4

-

» Windows XP
explained

V11

“.t

T -
4
e 1 - " l &

~ P N. Kantaris and P.R.M. Oliver




2}



Windows XP
explained



Windows XP explained

Books Available

By the same authors:

BP522 Microsoft Works Suite 2002 explained
BP514 Windows XP explained

BP513 Internet Explorer 6 and Outlook Express 6 explained*
BP512 Microsoft Access 2002 explained
BP511 Microsoft Excel 2002 explained
BP510 Microsoft Word 2002 explained
BP509 Microsoft Office XP explained

BP505 Microsoft Works Suite 2001 explained
BP498 Using Visual Basic

BP493 Windows Me explained*

BP491 Windows 2000 explained*

BP487 Quicken 2000 UK explained*®

BP488 Internet Explorer 5 explained*

BP486 Using Linux the easy way*

BP478 Microsoft Works 2000 explained
BP474 Microsoft Access 2000 explained
BP473 Microsoft Excel 2000 explained
BP472 Microsoft Word 2000 explained
BP471 Microsoft Office 2000 explained
BP465 Lotus SmartSuite Millennium explained
BP456 Windows 98 explained*

BP448 Lotus SmartSuite 97 explained
BP433 Your own Web site on the Internet
BP430 MS-Access 97 one step at a time
BP429 MS-Excel 97 explained

BP428 MS-Word 97 explained

BP426 MS-Office 97 explained

BP420 E-mail on the Internet*

BP409 MS Office 95 one step at a time
BP408 Access 95 one step at a time

BP407 Excel 95 explained

BP406 MS Word 95 explained

BP388 Why not personalise your PC

BP341 MS-DOS explained

BP284 Programming in QuickBASIC

BP259 A Concise Introduction to UNIX*
BP258 Learning to Program in C

If you would like to purchase a Companion Disc for any of the listed books by
the same authors, apart from the ones marked with an asterisk, containing the
file/program listings which appear in them, then fill in the form at the back of
the book and send it to Phil Oliver at the stipulated address.




Windows XP explained

Windows XP explained

by

N. Kantaris
and
P.R.M. Oliver

Bernard Babani (publishing) Ltd
The Grampians
Shepherds Bush Road
London W6 7NF
England

www.babanibooks.com




Windows XP explained

Please Note

Although every care has been taken with the production of this
book to ensure that any projects, designs, modifications and/or
programs, etc., contained herewith, operate in a correct and
safe manner and also that any components specified are
normally available in Great Britain, the Publishers and Author(s)
do not accept responsibility in any way for the failure (including
fault in design) of any project, design, modification or program
to work correctly or to cause damage to any equipment that it
may be connected to or used in conjunction with, or in respect
of any other damage or injury that may be so caused, nor do
the Publishers accept responsibility in any way for the failure to
obtain specified components.

Notice is also given that if equipment that is still under
warranty is modified in any way or used or connected with
home-built equipment then that warranty may be void.

© 2001 BERNARD BABANI (publishing) LTD

First Published - December 2001
Reprinted - March 2002
Reprinted - May 2002
Reprinted - August 2002
Reprinted - October 2002
Reprinted - December 2002

British Library Cataloguing in Publication Data:

A catalogue record for this book is available from the
British Library

ISBN 0 85934 514 9

Cover Design by Gregor Arthur
Printed and Bound in Great Britain by Cox & Wyman Ltd, Reading




Windows XP explained

The Windows Background

Microsoft produced the first version of Windows in 1983 as a
graphical extension to its Disc Operating System (MS-DOS).
However, it was not a great success because, being DOS
based, it was confined to the DOS memory limit of 1 MB of
RAM. Mind you, at that time, not many PCs had that much
memory!

In 1987, an Intel 386 processor specific version of Windows
was brought out that was able to run in multiple ‘virtual 8086’
mode, but Windows applications were still unable to use any
extended memory above the 1 MB. In 1990, however, Windows
version 3.0 solved this problem and became a huge success.

Two years later, the much needed update, Windows 3.1, was
released to fix most of the program bugs in version 3.0. The
horrendous and frequent ‘Unrecoverable Application Error’
message became a thing of the past (well, almost!). Windows
for Workgroups 3.1, followed in October 1992, and started to
give the program the power to control small networked groups
of computers. This was strengthened in October 1993 with the
3.11 release, which included 32-bit file management and more
networking support.

Then, three year later, came Windows 95, a 32-bit operating
system in its own right which made full use of the 32-bit
features of the then available range of Intel processor chips.
Microsoft had also put a lot of effort into this system to make it
compatible with almost all existing Windows and MS-DOS
based applications. This was obviously necessary, but it meant
that parts of Windows 95 were still only 16-bit in operation.

June 1998, saw the launch of Windows 98, the long awaited
refined upgrade to Windows 95, which ran faster, crashed less
frequently, supported a host of new technologies, such as
Digital Video Disc for storing digital video on PCs, improved
MMX multimedia, and was year 2000 compliant. In May 1999
Windows 98 Second Edition was released.
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In September 2000, Microsoft released Windows Me, as the
direct upgrade to Windows 95/98 for the home PC. Windows
Me had many improvements incorporated into it, such as added
features that made it load faster, run more reliably, and if things
went radically wrong through interference by the user, the ability
to return to a previous working version of the Operating
System. In addition, Windows Me incorporated Wizards that let
you set up home networks and gave you the ability to share
Internet connections, had improved support for digital cameras,
video recorders, and multimedia with the introduction of the
Windows Media Player 7. Also, improved features and tools in
internet Explorer 5.5 allowed better Web communication from
e-mail to instant messaging to video conferencing.

Running parallel with the desktop Windows development,
Microsoft set up the Windows NT development team in 1989.
its mission was to design and build a PC operating system,
primarily for the business server community. From the
beginning, the priority design objectives of Windows NT were
robustness and extensibility, and in October 1991, the first
version of Windows NT was shown to the public at a
demonstration at COMDEX - the world’s largest computer
exhibition.

In August 1993 we saw the release of Windows NT 3.1 with
6 million lines of code, followed a year later by Windows NT 3.5
with 9 million lines of code. In June 1995 Windows NT 3.51
was released capable of supporting upcoming Windows 95
programs. Then, in August 1996 Microsoft released Windows
NT 4.0 with 16 million lines of code. Since then, much has
changed with Windows NT 4.0, as customer requirements
evolved to include support for Windows applications, Web
services, communications, and much more. These
improvements came in the guise of several Service Packs.

in February 2000, Microsoft released Windows 2000
Professional, together with two additional Windows NT
compatible versions of the software; Server and Advanced
Server. Users of Windows 95/98 could easily upgrade (and
many have) to the Windows 2000 Professional version of this
Operating System (OS), while users of Windows NT could use
one of the other two versions of the OS to upgrade their system
according to their requirements.
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Finally, in October 2001, Microsoft released Windows XP (XP
for eXPerience) in two flavours; the Home edition (less
expensive) as the direct upgrade to Windows 98/Me for home
users and the Professional edition (more expensive but with
additional functionality) for Windows 2000 or business users.
Of course, provided you are running Windows 98/Me or
Windows 2000, you can upgrade to either version of Windows
XP.

At first glance, Windows XP looks slightly different to
previous versions of Windows. The changes to the desktop
icons, Start menu and the Control Panel are there for all to see,
while other concepts are borrowed from Windows Me or
Windows 2000. Windows XP has many improvements
incorporated into it which fall into several general categories.
These are:

¢ Added features that make Windows XP load faster than
any previous version of Windows, run more reliably, and
the ability to return to a previous working version of the
Operating System (similar to that under Windows Me).

* Improved Wizards (similar to those under Windows Me)
let you set up home networks a lot easier and give you
the ability to share Internet connections.

» Improved support for digital cameras, video recorders,
and multimedia with an improved version of the Windows
Media Player (now version 8).

* Improved features and tools in Internet Explorer 6 allow
faster performance, and better Web communication from
e-mail (using version 6 of Outlook Express) to instant
messaging to video conferencing using the MSN
Explorer.

* Improved Windows File Protection (similar to that under
Windows 2000) which prevents the replacement of
protected system files such as .sys, .dll, .ocx, .ttf, .fon,
and .exe files, so that installing software does not corrupt
the operating system by overwriting shared system files
such as dynamic-link libraries (.dll files) and executable
files (.exe files).
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All these improvements will be introduced and discussed in due
course at the appropriate section of the book.

Although we have used Windows XP Professional Edition to
write this book, it is equally valid for the Windows XP Home
Edition as the Professional Edition offers all the capabilities of
the Home Edition plus additional features designed to meet the
needs of the business community. These enhancements
provide more options for networking computers with added
security and simplified management.

Windows XP Professional also includes features for power
users, such as enhanced file security, remote access to your
computer's desktop and a personal Web server. However,
most home PC users will find that Windows XP Home Edition
contains all the facilities they will ever need or want. Which
version you choose will ultimately be your choice with the price
differential being a factor to be taken into account.
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program and many other multimedia, networking, electronic
communication, and power saving features, most of which are
examined in this book. Getting to grips with Windows XP, as
described, will also reduce the learning curve when it comes to
using other Windows application packages. For example, once
you have installed your printers and learned how to switch
between them and print from them, you should never again
have any difficulty printing from any Windows program. Also,
learning to manipulate text and graphics in WordPad and Paint
will lay very strong foundations on which to build expertise
when you need to master a full-blown word processor with
strong elements of desktop publishing.

The book was written with the busy person in mind. You
don’t need to read many hundreds of large format pages to find
out most of what there is to know about the subject, when fewer
pages can get you going quite adequately! It is hoped that with
the help of this book, you will be able to get the most out of your
computer, when using Windows XP, in terms of efficiency and
productivity, and that you will be able to do it in the shortest,
most effective and enjoyable way.

An attempt has been made not to use too much ‘jargon’, but
with this subject, some is inevitable, so a fairly detailed glossary
of terms is included, which should be used with the text of this
book where necessary. Have fun!
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Package Overview

Windows XP (Professional or Home edition) is Microsoft's
latest desktop Operating System (OS). It is an easier to run and
more efficient operating system to install, far more stable, and
for business users the Professional edition is less expensive to
deploy for large number of networked computers. Microsoft has
employed the scripting process, first encountered in Windows
2000, which automates the instaliation process and makes it a
lot easier, particularly for large networks. Ordinary desktop
users also benefit as this version.of Windows is by far the
easiest to install and the most stable to operate under.

Upgrading to Windows XP

Windows XP is a 32-bit Operating System which, just like its
predecessors (Windows 95/98/Me/2000), uses a Graphical
Interface. However, unlike Windows 95/98/Me, this Graphical
Interface does not act as a graphical front end to the Disc
Operating System (MS-DOS), but as in Windows 2000 it
actually is a replacement of it.

In other words, both Windows 2000 and Windows XP break
away from the old MS-DOS dependency of previous versions of
desktop Windows - no more MS-DOS prompt, but there is a
Command prompt which allows you to run DOS-based
programs. So, if you are a Windows user, you could either
upgrade to Windows XP, or install Windows XP on a separate
partition of your hard disc without losing your previous Windows
installation. To achieve the latter, select ‘new installation’ when
installing the OS, as opposed to ‘upgrade’ which replaces the
previous Windows installation on your system.
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The upgrade path to Windows XP (Professional or Home
editions) is as follows:

Windows XP Windows XP

Home Edition Professional Edition
-l %
e S «
2000 Prot x v

For earlier versions of the above operating systems, you must
make a new (clean) installation of Windows XP (Home or
Professional edition).

