many millions of Web pages to look at on the
Web, so where do we start? You may have started already
from the opening page, but there is one UK institution that
we all know, and don’t particularly love; ‘DVLA’ the
Driver and Vehicle Licensing Agency. There is a lot of
information on their Web site, so let’s take a quick look.

Start Explorer, if it is not already going, log onto the
Internet, and click the Search button, shown here, which
oo is on the button bar known as the Toolbar. This
£meri opens the Search panel on the left of the
Explorer window, which
should be similar to the
one shown in Fig. 7.3.
Next, type ‘DVLA’ in | erevommn =
the text box, and click 8::";'“
the Search button to P
‘Start Searching’ the s

Search x
Qm = Customee

Brought to you by MSN Search
Web. G}
In our case, this Soarch o othe dams
Edes o Foiders

displayed several links to | pgis
pages on the DVLA site,

DG Lrrono® Corpoe Vo O igivy rener re

as shown on the left i
panel in Fig. 7.4 on the Fig. 7.3 The Search Bar.
next page.

Explorer uses various search engines so your search
may not use msn Search, but another one. The msn
Search utility is just one of many search ‘engines’
available for finding your way round the Web. Hopefully
the results will be similar.
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Clicking the ‘DVLA - Rates of Vehicle Excise Duty’ link
displays the right panel in Fig. 7.4, and from there you can
choose other links that might be of interest to you.

Mo ER Vow Fovortes Tock Heb

G- O W h Powr Preotn @rese @ 2- L - Q3

Ao ) 1 owen O Qi L veticls i ston. om e ™

= = SRR =

Qow Qe Customen y-N
| DRIVER AND VEHKLE

: A UCINSING AGENCY

msn ° Search . -

il Home Drivers FAQ Offices & Contacts Othe:
— - vm

Rates of Vehicle Excise Duty

The hnks below gve the rales of vehicie excise duty which take effect for
kcances commaencing 1 May 2003

The notes on the vehicie kcance apphcaton form expiam how and whers
1o apply Please read caretully.

sucle: [prvale vehcles. hght vens,
regratered Datore 1 5t March 2001
ad on or oy 1t Marck (001
gnger vehuCies @ g ight vang

i, S5 reQistered On Of afer | g1

Ccors, inos &

gods Vetiches 'egistered on of after 15t Magsch 2003

-

. >
P It

Fig. 7.4 Using the Search Bar.

The first link ‘Private/Light Goods Vehicles registered
before 1st March 2001’ looks interesting, so click it to
display the page holding the relevant information. In
Fig. 7.5 the result is displayed with the ‘Search’ panel
closed (click the X button), so as to maximise what can be
seen on the screen. In this case we found that the engine
capacity threshold for the lower taxation is 1549 cc. This
is 50 cc more than we thought the figure was before
carrying out this search, and the good news is that you can
claim a rebate if your car meets the regulations!
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D GYID - 1549%cc Rebate - Microsoft hnternet Explorer - [Yiorking Offtine)
fle Ed Vew Favortes Toos Hebp

Q- O t_}@)ﬁm ravertes @ mede €8 5. g TH -

m«ﬂ@ww—-—.m Qov.ukjgvedigved_1549¢c_rebate.htm v >

l‘l 549cc

EFFECTIVE FROM 1st JULY 200

Engine Threshold System

Goad news for car owners

Following the Chancelior's March 2001 budget announcement the lower rate of vehicle excise duty
(VED Car Tex) will be extended to vehicles with engine sizes up to 1543¢c inclusive from 1st July 2001

1549cc Rebate Scheme

® Which cars does the change affect?

Cnly cars thet were registered betore 1st March 2001 in the Prvete Light Goods (PLG)
taxation class and have an engine size between 1201 cc and 1549¢c inclusive. Cars up
10 1200cc already benefit from a reduced rete of VED.

® When do the changes come into effect?

Anyone whose car has an engine size up to 1549¢c and renews their VED from 1st July
2001, wili only have 1o pay the reduced rate of £105 for 12 manths and £57.75 for b
months

Rebate scheme Q

Motorists are entiied to a rebate on licences (tax discs) taken out between 1 st November 2000 and
30% June 2001, Rebetes will not be paid on licences starting before 1 st November 2000

‘J- b 4 @ internet

Fig. 7.5 Following Links Between Web Pages.

Other links will take you to different parts of the Web site
and if you want information on renewing your licence,
this is a very useful site indeed. You can even download
different types of forms, such as licence renewal forms,
vehicle registration forms, etc. That’s the beauty of the
Internet, once you find your way around you can get
almost any up-to-date information you need without
moving from your desk.
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The Address Bar

If we had known the URL address of the site we wanted,
www.dvla.gov.uk in our case, we could have typed it
straight into the Explorer Address bar, as shown below.

Addess @wwwdvlagovuk o VJGO '
Fig. 7.6 Using the Address Bar.

This will open the Web page shown in Fig. 7.7 when the
<Enter> key on the keyboard is pressed, or the Go button
(on the right of the bar) is clicked.

2 Welcome to DVLA - Microsoft Internet Explorer - [Working Offline]
Fle Ed® Vew Favortes Tocs Melp

Qe - U W @7 m‘ff"m@m@

“‘”’"‘l ”WMOWW . .Ga ks ™|

Welcome Croeso

Ve et Velugfis is the official website  Hon yw gwefan swyddogol
Asisneaceh Traryddedw ofthe DVLA y DVLA

l English Versign Eersiwn Cymraeg

The Driver and Vehicle [Go to DLA webske Home Page, English version | rwyddedu Gyrwyr a
is an Executve Agency ofthe Department  Cherbydau yn Asiantaeth Weithredol i'r
for Transport Adran am Drafnidiasth

The Agency is accountable to the Mae'r Asiantaeth yn atebol i'r Ysgrifennydd
Secretary of State and Ministers and. Gwlado! a Gwalmdoglon a thrwyddynt hwy,
m’ough them. to Parhumem and the publlc, l vSenedd a' T cyhoedd. am reoll T

T —— =

.lnt-met

Fig. 7.7 The Welcome Page of DVLA.
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The Address bar is the main way of opening new Web
pages. If you are not connected to the Internet when you
click the Go button, the program will start the connection
procedure. A pull-down menu, opened by clicking the
down-arrow at the right of the field, lets you choose from
the most recent locations you have typed here, which can
save both effort and errors.

Again try moving the mouse pointer around the screen.
When it passes over some of the screen items it changes
to a hand, as shown in Fig. 7.7. What that means is that
each of these underlined text areas (or could be graphics)
is actually a link to another Web page. The status bar, at
the bottom of the screen, shows the URL address of the
link pointed to, and the banner that opens next to the
pointer describes the function of the link. Clicking any of
these links on the page will open another page, which may
well contain more links. We will leave it to you to explore
these sites further. You may find some interesting
information.

The Standard Toolbar

As we have discussed earlier in this book, Windows
applications are now fully equipped with a Toolbar
option, and Internet Explorer is no exceptior. It contains a
series of buttons that you can click with your mouse
pointer to quickly carry out a program function.

C. 0.0 @ & L % @ © 3 &%

Back  Forward  Stop Refresh Home Search Favortes Media History Mal  Print

Fig. 7.8 The Default Standard Toolbar.
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Most of the buttons are pretty self-explanatory and have
the following functions:

Button Function

Back Displays the previous page viewed, or
selects from the drop-down history list.

Forward Displays the next page on the history list.

Stop Halts any on-line transfer of page data.

Refresh Brings a fresh copy of the current Web
page to the viewer.

Home Displays your specified home page, with a
Microsoft page as the default.

Search Opens the Search bar with access to
Microsoft selected search facilities.

Favorites Opens the Favorites bar with access to
your saved favourite sites, or bookmarks.

Media Opens the Media bar which can locate and
control the playing of music and videos.

History Opens the History bar and displays a
hierarchical list of the Web pages you
have previously viewed. You can browse
through these again in Offline mode.

Mail Gives quick access to your e-mail and
Newsgroup facilities.

Print Prints the open Web page, or frame, using

You can reach additional Standard Toolbar options
by clicking the button shown here and located on

the current print settings.
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the extreme right of the Standard Toolbar. One of these
has the following function:

Messenger Gives you access to Chat Rooms, or starts
a Wizard for you to join the Windows .net
Messenger Service.

If the Toolbar is not showing when a window is opened,
you simply open the View menu, select the Toolbars
option and choose what features you want to show. This
places a tick ‘Y’ character on the selected options.
Selecting them again, will toggle the options off.

Favorites

Using Favorites (their spelling, not ours) which are a kind
of Bookmarks, is an easy way to access the Web pages
that you need to visit on a regular basis. It is much easier
to select a page URL address
from a sorted list, than to look

e i it up and manually type it into
D Dot - : the Address field. With
j = ,] Internet Explorer, a Favorite
£ meDIA »] is simply a Windows shortcut
€] 1814000 to a Web page.
#] Account Manager Login VeriSign
&) Adobe Systems LK When you first use Internet
&) Amazon.co.uk Associates Explorer there may already be

@] Amazon.com Associates

’i AYG Anti-Virus System

some Favorites available for
you to use. Later, as your list
of regular sites grows, your
Favorites menu structure will

Fig. 7.9 The Favorites List. grow too.
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With Explorer 6 there are two ways of accessing your list
of Favorites. From the menu bar, as shown previously,
@ and by clicking the Favorites Toolbar button

shown here. The latter method opens the
Favorites list into an Explorer bar on the left of the
Explorer window, as shown in Fig. 7.10 below. This bar
remains open until it is replaced by another Explorer Task
bar, or either the Favorites button or the X button on the
top right of the Favorites bar are clicked.

2 http:ihwww. dvla gov.uk/ - Microsoft Internet Explorer
Ffis Edt View Favorkes Took Help

Om- O @G P Frreo | @use @ (3- 4
Wﬁmlﬂmllm-ﬁawvw v BYco ks
Favorkes Ll

Crmm— Z¥elcome Croesc
LFnancal Links [ DoensiThilf i the official websits  Hon yw gwefar sw
Links Asiamtacth
) MEDIA
. 18i1ogn

. Account Manager Login VertS.
. | Adobe Systems LK
. | Amazon.co.uk Associntes
5| Amazon.com Assogates i 2
LI AvG antivrus System [ Engligh Version
i | Barclaycard
4 | Barclays IBank Tne Driver and Vehicle Mae'r Asiantaeth
£ BOSVIGO Licensing Agency is an Trwyddedu Gyrwyr a
& Cahoot | Executive Agency of the Cherbydau yn Asiantaeth
- | Departmentfor Transport Werthredol i'r Adran am
] Cheap fights i Dratnidimeth
4§} Currency Converter £ ]

v X Osaussons~ | ) [5 & D W W swsave... | 11| Bowo

= S —

4} dabs.com - Home

Fig. 7.10 The Favorites Bar Open.
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Adding a Favorite

There are several ways to add a Favorite to the menu.
When you are viewing a Web page that you want to visit
again, the easiest method is to right-click on the page and
select Add to Favorites from the object menu, as shown
in Fig. 7.11.

Back You can also use the Favorites,
i Add to Favorites menu command
Z;::":’(’:‘ or, if the Favorites bar is open,
oy Bact qrousyd click its Add button shown in
4 S5l0skiog s Fig. 7.10. All these methods start
Select Al the same procedure by opening the

N

- Add Favorite dialogue box shown
Create Shortcut

m open in Fig. 7.12.
V.lngouce .

Encoding >
— %miw&w&mhmfmh E

:::m [7] Make avaiable oifine Cismae “Concl |

Export to Microsoft Excel s S Croste i1 <<

o Cosern (57 e
[ god L,
| 123 Fnancial Links

Fig. 7.11 Using the | Qi

Object Menu. [N

Fig. 7.12 The Add Favorites Dialogue Box.

In this example we are adding the DVLA Welcome page
to our Favorite list. If your Add Favorite dialogue box
does not show the list of folders, just click the Create in
button which then opens the lower part of the box, for you
to select a folder to receive the new Favorite. Clicking the
OK button then completes the process.

142



Using the Internet Explorer

5

History Files

Explorer stores all the Web pages and files you view on
your hard disc, and places temporary pointers to them in a
folder. To return to these in the future, first use the File,
Work Offline command and then click the
Hsgy History icon on the Toolbar, shown here,

which opens the History Explorer bar, as

shown in Figure 7.13 below.