If, however, you are currently using Windows 98/Me/2000,
and want to retain your present installation, and you have a
second empty partition on your hard disc, then you can make a
new (clean) install of Windows XP in the empty partiton and
adopt the dual-boot procedure. So, some thinking ahead is
necessary!

System Preparation

Before you start installing Windows XP you need to prepare
your system depending on your requirements.

e If your system is to run under Windows XP only, or
Windows XP is to be installed on a separate, bootable,
hard disc, then you don’t need any preparation; you can
skip the rest of this section, but refer to the ‘Selecting a
File System’ section.

* If your system has only one hard disc on which you have
one of the above four operating systems installed and
you intend to retain it, then you need to consider the
following:

1. If your hard disc is partitioned into, say, a C: and a
D: drive, then move all the programs and data you
want to retain from drive D: into drive C:, and use
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the space on drive D: to install Windows XP
provided there is enough space on it. Application
programs under Windows 98/Me might have to be
uninstalled from drive D:, and reinstalled in drive
C.

2. If your hard disc is not partitioned and you have
enough free space at the end of it to install
Windows XP, then use the commercial software
package PartitionMagic to create a partition for
Windows XP on your hard disc. Such a program
partitions your hard drive without any loss of data.
Alternatively, make a complete backup of your
hard drive, use the fdisk utility to re-partition the
drive, then restore your application programs and
data as necessary.

3. If you have more than two partitions on your hard
drive, none of which is big enough to load Windows
XP, then make a complete backup of your hard
drive, then use PartitionMagic to rearrange and/or
delete such partitions to create a sufficiently large
partition for Windows XP. Alternatively, use the
fdisk utility to re-partition the drive into more
suitable sizes, then restore your application
programs and data as necessary.

Note: Do not upgrade to Windows XP on a compressed drive.

Finally, make sure that your computer can run Windows XP
before you start its installation (see next section). If you install
Windows XP on a computer without the dual-boot option, and
your hardware is unsuitable, you will not be able to return to
your previous version of Windows unless you completely
reinstall your older version of Windows and all of your
programs! Furthermore, if you intend to go for the dual-boot
option, make sure you have made a ‘boot disc’ for the operating
system you want to retain - this is extremely important and
cannot be overemphasised.
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Hardware Requirements

To install Windows XP Home edition according to Microsoft,
you will need an IBM-compatible computer with the following
recommended specifications:

= 300 MHz or higher Pentium-compatible CPU (233 MHz
minimum).

e 128 MB of RAM (64 MB minimum); more memory
generally improves the operating system’s response.

* 1.5 GB of available hard disc space. (Additional hard
disc space is required if you are installing over a
network.)

* A SVGA (800x600) or higher resolution video adapter.
* Keyboard, mouse, and CD-ROM or DVD drive.

To search for specific hardware and software or BIOS
compatibility, visit Microsoft's Web site at

www.microsoft.com

where you should find the answers to almost all your questions.
However, most users with a PC which meets the above
specifications can go ahead with the installation in the
knowledge that they are unlikely to encounter any hardware
problems. In any case, the distribution CD includes options
which can scan your system for any hardware/software
incomparability, as we shall see shortly.

Information Required Prior to Installation

Before you start installing Windows XP, make sure you have
appropriate information to hand. What you need to know,
depends on the type of proposed installation. For example:

A. If you are setting up a standalone computer and you
plan to connect to the Internet, then you will need to
provide the Setup program during installation with your
Internet Provider's (IP) address which was assigned to
you for your Internet and e-mail accounts.
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B. If you are setting up a networked computer then you
need to know what type of network you are connected
to - peer-to-peer or client/server. For the first one of
these you will need to supply ‘your workgroup name’,
while for the second one you will need to provide ‘your
domain name’, ‘your domain user name’, and ‘your
domain password’. Such information is best obtained
from your Network Administrator.

Finally, make absolutely sure you are not running any memory
resident programs such as ‘virus protection utilities’ during
installation. If you do, disable them before you start. This is
usually done by double-clicking the program’s icon and
selecting to ‘unload’ it. Do not use such programs unless they
were specifically written for Windows XP.

Selecting a File System

During Setup, Windows XP gives you the choice of using the
Windows NT file system (NTFS) or the File Allocation Table
(FAT16 or FAT32) file system. If you intend to retain your
Windows 98/Me/2000 installation, and you want to exchange
document files between the two systems (in both directions),
then choose the FAT16/32 file system, otherwise select NTFS
which has the following advantages over FAT16/32.

» Better file security, including the Encrypting File System
(EFS) which protects data on your hard drive by
encrypting each file with a randomly generated key.

* Better disc compression and better support for very
large hard discs without performance degradation.

Finally, from an NTFS partition you can browse, read and write
to files on the FAT16/32 partitions, but Windows 98/Me cannot
detect the NTFS partition, so it cannot interfere with its settings,
and you can profit from the enhanced security of Windows XP.
However, the conversion to NTFS is one-way; you will not be
able to convert back to FAT16/32. You can decide to switch to
NTFS either during Setup or after Windows XP is installed.
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Installing Windows XP

To start the installation process, switch on your computer, start
Windows, and insert the Windows XP distribution CD into the
CD-ROM drive. After a few seconds the Setup program will run
automatically from the CD.

If the Setup program does not run, click the Start button,

shown here, which is adopted by both Windows

Mﬁ& ‘:j 98/Me and Windows NT/2000 and select Run from

“= the pop-up menu. Next, type E:\setup, where E is

the letter that represents your CD-ROM drive, and click the OK
button.

The Setup program then displays the screen shown in Fig.
1.1 below. At this stage it is a good idea to let Windows XP
check your system automatically for any incompatibilities, by
first selecting the third option, then choosing the first option on
the next displayed screen. ‘

¢ Welcome to Microsoft Windows XP

'{6 What do you want to do?
- Instait Windows XP

< Perform additional tasks

- Check systim compatibility

Fig. 1.1 The Microsoft Windows XP Welcome Screen.

A report will be compiled which you can print and act upon
accordingly. You can also select the second option in Fig. 1.1 to
look at other important information, such as the ‘Release
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notes’. Finally, when you are ready, select the first option in Fig.
1.1 to start the installation process. The first of several Setup
Wizard screens is then displayed as shown in Fig. 1.2

Welcome to Windows Setup

‘Which type of installation do you want to perform?
tnststaton Type TN N~

- Choose this option to replace Windows of to nstall
Windows on a separate disk or partition

IMPORTANT: Existing fles may be lost. If pou are
unsue how to proceed, choose the Upgrade
aption (i availabied

2 . During Setup, t is noimal for your screen to go
l blank for a few seconds and for the computer to
testart itself several times:

Fig. 1.2 The Welcome to Windows Setup Wizard Screen.

it is at this point you have to decide between ‘upgrading’ your
current Windows system to Windows XP, or installing a new
copy of it. We selected the latter option because we wanted to
retain Windows Me and, at the same time, we had the required
hard disc capacity and a separate partition. Hence the choice
for a ‘New Installation’ in the Installation Type box on the
screen in Fig. 1.2.

If you do not need to keep your current Windows version,
and this happens to be Windows NT 4.0 or 2000, or Windows
98/Me, then select the ‘Upgrade’ option. This option will
preserve the settings of all your program applications.

However, if your current operating system is an earlier
version of the above four Windows systems, then you must
select the ‘New Installation’ option which will require you to
reinstall all your Windows applications from scratch.
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Selecting one of the options and clicking the Next button
displays the License Agreement screen in Fig. 1.3 below.

License Agieement
Review the terms for using Windows.

Fig. 1.3 The Windows XP License Agreement Screen.

Clicking the | accept this agreement radio button followed by
Next, displays the next Installation Wizard screen (Fig. 1.4).

Your Product Key
Type the Volume License product key for your copy of Windows.

Fig. 1.4 Product Key Screen.
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Type in your Product Key, then press Next to display the
screen in Fig. 1.5 below.

Setup Options

Tl
Change the language, and set instailation and accessibity options

T 1eview of change the defauk options for copyng and insteling fies,
Vs click Advanced Options.

Advanced Options ...

H To use speciat accassibity features during Setup, click Accessibity
Options

Agoesstity Options ..

W Sedect the primary language and region you warn to use.

T~ instat support for East Asian languages

¢ Back Hest> 1 Cancel '

Fig. 1.5 The Regional Settings Screen.

The Advanced Options button allows you to specify whether
you want to choose the installation partition during Setup by
checking an appropriate box in a further dialogue box, as
shown in Fig. 1.6 below.

Advanced Options -

L J] Customize yout Windows XP instatiation options

Copy installation files from this foldes:

p:\i396 Browse... l

To this folder on my hard diive:
l\MNDDws

I™ Copy all installation fites fiom the Setup CD
p%' wank to choose the mstall drive letter and partibon duning Setup

o] o |

Fig. 1.6 The Advanced Options Screen.
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If you don’t check this option, as shown in Fig. 1.6, Setup will
automatically choose the next empty partition on our primary
hard drive to install Windows XP.

The Accessibility Options button is for users with impaired
sight or hearing. Finally you can Select the primary language
and region you want to use.

Having made your selection, return to the Regional Settings
screen (Fig. 1.5) and press the Next button. The Setup
program restarts your computer, and depending on your
selection of installation requirements, the Setup program
displays a blue screen with all your hard drives and their
partitions, if any, detected and listed (if you have chosen this
option in the Advanced Options screen - Fig. 1.6). You can now
select on which hard drive, or partition of a hard drive, to install
Windows XP. The drive must be a bootable drive = not an
external hard drive.

Next, you are asked whether to format the selected partition
using the NTFS file system, or the FAT32 file system, convert
the partition to NTFS, or leave the current file system intact.
The choice is yours - see the Selecting a. File System section
on page 5. Setup then carries out the following tasks:

« Examines the selected hard disc which takes about a
minute or so, depending on its size.

s Copies files to the Windows XP installation folder which
takes another three minutes.

* Initialises your installation configuration and reboots
your computer, displays the Microsoft Windows XP logo
screen and asks you to wait while it is configuring itself.
This takes another minute or so, before the Setup
Wizard takes over and first detects, then installs various
devices, such as keyboard, mouse, etc., while display-
ing useful information about Windows XP.

» Displays the Regional and Language screen again, so
that you can customise previously selected settings to
be different for different users.

10
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* Displays the Personal Details screen, asking you to type
in your name and organisation (if applicable), followed
by the Computer Name and Administrator Password
screen in which you can change the suggested
computer name and type in an administrator's password
(we left this blank).

e Displays the Modem Dialling Information screen,
followed by the Date and Time Setting screen with the
current date and time already selected. You might need
to change the Time Zone, depending on your location -
we selected GMT.

¢ Installs networking components which you might need
later. This takes a few more minutes.

* Installs the Start menu items, registers components,
saves settings, and removes any temporary files used.
These actions take about 30 minutes to complete.

¢ Reboots your computer and displays a dual-boot screen
(if you chose such an installation method), giving you
the option to start with Windows XP or Windows. If you
select the Windows XP option, Setup displays the
Welcome to Microsoft Windows screen accompanied by
soothing music! Pressing the Next button at the bottom
right of the screen displays the Registration screen in
which you type your name, address, etc., after which the
computer rings Microsoft's number (if Setup has
detected a modem) and registers your copy of Windows
XP for that particular computer. If Setup does not detect
a modem, you must register by telephone.