Fle Edt View Favortes Tools Help

Qesx - € ®] & POsewh rraones @ )

Adcress | @) hitp:fwww.dvia. gov 1/ vl ks ”
HI“UY x ;_ o o ) a T A-
View qaach i /\ I C
EJWeeksAgo 1 i col l le rO‘

|

2 weeks ago | m;’«m&e official website  Hon y= gw
T Last vieek | Asiantacth Trwyddedu of the DVLA  y DVLA
ﬂ Kondsy | Gyrwyr a Cherbydau
T Tuesday ' ase | .f!

28 dvia (www.dvia.gov.uk) l . “ & 7 4 l.
. \
48] GVED - 154cc Rebate | J
.Q} Rates of Vehicie Excis. -

(] e-loarishop (www.e-loans. English Versjon ers

B kantaris (www .kantaris.com)

() msn (www.msn.com) The Driver and Vehicle Mae'r Asianteeth

3] My Computer Licensing Agency is an  Trwyddedu Gyrwyr a
o day Executive Agency ofthe Cherbydau yr
ad 10 Department for Asiantaeth Waithredo *'r
Trancnnrt Adran arm Nrcmidiant
< >
X oscansons* | B BB W W ssrbe. | 2

® Internex

Fig. 7.13 Using the History Bar.
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In this vertical bar, you can scroll offline through the sites
you have recently visited. Moving the pointer over the
entries will open a banner giving details of the dates, or
file locations involved. Clicking on a blue ‘date’ icon
opens a list of the sites visited. Clicking on a site will
open a list of the pages you accessed there, and selecting
one of these will open it so you can read it offline.

This is an excellent feature. If you pay for your Internet
access by the minute, you needn’t read Web pages when
they are live, but just make sure they have completely
downloaded, go offline and use the History Bar to work
through them at your leisure.

Right-clicking on any list item gives
you the options to Expand or
Collapse the list, or to Delete it, as
shown here. This gives you the option
of editing out any pages you don’t want to keep in the list.

The length of time
history items are kept
on your hard disc can
be controlled by
using the Tools,
Internet Options
menu command
which displays the
tabbed dialogue box
shown in Fig. 7.14.
To delete all history

Internet Options

General: Securty § Prvacy] Contort § Connectons § Programs § Advanced

Home pege
‘You can changs whech page to use for your home page

Addess | IFSIEEESTITRES
_Use Cumert | [ UsoDetat | { UseBnk ]

Tompurary Inderne: files

Pagas you visw on the internet are stared in 3 specal folder
for quck vievang later

[Dioto Cookme.. | [ Detote Fies. | [ Somrgs. |

Hutory

Thﬂwymwhcbmmnmm
4 quck access o recently viewsd

Days o keap pages i hisiary Izoay{

T | e s J items click the Clear
e ) (Comen ] om History button which

Fig. 7.14 The Internet Options. in" release the hard
disc space used.
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The Cache

You may have noticed that a Web page, especially one
with lots of graphics, loads more quickly into Explorer if
you have already recently viewed it. This is because all
the pages and files you view are stored either in the
History folder or in a cache folder on your hard disc,
called ‘Temporary Internet files’. The next time you
access that page, depending on your settings, Explorer
checks to see if the page has been updated before bringing
it to the screen. If any change to the page has occurred, the
new version is downloaded. If not, a cached copy is
quickly retrieved.

As with the History files, you control the cache, from
the Internet Options dialogue box. The Temporary
Internet files section of the General settings tabbed sheet
is shown in Fig. 7.14 on the previous page. Pressing the
Delete Files button will clear the cache, which will very
rapidly free up space on your hard disc.

Finally, in the Internet Options dialogue box of
Fig. 7.14, you can change the Web site which is displayed
when you first start Internet Explorer. The default Web
site is that of Microsoft’s msn. To change it to one of
your choice, type its URL in the Address text box (or
navigate to it and click the Use Current button), then
click the Apply button. In this way, when you start
Internet Explorer (or click the Home Toolbar
@ button, shown here, while connected to the
Internet), the Web page of your choice will be
displayed, instead of Microsoft’s msn. You can also have
a blank page loaded on starting the Explorer. The choice
is yours!
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msn Hotmail

If you don’t have a mail account with an Internet Service
Provider you can always use msn Hotmail (owned by
Microsoft), where your messages are stored on a server as
Web pages. Using it you can access your e-mail from any
computer with an Internet connection, anywhere in the
world.

You have to be live to sign up with Hotmail, so you
may have to do it from work, or a friend’s PC, or a Cyber
Cafe. You can’t do this any more from Outlook Express
itself, so open Internet Explorer and enter the following
URL into the Address box:

www.hotmail.com

This opens the Hotmail home page shown in Fig. 7.15
below.

fis ER Vow Fovorkss Tesls Heb

am'cs;ﬂg)m \:;-}i'm Wt & -5

{ dukiris | ] bitp:flogin. passport netulogn s de2

1| () Dmcussions not avalatie on hetg: | flogin. passport .ret!

- .M.ﬂ.“

Fig. 7.15 The msn Hotmail Opening Web Page.
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For a full description of Hotmail’s facilities you can use
the All About Hotmail tab near the top of the screen.
Next, click the New Accounts Sign Up tab, which should
open a registration screen similar to the one in Fig. 7.16
below.

3 Get o NLT Passport - Microsalt Bternet Explorer
. Fle ES Vew Favortes Toos Help

0“‘* o - L?J 51 P pm ?\%F"""“ @ @ 2005

addiess @) Ntp:fjregrsternet. passport.net/req . srf Adm2Be @205 st |

Registration

Complete this form to register for a Hotmail account, which s also a Microsoft NET
Passport

The Hotmail e-mall address and password you create are yor .NET Passport
credentials. You'll need them to access your Hotmail account and to sign n wher2
you see the NET Passport sign-n button: w80 Mg

what f [ want 1 ciose my account kster?
Profile information

Help
First Name E
Last Nama I
Your fist and last names wail be sent with all outgoing e-mail messages
Language English
Country /Region United Kingdom -
Prvacy tor tesidents of the European Union v
< >
x _Duuwmf' 2 @iy § ;ﬂ ?‘ Stbscr:n .-'i Qw(:nmn_awwmm:dﬁwfumm
FY] @ Internat

Fig. 7.16 The msn Hotmail Registration Page.

Fill in this form carefully, including the text box asking
you whether you can see a displayed picture or not, and
click the I Agree button at the bottom of the form. If you
are asked to type in the characters shown in the picture
box (a security measure), do so without typing any spaces.
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In our case after only a few minutes we were registered
and presented with the screen in Fig. 7.17.

T MSN Hotmail - Activate your Hotmail Account - Microsoft fnternet Explorer L oF

Fis ER Vow Fovriss Tock tub "]
O - O s@cﬁpmwmcm@ LB Les

Addroms. ﬂmlmmm oo HACRD Thac 22

i i ; T e e e
Al for ooy £19.99 o year!™

No Account Expiration
Login to your MSN Hutmall acceunt wheneves you want. Youl never have to werry about
Iosing yeur atcount, regardiess of how siten you sign in.

~ Send, Recwive Large Attachments WVirus Scanning
| Generous size imts for sending or receiving photos & To keeo your Hotmad account & PC safe, Hotmal
i Fles - up to 3 tumes more per mad scars ol attachments from McAfee.
Hotmall 10MB Inbox Extra MSN Groups Storege
LA WRN'S tmes more storage, youl snmediatsly heve  Youl get 30MB of storage on MSN Groups avalable
g~ plenty of room for more e-mal, photos, etc. Phss you  straght sway - the parfect way to store end shars
can sendirecenve sttadwnents as lrge as IMB. photos, music, etc.®

Coritrue O Bifrg Infor maton ]

Or, sign up for (with a 2VB storage fmit and without the other features).

C R Yx e AkaSy AR 2D T ey TG takat o o of the MIN Craunaitas artes wor st FIE rovnoed » &
Mt ax3ams erahg weth PAXmel (o’ or Tvn (on MEN EYIre STNaRE S 0AY 9- SKetVE nd ¢ - BaR RLZTOOON

© 2003 Microsoft Corporation. Al nghts reserved. TERMS OF USE  TRUISTe Anproved Privacy Satement

X (S~ 00 5D St | B Dot evith mitytiibatmaioncn). D
) et man comy B MTENA L 27 P 53] @ irtere o

Fig. 7.17 Activating your msn Hotmail Account.

As can be seen above, you have the choice of either
paying a small yearly sum to keep your chosen e-mail
address for as long as you pay without any restrictions, or
get a free e-mail address which has to be used often, or
will be lost! The Continue at Hotmail button passes you
through some unwelcome advertising screens and finally
to the e-mail site shown in Fig. 7.18 on the next page.
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Fig. 7.18 Our Individual Hotmail Home Page.

That’s as far as we will go with Hotmail. If you are
interested, you can explore and learn more by using the
e-mail features.

We suggest you set your Hotmail home page as one of
your Favorites, or even your own home page. That way it
is very easy to access it in the future. You

could also use it to carry on with your
Web surfing when you have checked your messages.
Good luck.
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Explorer Help

Internet Explorer 6 has a built-in Help system, which is
accessed with the Help, Contents and Index menu
command. This opens a Windows XP type Help window,
as shown in Fig. 7.19.

&7 Microsoft Internet Explorer

q - = @

Hide kach Forward Dﬂ'?! ‘Web Help

Contants " indox | Semch | Favotes| | —y o :
e || et

Getting started with
Intermmet Explorer

With an Internet connection and Internet Explorer, you can

i Emw.b information more sacdy | | find and view information about anything on the Web. Just
| @ Browsing the Web Offine | | dlick the topics below to get started. You'll find more
Printing and S aving Information | information to help you browse the Interret in the Help

@ Sending Information over the Intemet Sale | | Contents,
| @ Understanding Securty and Privacy on the |
1@ Controling Access I Inappropriate Intome | {| Baslc setup
Customizing You Web Browser | | 1If you aren't connected to the Internet, or you want to create
Accessbiity | | anew connection, click this link

e Zetup an Internet connechon

Learning about Internet Explorer

If you're new to the Internet or to Internet Explorer, here's the
information you need to get started.

o |Introducing the Internet Explorer Wab browser
® Learning how to browse the Web faster and easier
* Ending the information you want

Fig. 7.19 Using Help with Internet Explorer.

Clicking on a closed book icon will open it and display a
listing of its contents. Double-clicking on a list item will
open a window with a few lines of Help information on
the topic. We strongly recommend that you work your
way through all the listed items. Another way of browsing
the Help system is to click the Index tab and work your
way through the alphabetic listing.
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The Favorites tab opens a page that lets you store help
screens that you may want to refer to again, while the
Search tab opens a search facility you can use to find
specific topics. You can also access product support from
Microsoft by using the Help, Online Support menu
command and following the available links.

If you want to know more on Internet Explorer or
Outlook Express, then may we suggest you take a look at
our book Internet Explorer 6 and Outlook Express 6
explained (BP513), also published by Bernard Babani
(publishing) Ltd.
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Accessibility, Scanners and
Cameras

In this chapter we will examine how you can adjust your
PC’s settings for vision, hearing and mobility. We begin
by using the Start, Control Panel menu command which
displays the screen in Fig. 8.1 below.

Fe ER Yew FovorRes Toos Hep

O O 3 prs e X O W Yoo 00

D'cmmnu v Elw

«sxﬁaads

Accessbilty AddHerdware  Addor  Admwwstrative Date and Time  Display
Remov Tooks

?‘?‘9’@

Internst  lomega Active Jeva Plug-n
Corm:bs Opbons Disk:

Fig. 8.1 The Control Panel Screen in Category View.

If the Control Panel screen displays in Category View,
click the Switch to Classical view option to be found at
the top-left panel of the screen.
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Next, click the Accessibility Options icon to display the
screen shown in Fig. 8.2 below.

Accessibility Options

StickyKeys

Use StickyKeys if you want to use SHIFT, CTRL, ALT, of
Windows logo key by pressing one key at a time

[JUse StickyKeys

FiterKeys

Use FilterKeys i you want Windows to ignore brief or repeated
keystrokes, of slow the repeat rate.