Windows XP Home Edition is the second Microsoft product to
use the Product Activation system; the first one was Office XP.
The product key plus a code produced from ten hardware
components in your PC, such as processor type, memory size,
disc drives, graphics and controller cards, and type of CD/DVD
drives is then merged with the code supplied by Microsoft to
produce a ‘specific to your system’ activation code. Any more
than four changes to these components requires you to apply
to Microsoft for a reactivating code! For new PCs supplied with
Windows XP, product activation is tied only to the BIOS.

11
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Next, the Setup program asks you in successive Wizard
screens if you would like to:

L

Connect to the Internet. Selecting Yes displays a further
screen with three option: Get on line with MSN; use an
existing account with your Internet Service Provider
(ISP); or create a new Internet account. We selected to
use our existing ISP.

Receive help setting up your Internet account. If you
answer Yes you will be connected to the Microsoft
Referral Service immediately for an account with MSN!
If you select No, have your user name, password, and
ISP name and phone number ready. Setup then
displays the ‘Set up your Internet account’ screen for
you to fill.in.

Register more than one user who might be using the
computer in the ‘Who will use this Computer?’ screen.

Finally Setup displays the Congratulations screen, restarts your
computer and displays its starting pastoral screen!

Fig. 1.7 The Windows XP Starting Screen.

12
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Whether you have chosen to connect your computer to the
Internet during installation or later (we will show you how to do
this in detail later when we discuss e-mail), once connected you
can then use the Internet Explorer 6.0 program that comes
bundled with the operating system to surf the Net, or the
Outlook Express 6.0 program to send and receive e-mail. In
addition, Windows XP features a range of tools that make it
easier to receive personalised information from Web content
providers using push technology via active channels.

Windows XP comes with a number of new features, retaining
all ‘accessory’ programs from Windows 98/Me or Windows
NT/2000, such as ‘Communications’ and ‘Entertainment’
utilities, ‘System’ tools, the ‘Paint’ graphics programs, the word
processor ‘WordPad’ and the text editor ‘Notepad’. All these
accessories, as well as the ‘Windows Explorer’ which helps you
to view local, network, intranet and Internet data
simultaneously, will be discussed in some detail. Of course,
Windows XP caters for many new technological developments,
some of which will be discussed, while others such as its
full-blown networking capability and the remote access
administration associated with the Professional version of the
package, are beyond the scope of this book.

Finally, one of the strengths of Windows XP lies in its ability
to manage all other programs that run on your computer,
whether these programs were specifically written for the
Windows environment or the DOS environment. Windows
allows easy communication between such programs, as well as
other computers which might be connected to a network, but to
what extent depends on the type of hardware at your disposal.

In general, this version of Windows is far more stable,
polished and professional than its predecessors. For the most
part, however, Windows XP has not changed that much, only in
its outward appearance. Once these are mastered, it should
help cut the learning curve for users upgrading from Windows
98/Me or Windows NT 4.0/2000.

Following the completion of the Windows Installation, you are
prompted to start a Windows XP Tour by clicking an icon at the
extreme bottom-right of the screen. If you don't do this there
and then, you can activate it later from the Start menu.

13
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Taking the Windows XP Tour

You can activate the Windows XP Tour at any time by
left-clicking the Start button, shown here, to be

found at the bottom-left of the Windows screen.

This opens the new look and feel Start menu

shown in Fig. 1.8 below.

Internet 7} My Dotuments.

ket Explaree -D "

@3 £-mail L&My Recent Documents b
J O:itine Expean

ﬂ Flles and Sektings Transfer gm Computer
weard :

‘mm {3 conapanei
{ g Prioters ond Faxes
emmm
i j Help and Support
TR Windows Movie Haker ?J
".)Saum
Al Programs b Foar T

Fig. 1.8 The Cascade Start Menu.
% Windaws XP Tour

Tourl

prefer?

music, and vaice

Welcome to the Windows XP

The tour is avadable in two formats. Which format do you

@ Play the arwnated tour that features text, animation,

O Play the non-animated tour that features text and images
oniy.

On this menu, click the Tour
Windows XP option to start
the tour. On the first
Windows XP Tour screen,
shown in Fig. 1.9 below, you
have the option of either
running the tour in animated
format that features text,
animation, music, and voice

narration, or in non-
animated format that
features text and images

only. Do spend some time
going through this tour; you
will learn a lot.

natration

e o)

Fig. 1.9 The Welcome to the Windows XP Tour Screen.
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Starting Windows XP

Once Windows XP has been installed, switching on your PC
automatically loads the operating system (or displays the dual-
boot option, if you have another Operating System on your hard
disc).

The Windows Desktop

Below we show the Windows XP working screen, called the
‘Desktop’, with one item on the bottom right of it identified as
‘Recycle Bin'. In addition, the ‘My Documents’ item has been
clicked with the left mouse button to open its window.

Command butten Tme bar ‘l\h Maxnmnsm

T s Minimise button

Tasks
Scroll bar

Other Places
Details

Mouse Painter
n&

Scroll button

Fig. 2.1 Windows XP Desktop with Running Application.
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Parts of a Window

It is worth spending 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. Application windows
contain running applications, while document windows appear
with applications that can open more than one document, but
share the application window’s menu. Each application, and
some documents you choose to work with, open and use
separate windows to run 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
followed by the All Programs button. When a program is
running, an icon is placed on the Taskbar, which allows you to
switch between running programs by simply left-clicking them
on the Taskbar.

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 below.

Fle £ Vew favortes Tooks | ©
O 23 e

L L > L
| Flles Stored o This Gompter

g—:J ‘Sharsd Cocuments.

{;J oS Kartarts's Documents

 HastonkOnyes
L g toce v )
{-:‘Iﬂ“m;)

Qmua:)

Fig. 2.2 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

Close button

Menu bar

Function

Clicking on the program

icon (see upper-left

corner of the My
Documents window in Fig. 2.1),
displays the pull-down Control
menu which can be used to
control the program 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.

The button you point to u
and click to store an appli-

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

The button you point to and E
click to fill the screen with

the active window. When

that happens, the
Maximise button changes

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

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.

17
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Toolbar

Address bar

Scroll bars

Scroll buttons

Mouse pointer

Tasks

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 of the new
page to go to next.

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

The arrowheads at each end of
the scroll bars which you click to
scroll the window contents up and
down one line, or left and right
one item at a time.

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

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 this folder with other users.

18
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Other Places 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
activities related to it, such as
Desktop, Shared Documents My
Computer, and My Network
Places.

Details Gives details of the displayed
Task.

Fig. 2.3 shows activity
related Tasks. Here
Joe Ay T Frsewn e [ we have selected a

B 1Ay Documents
Fie Edt Vew Favortes TYools Hebp

oL folder and, as you can
T see, the Tasks and
QWM:, ‘m Other Places lists
§ e ; ﬁ"”““”‘ change to reflect the
* e : current  activity. For

Publish this Fudder to the
Fnpntueions

4af Shars this foider
£ & molthis older's fles
K Delete this faider

example, you can
rename, move, delete,
etc., a folder. This
Othey places allows you to reach
(@ oestaon easily and quickly
Srea related activities that in
g previous versions of
Windows you had to
- dig deep in menus and
e sub-menus to find.

Date Modfied: (3 October
2001, 11:54

Details

Fig. 2.3 Activity Related Tasks.
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The Mouse Pointers

In Windows, as with all other graphical based programs, using
a mouse makes many operations both easier and more fun to
carry out.

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.

[}S 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.

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

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

l?_'ﬂ 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, defining areas for the appearance of charts,
etc.
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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 the menu of a window, either
press the <Alt> key, which causes the underlining of one letter
per menu option and activates (turns to a button) the first option
of the menu (in this case File). Next, use the right and left
arrow keys to activate the other options in the menu, or use the
mouse to point to an option. Pressing either the <Enter> key, or
the left mouse button, reveals the pull-down sub-menu of the
activated option.

The sub-menu of the View option of the My Computer
window, is shown in Fig. 2.4 below.

| # uy Coanpunes : Menu options can also
be activated directly by
pressing the <Alt> key,
followed by the under-
lined letter of the
required menu option.
Thus pressing Alt+V,
opens the pull-down
sub-menu of View. You
can use the up and
down arrow keys to
move the highlighted
bar up and down a
sub-menu, or the right
and left arrow keys to
move along the options
in the menu bar.
Pressing the <Enter> key selects the highlighted option or
executes the highlighted command. Pressing the <Esc> key
once, closes the pull-down sub-menu, while pressing the <Esc>
key for a second time closes the menu system.

Fig. 2.4 Menu Bar Options.

ltems 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 Computer
screen dump of Fig. 2.4.
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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

Edit

View

Favorites

Tools

Help

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.

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.

Gives you complete control over what you see
on your 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). Allows you to
display files as thumbnails, by their titles,
icons, as lists or display their details,
arrange icons in various ways and control
what detail is displayed.

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

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

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

Some applications display a ‘?’ button on the right end of their
title bar, as shown here. Clicking this button 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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Shortcut Menus

To see a shortcut menu containing the most common
commands applicable to an item, point with your mouse at the
item and click the right mouse button. For example, right-
clicking the Recycle Bin icon on the desktop, reveals the
options in Fig. 2.5.

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

ecycle Bir the same effect as

Open ! double-clicking its icon, Explore

Explore its contents, Empty it of any files

|| Emely Rt DN or folders held in it, Create

Create Shortcut | Shortcut icon on the desktop, or
Properties see its Properties.

Right-clicking the desktop
itself, displays the shortcut shown
in Fig. 2.6. From this menu you
can select how to Arrange Icons
on your desktop, or create a New folder or a shortcut icon on
the desktop, for your favourite word processor maybe.

Fig. 2.5 Shortcut Menu for the
Recycle Bin.

It might be worth your while to right-click
a Windows application icon on your
desktop, such as that of a word

Arrange Icons By »
Refresh

e processor, if one was installed on your
[ EeEAE computer, to find out what the difference
New is between this shortcut menu and that
Properties of the Recycle Bin. For example, you will

find that the My Documents icon has an

Fig. 2.6 Shortcut Menu additional option to delete it might exist,

for the Desktop. while the Recycle Bin icon does not offer

such an option. You will also find out that

with a desktop application icon there might be an option to

rename the icon, while there is no such option with the Recycle
Bin.

Note: Having activated a shortcut menu, you can close it
without taking any further action by simply pressing the <Esc>
key, or clicking the mouse somewhere else.
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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 Start then the My Computer
menu option, select Tools on the menu bar of the displayed
window and Folder Options from its sub-menu. This opens the
Folder Options dialogue box shown in Fig. 2.7 below with its
General tab selected.

Folder Options iedle s

General TView | File Types | Offine Fies]

‘ Tasks - -
: {® Show common tasks in foldess
O Use Windows classic folders

‘ Browse folders

’ {® Dpen each folder in the same window
i O Dpen each folder in its own window

Chick items as follows
‘ O Single-click to open an item {paint to select}
Urdedine icon ttiey consisten
Lindedie icon tles onlp whenl fen
(® Double-click to open an item {single-click to select}

Restore Defaults

Drenyses

Lok ][ cance ] asen

Fig. 2.7 The Folder Options Dialogue Box.

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 (<Shift+Tab> moves the focus backwards).
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Alternatively you can move directly to.a desired field by holding
the <Alt> key down and pressing the underlined letter in the
field name. With the mouse, you simply point and click the left
mouse button at the desired field.

Some dialogue boxes (such as the one shown in Fig. 2.7)
contain List boxes which show a column of available choices. If
there are more choices than can be seen in the area provided,
P use the scroll bars to reveal them. Such dialogue boxes

* may contain Check boxes which offer a list of features you

can switch on or off. Selected options show a tick in the

box against the option name. Another type of dialogue box
option 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.
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Folder Options

Genesi| Vi [ Fin Typos | Ofe i

l Folder views

You can apply the view {such as Detais or Tiles} that

Note: At this
stage it might be

change the
default  settings

k g you are using for this folder to all folders.

1 AoplytoAlFaiders | [ ResstAfFolders |

under the View

Advanced seftings:
| [ Display the full path in the title bas
i 7] Do not cache thumbnails

i) Hidden files and folders

{
} (®© Do not show hedden liles and folders
|

| O Show hidden files and folders

N Hide eviensions for | nown file bppes

EL
] Launch folder windows in a separate piocess
[#] Remember each folder's view settings
] Restore previcus folder windows at fogon

| ] Show Control Panel in My Computer

Hide piotected operating system fites {Recommended)

~; a good time to
i tab of Fig. 2.7 by
|

. unchecking  the
= Hide extensions
‘ known file

: for
; types option, as
shown in Fig. 2.8.

Doing so could
alert you to rogue
= and

b | [ Showencupledes comersoah P ssinoos il potentially
[ ' lethal e-mail
| | attachments (see

the E-mail and
Lo JL teed J[ o ] Outiook Express
! - . chapter).
Fig. 2.8 Making Visible the Extensions of Known
File Types.
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.

Address
Links.

v Language bar
Desktop

v GQuickLaunch

Tooihar

Show Open Windows
New Toolber ...

Task Manager

v Lock the Taskbar
Properties

Fig. 2.9 Quick Launch Activation.

Before we go any further, right
click an empty part of the
Taskbar, point to the
Toolbars option which
displays the sub-menu, 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 (see next page for details).
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When you open a program, or a window, a button for it is
placed on the Taskbar, as shown in Fig. 2.10 below.

€ G ¥ ry Compter

Fig. 2.10 The Windows Taskbar.

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. Try it! Fig. 2.11 Grouped
Taskbar Entries.

Another interesting Taskbar menu
option is Properties (Fig. 2.9). This allows you to change the
Taskbar and Start menu options.

If you have activated the Quick Launch option, there will be
three buttons displaying next to the Start button. These, in
order of appearance, have the following functions:

H Launch the Internet Explorer Browser.
E Show Desktop.
‘ Launch Windows Media Player

The Taskbar also shows the
current time to the far right, 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 box,
shown in Fig. 2.12, so that you can

Fig. 2.12 Date and Time make chan if necess
Properties Dialogue Box. SRR ek
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The Start Cascade Menu

Left-clicking the Start button at the bottom left corner of the
Windows screen, displays the two-column Start menu. The left
column provides shortcuts to Internet Explorer, Outlook
Express and the six applications that are used most often.

On the top of the right-hand column there are shortcuts to
such folders as My Documents, My Pictures, My Music and My
Computer, while on the bottom of the column there are
shortcuts to Control Panel, Printers and Faxes, Help and
Support and Search facility.

Clicking or hovering over the All Programs button, displays
the first column of the cascade menu where all Windows
applications are to be found. In the screen dump in Fig. 2.13
below we show the System Tools optiocns which are part of the
Windows Accessories.

Fig. 2.13 The Start Cascade Menu.

At the top of the Start menu the name of the current user is
displayed with a picture against it. Left-clicking this picture
opens the User Accounts screen shown in Fig. 2.14.
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User Accounts

Curvent Picture

Related Tasks
Charge the computer themes 3 “ l‘ﬂ" |',‘ &
Learn About 0
¢
— lliﬂml?

& Browse for more pictures
u Get a picture from a camera of scanner

Fig. 2.14 The User Accounts Dialogue Box.

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. Most of these facilities will be discussed later on.

As we mentioned earlier, new to Windows XP is the ability of
the first of its two-column menu to adapt to the way you use
your computer - an adaptation of what was first introduced with
Windows Me. It keeps track of what features and programs you
use the most and adds them to the list on the left column. For
example, if you use the Command Prompt 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.

To remove an application from the first column of the Start
menu, right-click it and select Remove from this List. This
removes the name of the application from the list, not the
application itself from your hard disc. Try it.
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Exiting Windows XP

To exit Windows, click the Start button and select the Turn Off
Computer option, as shown in Fig. 2.15.

All Programs ’ L Run...

_P 09 Off @l Turn OFFkCornputer

4 start >

Fig. 2.15 The Lower Part of the START Menu.

This opens an additional box, shown in Fig. 2.16 below.

Turn off computer

- e
s 75

Stand By Fesrm G54 Restart
1

Fig. 2.16 The Tum Off Computer Box.

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 (we will discuss this in
detail later on in the book). 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 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.
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The Windows Environment

Windows allows the display of multiple applications or multiple
documents of a single application. Each of these Windows
applications or documents displays on the screen in its own
window, which can be full screen size or part screen size.

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 manipulate windows.

4
A 1nternet Explorer
5 Outlook Express

2 Lotus word Pro
B2 Paint Shop Pro 7

& Towr Windows XP

3 MSN Explorer

&) Windows Media Player
1 Windows Movie Maker
48 windows Messenger

All Programs. p

14 stant

| | Noel Kantaris

M Fles and Settings Transfer W,.. ;Hy(omp\llu

J My Documents

| 'hb My Recent Documents
ﬁ My Pictwres

) My Music

[ comratpane

:’.)Seach

TIron.,

Fig. 3.1 The Start Menu.

To help with the illustration
of the various points to be
discussed, we will create
three windows. First click
the Start button to display
the Start menu, then click
the Printers and Faxes
option. Repeat this process
two more times, but click
the Control Panel option
on the second time,
followed by the My
Computer option on the
third time. What you
should see on your screen
is shown in Fig. 3.2 on the
next page. Don't worry
about what these

applications do; we will explain later.
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The Windows Environment

All we are concerned with at the moment is to open three
windows on the screen with each window containing a different
application. If the contents of these windows do not look exactly
like ours, i.e., containing large icons, again don’t worry as it is
not important. Our settings under the View command on each
window was Tiles. These viewing options will be explained
later.

My Computer

J Re E® Vew Fovortes Tools Hep
*E W (F s | roe -
sty Comoter o RO L
o

System Tomks V" g Local Ok (F:)
[ View system etormation

i A or careren procpaes o b
o =3 Sy Local 0w (©)

gl Locel 0w 0)

R oy atilg(hr age

\g 3% Roppy (As)

v £ DRuvE (1)
B v——

Fig. 3.2 Three Opened Application Windows on Screen.

If you followed the order we suggested for opening these
application windows, then the active window (the last one to be
opened) will display on top of the others, as shown in Fig. 3.2.

Changing the Active Window

To select the active window amongst those displayed on the
screen, 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.

It is a good idea to practise what we are describing here. Do
not be afraid if you make mistakes - the more mistakes you
make the more you will learn!
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Moving Windows and Dialogue Boxes
When you have multiple windows or dialogue boxes on the

2 Ky Computer

Fle tdt Yiew Favortes Tooks Heip
» LR J }‘)Seach 4 Foders [0}
Acdress | i My Computer v E) Go

A~ Fies stored on This Computer

£ S My Network Placss
'} My Documents. i 2
gm gdm | vluuw(c.)
B Cooipana

-

w Local Disk (D:)
S Locai ok (£

Fig. 3.3 Moving a Window with the Mouse.

screen, you might
want to move a
particular one to a
different part of the
screen. This can be
achieved with either
the mouse or the
keyboard, but not if the
window occupies the
full screen, for obvious
reasons.

To move a window,
or a dialogue box, with
the mouse, point to
the title bar, as shown
in Fig. 3.3, and drag it
(press the left button
and keep it pressed
while  moving the

mouse) until the window is where you want it to be on the

screen, then release the mouse button.

To move a window with the keyboard, press <Alt+Spacebar>

¥ My Computer
‘s Jods teb

Fig. 3.4 Moving a Window with the Keyboard.

to open the Application
Control menu, shown
in Fig. 3.4 (or <Alt+->
to open the Document
Control menu), then
press M to select
Move, which causes a
four-headed arrow to
appear in the title bar,
also shown in Fig. 3.4
(this is a composite
screen dump which

shows the action to be taken and its effect). Next, use the
arrow keys to move the window to the required place and press

<Enter> to fix it there.
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Sizing a Window.

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

To size a window with the keyboard, press either
<Alt+Spacebar> to open the Application Control menu (or
<Alt+-> to open the Document Control menu), then press S to
select Size which causes the four-headed arrow to appear.
Next, press the arrow key that corresponds to the edge you
want to move, or if a corner, press the two arrow keys (one
after the other) corresponding to the particular corner, which
causes the pointer to change to a two-headed arrow. Having
pressed the appropriate arrow key in the direction you want that
side or corner to move, continue to do so until the window is the
size you require, then press <Enter> to fix it to that size.

Minimising and Maximising Windows
Windows can be minimised into Taskbar icons to temporarily
free desktop space.
B oitas L5 % This can. be done
G IR G el T 2 S either by using the
v O P (o [ mouse to click the
‘ - Vi ‘Minimise’ button (the

files Stored on This Computer 4 . . .
Sreriears i = N negative sign in the
B vov e i upper-right corner of
the window), shown in
Fig. 3.5 or by pressing
<Alt+Spacebar> or
Fig. 3.5 Minimising a Window. <Alt+-> to reveal the
Application Control
menu or the Document Control menu, and selecting n for
Minimise.

To maximise a window so that it fills the entire screen,

either click on the ‘maximise’ button (the rectangle in the

upper-right corner of the window), or press <Alt+Spacebar> or

34



The Windows Environment

8

<Alt+-> to display the Application Control menu or the
Document Control menu, and select x for Maximise.

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’ button in the
upper-right corner of the maximised window, to reduce
it to its former size. With the keyboard, press <Alt+Spacebar>,
then select R for Restore from the Control menu.

R
b

Closing a Window

A document window can be closed at any time to save screen
space and memory. To do this, either click the X Close button
(on the upper-right corner of the window), or
double-click on the Control menu button (the icon in
the upper-left corner of the window title bar). With the
keyboard, press <Alt+—> and select C for Close from the
window Control menu.

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.

Windows Display Arrangement

In Windows and most Windows application programs, you can
display multiple windows in both tiled and cascaded
(overlapping) forms - the choice being a matter of balance
between personal preference and the type

(eeiC of work you are doing at the time. If you
| e '} want to organise these automatically,
Cascade Windows

right-click on an empty part of the Taskbar

Tie Windows Horizontaly L d
which opens the menu shown in Fig. 3.6.

Tile Windows VYerticalty
. Show the Desktop

: Properties.

Fig. 3.6 The Taskbar Shortcut Menu.
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Below we show two forms of windows display; the Cascade
Windows option and the Tile Windows Vertically option.

ﬂ Control Fanet

{3 Sochio Catoseey View

o D 3 3 3 F s 3 O ¥
ravoss W comes v G0 |t O Conruipan B i adros i)
jicnepsioredionithis Corputer B9 6 ‘.g % w o 2
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G o Ooamrts ) oty acivadeen s Aderetrane foageex

] - 4 =3
3 ) N

= ool Kartart's Documents i § 22 o

i Dste adTme  Owpiay  Foider Optons  Forts
§_ Hard Disk Drives o 9 . L) N

- Game Intemet Keyboard Mouse -
qgh Local D (C) CT‘ Options
= b} « 3

- § Netwark E & g‘g‘

g Locat ok 1) o Comectons  ahons and  Power Options Printers and
& Modem ...