[ Use Fireeys

ToggleKeys

Use ToggleKeys f you warit to hear tones when pressing
CAPS LOCK, NUM LOCK, and SCROLL LOCK.

[ Use ToggieKeys

[[] Show extra keyboard help in programs [%

{ OK—J[ Cancel |

Fig. 8.2 The Accessibility Options Screen.

Windows XP gives you the opportunity to make your PC
more accessible to individuals who have difficulty typing
or using a mouse, have slightly impaired vision, or are
hard-of-hearing.

Clicking each tab in turn on this Accessibility Options
dialogue box displays screens on which you can change
the behaviour of the keyboard, sound, display, mouse and
other general categories.
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The Keyboard Options

Activating the StickyKeys option (Fig. 8.2), allows the
user to press a modifier key such as <Ctrl>, <Alt>,
<Shift>, or the <Windows Logo> and keep it active until
another, but different, key is pressed. This is useful to
people who have difficulty pressing two keys
simultaneously.

Activating the FilterKeys option, instructs the
keyboard to ignore brief or repeated keystrokes. The
keyboard repeat rate can also be adjusted.

Activating the ToggleKeys option, instructs your PC to
play a high-pitched sound when the <Caps Lock>, <Scroll
Lock>, or <Num Lock> keys are on and low-pitched
sound when they are off.

The Settings buttons against each of the above options
allow for fine tuning of these preferences.

The Sound Options

Activating the SoundSentry option on the Sound tabbed
sheet, shown in Fig. 8.3 on the next page, instructs your
PC to flash part of its screen every time the system’s
built-in speaker plays a sound. Once this option is
activated, you can click the down-arrow against the
Choose the visual warning box to display a drop-down
menu from which you can choose which part of the screen
you want to flash.

Activating the ShowSounds option, instructs programs
that use sound only to provide information on what they
are doing at the time, to also provide visual information.
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Accessibility Options

“Keyboard | Sound | Display § Mouss | General

SoundSentry

Use SoundSentry if you want Windows to generate visual
warnings when your system makes a sound

] Use SoundSentiy

yie aw

ore] v

ShowS ounds

Use ShowSounds to tell your programs to display captions for
the speech and sounds they make

] Use ShowSounds

| oK i[ Cancel ]§ ST 3

Fig. 8.3 The Sound Accessibility Options Tab Sheet.

The Display Options

Activating the High Contrast option on the Display
tabbed sheet of the Accessibility Options screen, shown in
Fig. 8.4 on the next page, instructs programs to change
their colour-specific schemes to the one specified in the
Settings sheet. Fonts are also changed whenever possible
to improve legibility.

You can also change the rate at which the insertion
point blinks and its width by dragging the two sliders
appropriately.
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! Accessibility Options
‘Keyboard § Sound ! Display | Mouse Genera

High Contrast

designed for easy reading
[ Use High Contrast

Cursor Options

{cursos biink 1ate} and the width of the cursor.

Use this option ¥ you want Windows to use colors and fonts

Move the sliders to change the speed that the cursor bhnks

Bink Rate:

None 3 Fast
Width

Narrow 3 S s Wide
0k J[ cacel | ooy

Fig. 8.4 The Display Accessibility Options Tab Sheet.

The Mouse Options

Activating the MouseKeys option on the Mouse tabbed
sheet of the Accessibility Options screen, shown in
Fig. 8.5 on the next page, allows the keys on the numeric

keypad to be used to move the mouse pointer.

The shortcut key combination you need to use to
activate and deactivate the numeric keypad MouseKeys is
in the Settings sheet, where you can also
change the pointer speed, and specify whether to use the

displayad

MouseKeys when the Num Lock key is on or off.
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Accessibility Options

MouseKeys

Use MouseKeys i you want to control the pointer with the
numetic keypad on your keyboard

T T—

T

Fig. 8.5 The Mouse Accessibility Options Tab Sheet.

Once the MouseKeys option is activated, you can also use
the numeric keypad to simulate mouse operations such as
click, double-click, or drag. To carry out these operations,
do the following:

e To click, press 5 on the numeric keypad.

* To double-click, press the plus sign (+) on the
numeric keypad.

* To right-click, press the minus sign () on the
numeric keypad, and then press 5 to click, or press
the plus sign (+) to double-click.

* To click as if you were using both mouse buttons at
once, press the asterisk (*) on the numeric keypad,
and then press 5 to click or the plus sign (+) to
double-click.

* To switch back to standard clicking, press slash (/)
on the numeric keypad.
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The General Options

Activating the Automatic reset option on the General
tabbed sheet of the Accessibility Options screen, shown in
Fig. 8.6 below, turns off all the accessibility features,
apart from the SerialKeys option, after the specified time.
The Automatic reset option is only used if more than one
person is using the same User Account.

Accessibility Options

Automatic reset N
] Tun off accessibiity featues alter idie for:
5 roentes & »
r Notification

[¥] Give waining message when tuming a feature on
[¥] Make a sound when tuming a featwe on or off

SeriaKey devices

Seriakey devices alow alternative access to keyboard and
mouse features.

| Dluse Swinkeps
: Admistlaﬁveopborsu"

] Apply alt settings: to logon desktop

[ Apply all settings to defaults for new users k

N

[ 0K “ Cancel I ~pply

Fig. 8.6 The General Accessibility Options Tab Sheet.

Activating the SerialKeys services allows you to connect
an alternative input device to the computer’s serial port.
Use the Settings button to display the Settings for
SerialKeys screen, shown in Fig. 8.7 on the next page.
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Chooss the port whers you connact an altemabive input device.

Sanal port: Baud rate

B e

o J [ comen ]

Fig. 8.7 The Settings for
SerialKeys Sheet.

standard keyboard or mouse.

For the next two sections of thi

Next, click the down-
arrow to the right of
the Serial port text
box and choose the
serial (COM) port to
be used. This feature
is useful for people
who are not able to
use the computer’s

s chapter, we need to

switch the Control Panel screen to display the Category
view. To do this, click the Switch to Category view
option to be found at the top-left part of the Control Panel
screen (see Fig. 8.1). Doing this displays the screen shown

in Fig. 8.8 below.

i E’ Control Panel

Appearane anvd
Themes

Pick a category

Srinders and Othes
Hardware

Network and Internet

Conneclions

Add or Remave
Pr o s,

o 4 Sounds, Speech, and
& Audio Devices

Fig. 8.8 The Control Panel in C

Date, Tane, Language,
and Regonal Options

Accessibilty Optisns

ategory View.

Next, click the Accessibility Options entry (pointed to)

under the Pick a category panel
shown in Fig. 8.9 on the next page.

to display the screen
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The Microsoft Magnifier

To start the Microscft Magnifier, click the Magnifier link
{(pointed to) under the See Also entry in Fig. 8.9 below.

B Accessibility Options

Fle Ed View Favortes Took Help

ddress Bv Accessbity cuuém

o Jig

i
4]
£

Accessibility Options

Pick a task...

3| Adjust the contrast for tesd andcolors on your soreer

5y Configure Windows to wark For wour vision, hearing, sed mobility
= needs

or pick a Control Panel icon

Accessibdit y Uptions

Fig. 8.9 The Magnifier link on the Accessibility Options Screen.

The displayed Magnifier screen is shown in Fig. 8.10 on
the next page. The first thing to notice here is the display
of the Microsoft Magnifier message, which can be
prevented from displaying by clicking the Do not show
this message again box.

However, before closing this message, note that it is
magnified at the top of the screen as shown, because the
mouse pointer happens to be within the actual (lower)
message box. In fact, wherever you move the mouse
pointer, that part of the screen is magnified in a window at
the top of the screen. The magnifying window can be
made bigger in the usual way.
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Microsoft Magnifier

Magnifier is intenced to provide a minimum level of functionality
for usq s with slight visual impairments. Most users with visual
impairments will need a magnification utility program with higher
functionality for daily use.

Magrdwr @ rtended (0 (rovide § e level 0 honchonaity

oo und_3 with shght vensel enparments. Most usses wilh venual
will nmed & magrdu ston uiity procres wilth highey

Aanchonally or dady ure

For alst o Windiw-besed maydicahon uites, S8

Mol wab e

s tent and 2 -
[lbs ok siisasni [ m:] e Solors om pos Gremen
work e your viewdi, besring, ) nwsbdty

2]
7 e

(o J[ es ] .
or pick a Control Panel icon

A ¢ ey Options

Fig. 8.10 The Magnifier Screen.

B Lognifier Settings [ 11 6 After closing the Microsoft
— T Magnifier message box, the

Tiacking Magnifier Settings dialogue box
[~] Folow mouse cursor % =

becomes fully visible, as shown
[] Follow keybowrd tocus . .
(5] Follow tew oiting in Fig. 8.11. From here you can
= set the Magnification level
£ Moo from 1 (low) to 9 (high), and

[ Start Mrwmized

select Tracking and
[7] Show Magrdie:

Presentation options. Clicking
(e J[_em ] the Exit button removes the
Magnifier facility from your
screen.

Fig. 8.11 The General
Magnifier Settings Box.
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Selecting Start Minimized under Presentation,
minimises the Magnifier Settings box on the Task bar
next time you start the Magnifier. To now exit the
Magnifier, click the Magnifier Settings entry on the Task
bar and remove the minimise option.

The On-Screen Keyboard

To activate the On-Screen Keyboard, click its link
(pointed to) under the See Also entry in Fig. 8.12 below.

B accessbility Options

Fe ER Vew Fovortes Toos Hep
adess (F Accassbity Options o T )

Actessibilily Dystions

Pick a task...

3| Addjust the contrast for et andiclors. s your screer

3| Lonfiqure Windows Lo work for yeser vision, hearng, amd mabdity
= needs

or pick a Control Panel icon

A covibably Dptns

Fig. 8.12 The On-Screen Keyboard link on the
Accessibility Options Screen.

This displays the screen shown in Fig. 8.13 on the next
page. The virtual keyboard allows users with mobility
impairments to type data using a pointing device or
Joystick. The result is exactly as if you were using the
actual keyboard.
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Fie Keyboard Settings Help

esc F1| F2| F3} F4 FS|FE| F7| FB FOIFIRFII{FY bek
112131456 ]7|819]0] - - bkzp fns | hem & A
tab lqlwlejrit]yvlouliloip]l}]} del 7108189
ajsfld]t]o ik ] e alslse]”
zlxjcjvibinim]. 7 11213
0 ont

Fig. 8.13 The On-Screen Virtual Keyboard.

The On-Screen Keyboard has three typing modes you can
use to type data. These are:

* Clicking mode - you click the on-screen keys to

type text.

* Hovering mode - you use a mouse or joystick to
point to a key for a predefined period of time, and
the selected character is typed automatically.

* Scanning mode - the On-Screen Keyboard continu-
ally scans the keyboard and highlights areas where
you can type keyboard characters by pressing a hot
key or using a switch-input device.

e mTop
' v Use Click Sound
. Typing Mode ...

Fig. 8.14 The Settings
Menu of the
On-Screen Keyboard.

The three typing modes are selected
by choosing the Settings Typing
Mode menu command, as shown in
Fig. 8.14. This opens the Typing
Mode dialogue box shown in
Fig. 8.15 in which you click the
option you prefer and, if
appropriate, the time interval before
the command is actioned.

164



Accessibility, Scanners and Cameras

8

Also, note that you can
select from the Settings
menu to have the virtual
keyboard appear Always
on Top of all other
windows displayed on
your screen, and select to
Use Click Sound which

() Click o select

() Hover bo select
Mirenum bme to hover: 1 00 seconds -

) Joyshick or key 1o select
A arce

Q.
Lo ] (oma]

Fig. 8.15 The Typing Mode of . ) L.
the On-Screen Keyboard. is particularly useful if

you are using the Hover

to select option of Typing Mode.

There are several types of

On-Screen Keyboards which are  [FosH eds:t:::a dep
chosen from the Keyboard Standard Keyboard
menu (Fig. 8.16). These are: o Regur layos
Block Layout
* The Enhanced Keyboard | —— "
that includes the numeric | ® !%!**
102 keys
keypad. 106 keys

* The Standard Keyboard Fig. 8.16 The Keyboard
that does not include the  Menu of the On-Screen
numeric keypad. Keyboard.