Fig. 3.8 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. 3.7 and Fig. 3.8.
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The Windows Control Panel

The Control Panel provides a quick and easy way to change
the hardware and software settings of your system. To access
it, click the Start button, then click the Control Panel entry on
the displayed menu to open the Control Panel window shown in
Fig. 3.9 below.

# Control Panel

Fle Edt View Fovorkes Tooks Help

Q- /:)s”a-ijouas -

ada =55 {3 Controt Panel

T ET— & X D

A(cesﬂy Add Hardware Add or A&vmm Date and Time
Remay...

Game Intermat Keyboard
Controlers Options

I

Network Phone.d Power Options  Printers and Raw\dand Scanners and
Connections. Faxes Language .. Cameras

_J@w'ﬁﬂuﬁ

Scheduled  Sounds and Speech System Taskbar and  User Accounts
Tasks Audio Devices Start Menu

Fig. 3.9 The Control Panel Window.

Double-clicking at the Control Panel icons allows you to 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.

New to Windows XP is the ability to group the various
Control Panel options by category. Left-clicking the entry
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Switch to Category View on the left panel (pointed to)
provides the display shown in Fig. 3.10 below.

® Controt Panel
Fle Edt Vew Favorkes Tools MHeb

o TN Ty W DR S T

L -
e conuzpliaait _ Pick a categary
(F Seaxhio Ciomsk iewy

N

"
?— Appearance ard themes
-

Netwark and tnternet
Comnections

Add or Resrove Programs

. 5 Souds, Sprech, and Audio
4 Bevices

Performance and Mamtenonce

éb Prmters and Uther Hiasdwore
>

¥ ser Accounts

Date, Time, L antguage, and
Renmnal Options.

Accessitnlity Optrorg

Fig. 3.10 The Control Panel Window in Category View.

Which view you choose to work with is a matter of preference.
We suspect that those of you new to Windows might prefer the

£ Appearance ond Theme:
Fe ER Vew Favokes Toos Hel

O - G F | Do &
s I o e

SR Aupesrance and Fhemes

Pick a task...

1] s e o gruines e

L)
* hange the deskiop backg ound
Froubleshouters

Duschey
;g Sounnd {3} chenge the screen revalution

¥} thanwe a serern saver

or pick a Control
Panel icon

" vy {1;'3::. b

W ot and
S Mo

Fig. 3.11 Appearance and Themes Screen.

Category view as it
appears to be less
daunting. However,
each option within this
view displays an
additional screen in
which you are asked to
Pick a task or Pick a
Control Panel icon, as
shown in Fig. 3.11.

Those of you who
have used Windows
before will be more
familiar with the Classic
view of Fig. 3.8, which
is also our preference.
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Changing your Display

If your VDU (visual display unit or screen) is capable of higher
resolution than the required 800 by 600 pixels (picture
elements) by Windows XP, you might like to increase its
resolution 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 do this, follow the steps below.

¢ Click the Start button, then the Control Panel button.

* In the Control Panel window (Classic view), |\
double-click the Display icon shown here. Display

* In the Display Properties dialogue box, click the Settings
tab.

The last dialogue box is shown in Fig. 3.12 below with the
settings changed appropriately. For the new settings to take
effect, click the Apply button followed by the OK button.

Display Properties gﬂ o

i . 1

Dispilay.
| Del P791 on NVIDIA RIVA TNT2 Model 64

Screen resolution Cdo_r_ quahly_
¢ el =TT I
1024 by 768 pinels (B B B |
[ Troubleshoot. | [ Advanced |
T m

Fig. 3.12 The Settings Screen of the Display Properties Dialogue Box.
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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. Selecting the Windows Classic view presents
you with a display more akin to that of previous versions
of Windows, as shown in Fig. 3.13 below.

Display Properties @8]

Themes ]LB_;‘G;D 1 Sereen Saver § Appééwnce[ Settings |

A theme is a background plus a set of sounds, icons, and other elements
to help you personalize your computer with one click

Theme:

{Windows Classic v " Detete
[Mg Current Theme
\indows Clascie
Windows XP
Mote themes online ..
Browse...

Active Window

Normal Dissbled Selected

Window Text

Lok J[ comcel J{ st ]

Fig. 3.13 The Themes Screen of the Display Properties Dialogue Box.

* Click the Desktop tab to change the background of your
desktop, which by default was set to ‘Bliss’. The first
four background options are quite interesting, or you
could select ‘None’.

* The Screen Savers tab to select a different screen
saver - you will be able to preview your selection before
making a final choice.

* 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.
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The Start Menu Appearance

If you have upgraded from a previous version of Windows, you
might like to know that you can change the appearance of the
Start menu to a more familiar look. You do this through the
Taskbar and Start Menu Properties dialogue box which,
however, will be discussed in greater detail in Chapter 6.

To change the Start menu appearance, right-click at an

" oobars ,

Cascade Windows i
Tile Windows Horizontally

Tile Windows Yerticalty

Show the Desktop

v Lock the Taskbar

I Prapersiss

s start

Fig. 3.14 The Taskbar Shortcut
Menu.

& Start menu
Select this men style for easy access to the
Irtemet. e-mal, and yous favorte programs.

Clazsxc Start menu
Select this oplion to use the menu style from
sarier versions of Windows.

il

Fig. 3.15 The Start Menu Properties.

Nevertheless, we find the new style
Start menu quite appealing, so even
though we have been using Windows
for years, we will continue using the

new look.

empty part of the Taskbar and
select the Properties option
on the displayed quick menu,
as shown in Fig. 3.14.

This opens the Taskbar and
Start Menu Properties
dialogue box shown in
Fig. 3.15 with its Start Menu
tab selected. Click the Classic
Start menu option followed by
the OK button to see the
old style Start menu, as
shown in Fig. 3.16 below.

w Windows Catalog

Wmndows Update

®

5

% I‘) Search »
] ..

Ay 0) Help and Suppart

1 27 Ron.
| g = ol - i
.8 a Log Off Noel Kantaris. ..

c

E Turn Off Computer...

Fig. 3.16 The Old Style
Start Menu.
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Installing a Fax Printer

Windows XP includes its own Fax printer driver. To
install it click the Start button, then click the Control ,,,,,‘jf,,,

Panel button and double-click the Printers and Faxes =
icon shown here.

In the displayed dialogue box click the Install a local fax
printer option in the Printer Tasks box as shown in Fig. 3.17
below.

® Printers and Faxes
Fle Edt View Favorkes Tools Help

d:d v\l "; :\ )’,‘.)Saarch L-\_‘A' Folders - ¥

Add-ess !’\ s Printers and Faxes

"4
Printer Yasks

@ Add & printer HpP ;asev]et

%> Instad slocal fax prrter PostScript

See Also

Gther Places

Details

Fig. 3.17 The Printers and Faxes Dialogue box.

This starts the Instal Fax Wizard which might ask you to insert
the Windows XP distribution CD in the CD-ROM drive so that
required files could be copied. Once that is done and you
supply the information you want to be included in your faxes, a
Fax printer is installed in your Printers and Faxes folder -
folders will be discussed in detail in the next chapter.

All the printers installed on your system are available to you
from within any of the word-processing applications you might
have on your computer so that you can either print a document
to your local printer, to a shared printer (if you are connected to
a network) or the fax printer (if you are connected to a phone
line). Controlling your printers will be discussed in some detail
in Chapter 6, while the Fax utility will be discussed in Chapter 9.
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Additional 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 folder. Such printer drivers are normally supplied
with all new Plug and Play printers. For other situations click the
Add Printer option in the Printer Tasks box for a Wizard to step
you through the printer installation process.

The choice of installing an additional printer driver could be
dependent on whether such a printer was connected to your
system but was not of the Plug and Play variety, or the printer
was available to you at, say, your office on a shared basis. This
latter option would allow the preparation of documents
incorporating fonts and styles not available on your local printer,
to be saved with your file and printed later on a printer which
supports such enhancements. This is also discussed in
Chapter 6.

The Common User Interface

The front end of Windows XP remains similar (or can be made
to look identical) to previous versions of Windows, with the user
interface resembling that of the Internet Explorer which is
bundled with it. You must have noticed by now that the My
Computer, My Documents, Recycle Bin, Control Panel, and
Printers and Faxes folder windows, to mention but a few, have
a toolbar with browser-style forwards and backwards arrows.
The Printers and Faxes window is shown in Fig. 3.18 below
fully extended so that all the toolbar icons are visible.

% Printers and Faxes

Fle Edt View Favortes Tooks Help

D © ¥ Ssessn Poees 3 x‘)”'.‘

Acciens (3 Priters and Faxes

| Prunter Tasks

{8} Add aprinter
4 ‘sendafax

Fig. 3.18 The Toolbar of the Common Windows User Interface.
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Note that to see the display exactly as it appears in Fig. 3.18,
you need to click the down arrow against the Views button on
the toolbar and select the Icons option from the drop-down
, menu, as shown. Try
W printeraud Taxs ; the different display
=S SR options available to
you and see which
one you prefer. For
the display in Fig.
3.19, we chose the
Details option.
Highlighting an item,
in whichever display option you operate, gives you information
about that item.

+ D e Folders

<

Fig. 3.19 The Detaits View Option.

If you have upgraded from a previous Windows version, you
might find it preferable to use the Tools, Folder Options
command and select the Use Windows classic folders option
under Tasks in the General tab sheet.

Additional information can be obtained from the Properties
dialogue box, shown in Fig. 3.20. First select printer, then use
the File, Properties command.

As you can see, the
Properties dialogue box for
the selected item gives you
quite a bit of information
relating to it. For example,
the little tick against the
printer name tells you that

Modet HF LasecJal 5/5M PostScrpt
Fnatue: o
i Color No Pages svelable

g n T ) this is the default printer. You
ko i ! can also find out whether it
+  Speed 12 pom

can be shared and to which
computer port it is connected
by clicking the appropriate
tab. Additional tab sheets
give more advanced
information.

! Mawnumreschton 60048 |

; {Pring Proteronces. | [ Prrt Tost Page ]S
. i

Fig. 3.20 The Properties Dialogue
Box.

Similar Properties dialogue
boxes can be accessed for a drive or a program/document file
displayed in My Computer. Do try it for yourself
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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. 3.21.

Customize Toclbar

Available toolbar buttons:

Current tookbar buttons:

n Separator ] Lo x Delete
x| Stop : Undo
------ : 9
| Refresh Sepaator
< Romawe |
p ifres
4 b Home % ( Views
= O VO >
Text options: |Selective text on right = J’
Icon options: ﬁa:ge Kons _-r
. ——

Fig. 3.21 The Customize Toolbar Dialogue Box.

To place an additional button on to 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. Try-

adding the ‘Home’ button to the Toolbar at a position to the left
of the ‘Search’ button.

One interesting aspect of this common user interface is, that
no matter which application you used to add the extra button to
its Toolbar, the same button will appear on the Toolbar of all
other program applications that use the same common user
interface. Furthermore, if this was the ‘Home’ button, clicking it
on any of these program applications, will cause the application
to attempt to connect you to the Internet, provided your system
is geared up to it, and will jump to a Web site without you
having to load up a browser. The default Web site is that of
Microsoft's MSN, as shown in Fig. 3.22 on the next page.
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Fig. 3.22 The Default Home Web Site.

If you are connected to the Internet, it is worth examining this
facility. If not, you can always use this facility off-line and give it
an address pointing to your own Home page on your hard disc,
as shown below. How to design this, is another story!

! B Ed Viw Favockes Tods Heo
| ms - % - @ [F ] Dresh [arevortes Frasoy [T
|addruss {8 c\web_Skalkantarsyachaciyrachael htm R
Artist / Printmaker in St. Ives, Cornwall <
Etchings and Silkscreens

Rachael at work Seeding 2
e ——

Fig. 3.23 Your Own Home Page.
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Using the Help System

To obtain he&lp in Windows XP, click the Start button, then click
the Help and Support menu option which opens the main Help
window, shown in Fig. 3.24 below.

 Help and Suppart Centes

O < Q € 10 i’t{sm« alﬁtux T swoort :'_}Qum!
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- o Retwarking snd the web Pick a task
* Working remotely
D el ey i A B e Windows ipdate
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. g » Accessibiity .

thGystern Restare
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» Pomting and faxing .
1 « Performance and mantenance D'd YOU know’?
- « Hardware
- ‘ s Fining a problem

o Send your fendback ta = o Wi
Microsoft

Fig. 3.24 The Windows XP Help and Support Centre.

The Pick a Help topic option give 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.

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.
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The Search facility gives you access to a very powerful
individual word search of the Help system, as shown in
Fig. 3.25 below. For example, if you wanted to know something
about e-mail, type the word e-mail in the Search box and click
the & button to have Windows display everything there is to
know about e-mail.

@ Help and Support Center il

[ - O O Qo Fymvors Qoo owon ] oo

(o emal @ Help and Support Center
X

L]
Search Results
30 resuks found for e-mail

Suggested Topics (15 rasuks)

. Fina Problem
i o E-mall Troubleshooter

i Pick atask 1 ¥ hg st | ditegny
i ® Send aphotoin e-mal

;e E-mali an image from & Web page

‘e Sendafienemal

i o Read mal messages offine

© Overviews, Articles and Tutorials
i o What's new with dokal photos and video
* e Lising the Address Book

| o Using Outiook Express

Futext Search Matches (15 resuts)
Microsoft Knowledge Barse (0 resiks)

Fig. 3.25 Using the Help Search Facility.

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.
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Windows XP, being an operating system, controls the use of
your system’s disc drives and allows for the manipulation of the
data stored on them. To do this, you have the choice between
two utilities; Windows Explorer, or My Computer.

Windows Explorer

To use Windows Explorer you might need to be logged on as

open
3| op

the program,

an administrator in order to perform certain tasks. To
click Start, All
Accessories, then click the Windows Explorer icon.

Programs,

Windows Explorer displays the hierarchical structure of discs,
folders (the old directories) and files on your computer, as

™ My Documents

File Edt View Favortes Tools Help

D Q- F B D
#d3mss (£, My Documents - ,"} Go
Folders - e 4
(@ Deskton 1 U Fax
= O [
@ £ Fax .
@ @ My Music d My Muskc
%3 My Pictures o
&9 My Wideos
® § My Computer 9 My Pictures
@ % My Network Places ¥
# Recycle Bin £

Fig. 4.1 Using Windows Explorer to

Look at My Documents Folders.

CIBIxI

shown in Fig. 4.1. It also
shows any network drives

that might have been
mapped to drive letters on
your computer. In
Windows Explorer almost
everything is done
graphically, by clicking
and dragging icons

between windows, folders
and the desktop itself.

Apart from being able to
use Windows Explorer as
the administrator and
manipulate other users’
folders, everything else

can be done in a similar manner using My Computer which now
is capable of delivering more facilities than before.
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My Computef

In Windows XP you can work with files using My Computer in
two different ways; in the hierarchical structure form that
Windows Explorer uses, or by using commands in the Tasks
pane. Both these methods will be discussed, starting with the
hierarchical structure, while the other will be discussed later.

As we have seen, earlier in the book, left-clicking the My
——=  Computer icon on the Start menu, gives you immediate
@ visual access to all the disc drives in your computer, as

well as the My Documents folder. The My Computer
window opens with the last settings you selected, a Web
browser type toolbar, and each time you double-click an icon its
contents are shown in the same window.

To make the program function in a similar visual manner to
Windows Explorer, click the Folders icon on its Toolbar. To
see all the folders held on your computer's drive, click the
appropriate disc icon that holds Windows XP (in our case this is
Local Disc E:, yours could be different).

Note: If you select to open the WINDOWS folder that holds
Windows XP system files, the message ‘This folder contains
files that keep your system working properiy ..." appears in the
right pane of the displayed window. Left-clicking the View the
entire contents of this folder link allows you to have a look
(Fig. 4.2). But, as the warning tells you, do not move, delete, or
in any way change the content of these folders or files - just
look.

® WINDOWS
fle ER  View Favortes Took Help

Q- O 3 B P2 4 X

o —
wbiress {33 EA\WINDOWS

Fig. 4.2 The Contents of the WINDOWS Folder.
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Note the Back icon on the toolbar has been activated. Pressing
this icon returns you to the previous display and in doing so,
activates the Forward icon on the toolbar. This simulates the
way a Web browser works.

Folders are graphical devices, as shown here, similar to
: directories in that they can contain files, other folders and
| also icons. To examine this, locate the Program Files
folder on your drive (ours is found immediately above the
WINDOWS folder) and click it to display the following:

Fle EMR View Favorites Tooks Help

2 ) Program Fies & u o) !J LJ L) iJ
& 3 Comman Fles addins AppPatch Config Connection Cursors Debug
£33 ComPius Apphcatic izard
e BB OB RO R
s & 3 otus ¥ OrvarCache  Fonts Helo e fava Media
—

Fig. 4.3 The Contents of the Program Files Folder.

Icon settings are easy to
change, not only from
the Views button on the
toolbar, but also from
the View menu.
However, to control
general settings, view
options and edit the files
you view, use the
Tools, Folder Options
menu command, which
opens the Folder
Options dialogue box
shown in Fig. 4.4.

Folder Options E b

Tasks
o {2 Show comman tasks in folders
e SH] Q) Use Windows classic foiders

Browse folders
O (@ Open cach folder in the zame window
£5221 O Open each folder in its own window

S O Single-click to open an item (ponk to select)
o 3 1 g Degwses

o, iR i poies 8 them
{® Double-click to open an item (snple-chck to select)

To see what program
associations are valid
. } _ on your system, click
Fig. 4.4 The Folder Options Dialogue Box. the File Types tab. This

opens the dialogue box shown in Fig. 4.5 on the next page.
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If you work your way down the list of Registered file types you
can see the association details in the lower half of the box. Our
example shows that a file with the .AU extension is a sound file.

Folder Options

| Gonerdl [ View | FleTvwes [OMinoFlee]
| Registered file types
Extensions  File Types :"% i
@ASP  ASPFle

@IASX Windows Media Audio\Video shortcut
Al Format Sourd

GHAUDL..  AudiolD
@AV Video Clip
BKF Windows Backup Fie

[spie _ Da

b3
Mapia: Fila g

([ New J[ Do ]

Details for 'AU* extension
Opens with: ® Windows Media Player

1 Files with extension ‘AU" are of type ‘AU Format Sound. To
} change settings that affect ali ‘AU Format Sound' files, click

Advanced.

T

Fig. 4.5 Program File Associations.

From this box you can add new associations by clicking the
New button, delete them with the Delete button and change
them with the Change button. Without getting too involved at
this stage, it is worth spending a few minutes just browsing
through the list. It will help you to recognise the icons. These
extensions are used by Windows XP to associate files with the
application that created them.

Any file displayed within the My Computer window, whether
with its extension showing or not, can be opened by
double-clicking its icon. If it is a program file, the program will
run. If it is a document, it will be opened in a running version of
its application program.
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Creating a New Folder

Before you start manipulating any files, create a new folder to
hold copies of some existing files. It should then be safe to ‘play
around’ with them.

To create a new folder:

* Open in succession by double-clicking, the Program
Files folder, then the Messenger. Next, left-click the File
menu command and hold the mouse pointer over New,
which opens the cascade menu shown in Fig. 4.6.

B Messenger
[l Edt  View Favorites Tools Help

| esesioncx | @ Shortak

” ] ﬁ Briefcase i __v. kd &
. H i] Wordpad Document Sze  Type &
b
ot §2 Lotus Word Pro 9 Document 58 Park St
L Messenger » ‘ﬂ Rich Text Document A
- : 1KB TextDc
E Ciose @ Text Document ATKB Appicat
"SMCS w‘ e]wm 145KB  Applcat
. seny D) Compressed (Zppec) Folder aaroll s
&tﬁ)MSNGmmZm @l newalert wav 10KB Wave S

£3 NetMeetng v aznewemd.wav 18 KB Waves‘v'
> E

Fig. 4.6 Creating a New Folder.

¢ Clicking the Folder option places a ‘New Folder’ inside
the currently active window, as shown in Fig. 4.7, with its
name highlighted ready for you to type a differentname.

® Messenger f:]@&l

Fle Edt View Favortes Tools Help

eﬂack - _,.a ’ b;& té;dd;;l‘_‘ # x Q &3-

Address lc) E: \Progam was\Messer-;ev i -
Foldevs Nme - i Size Type A
T msgsc. dit 47KB  Apphcat
& a Internet Exlorer msgslang. dé Le=KE R oditl
© €3 Messenger 4 :msmsqshexe 17KB  Applcat
€3 New Folder * @lrewalert.way 10KB Wave S
® £ microsoft frontpage @]newemai,wav 18KB Wave s
B £ Movie Maker EJonlne. wav 10KB Wave S
»’c MSN @typc way S5KB WavesS |
B LI MNGamngZore ¥ @]R Fle FolcCl
% ¥ = 1

Fig. 4.7 A New Folder Added Inside the Active Window.
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Next, type Test Folder into the name slot and click at
an empty area of the window. It's as easy as that to
create and name a folder. At any time in the future you
can rename it by clicking its existing name and typing in
the new one. This works for files too.

Selecting Folders and Files

What we demonstrate below with files could also be done with
folders, or a mixture of folders and files within any folder.
Before selecting such items you would like to copy, arrange the
new Test Folder next to the other icons in the Messenger folder
(viewed as icons) as shown in Fig. 4.8.

& Messenger
File Edt Vew Favortes Tooks Help E

O~ O 3 & Pt o] 3 3 X 9 @
Address ﬁE\ProgamFles\Mes enger - e S ‘:_ -
Fokders x i . i) e
e U ] =

v o] 2t

{
5 £ Proorem s T Testroder NN (EDEN

@ 3 Common Files

£ ComPlus Applications
8 £ Internet Explorer - i
& £ Messenger

{2 Test Foider
w @ microsoft frontpage

BT M e e @n

& §) MSN Gaming Zone :
‘»'? #'! msmsgsin.exe newalert.wav newemal.wav  online,wav

i - %

Fig. 4.8 Selecting ltems in a Folder.

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

If they form a rectangle, as above, left-click one corner,
then with the <Shift> key depressed, click the opposite
corner.

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
AH menu command, or the keyboard shortcut <Ctrl+A>.

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

There are several ways to copy selected items from one
window into a target folder.

Using the menu bar icon: If the destination folder is on
a different drive or in a folder which is not displayed in
the current window, then select the object you want to
copy and left-click the Copy To menu bar icon pointed
to below. This opens the Browse For Folder dialogue
box for you to locate the required destination.

Using the menu: Select the objects you want to copy,
then use the Edit, Copy command from the menu bar.
Double-click the folder into which you want to insert a
copy of the selected objects, and use the Edit, Paste
command.

Using the keyboard: Select the objects to copy and
press the <Ctrl+C> keyboard shortcut. Double-click the
destination folder and press <Ctrl+V> to paste the
objects there.