You can also display the keyboard with the keys in the
Regular Layout, cr in a Block Layout (arranged in
rectangular blocks). Block layout is especially useful in
scanning mode. Finally, you can select to display the US
standard keyboard (101 keys), the universal keyboard
(102 Kkeys), or a keyboard with additional Japanese
language characters (106 keys).

As you can see, the Accessibility Options are many and
varied, and some of these can also be used by people who
have no disability whatsoever. The choice is yours!
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Using a Scanner or Camera

If your scanner or digital camera are Plug-and-Play,
Windows XP will detect them (if connected to your PC)

- and will start the

! Scanner and Camera

_ Get picture using Scanner Wizard | Wizard. If your camera

Celets is not Plug-and-Play, or
Rename v

. you are using a scanner,

) right-click the camera or

Fig. 8.17 The Scanner scanner icon in My

Shortcut Menu. Computer, then click

the appropriate option for that device. In Fig. 8.17 we
show the shortcut menu for our scanner.

Another way of starting the Scanner and Camera
Installation Wizard is to click Start, Control Panel, and
then:

e If you are using the Classic View, g
double-click the Scanners and |seresa

Cameras

Cameras icon shown here.

e If you are using the Category View, click the
Printers and Other Hardware link under Pick a
category, then click the Scanners and Cameras
link under or pick a Control Panel icon.

If your scanner or camera are not Plug-and-Play, follow
the instructions that came with that device. It is possible,
however, that you might need to get the latest driver for
your device which is compatible with Windows XP or
Windows 2000, by looking at your hardware
manufacturer’s Web site.
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To start the scanning process, start the Scanner Wizard
using one of the methods suggested on the previous page.
After the initial Wizard page the screen shown in
Fig. 8.18 is displayed.

<& Scanner and Camera Wizard

Choote Scanning Preferences

L=
Choose your scanning prefererces, and then chck Preview to see how your preterences affect ?
the pcture

Prctue typer P P
Ei_l] (® Color picture : .
[:__l O Grayscale picture
L’—IJ O Black and white picturs or text
@ & Custom
——

Fig. 8.18 Using Scanner and Camera Wizard to Scan a Picture.

- As you can see above, there are
four scanning choices; colour,
grey-scale, black and white, or
custom, with colour being the
default. Clicking the Preview
button activates the scanner and
a preview of the picture appears
— on the right side of the Scanner
- xXe window (Fig. 8.19).
[T T

il -

Fig. 8.19 The Scanner Preview.
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Clicking the ‘enlarge preview’ button pointed to in
Fig. 8.19, displays the screen in Fig. 8.20. In this way you
can check the result of your scanning preferences.

= Scanner and Camera Wizard f§|
Choose Scanning Preferences 5 I
Choose your scanning preferences, and then chick Preview 10 see how your preferer ces affect f_f}
the picture
Picture type:

k| © Color e

(| O Grapscse pcte

E © Blsck and white picture or lext
4§ Ocuon

Custom ssitings

o

[ <Bock || New> .| [ Cance |

Fig. 8.20 The Enlarged Scanner Preview.

Clicking the Next button, displays the Wizard screen
shown in Fig 8.21 on the next page, in which you can give
your picture a name, select the file format and specify in
which folder it should be saved. In this case, we selected
the file format as Bitmap Image (.bmp), because in this
format you get the maximum number of pixels giving best
quality, which makes it ideal for printing the image in the
future on photographic paper. If, however, you never
intend to print this image, you might like to select the
.jpeg file format which does not produce such large files
and saves space on your hard disc.
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# Scanrer and Camera Wizard

Picture Name and Destination 5
Se=ct a name and destination for your pictures. '

1. Type aname for this group of pctuses:

Meteoia v
2. Sebct atile format
% BMP [Bimap: Image)
3. Cheose a place to save this group of pictures

£2 My Pctues

Fig. 8.21 Picture Name, File Type and Destination Screen.

Clicking the Next button, reactivates the scanner, re-scans
and saves the picture, and displays the penultimate
Wizard screen, as shown in Fig. 8.22 below.

< Scanner and Comera Wizard 5‘*

Other }ptions s
You4 can choose to keep working with your pictures

Yous pitures have been successtully copied to your computet of network.
You cas also pubksh these pictures to a Web site of ordes prints onbne.

‘What do pou wanit to do?

O Publish these pictuses to 8 Web skte
O Odder piints of these pictures hom a photo printing Web site
(o Nethg. I'm finished working wih these pictues

meewmﬁgﬁ

[ Bak J{ Net> )} [ cane |

Fig. 8.22 The Penultimate Wizard Screen.
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If you want to learn more about working with pictures,
click the link by the same name, pointed to in Fig. 8.22,
otherwise select nothing under the what do you want to
do? option of the Wizard screen and click the Next
button.

It is worth noting the size of the saved file (in this case
1,845 KB, as shown in Fig. 8.23 below) - use the View,
Details menu option to see this.

B [:\Documents and Settings\Noel Kantaris Wy DocumentsWy Pictures

fle EQR View Fovortes Tools Help

@I’n!\lr Tasks a0 G lmage 28/02/2002 12 05
': 5 23/08/2001 12 00
L D emtonbos 5 i G 23/08/2001 12 00
o cameaonscaonm % 23/08/2001 12.00
[l ek show ._ 23/08/2001 12.00
E 1) Order prits ondne : }  Image 18/03/2002 1140
|y Prr b e : 5 28/02/2002 14:00
@ se a5 desttoo ] ] 21/11/2000 12.29
bachey e 3 230812001 12.00

B ) ey X 3 1110312003 20 55
- " : 21/11/2000 12.29
23/06/2001 12 00
23/08/2001 12,00
. 23/08/2001 12 00

R Raciud o = g 101212002 12:08
L Rom Dt 250112002 17:52
) Copr this o 2111112000 12 29
& Fusiish thes fle 2o the xjlsabel . Ives Hold R PG 05/10/2002 10:12
- Hixassos.pg 16072002 18:46

File and Folder Tasks

x

" 03/06/2003 10:22
1i{Moan flower il 2308/2001 1200

o By MaryMother g 14/03/2003 10:57
Dislete :P{br g

Fig. 8.23 The Penultimate Wizard Screen.

Getting pictures from your digital camera follows a
similar procedure to getting pictures from a scanner. Your
computer will sense the presence of your camera (if it is
connected and is Plug-and-Play) and the Wizard will react
appropriately. Your digital camera will, no doubt, come
with its own software, as will also be the case with your
scanner, so whether you use the Wizard or not, it is up to
you. Nevertheless, the process is the same.
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E-mailing Scanner and Camera Pictures

Should you choose to e-mail a picture obtained from your
scanner or digital camera, you will be pleased to know
that Windows automatically shrinks the file size for you.
As we have seen, good definition pictures can be very
large indeed, and sending such a file as an attachment to
an e-mail can be expensive and time consuming if your
connection to the Internet is via a modem.

To start the shrinking process, select the file, then click
the E-mail this file

oo i o b aioe option under the File

Enal they arsler (aster and are -smet I vaew by the

S N e 5 and Folder Tasks

e panel, as shown in
rnp—— Cod (et Fig. 823 on the

previous page. This
opens the dialogue box
shown in Fig. 8.24.
Clicking the OK button attaches the picture to a new
e-mail, ready for ycu to fill in, as shown in Fig. 8.25 on
the next page.

Note that in this case the file has shrunk from
1,845 KB to a bare 35.2 KB which still looks very good
on screen. However, were you to print this image, the
quality on paper is passable, but not photographically
excellent. That is why it is prudent 10 keep your pictures
(particularly those from a digital camera), in their original
file size and format.

Fig. 8.24 The Send Pictures via
E-Mail dialogue box.

Try sending one of your scanned or digital camera
pictures as an attachment to an e-mail to yourself, using
the method outlined above, then look at and or print the
received attachment to see the result. Good luck!
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. =@

© Send
@ro: |
@mc |
Subject: kmainq: Meteora.ipg

Attach: |BMeteora.bq (35.2 KB)

Your files are attached and ready to send with this message.

|

Fig. 8.25 The Shrunk E-mail Attachment.

Sending Video Clips as Attachments

Some digital cameras have the facility of recording short
video clips of 15-30 seconds duration in audio video
interleaved (.avi) format - it interleaves waveform audio
and digital video. These are fun to watch on your
computer’s Media Player, but rather large (2.5-4.5 MB) in
size to send as an attachment to friends or relatives. Such
files cannot be shrunk in the way scanned or digital
camera pictures can, but there is a way of dealing with the
problem.

To shrink such an audio video file, do the following:

e Use start, All Programs, Accessories, and select
the Windows Movie Maker option from the
displayed cascade menu. The program is loaded
and displays on your screen as shown in Fig. 8.26.
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L Untitted - Yindows Movie Mahes

*HoXanx el 2
b - Cobarton 3 My Colectens
Collectons x
22 My Collactens
Lol

Fig. 8.26 The Movie Maker Screen.

Next, use the File, Import
command (Fig. 8.27) to
open the Select File to
Import  dialogue  box,
shown in Fig. 8.28 on the
next page.

Navigate to where the
video clip is to be found,
click it to select it, and
click the Open button.
This imports the picture
into the Movie Maker and
displays the screen shown
in Fig. 8.29, also on the
next page.

Bl o & ay

New 4
* OpenProject... Ctri+O
a Record. Ctri+R !
¥ 4
al
»
My Yideos
Ext
———

Fig. 8.27 Tke File Menu
of Moviz Maker.
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Select the File to Import

Look i | £ lsabel ~ O i3
Y dloseeece.aw ; 124 th M
:) Q) 107 Greece.am &} 122 Porth Chaoel[_@/(
My Recent 34) 108 Greece.av 28123 Ives —T JVnd ™
ia ype: e0
Documents @} 109 Greece.aw 129 St tves| B0 e 19/09/2002 15:55
@110 Greece avi ﬂlZS St. lves| Size: 2.62 MB
| ﬂ 23111 Porth Chapel.ppg ¥)126 St. Ives T
Desktop ﬁllZPorth Chapel.jpg __'3127 St. Ives.pg
83 113 Porth Chapel.ipg 2128 &t. Ives Gong to Peru. PG
| 25114 Porth Chapel.1pg #3129 5t. Ives Oops |.JPG
23 115 Porth Chapel. pg 2130 St. Ives Hee hee ... G
116 Porth Chapel. pg #3131 St. Ives Hold #.... G
M ments ! e
yDocuments {(e3117 Porth Chapel. g £5132 5t Ives Hold €. %G
23118 Porth Chapel.ipg #3133 St. Ives Sktng upl. PG
'ﬁ’ £ 119 Porth Chapel.pg #5134 . Ives Yo. G
@) 120 Porth Chapel.avt
My Computer =
< b
"
q Fie name 121 Porth Chapel avi v
My Networh  Files of type: Medsa fhes (all lypes) - Cancel
Cieate clps for video ties

Untithed - Windows Movie Maker LEX
Be (& v Op B o
‘A x ai 2} v . 3 Record
¥ i 1 1% 121 Porth Chapel v
Colecwre x i
3 My Colectors. \’ i
29121 Porth Cheont | B0
et
act omono
‘ ) 000 0000 0 ®
t Tarih # kA . -I-'v.(-( FEFY " o) 'al'-' AbACE I XXRTILF 3 KE B X
”» i {3 st i A
" G | o | ' () et TR TS Ay, 1 ey SO 3
" o« »
R eacy

Fig. 8.29 Imported File into Movie Maker.
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Next, drag the clip to the movie strip, as shown in
Fig. 8.30 below.

¥ Untitled - Windows Movie Maker

. Bie Edt Yew Clip Play Hep
P EH & 0T X 4 @lseveMove C)send -
? oo [, coleon [ @izipotnchops

{3 121 Porth Chape |

Fig. 8.30 Dragging Clip onto Movie Maker strip.

Next, use the File, Save Movie menu option, or
click the Save Movie icon on the Toolbar to
display the Save Movie dialogue box shown in
Fig. 831 on the next page. Under Plavback
quality, select the High quality setting otherwise
the saved video clip might not be good enough to
enjoy. Finally, give the video clip a Title and click
the OK button to display the Save As dialogue box
shown in Fig. 8.32 also on the next page.
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o

Save Movie

Playback quality
Setting: High quaity Ld

Protle.  Video tor bicadband NTSC {256 Kbps)

Video Piotier 3204240 pets
30 hames per second
Fie size: 424.0KB
Download time: 00 0203 288 Kbps (modem)
00.01:03 56 Kbps (modem)
0000:27 128 Kbps (hgh speed)
Displag information
TRie [sabel at the Beach
Author. | Noel Kantaris
Date:  (3/06/2003 w Rating

Description

My Documents

My Computer

Fie name s abel WMV

Save a: lype ‘Windows Media Video Files [* WMV

Fig. 8.32 The Save As Dialogue Box.
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Make a note of the Title you gave to this video and
the name under which you saved it, as these two
pieces of information will be required when you
attempt to send your video as an attachment. Press-
ing the Save button, creates your video and saves it
under its given name in the default My Videos
folder.

Next, use the File, Send Movie To and select
E-mail, or click the Send Toolbar icon and select
E-mail to display a screen similar to the one shown
in Fig. 8.31, where you are asked to give the Title
of your video. Then, the Name the movie to send
dialogue box is displayed asking you to enter the
name of the movie file.

Finally, the movie is created, and the E-mail Movie
dialogue box is displayed (Fig. 8.33) in which you
are asked to choose your e-mail client. In our case
this is Outlook Express.

Select your e-mail program from the list

Defauk e-mai program -
Hotmad
Microsoft Outiook

| MSN Eﬁer |

.Asmmadimhun&uemdplogun

Fig. 8.33 The E-mail Movie Dialogue Box.
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e (Clicking the OK button displays the Outlook
Express e-mail box with the movie clip ready
attached, as shown in Fig. 8.34 below. All you have
to do is add a short message and send it on its way.

-
R lsabel.wmv

. Fle Edt View

Insert Format Tools Message Help "

= X 90w oﬁi 8

- Send

B o i
e |

Subject: [Isabel.wmv

i p)lsabolwmy (27KB)

This is 2 movie created with Microsoft(R) Windows(R) Movie Maker.

To watch the movie, double-click the attachment or save it to your
| hard disk

For the best viewing experience, use Microsoft(R) Windows Media
| (TM) Player. Click this link to get the latest version

| htp/fwindowsme dia com/moviemaker/wmpdetect, asp?LCID=0409

Fig. 8.34 The Outlook Express E-mail Window
with a Movie Attachment.

Note that our video clip has shrunk from 2.62 MB to
327 KB and its quality remains quite acceptable. Of
course, if you don’t pay telephone charges for using the
Internet, then you don’t have to go through this procedure.
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Windows XP comes equipped with a full range of utilities
so that you can easily maintain your PC’s health. You can
access all these tools by using the start, All Programs,
Accessories, and selecting System Tools. This opens the
menu options shown in Fig. 9.1 below.

R Actvats windows Of all the available tools,
B, sodor the System Information is
@ Choracter Map the easiest to examine - it
& Disk oz displays a number of options
such as System Summary,
Hardware Resources, etc.
However, as each one of
these is bound to be different
for different PCs, we leave it
to you to examine the
information for your system.

W Disk Defragmenter

88 Fies and Settings Transfer Wizard
&8 scheduled Tasks

@ System Information

3 System Restore

Fig. 9.1 The System Tools
Menu.

Problem Prevention

Windows XP provides a threefold protection against
System corruption. These are:

* System File Protection
e Automatic Update
e System Restore
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These will be discussed shortly, so now all you have to
look after is your data which can easily by copied to a CD
as discussed earlier in the book. After all, hard discs can
‘crash’ and your PC could be stolen, or lost in a fire, or
flood. Any of these events would cause a serious data
loss, unless you had a copy of it all, and stored it safely.

System File Protection

Windows applications sometimes can, and do, overwrite
important System files which, in the past, could render
your system unusable. Windows XP protects such System
files by automatically restoring them to their original
version, if any changes have been attempted by an
application program.

Automatic Update

Windows XP can
update  automatically
any System files, if
these become
available, from
Microsoft’s Web site.
All you have to do is
click Start, All

F P LT NE ] ] Now Office Document
| Q Open Office Document
‘lntemettuplorer W Windows Catalog

) Outlook Express k
@ Character Map | @) Accessories

£ Lotus word Pro  |§ @) Adobe Acrobat 4.0
¥ Paint Shop Pro 7 §§ T Games

1) lasc Software

¢ v v v v v @

::::p "7 1@ tots smartste Programs, and select
B wodsd o :'“""“"‘““ the Windows Update
© HyperTermna f :::: Exiorer menu option, as shown
FsendaFax. R here in Fig. 9.2.

W Pant W MSN Explorer

i) Outlook Express
yu Remote Assistance
@& windows Meda Player

L L] R windows Messenger

Fig. 9.2 The Windows
Update Menu Option.
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After connecting to the Internet through your Internet
Service Provider (ISP), you will be connected
automatically to Microsoft’s Web site, as shown in
Fig. 9.3 below.

3 Microsott Windows Update - Microsoft Internet Explarer

: Fls Ed Vew Fevortes Toos Help

% __f)_ ) ?‘3——\,-{, Fare r.m:gn:u. e -5 3 Q

Cnecking for the latest varsion of the Windows

Deponding on your connection sposd, the maght take & mraste. During thes tme, =
My recerve one or More secLrity warmincs. Reviow each securtty waming to enaL e
that the content &5 ngned by Mcrosoft, asd then dick Yes to install the software.

| g Discussions not avalatte on htp: e, windowsugdate. mcrossl co
&) Done @ Interret

Fig. 9.3 Connecting to Microsoft’s Update Home Page.

Next, click the Pick updates to install link to get an
appropriate list of updates for your system. However, in
order to be able to download program patches to your
system, the Windows Update program needs to have
information relating to your system configuration, as
shown in Fig. 9.4. Clicking on the Scan for updates link,
pointed to, causes Update to scan your system, which
might take about a minute.

181




Looking After your PC

2 Microsolt Windows Update - Microsoft Internet Explorer
Fle Edt View Favorktes Tooks Help

© X RAG O Jrrmors @mae @ -5 [F -

Hice Bpdate | Windows Updete Worldwide
Windows Update | Welcome to Windows Update

Get the latest updates avallable for your computer's operating system,
software, and hardware,
[ Pick updates bo instal

Windows Update scans your computer and provides you with a selection of
O Review and instal updates es takored just For you
Other Options
| [ Viow nstalation hstory Sm.%w:s
* [ Porsonalize Wisdows Updete
[ Get help and npport Note Windows Update does not collect any form of personally identfable

nformation from your computer,
Reac our privacy statement

Fig. 9.4 Connecting to Microsoft’s Scan for Updates Screen.

Once this is done, you can select which software to
download, if any. Be careful you don’t go overboard with
your selection of downloads ... think of your telephone
bill and the time it will take.

To give you an idea of what it is involved, we started
the Update program for one of our computers, which had
not been updated for three weeks, and the result of the
process is shown in Fig. 9.5 on the next page.
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i
* Windows Update

Home Windorn (ataiog Windows ¢ aanily Othce Bpdate Windows Ugdata Wertdviide

Wirkdows Update Pick updates to instatl

O wecame Windows Update has found 18 oticat updates for your computer.
€] Pt pdates to ruead
D Criticad Uniates armi

egriceiacs () Windows Update has aiso found other utates for your computer. “o browse
0 windows xP (13) through these updates and select the onms you want to nstal, dick s category St

[ Oriver updates (1) et

O Review and install updates
(18)

[+ QRPN ety

Utiver Options
3 view instslation history

B 2003 MeoroR Corporeten

Fig. 9.5 The Updates to be Installed.

Note that there are 18 Critical Updates and Service Packs,
13 Windows XP Updates and 1 Driver Update. To see
what is what before installing, click the Review and
install updates link. This displays the screen in Fig, 9.6.

* Windows Update

Hore Tindows t atalog Vindows Fandy Office Update Wendows Indate \Yortdwide

Windows tipdate E Total Selected UdetBS

O wekome I Review and install your selected wdates

Review the st of tems you have choses to downioad and nstall on your compatss.
) Pk updates to sstat Yau can remove any kem you donY wart .

£ crmscal updates and

Service Packs (10)
3 windows xp (19) Instal Now ] Total: 16 = 27.5 M8, 2 hours
: »

nntes
[ Oriver Updates (1) _(}) S
{0 review and instal updates 81852% June 2003, Cumwdative fatch for Internet Explorer 6 5.
{18) Service Pack )
Downioad sze: 2.0 MB, 11 minutes
A number of securty ssues have beer dentfied in Mcrosoft® Intermet
Bencpthin Explorer that could allow an attacker © compromise your Miqoscft
Windows®-based systems and then tke a variety of actions. For exampie,
an attacker could run programs on a cemputer used to view the attacker's -
PO ey e P\ TP S e

Fig. 9.6 Reviewing the Updates Before Installation.

As you can see it might be a very good idea to review
these updates and select what you need before clicking the
Install Now button. The time given for the download of
27.5 MB is very optimistic!

183



9

Looking After your PC

On successful completion of program downloads, the
Windows Setup program installs the new patches or
programs to your system automatically, after which you
can either go back to browse Microsoft’s site, or you can
disconnect from the Internet.

New to Windows XP is the ability of the program to
manage critical updates automatically as you can see on
the entry in the right panel of the updates screen. We
suggest you spend some time finding out a bit more about
this before you commit to it.

System Restore

If things go really wrong, System Restore can be used to
return your PC to the last date it was working perfectly.
Every time you start to install a new program, Windows
XP takes a snapshot of your system prior to starting the
new installation. Alternatively, you can force Windows to
take a snapshot any time you chocse.

To examine the System Restore utility, use the Start,
All Programs, Accessories, System Tools and
click on its icon, shown here, which displays the
screen in Fig. 9.7 on the next page. As you can see,
from this screen you can select to Restore your computer
to an earlier time, or create a Restore point.

To demonstrate further what happens, we chose the
Restore my computer to an earlier time option, then
clicked the Next button. This displays a further screen, as
shown in Fig. 9.8 also on the next page.
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X System Rectore

Welcome to System Restore

You Can use System Restore to undo harmiu changes to
your comouter and restore Rs settngs and performance.
System Restore returns your computer to an earber tme Tolbagasciectithe.tasithatvou 63410 perfoers
(caled 8 restore pomt) without causing you to bse recent
work, such 85 saved documents, e-mal, or hstory and ® ore »: a0 aarber e
Favorites bts
Create » restore pont
Arry changes that System Restare makes t0 your computer o
are completoly rever sbie. {Z Undo my Last restorshion

Your computer sutomatx ady creates restore points (cabed
system checkpomts), bt you can akso use System Restore
o creste your own restore ports. Thes 15 useful F you are
about to make & majr change to your system, such as.
stalig & new Orogy am or Changing your registry.

Syghew ] 3

To contirue, seiect an option, and then chok Next.

t Systemn Restore

Select a Restore Point

The falowang c slendar displays 1 boid & of the dates that have restore pamts avadable. The kst dsplays the
restore pomts that e gvadable for the selected date

Posstie types of restore pots are. system checkponts (scheduled restore ports created by your computer),
manuai restore points (restore ponts created by you), and nstalation restors points (sutomate restore points
created when certain programs e nistalled)

1. On this calendar, clich a bold dete. 2. On thas list, cBick a restore point.

There are n restors paints crested yst for tes day. To
restore mmediatedy, pick another day and re=tore pont,

Fig. 9.8 Selecting a System Restore Point.
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The dates shown in bold in the calendar are Restore points
created by Windows XP. The three possible types of
Restore points are:

* System Restore points created by your computer
* Manual Restore points created by you

* Restore points automatically created prior to install-
ing certain programs.

If you select to create a Manual Restore point (you must
click the Create a restore point option on the Welcome
to System Restore screen), Windows XP asks you to give
a description of this Restore point so that you can identify
it easily at a later stage. In our example, as shown in
Fig. 9.9 below, we chose to call this After installing
Windows Updates, which together with the date given to
it by the Restore program, gives us a pretty good clue of
the circumstances surrounding its creation.