Using the mouse: Press and hold down the <Ctrl> key,
then drag the selected objects to the destination folder.

Use one of the above methods to copy the files selected in Fig.
4.8 into the Test Folder. Then double-clicking the Test Folder
should reveal its contents, as shown in Fig. 4.9.

% Test Folder
file Edt View Favorkes Tools Help

Qus - D F 1 Poewe 2o 4_._4 s X9 @

Adihess | Q E:\Program FilesiMessenger\Test Foider v - Go

o s 8 I ® B
8 Q Pvcu;vam Fies #
Gacum\onﬂes msmsgs.exe. . tvback.gif maiitmpt.txt
£33 ComPlus Applcations

& 9 Internet Explorer _ -

& 2 Messengor _Q ﬁ ‘a k
7 Test Folder a8 a s

& £ microsoft frontpage 1 . ’

) Movie Maker v
=— %

Fig 4.9 The Contents of the Test Folder.
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Moving Folders and Files

When you copy a folder or file 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. As with the copy operation there are several
ways to move selected folders or files.

* Using the menu bar icon: If the destination folder is on
a different drive or in a folder which is not displayed in
the current window, then select the object you want to
move and left-click the Move To menu bar icon (the one
to the left of the Copy To icon pointed to in Fig. 4.9).
This opens the Browse For Folder dialogue box for you
to locate the required destination.

e Using the menu: Choose the Edit, Cut command from
the source window, then use the Edit, Paste command
from the destination window menu bar,

e Using the keyboard: Select the items to move and
press the <Ctrl+X> keyboard shortcut. Then select the
destination window and press <Ctrl+V> to paste them
there.

* Using the mouse: Drag the selected items to the desti-
nation folder. This will move files between windows, or
folders, of the same drive (see note below).

Note: It is possible to use the drag and drop technique to copy
or move objects between different drives. However, dragging
can be a little confusing until you get used to it. To drag-copy
objects to a folder or window of another disc drive, you don't
have to hold down the <Ctrl> key. This is the same action as
drag-moving objects between folders of the same drive.
Therefore, take special care or you will end up moving objects
instead of copying them.

One easy way of telling what action a drag
operation will result in, is to look for a + sign
on the drag pointer. This indicates that a copy
action will take place, as shown here, where the Test Folder is
about to be copied to the D: drive.
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Perhaps a safer way of copying or moving objects with the
mouse is to drag them with the right mouse button depressed
to the desired destination. Releasing the mouse button
produces a menu which gives you a choice between Copy
Here and Move Here. Clicking one of these, completes the
required task.

Renaming Folders and Files

Before you rename folders or files, copy a folder into your Test
Folder. Anything done to it in the Test Folder should not have
any effect on the rest of your system.

To rename a folder or file, first click on it to select it, then
click the existing name below the icon. This will place a
rectangle around the name and put you into edit mode. Type a
new name and click somewhere else, or press <Enter>, to
finish the task. Try renaming the Test Folder to Practice Folder.

File Properties

If you want to know more about a particular file, first select it,
then either use the File, Properties menu command, or
right-click the filename .and
select Properties from the
drop-down menu to open

msinsgs.exe Properiies

(G Y Gt

B e the Properties dialogue box.
—— 6 Here, the full properties of
Dascigion Vekesseiiers the file are listed, including
Location: E:\Progtam Files\Messenger\T est Foider

Size. 1.02 MB (1.077.277 bydes]
Sweondisk 1.03M8 (1,081,344 bytes]

19 Octobar 2001, 1301-27
02 Augrst 2001, 0714:34 l
19 October 2001

OReadoy [Hidden  [FAchve ’

Fig. 4.10 The Properties Dialogue
Box.

size, the date when it was
created, last modified, etc.
You can also change the
file’s attributes, by making it,
say, Read-only, to prevent
accidental changes to its
contents. The Properties
dialogue box of some types
of files has an extra tab
which allows you to preview,
or even play, their contents.

57



4

Discs, Folders and Files

Creating Shortcuts

With Windows XP, just as with previous versions of Windows,
you can put a shortcut to any program, document, or printer 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 deep into
your system files to access them.

One program we seem to use a lot to process our system
text files is the Notepad (we will discuss its use later), so we will
step through the process of placing a shortcut to it onto the
desktop.

You must first find the actual program. An easy way is to use
the Start, Search command which opens the Search Dialogue
box, the left panel of which is shown in Fig. 4.11. Next, click the
All Folders and Files link and specify the drive you want to
search and the item you are searching for

what doyouwanttosearch | (the E: drive in our case, or whichever
- drive Windows is installed on your PC), as
3 Documents (word shown in Fig. 4.12.

L nahes Soon enough the [
BESRCERIN] NOTEPADEXE fie  [SCESSERES
owonsmnieeand | IS found in  the Cnrepsd
= =it Windows XP folder. | Asdeprenmen:
£ soarch the Intermet. Select it, right-click it ok
i e preferences and drag it onto the —locsoskE) v

desktop. Releasing Mg iededy 1
the right mouse MR ;
button displays the f "t
Fig. 411 Specifying  Shortcut menu shown [ewar ]
Type of Search. in Fig. 4.13 below.
Click the Create

Copy Here
Move Here
Creste Shorteuts Here o |

Shortcuts Here
option to place the  Fig. 4.12 Specifying
new shortcut icon on th‘io':eamszg‘r‘c'a”"e
the  desktop, as '

Fig. 4.13 The shown in Fig. 4.14 on
Placement Shortcut the next page.
Menu.
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23408/2001 12:00
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Fig. 4.14 Placing Notepad on the Desktop.

Note that the icon has a right pointer arrow on it. This is how
you can tell that an icon is a shortcut, not the actual file. If you
find the icon name a little lengthy, you can rename it, using the
same procedure as described earlier for renaming files.

If your desktop does not let you place the icons where you
want them, you need to change its settings. Right-click on the
desktop, click the
Arrange lcons By

option on the shortcut

::;:Shortcut ot e e S| | menu and C"Ck AUto

Undo Delete Shistin G Arrange to remove the

New Ry tick mark alongside it
| o ShowDeskoploons (Fig. 4.15).

Lock Web Items on Desktop
Run Desktop Cleanup Wizard You should now be

able to arrange your
desktop icons in any
way you wish, by simply
dragging them around the desktop - though you might have to
remove the tick mark against the Align to Grid option of the
desktop shortcut menu for complete freedom in positioning the
icons.

Refresh

Fig. 4.15 Controlling icon Position.
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Sending Folders and Files

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

. E — Right-clicking selected

r"m o @ = folders, or files, will open

o e T e S the menu shown in Fig.

WG (@ Ocstop (reate shortc) 4.16. Selecting the Send

-, | L Comorssnd swped) okt To option opens the list of

- b available destinations. In
Create Shortcut £ My Documents

£ 3% Fioopy () your case these are

— | @ DOwe k) bound to be different, for

l‘*m-'w(m example, the last two

S ieWendig Flismardhied, CPNoo '‘might ‘net  be
available to you.

Selecting the 3% Floppy

(A) option will copy any

selected folders and files >

to a removable disc in the =

(A:) drive, as shown by (g PRkl e fook

the  very  decorative | scomsnenes

animated window that . ; .

appears while the Fig. 4.17 Copying Folders and Files.

process is being carried out.

“ppying,

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.

To add a destination to the Send To menu do the following:
e 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.
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e Use the File, New, Shortcut command.

* Follow the instructions on your screen.

It is useful to be able to send text files straight to the Notepad
so that you can see, and maybe edit, their contents. To add
Notepad to the Send To menu, you don’t have to go through
the above procedure because you already have a shortcut to it
on your desktop. Instead, copy this shortcut icon from your
desktop to the SendTo window, as shown in Fig. 4.18.

™ SendTo
Fie Edt view Favorkes Tools Help

Q-0 f;}).f)Seuch;LFcth's-: P X9 [

Adaress 'é_ E:\Documents snd Settings\hoel Kart aris\SendTo \'vi Go
Foiders 1 & @ ol
B < Local Disk (E:) a _--'-J L= &
& £ Documents and Settings Compressed  Desktop  Mai Recipient My Documents  Shxcateut 1Y
% ©3 Al Users | Gooed)..  (aeat.. NOTERAD.ESE

& 3 Defouk User
3 [ Noel Kantaris
% €D Appication Data
£ Cookies
€2 Desktop
# 9 Favortes
& ) Local Settings
B £ My Documents ‘
& My Recent Doan

Fig. 4.18 Adding a Shortcut to the SendTo Folder.

When you next open the Send To Open ‘
menu it should have the extra o

. . . »

item as shown here in Fig. 4.19. R 3 oo o0 e
As you can see, we have % " 22 Compresse (o) Fokdr
renamed the shortcut to simply SO D meRecpiex

Croate shortot & {0} My Documents.

‘Notepad’. We did this by using ooete ]
My Computer, opening the | ™ B

SendTo folder right-clicking the i

file and selecting the Rename ‘

command from the shortcut Fig. 4.19 The Modified
menu. Send To Menu.
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Deleting Folders and Files

The operations described here must only be carried out on the
folders or files held in the Test Folder (or Practice Folder if you
have renamed it), unless you really want to delete specific
items. To experiment, copy all the files in the Messenger folder
into the Test Folder first (see page 55).

¢ To delete or remove files, first highlight them, and then
either 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.

Either method opens the confirmation box shown in Fig. 4.20
which gives you the chance to abort the operation by selecting
No.

Confirm File Delete

Are you sure you want to send ‘blogo.gif' to the Recycle Bin?
' g

L oves 11

Fig. 4.20 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 4.20 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 first delete two files from our Test Folder
(any files will do), then delete the folder itself. 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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Handling Folders from the Tasks Pane

Up to now in this chapter we have used only one of the two
ways of manipulating folders and files; the treelike structure in
My Computer. Windows XP has a second method of dealing
with these topics by using the Tasks panel. To see this facility,
use the Start, My Documents command to display the screen

shown in Fig. 4.21.

kddrew @ My Documents

File and Folder Tasks %

3 Make anew folder %
&) Publish this falder to
the Web

kad Share this folder

Other Places

@ Deskkop

£ Shered Dacuments
g My Computer
\j My Network Places

Fig. 4.21 The My Documents Folder.

=
Fax

> 4

B
£277% My Music

o

T

My Pictures

=

My videos

Hiddress 'a My Documents

File and Folder Tasks

@) Rename this Folder
& Mave this folder
D Copy this folder %

&) Publish this foider to
the Web

sad Share this folder
£ E-mail this foider's files
¥, Delete this falder

{ “J My Music

S
u My Videos

Fig. 4.22 The My Documents Folder.

Note that when no
folder is selected,
Windows displays the
Make a New Folder
option in the Tasks
panel, as shown in
Fig. 4.21. The same
options are displayed in
the Tasks panel when
you are using My
Computer to examine a
specific disc drive, or a
specific folder in that
drive.

If you now click a
folder to select it, the
contents of the Tasks
panel change to give
you access to the other
files and folder
commands, as shown
in Fig. 4.22. We
suggest you create a
new folder in the My
Documents folder, then
copy a few files from
your Pictures folder into
it so that you can get
some practice.

Which method you choose when manipulating your folders and
files is a matter of personal preference. Try them both.
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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. 4.23.