1. On this calendar, click a bold date. 2. On this list, click a restore point.
< e 201 b 04 June 2003
Mon | Tue |(Wed| Thu | Fri | Sat [Sun | EE eI L At R L e e
2 27 X8| 29 30| 3t 1
2l 3 s| 6 7 8 [Restores your computer to this time |
of 10| 11 12[ 13| 14| 15
16 17 18 19| 20| 21| 22
23| 24| 25| 26| 27| 28| 29
30 1 2 3 4 3 L)

Fig. 9.9 A Manual Restore Point.
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Activating the Firewall

It is a good idea to activate the Internet Connection
Firewall (ICF) found in Windows XP, especially if you
are using a network. A firewall is a software security
system that sits between a network and the outside world
and is used to set restrictions on what information is
communicated from your home or small office network to
and from the Internet. It protects you from uninvited
outside access.

Y To activate the firewall, click start, Control
w, | Panel, then double-click the Network
=1 Connections icon, shown here, to display the

window in Fig. 9.10 below.

= Network Connections

Q@ 58t up ahome or sral
office netwark

@ Sart this connection
@ Rename this connection:
3 Deloto this connaction

Fig. 9.10 The Network Connections Window.

Next, select the Dial-up connection and click the Change
settings of this connection entry under the Network
Tasks. In the displayed Properties dizlogue box click the
Advanced tab and check the Protect my computer and
network by limiting or preventing access to this
computer from the Internet box shown in Fig. 9.11.
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f« OneTel.net.uk Properties

Inteinet Connection Frewall

Protect my computer and network by limiing or preventing
kms to thes computer from the Intesnet

Learn more about Internet Connection Frewal

If you're not sure how to set these properties, use
! the Network Setup Wizard nstead

[sotirgs.. | |
(o J[ cace |

Fig. 9.11 The Advanced Properties Window.

Disk Cleanup

You can run Disk Cleanup to help you free up space on

your hard drive. The first thing that Disk Cleanup
& does after activation, is to ask you to select the

drive you want to clean up, as shown in Fig. 9.12.

_ox[\rn|

Fig. 9.12 Selecting a Drive.

It then scans the specified
drive, and then lists
temporary files, Internet
cache files, and other
program files that you can
safely delete, as shown in
Fig. 9.13 on the next page.
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< Disk Cleanup for (E:)

space on [E:)

- ‘Yiou can use Disk Cleanup to free up to 19.256 KB of disk.

As you can see
in Fig. 9.13, we
could free quite

a bit of disc
Files to delete: | A
B Ei ---_I:-1i- - * Space by deletlng
] & Temporary intemet Fles 12,761 kB
. [[] @l Offine Web Pages 14KB the Tempor.ary
8 # Flecycle Bn §A43KB Internet Files
| Temporary fles 0KB &: |
CR = (Web pages
Total amount of disk space you gan 12,761 KB
Descrplion stored on your
Donwioaded Propem Flesve AcivdCoorec and dave o hard disc for
s, et syrom sl bt 5 ..
s o quick viewing),
and even more
[ ViewFies | by deleting files

in the Recycle
Bin. The More
Options tab
allows you to
remove some Windows components and other installed
programs that you do not use any more.

Fig. 9.13 Files Found by Cleanup.

Scanning a Hard Disc for Errors

Windows XP incorporates a utility that can check the
integrity of your hard disc, and if it finds any errors, it can
attempt to repair them. To start this utility, click My
Computer then in the displayed screen right-click the
drive you want to check, select Properties from the
drop-down menu and click the Tools tab to display the
screen in Fig. 9.14 shown on the next page.
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Local Disk (E:) Properties

General | Took | Hardware | Shaiing
Enor-checking
@ This option will check the volume for

~ Defragmentation

‘: This option will defragment files on the volume.

i

Defragment Now, .
Backup
& This option will back up files on the volume.

Fig. 9.14 The Disk Properties Screen.

As you can see, you have three choices; Check Now for
disc errors, Defragment Now, or Backup Now. The last
option is not available in the Windows XP Home edition.
Before you can start scanning your selected drive for
errors, all running programs and applications on that drive
must be closed. If you start this utility while a program on
that drive is running, you will be informed of the fact in a
wamning box.
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Defragmenting your Hard Discs

The Disk Defragmenter optimises a hard disc by

rearranging the data on it to eliminate unused
F spaces, which speeds up access to the disc by
—  Windows operations. You don’t need to exit a
running  application before starting the Disk
Defragmenter.

Choose which drive to defragment and you can
defragment it in the background while working by
minimising the utility onto the Task bar. On the other
hand, you can watch the process of the operation. For
example, having selected a drive and clicked the Analyze
button, you will be told whether defragmentation is
needed or not. On the other hand, clicking the
Defragment button, starts the process which is shown in
Fig. 9.15 below.

OO l ?IINIIIIII HI I ||
Estmated dshusage ofter defragmentation: .
| L dftes M C fies B bie fles (] Fros space

e oetrogmentrg... 6% ¢ Fies [Eissiewereninin

Fig. 9.15 Defragmentation in Progress.
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On your screen you can see which files are fragmented
(shown in red) and which files are not fragmented (shown
in blue), while free space is shown in white. For large
drives this process can take a long time, so do it in the
background while you are working on something else, or
make lots of time for it!

Scheduled Tasks

The Scheduled Tasks option allows you to carry out
several housekeeping tasks, such as disc cleanup,
or defragmenting your data, at times convenient to
you. Clicking its icon, opens the window shown in
Fig. 9.16 below.

& Scheduled Tasks
© Fie Edt WView Favortes Tools Advanced Help

O © P e X 19 [

Other Places

(3 Control Panel
i) Shared Documents
S My Network Places

Fig. 9.16 The Scheduled Tasks Wincow.

Next, double-click the Add Scheduled Task icon to start
the Wizard. Clicking Next on the first Wizard screen
displays the second Wizard screen, shown in Fig. 9.17 on
the next page.
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Scheduled Task Wizare

Chick the program you want Wir dows to run
To see more programs, chck Browse

LApoﬁcyen e
| €& Character Map

{88 Command Prompt 5.1.26000(=.
@I Data Sources (0DBC) 352077130
6.00.2600.00.

9 Fax Console 5.21776.0
Q Fax Cover Page Editor 5217760

B2 Cinr and Catbinnn Teamabr 110 K1 9CON A fa

[ <Back | Newt>

Fig. 9.17 The Second Scheduled Task Wizard Screen.

On this screen, select the task to be Scheduled then click
the Next button to display Fig. 9.18.

i Scteduled Task Wizarc

Type a name tor this task. The task name can be
the same name as the program name

'6!3‘( Clearup

Petform this task:

" Daiy

& Weekly

 Monthly

" One time only

" When my computer starts
 ‘whenl log on

[ <Back ]I_NQLJQJ [ caxe |

Fig. 9.18 The Third Scheduled Task Wizard Screen.
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On the screen of Fig. 9.18 you are asked to specify the
frequency at which you would like the selected task to be
performed (we selected weekly in our example). Having
done so, press the Next button to display the fourth
Wizard screen, shown in Fig. 9.19 below.

Scheduled Task Wizard

Select the time and day you want this task lo start.
Start time:

T
Every |1 3: weeks

Select the day(s) of the week below:

I Monday I~ Thusday

™ Tuesday ™ Fiiday

[~ Wednesday [~ Saturday
W Sunday

[ <Back || New>

Fig. 9.19 The Fourth Scheduled Task Wizard Screen.

On this screen you are asked to specify when you want the
selected task to be carried out. Obviously, your computer
must be switched on in order to perform such scheduled
tasks, so it’s up to you to choose a convenient time.
Having done so, press the Next button to display the fifth
Wizard screen, shown in Fig. 9.20 on the next page.
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Scheduled Task Wizard

Enter the name and password of a user. The task will
win as f it were started by that user.

Enter the user name:  |HOME -NK\Noel Kantaris

Entes the password:

F a password is not entered, scheduled tasks might
mol run.

Fig. 9.20 The Fifth Scheduled Task Wizard Screen.

As you can see from the above Wizard screen, you can
enter the name of a user and a password. The task is then
run as if it were started by the specified user. Clicking
Next, displays the final Wizard screen and clicking the
Finish button, performs the selected task at its chosen
time.

It is a good idea to perform such tasks regularly, but
make sure that

* your computer is switched on at the selected times,
and

* you are not inconvenienced by your time selection.

It is, of course assumed that your PC’s clock is shcwing
the same time as your watch, otherwise you might get
some unexpected surprises!
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Power Saving Management

You can automatically put your computer into hibernation
or standby, provided you log on as an administrator, and
your computer is set up by the manufacturer to support
these options. If your computer is connected to a network,
network policy settings may prevent you from completing
these tasks.

Hibernation Mode

When your computer is put into hibernation mode,
everything in the computer memory is saved on your hard
disc, and your computer is switched off. When you turn
the computer back on, all programs and documents that
were open when you turned the computer off are restored
on the desktop.

To initiate hibernation, activate the Control Panel and
- double-click the Power Options icon shown
{h here. Then, in the displayed Power Options
Properties dialogue box, click the Hibernate tab.
If the Hibernate tab is unavailable, then this is because
your computer does not support this feature. If it does,
make sure the Enable hibernation box is checked, as
shown in Fig. 9.21 on the next page.

Next, click the Advance tab and select what you want
under Options, then click the down-arrow button against
the When I press the power button on my computer
box and choose what you want to happen from the
drop-down options list shown in Fig. 9.22 also shown on
the next page.
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Power Options Properties

Power Schemes = Advanced . Hibemate yps

‘When yout computer hibernates. it stores whatever it has in
memory on your hard disk and then shuls down When pous
computer comes out of hibernation, it returns to its previous state.

Hibenate
Enable hibernation
N
Disk space toi hibetnation
Fiee disk space: 2.215MB
Disk space requited to hibeinate: 128 MB

Powes Options Properties

Power Schemes . Advanced - Hibemate . UPS

-
gy Select the power-saving settings you want to use

Cptiors
[7] Always show 1ccn on the taskbar

[¥]Piompt for password when computer resumes from standby

Poweet buttons
When | press the power button on my computer

Shut down
Do nothing \
Ask me what to do

Stand by

Hibeinate

Fig. 9.22 The Power Button Options List.
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Finally, click the Power Schemes tab, and select a time in
System hibernates, as shown in Fig. 9.23. If you set this
to, say, ‘after 1 min’, then you can sit back and see what
happens. With our system, after one minute we were
informed that it was safe to switch off the computer,
which we did. When switching on the computer a few
seconds later, Windows XP started up automatically and
loaded all the programs that happened to be loaded at the
time of hibernation.

Power Options Properties
Power Schemes Advanceaﬂ Hibemate k uPs
% Select the power scheme with the most appropriate settings for
this computer. Note that changing the settings below will modify
the selected scheme

Power schemes

Home/Ullica Desk

SaveAs. | Delets |

Settings for Home/Office Desk powet schame

Turn off monitor Alfter 20 mins v
Tumoff had disks: i Never v
System standby: Never v

System hibeinates:

Fig. 9.23 The Power Options Power Scheme

Obviously this is a time saver much favoured by users of
laptop computers. However, there is no reason why users
of desktop computers should not also be in favour of this
power saving management.
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If you decide that you do not want your system to
hibernate, just go through the procedure described above
and uncheck the selected option in the Power Options
Properties screen of Fig. 9.21. Finally, click the Power
Schemes tab, and select ‘never’ for the time the System
hibernates.

Standby Mode

When your computer is put into standby mode,
information in computer memory is not saved to your
hard disc. You must save all your work before putting
your computer into standby mode, because if there is an
interruption in power, all information in the computer’s
memory will be lost.

To initiate standby mode, activate the Control Panel
and click on the Power Options icon. In the displayed
Power Options Properties dialogue box, click the Power
Schemes tab, as shown in Fig. 9.23.

If you are using a portable computer, you can specify
one setting for battery power and a different setting for
AC power. In fact, you can adjust any power management
option that your computer’s hardware configuration
supports.

199



9

Looking After your PC

On Turning your Computer Off

As we have seen at the beginning of this book, you turn
off your computer by the sequence start, Turn Off
Computer, which displays a screen similar to the one in
Fig. 9.24 below.

Turn off computer

Puts your computer in a low-power state so that you can
quidkdy resume your Windows session.

To hbernate instead, hold down the Shift key.

Fig. 9.24 The Turn Off Computer Box.

This exact box is displayed only if you have logged on as
an administrator, your computer is set up by the
manufacturer to support the two power management
options of Standby and Hibernate, and you have to make
sure that the Enable hibernation box is checked in
Fig. 9.21.

Provided all of the above conditions are satisfied, then
you can put your computer into immediate standby by
clicking the Stand By button, or into hiberation by
holding the <shift> key down, which causes the Stand By
button to change to Hibernate, and clicking it. This has
the effect of putting your computer into either of these
two modes for this time only, unlike the procedures
described earlier which are effective each time you switch
off. Personally, we prefer this method of power
management, as it is dependent on what you intend to do
next, and it suits varying circumstances.
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Backing up your Data

Hard discs can ‘crash’ (though not as often these days as
they used to) or your PC could be stolen, or lost in a fire
or flood. Any of these events would cause a serious data
loss, unless you had backed up all your data on a regular
basis, and stored it somewhere safely, preferably away
from the vicinity of your PC.

Although Microsoft includes with Windows XP
Professional Edition a Backup program, we will not
discuss it here but will suggest an alternative procedure.
After all, users of Windows XP Home Edition have just
as important data that needs to be backed up!

Making a Back-up

Before we start making a back-up, it will be convenient to
have the destination of the back-up on the SendTo folder.
Although we have discussed this, as well as all the other
procedures required in making a back-up in Chapter 3, we
will put these together here, as we feel the subject is
extremely important. You should get into the habit of
making a back-up at least once a week.

The destination for the back-up could be an external
hard disc, a zip drive, or a CD recorder. In the latter case,
you will need a recordable compact disc (CD-R) or a
rewritable compact disc (CD-RW). Since these days most
users have a computer with a CD rewriter, we will use
this as the back-up destination in our example, although
you can apply the procedure to any of the other media
mentioned above, even to floppy discs, if you have an
endless supply of them.
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To add a new location to the Send To menu, do the
following:

Click start, My Computer, and select the
Documents and Settings folder on the drive where
Windows XP is installed.

Double-click the folder of a specific user.

If the SendTo folder is not visible, use the Tools,
Folder Options command, click the View tab,
click the Show hidden files and folders option,
and click the Apply button. Double-click the now
visible SendTo folder.

Use the File, New, Shortcut command, as shown
in Fig. 9.25, and follow the instructions on your
screen specifying your chosen backup drive.

& £:\Documents and Settings\Noel Kantaris\SendTo
R cx vew Fevomes Tods Hep

Tl Treats Shortart
Dmlete
BT “ Wcm
e | @) Mcrosoft Word Document
Other Places | & Lotus Word Pro 9 Document
3 Noo | Microsoft Access Application
O & Maosoft Picture It! Document
_ | B) Microsoft PowerPoint Presentation
= v sacs| A Paint Shop Pro 7 Image

o My Computer | g vy oot Publisher Document
3 My NetworkPlse =) 1o, Document
&) wave Sound
| ) Microsoft Excel Worksheet
| [0 Compressed (zpped) Foider

Fig. 9.25 Adding a Shortcut to the SendTo Folder.
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To start the back-up process, insert a blank recordable or
rewritable CD in the CD recorder (or whatever other
media you have chosen for your back-up into an
appropriate drive), then do the following:

¢ Use My Computer to locate and select the files or
folders you want to back up, as shown in Fig. 9.26
below.

Fle Edt Vew Fgvorkes Tools Hep

Qe - (5 ¥ 5w |

Gy Mave the selected
iterms

D Copy the selected
items

;‘j E-mail the selected
items

x Delete the selected
items

Other Places

§ My Computer

;L:] My Documents
i) Shared Documents
q My Network Places

Fig. 9.26 Selecting Folder to Back Up.

* While selecting your files or folder, keep the <Ctrl>
key depressed if the files or folders you want to
back up are not contiguous on the displayed list. In
our example above, we chose to back up the
highlighted folders on our D: drive.
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¢ Next, and while these files or folders are selected
and the <Ctrl> key is still depressed, right-click
near your selection, and on the displayed menu
choose the Properties option. We do this in order
to find out the size of the selected items, as shown
in Fig. 9.27 below.

Organiser, ... Properties

5 ] 3,067 Files, 124 Folders

Type: All of type File Folder
Location: AllinD:\
|
Size: 1.27 GB (1,364,398,013 bytes)

Size on disk:  1.30 GB (1,399,259,136 bytes)

wrtus  Ofssgen] N
{ [Jthdden
i [TJarchive

e S

Fig. 9.27 The Size of Selected Items.

As you can see, the selected folders require 1.30 GB of
disc space and, naturally, will not fit on a 650 MB CD.
However, in this case, the size of the Books folder, which
contains compressed folders, is 846 MB, therefore we will
need one CD to copy the books folder, and another for the
rest of the selection. Whether you compress these folders
or not, before making the back-up, is a matter of choice. If
you do decide to compress them, do so one at a time.
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To continue with the back-up process, do the following:

Select the folders that will fit on one CD (or your
chosen back-up media).

While still holding the <Ctrl> key depressed, right-
click near your selection and choose the Send Ta
option, then click the back-up destination drive -
drive J: in our case, as shown in Fig. 9.28.

Bl Edt Yew Favortes Tooks Hep
. £ -
Qe - 0 (F Psensn |

(] E-mail the selected
items

¢ Delete the seacted
items

Browse with Paint Shop Pro 7
Explore
: g Search...
i My Computer == O Scan with AVG
2 SheredDOC gy Compressed (zpped) Fokder

S My Network
_J Mai Recipient Q

@ Desktop (create shortcut)
) My Documents

9 share-to-Web Upload Folder
) My Pictures

£ Floppy (a)

o SyJet Drive (H:)

@ O Drve (3)

Fig. 9.28 Sending Selected Items ‘o Back-up Media.
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* After the selected folders have been t-ansferred to
our chosen back-up drive (in our example this
being a CD writer), they are first predared before
starting to burn the CD, as shown in Fig. 9.29.

Fig. 9.29 Copying Files and Folders.

* Once all Files and Folders are copied into memory,
they are ready to be written to CD, as shown in
Fig. 9.30.

Fle Edt  Yew Favorites Tools Help

O O 3| Puwn

Addrass J. 3\

File and Folder Tasks

9 Make a new Folder

& Publish this folder to
the Web

Fig. 9.30 Files and Folders Ready for Wri-ing to CD.
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* Next, click the Write these files to CD Tasks
option which starts the CD Writing Wizard, shown
in Fig. 9.31 below.

£ CD Writing Wizard
Welcome to the CD Writing
Wizard

This wizard helps you write, or record, your files to a CD
recording drive

Type the name you want to give to this CD, or st dick Next
to use the name below.

D name:

Jun 07 2003 BkUp

New files being written to the CD will replace any flles
already on the CD F they have the same name,

I gose the wizard after the Fles have been written

« Bk [uu”“ie{ Cancel |

Fig. 9.31 The CD Writing Wizard.

* Give the back-up media a suitable name with the
date of the back-up, then click Next to burn the
selected files and folders onto a CD.

Obviously if you have selected a different back-up media,
the instructions for copying will be different from the
above.

Retrieving Back-up Files

Once the writing process is finished, transfer the CD into
your CD-ROM drive and examine its contents. You
should find a complete duplicate of all the selected files
and folders, as shown in Fig. 9.32 on the next page.
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© fle Edt Yew Fgvorkes Jools Help

Qe - © J}ps“rch
A\j&?SS-‘j‘I:\. = ? AREE R e
. FideandFolder Tasks 2 & |)Disdiscs
{)Favourites
_iL-3My Documents
i_1Organiser

Pubilish this Folder to
the Web

& 5 Share this Folder

y Other Place . ’ : : k

g My Computer

i) My Documents
i) Shared Documents
&j My Network Places

Fig. 9.32 The Back-up List of Items.

To res-ore data from your back-up media, simply copy it
back to the place it first came from. In our example this
will be the D: drive.

Adding Files and Folders to a Back-up

To adc files and folders to a back-up, even with a CD-R
as is the case in our example, select the required files or
folder and send it to the back-up drive. This will only
succeed provided the addition of these files or folder to
the existing back-up does not cause it to exceed the
capacity of the media.

In Fig. 9.33 on the next page, we show the contents of
our back-up CD, after adding to it a folder from our D:
drive.
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File and Folder Tasks

ﬁ Rename this felder ;
{2y Move this folder B Foider Settings
3 Copy this folder
& Fublish this folder to
the Web

K2 share this folder
() E-mai this Folder's files
¥ Celete thes Folcer

Fig. 9.33 The New Back-ur List of Items.

We hope we have convinced you how easy it is and how
necessary to make regular back-ups of your important
data. Believe us, there is nothing more devastating than
losing all your letters, pictures, videos, and all the other
items you treasure so much for the sake of spending half
an hour or so every week. Good luck!
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Access control

Active

Active partition

Address

Administrator

Application

A security mechanism that
determines which operations a user
is authorised to perform on a PC, a
file, a printer, etc.

Describes the folder, window or
icon that you are currently using or
that is currently selected.

A partition from which an x86-based
computer starts up. The active
partition must be a primary partition
on a basic disc.

A unique number or name that
identifies a specific computer or user
on a network.

For Windows XP Professional, a
person responsible for setting up and
managing local computers, their user
and group accounts, and assigning
passwords and permissions.

Software (program) designed to
carry out a certain activity, such as
word  processing, or data
management.
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Association

AVI

Background

Backup

Bandwidth

Banner

Baud rate

BBS

Bit

An identification of a filename
extension to a program. This lets
Windows open the program when its
files are selected.

Audio Video Interleaved. A
Windows multimedia file format for
sound and moving pictures.

The screen background image used
on a graphical user interface such as
Windows.

To make a back-up copy of a file or
a disc for safekeeping.

The range of transmission
frequencies a network can use. The
greater the bandwidth the more
information that can be transferred
over a network.

An advertising graphic shown on a
Web page.

The speed at which a modem
communicates.

Bulletin Board System, a computer
equipped with software and
telecoms links that acts as an
information host for remote
computer systems.

The smallest unit of information
handled by a computer.
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Bitmap A technique for managing the image
displayed on a computer screen.

Bookmark A marker inserted at a specific point
in a document to which the user may
wish to return for later reference.

Broadband A communications system in which
the medium of transmission (such as
a wire or fibre-optic cable) carries
multiple messages at a time.

Broadcast An address that is destined for all
hosts on a particular network
segment.

Browse A button in some Windows dialogue

boxes that lets you view a list of
files and folders before you make a
selection.

Browser A program, like the Internet
Explorer, that lets you view Web
pages.

Bug An error in coding or logic that
causes a program to malfunction.

Button A graphic element in a dialogue box
or toolbar that performs a specified
function.

Bytes A unit of data that holds a single
character, such as a letter, a digit.
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Cable modem

Cache

CD-R
CD-ROM

CD-RW

Click

Client

Clipboard

Command

Compressed file

A device that enables a broadband
connection to the Internet by using
cable television infrastructure.

An area of memory, or disc space,
reserved for data, which speeds up
downloading.

Recordable compact disc.

Read Only Memory compact disc.
Data can be read but not written.

Rewritable compact disc. Data can
be copied to the CD on more than
one occasion and can be erased.

To press and release a mouse button
once without moving the mouse.

A computer that has access to
services over a computer network.
The computer providing the services
is a server.

A temporary storage area of
memory, where text and graphics are
stored with the Windows cut and
copy actions.

An instruction given to a computer
to carry out a particular action.

One that is compacted to save server
space and reduce transfer times. A
typical file extension for compressed
files is .zip for Windows.
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Configuration

Cookies

CPU

Cyberspace

Default

Defragmentation

Desktop

Device driver

Device name

A general purpose term referring to
the way you have your computer set

up.
Files stored on your hard drive by

your Web browser that hold
information for it to use.

The Central Processing Unit; the
main chip that executes all
instructions entered into a computer.

Originated by William Gibson in his
novel ‘Neuromancer’, now used to
describe the Internet and the other
computer networks.

The command, device or option
automatically chosen.

The process of rewriting parts of a
file to contiguous sectors on a hard
disc to increase the speed of access
and retrieval.

The Windows screen working
background, on which you place
icons, folders, etc.

A special file that must be loaded
into memory for Windows to be able
to address a specific procedure or
hardware device.

A logical name used to identify a
device, such as LPT1 or COM1 for
the parallel or serial printer.
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Dial-up connection

Dialogue box

Digital signature

Directory

Disconnect

DLL

Document

Domain

The connection to a network via a
device that uses the telephone
network. This includes modems
with a standard phone line, ISDN
cards with high-speed ISDN lines.

A window displayed on the screen to
allow the user to enter information.

A means for originators of a
message, file, or other digitally
encoded information to bind their
identity to the information.

An area on disc where information
relating to a group of files is kept.
Also known as a folder.

To detach a drive, port or computer
from a shared device, or to break an
Internet connection.

Dynamic Link Library; An OS
feature that allows files with the .dll
extensions to be loaded only when
needed by the program.

A file produced by an application
program. When used in reference to
the Web, a document is any file
containing text, media or hyperlinks
that can be transferred from an
HTTP server to a browser.

A group of devices, servers and
computers on a network.
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Domain Name The name of an Internet site, for
example www.microsoft.com, which
allows you to reference Internet sites
without  knowing their true
numerical address.

Double-click To quickly press and release a
mouse button twice.

Downlcad To transfer to your computer a file,
or data, from another computer.

DPI Dots Per Inch - a resolution standard

for laser printers.

Drag To move an object on the screen by
pressing and holding down the left
mouse button while moving the

mouse.
Drive name The letter followed by a colon which
identifies a floppy or hard disc drive.
DSL Digital Subscriber Line - a

broad-band connection to the
Internet through existing copper
telephone wires.

DVD Digital Video Disc; a type of optical
disc technology. It looks like a CD
but can store greater amounts of
data.

E-mail Electronic Mail - A system that
allows computer users to send and
receive messages electronically.
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Encrypted password
Engine

Extract a file

FAQ

FAT

File extension

Filename

Filter

Firewall

Floppy disc

A password that is scrambled.
Software used by search services.

Create an uncompressed copy of the
file in a folder you specify.

Frequently Asked Questions - A
common feature on the Internet,
FAQs are files of answers to
commonly asked questions.

The File Allocation Table. An area
on disc where information is kept on
which part of the disc a file is
located.

The suffix following the period in a
filename. Windows uses this to
identify the source application
program. For example .jpg indicates
a graphic file.

The name given to a file. In
Windows this can be up to 256
characters long.

A set of criteria that is applied to
data to show a subset of the data.

Security measures designed to
protect a networked system, or a PC,
from unauthorised access.

A removable disc on which
information can be stored
magnetically.
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Folder

Font

Format

Fragmentation

Function key

GIF

Gigabyte

Graphic

Group

Handshaking

Hard copy

An area used to store a group of
files, usually with a common link.

A graphic design representing a set
of characters, numbers and symbols.

The structure of a file that defines
the way it is stored and laid out on
the screen or in print.

The scattering of parts of the same
file over different areas of the disc.

One of the series of 10 or 12 keys
marked with the letter F and a

numeral, used for  specific
operations.
Graphics Interchange Format, a

common standard for images or the
Web.

(GB); 1,024 megabytes. Usually
thought of as one billion bytes.

A picture or illustration, also called
an image. Formats include GIF,
JPEG, BMP, PCX, and TIFF.

A collection of users, computers,
contacts, and other groups.

A series of signals acknowledging
that communication can take place
between computers or other devices.

Output on paper.
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Hard disc

Hardware

Help

Hibernation

Home page

Host

HTML

Hyperlink

Hypertext

A device built into the computer for
holding programs and data.

The equipment that makes up a
computer system, excluding the
programs or software.

A Windows system that gives you
instructions and additional
information on using a program.

A state in which your compﬁter
shuts down after saving everything
in memory on your hard disc.

The document displayed when you
first open your Web browser, or the
first document you come to at a Web
site.

Computer connected directly to the
Internet that provides services to
other local and/or remote computers.

HyperText Markup Language, the
format used in documents on the
Web.

A segment of text, or an image, that
refers to another document on the
Web, an intranet or your PC.

A system that allows documents to
be cross-linked so that the reader can
explore related links, or documents,
by clicking on a highlighted symbol.
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Icon

Image

Insertion point

Interface
Internet

Intranet

IP

IP Address

ISDN

A small graphic image that
represents a function or object.
Clicking on an icon produces an
action.

See graphic.

A flashing bar that shows where
typed text will be entered into a
document.

A device that allows you to connect
a computer to its peripherals.

The global system of computer
networks.

A private network inside an
organisation using the same kind of
software as the Internet.

Internet Protocol - The rules that
provide basic Internet functions.

Internet Protocol Address - every
computer on the Internet has a
unique identifying number.

Integrated Services Digital Network;
a telecom standard using digital
transmission technology to support
voice, video and data
communications applications over
regular telephone lines.
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ISP

JPEG /JPG

Kilobyte

LAN

Laptop
Links
Local
Location
Log on
Megabyte

Megahertz

Internet Service Provider - A
company that offers access to the
Internet.

Joint Photographic Experts Group, a
popular cross-platform format for
image files. JPEG is best suited for
true colour original images.

(KB); 1024 bytes of information or
storage space.

Local Area Network - High-speed,
privately-owned network covering a
limited geographical area, such as an
office or a building.

A portable computer small enough
to sit on your lap.

The hypertext connections between
Web pages.

A resource that is located on your
computer, not linked to it over a
network.

An Internet address.

To gain access to a network, or the
Internet.

(MB); 1024 kilobytes of information
or storage space.

(MHz); Speed of processor in
millions of cycles per second.
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Memory

Menu

Menu bar

Modem

Monitor

Mouse

MPEG

Multimedia

Multitasking

My Documents

Part of computer consisting of
storage elements organised into
addressable locations that can hold
data and instructions.

A list of available options in an
application.

The horizontal bar that lists the
names of menus.

Short for Modulator-demodulator.
An electronic device that lets
computers communicate
electronically.

The display device connected to
your PC, also called a screen.

A device used to manipulate a
pointer around your display and
activate processes by pressing
buttons.

Motion Picture Experts Group - a
video file format offering excellent
quality in a relatively small file.

The use of photographs, music and
sound and movie images in a
presentation.

Performing more than one operation
at the same time.

A folder that provides a convenient
place to store documents, graphics,
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Network
Network server

NTES file system

Online

On-line Service

Operating system
Page

Parallel port

Partition

Password

or other files you want to access
quickly.

Two or more computers connected
together to share resources.

Central computer which stores files
for several linked computers.

An advanced file system that
provides performance, security,
reliability, and advanced features
that are not found in any version of
FAT.

Having access to the Internet.

Services such as America On-line
and CompuServe that provide
content to subscribers and usually
connections to the Internet.

Software that runs a computer.
An HTML document, or Web site.

The input/output connector for a
parallel interface device. Printers are
normally plugged into a parallel
port.

A portion of a physical disc that
functions as though it were a
physically separate disc.

A unique character string used to
gain access to a network, program,
or mailbox.
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Peripheral

Pixel

Plug-and-play

POP

Port

Portal

PostScript

Print queue

Program

Protocol

Any device attached to a PC.

The smallest picture element on
screen that can be independently
assigned colour and intensity.

Hardware which can be plugged into
a PC and be used immediately
without configuration.

Post Office Protocol - a method of
storing and returning e-mail.

The place where information goes
into or out of a computer, such as a
modem.

A Web site that is the first place
people see when using the Web.
Typically a ‘Portal site’ has a
catalogue of web sites, a search
engine, or both, and it may also offer
e-mail and other services.

A page-description language (PDL),
developed by Adobe Systems for
printing on laser printers.

A list of print jobs waiting to be sent
to a printer.

A set of instructions which cause a
computer to perform tasks.

A set of rules or standards that
define how computers communicate
with each other.
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Queue

Refresh

Registered file type

Registry

Remote computer

ROM

Screen saver

A list of e-mail messages waiting to
be sent over the Internet, or files to a
printer.

Random Access Memory. The
computer’s volatile memory. Data
held in it is lost when power is
switched off.

To update displayed information
with current data.

File types that are tracked by the
system registry and are recognised
by the programs you have installed
on your computer.

A database where information about
a PC’s configuration is deposited.
The registry contains information
that Windows continually references
during its operation.

A computer that you can access only
by using a communications line or a
communications device, such as a
network card or a modem.

Read Only Memory. A PC’s
non-volatile memory. Data is written
into this memory at manufacture and
is not affected by power loss.

A moving picture, pattern, or series
of pictures, that appears on your
screen when you have not used the
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Scroll bar

Search

Search engine

Serial interface

Server

Shared resource

Shortcut

Signature file

Site

Software

mouse or keyboard for a specified
period of time.

A bar that appears at the right side or
bottom edge of a window.

Submit a query to a search engine.

A program that helps users find
information across the Internet.

An interface that transfers data as
individual bits.

A computer system that manages
and delivers information for client
computers.

Any device, program or file that is
available to network users.

A link to any item accessible on
your computer or on a network. such
as a program, file, folder, disc drive,
Web page, printer, or another
computer.

A text file, maintained within e-mail
programs, that contains text for your
signature.

A place on the Internet. Every Web
page has a location where it resides
which is called its site.

The programs and instructions that
control your PC.
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Spooler

Standby

Subscribe
Surfing

Swap file

System disc

System files

Task Manager

TCP/1P

Software which handles the transfer
of information to a store to be used
by a peripheral device.

A state in which your computer
consumes less power when it is idle,
but remains available for immediate
use.

To become a member of.

The process of looking around the
Internet.

An area of your hard disc used to
store temporary operating files, also
known as virtual memory.

A disc containing files to enable a
PC to start up.

Files used by Windows to load,
configure, and run the operating
system.

A utility that provides information
about programs and processes
running on the computer. Using
Task Manager, you can end or run
programs and end processes, and
display a dynamic overview of your
computer’s performance.

Transmission Control Protocol/
Internet Protocol, combined
protocols that perform the transfer of
data between two computers. TCP
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Text file

TIFF

Toggle

Tool

Toolbar

Uninstall

Upload/Download

monitors and ensures the correct
transfer of data. IP receives the data,
breaks it up into packets, and sends
it to a network within the Internet.

An unformatted file of text
characters.

Tag Image File Format - a popular
graphic image file format.

To turn an action on and off with the
same switch.

Software program used to support
Web site creation and management.

A bar containing icons giving quick
access to commands.

When referring to software, the act
of removing program files and
folders from your hard disc and
removing related data from your
registry so the software is no longer
available.

The process of transferring files
between computers. Files are
uploaded from your computer to
another and downloaded from
another computer to your own.

Uniform Resource Locator, the
addressing system used on the Web,
containing information about the
method of access, the server to be

229



10  Glossary of Terms

USB

User ID

Virus

WAV

Web

Web Page

Web server

Wizard

accessed and the path of the file to
be accessed.

Universal Serial Bus - an external

bus standard that enables data
transfer rates of 12 Mbps.

The unique identifier, usually used
in conjunction with a password,
which identifies you on a computer.

A malicious program, downloaded
from a web site or disc, designed to
wipe out information on your
computer.

Waveform Audio (wav) - a
common audio file format.

A network of hypertext-based
multimedia information servers.
Browsers are used to view any
information on the Web.

An HTML document that is
accessible on the Web.

A computer that is maintained by a
system administrator or Internet
service provider (ISP) and that
responds to requests from a user’s
browser.

A Microsoft tool that asks you
questions and then creates an object
depending on your answers.
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Companion Discs

COMPANION DISCS are available for most computer books written
by the same author(s) and published by BERNARD BABANI
(publishing) LTD, as listed at the front of this book (except for those
marked with an asterisk). These books contain many pages of
file/program listings.
There is no Companion Disc for this book.

To obtain companion discs for other books, fill in the order form
below, or a copy of it, enclose a cheque (payable to P.R.M. Oliver)
or a postal order, and send it to the address given below. Make sure
you fill in your name and address and specify the book number and
title in your order.

Book Book Unit Total
No. Name Price Price
BP....... £3.50
BP ... £3.50
BP...... £3.50
Name ....cocovvveevriveeerencnens Sub-total £ S
AdAress ........ocoovrvvienrarerenenens P &P
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Send to: P.R.M. Oliver, West Trevarth House,
West Trevarth, Nr Redruth, Cornwall, TR16 5TJ

PLEASE NOTE

The author(s) are fully responsible for providing this Companion Disc
service. The publishers of this book accept no responsibility for the supply,
quality, or magnetic contents of the disc, or in respect of any damage, or
injury that might be suffered or caused by its use.
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