ﬁR:cy\:(eBiu -
Fie Edt Vew Fevortes Tooks Help >

) O3 e s L X9 @

Atekass I # Recycle Bin
Hame = Original Location Date Deletod Sz Tye
-3msmsos.exe E:\Program Fles\MessengeriTest Foider 20/10§2001 17:11 1,056 XB  Appikaton
am.m.mﬂﬁ E:\Program FlesiMessenger\Test Fokder 20{10§2001 17:04 4KB MANIFEST Fle
D Test Folder E:\Program FlesiMessenger R 20/10/2001 17:04 204KB  Fie Folder

<.

Fig. 4.23 The Recycle Bin Folder Showing Deleted Files and Folder.

Note that Windows keeps a record of the original locations of
the deleted files, so that it can restore them if necessary. To
see the display as it appears in fig. 4.21, use the View
command and select the Details option.

To restore or delete specific files or folders from the Recycle
Bin, first select them then use the File menu command to open
the drop-down sub-menu shown in Fig. 4.24.

® Recycte Bin Choosing Restore will restore a selected file
(B e« vew | within the folder it was originally in, even if you
[Stexoe | have deleted that folder; check it out for
i yourself by restoring one of the files you
S deleted earlier from the Test Folder. Choosing
Propeties | Delete, removes the selected items from the

S5 Recycle Bin. To save disc space, every now

Fig. 4.24 The and then, open the Recycle Bin and delete
File Sub-menu.  unwanted files or folders.
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Formatting Discs

We assume, here, that your hard disc has already been
formatted according to your manufacturer’s instructions when
setting up your system. New floppy discs, if not already pre-
formatted, must be formatted before they can be used by your
computer's operating system. A floppy disc that has been
formatted in one type of computer, can only be used in another
computer if they are compatible and use the same operating
system.

5

To format a floppy disc, put it into the
correct disc drive, open My Computer

- right-click on the icon for the drive. In our

Explore

case, this would be the (A:) drive, as
shown in Fig. 4.25. From the displayed
drop-down menu, select the Format
option, which opens the dialogue box
shown in Fig. 4.26. It only remains now to
choose options in this box and press
Start to carry out the formatting.

Fig. 4.25 The A: Drive  |f you want to name your disc, so that the
Shortcut Menu. system will .
recognlse |t by Format 3'. Floppy (A:) ?]

that name (in the My Computer | o
windows, for example), enter the i%m«mm‘ =
name in the Volume label text box. Sercmer——

Choosing Quick Format in the Alocstion unk 528

Format options section, deletes the E::’”"“
File Allocation Table of a previously e
formatted disc - you cannot use this Fomat options
option on a new disc. Cloakamn =

[ create an Ms-DOS stastup disk

Formatting will destroy any files on
the disc, so take care. If you have !
not created an MS-DOS start-up

EETEN
disc for your system already, you | e
can do so now from this dialogue
box.

Fig. 4.26 The Format
Dialogue Box.
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Copying Discs

Copying whole floppy discs is quite straightforward with
Windows XP. It is best carried out from the menu opened when
you right-click the disc drive icon from within My Computer. Put
the disc to copy into the drive and select Copy Disk from the
menu.

A box, similar to that shown
in Fig. 4.27, will open with
your floppy disc drives listed.
In our case, only one drive
— type shows on each side. If
) you have more, select the
(3ot} (oo ] drive to Copy from and that
to Copy to, but the discs
must be of the same type.
You cant carry out this
operation between different capacity discs. When ready, click
the Start button. You will be told when to insert the destination
disc, but be warned, any files already on this disc will be lost.

% Copy Disk

Copy me Copy to:
{ B3 Fiopoy () [ "thavs Fiopoy (A

(

Fig. 4.27 The Copy Disk
Dialogue Box.

Other Features in My Computer

It is perhaps worth looking at

some other features in My qb:*”—“:"" e

Computer which greatly Stetus Bar

i
i Search CtrivE

enhance its functionality. These |[EEEEEES £
) ; TR avorites Ctri+1
are to be found mainly in the i3 Media
View, Explorer Bar menu |exens
. o . List
options, as shown in Fig. 4.28, e
and include: pa—y =
s . e T
e Search - click this to "]
display the Search facil- Refresh

ity in the left pane of My
Computer window which
is identical in functional-
ity to the Start, Search
command.

Fig. 4.28 The Explorer Bar
Options.
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Favorites - click this to display a list of favourite links in
the left pane of My Computer window. It allows you to
add and organise useful URL addresses, or access

various pre-set media addresses on the Internet.

Media - click this to be
connected to the Internet
(provided you have this facility)
and display the Web site
WindowsMedia.com in the left
pane of My Computer, as
shown in Fig. 4.29. In this
window click the Media Options
down arrow at the bottom of the

# WindowsMedia.com
Today:
TLC's Lisa Laft Eya talks
about her solo career
Ll | Watch (S6K) | (128K)

Music:

Elbow's claver nav video
watch (56k) | (300k)
Radio:

Listen live to classic rock
Listen {20k

Video:

The latest US teen honer hit
Watch {120k} | (220K)

screen to select which media Binsacy Shatatpent |
you want to connect to. For AL g7 T L
example, selecting Radio
Guide displays a full screen in
the right pane of My Computer
window, as shown in Fig. 4.30.
If you are not connected to the
Internet, you can work off-line
with files in My Music or My
Videos folder. More about this when we discuss the
Media Player latter on.

A‘ﬁ@ €3 .t

Fig. 4.29 The Media
Window.

Click to see X m

& WindowsMedia.com

Featured Stations Fmd More Stations >

» « o

P 8p€ Maws S
P Classic Fm s
London, United Adult Contemporary - Classical
! .
28K 1 Classical 1 Gl o ek N

Raquasts, movias, news, interviaws and,
most importantly, graet dassical music

Modern Rock

Saarch Kayword -

Editor's Picks...

& Add to My | & visit | ® Play
Stations Website

b word Radio Netvork g avasthits

P dazz FM 102,27 FM

P Pramiss Christian Radio
¥ Classic gold

P Heart 106.7 P

P TJHSRORT 1089 AM

My Stations
Recently Payed Stations

o ol««««««

Fig. 4.30 The WindowsMedia.com Web Site.
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Selecting one of the radio stations, connects you to it
and opens up a separate Internet Explorer window to
display a visual accompaniment to the music. For
example, selecting Classic FM displays the screen
shown in Fig. 4.31.

<2 ¥teirome to classiclm.cons Microsfs hudesnet L ptaer
Fls £® Vew Fovortes Tods Hep

O 0 D AN, ime i e @ - LB

e wow chh

home

' time to relax with classicm.com

{ - ﬁ

' - - "ot BReL o s [antol L e Listen 5nd give o Cancer Resserch
Tane Tn felax Buy the D, get the screensaver
Sit Maicokr Aokt Celetrate his B0t bithday

Shoot Musie Oraat music o ideas
Music Guide All You ngeg o know about the music

- Classw: PM massanne Catch up on the falest
T Ginitot Movwn Have yow say and win CO»
" s Fingtsrk Download fantasbe classical iogionas

Masiers @ Mo sk Meet the grests

s 13 tan o 7z puayhat ciawsic ;3 nfo ko 12 buy ctussse :: e chawmc : intaract
bk B B Ol s ik
1 e o G Moy 40rd § oot
Al ooy itk Ot veariad

Fig. 4.31 An Internet Explorer Screen of Classic FM-

History - Click this to [z, x
display the History facil- Jvew - @ search =
ity in the left pane of My | gwesnesaey
Computer window. It E] thursday
allows you to see which | &
¢ ' . . 2. Saturday
pages’ (includes files
and folders on your 3] classichm (s, classichm.com)
system, other computers G0 heather-nova (www.hoather-nova. com)
connected ‘to  your ErewE

. l}] w2rusic (Www.v2muUsic.com)
system or sites on the () windowsmedia lkidowsrmodts,com)
Internet) were visited (83 windowsmedia (www.windowsmedsacom)
recently, as shown in
Fig. 4.32. Fig. 4.32 The History Pane.
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Folders -
tree’ on the left panel of
My Computer window
showing all the resources
of your computer, as well
as those of a network you
might be connected to. In
your case, the display in
Fig. 4.33 will obviously
have different contents
from ours, as your system
is bound to be structured
differently.

Click this to display a hierarchical ‘system

& D My Documents

=] j My Computer
B B 3% Foppy (R)
B S Local Disk (C:)
B <o Local Disk (:)
@ % Local Disk (E:)

scurneds an Setting:
B Y Musers k

B &) Defauk User
B £ Noel Kantaris
& {7y Microsoft Office XP
& i) Program Files
& ) WINDOWS
@ £ WINKP_PRO (3:)
B . ZIP-100{L:)

& G‘ Control Panel

B ) Shared Documents

B ) Noel Kantaris's Documents
& i! My Network Places
2 Recydie Bin

The system tree lists
Objects which are
marked with a plus sign
(+), and contain sub-
folders. Clicking a (+)
sign, opens it up to reveal
the sub-folders beneath. When sub-folders are
displayed, the (+) sign changes to a minus sign (-),
indicating that the parent folder can be collapsed. This is
shown in the example above, where the Documents and
Settings folder in the E: drive is expanded.

Fig. 4.33 The System Tree.

The right-hand, or contents, pane is automatically
displayed when you select a folder from the tree. As with
most Windows XP system windows, you can change
the format of the information shown in the cantents
pane by using the View commands from the menu bar,
or clicking the Views button on the toolbar. All the
powerful right-click and properties features described
previously are supported in My Computer.
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Using the Picture and Fax Viewer

New to Windows XP is the Picture and Fax Viewer. You can
use it to view, rotate, and perform basic tasks with image
documents, including fax documents, without opening an image
editing program. Images can be viewed as thumbnails or in a
filmstrip and fax documents can be annotated.

In Fig. 4.34 below, we demonstrate some of these features
by displaying our Pictures folder in My Computer as thumbnails.
The other available viewing facilities are seen in the View menu
which is also open.

iMyPic!ures
Favorites Too!s Help
Tocbars

s ; ; pSeach {7 Fokders o 3 x iK) EG3-

Explorer Bar

— 15\Noe! Kantaris{My DocumentsiMy Pictures

102_Chin.jpg

File and Folder Tasks

W} Rename this file 106_Loop the Loop.jpg
w Move this fie
@ Copy this file \ g [ A

) Publish ths il to the ‘;‘ N

web el
£ E-mal this fle b
3 Delete this fie i i

107_Opal Heart.1pg

Fig. 4.34 A Pictures Folder Displayed in Thumbnail View.

Icons 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
a shortcut (right-click) menu, as shown in Fig. 4.35.
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5
8 My Pictures
Fle Edit Vew Favortes Toolks Help

em’ 7 i’ ﬁ}r\.%am Ei Folders P?sl? x 'Q '

B Get patures from
camera or scanner

a View as 8 skde show
&) Order prints onine
“&’ Print this picture

Rotate Clockwise
Rotate Counter Clockwse

file and Folder Tasks A i e e o e B
Set as Desktop Background

] Rename this file . 105 Plunge.doC  open with

uly Move thes Fie

‘Y Copy this fle

&) Publish this file bo the
web

£ E-mai this fle

Create Shortcut
9 Deime this fie Delete

Rename

Other Places

Fig. 4.35 A Picture's Shortcut Menu.

You can also use the Pictures Tasks menu to view pictures as
a slide show, copy selected pictures to a CD, or get pictures
from a scanner (to be discussed later) or digital camera and
save them in a folder on you computer's hard disc.

To see your pictures 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. 4.36 on the next page.
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& 19 Pichure

Fle Edk Wew Favores Tooks Hebp

File and Folder Tasks

{5 Roname this fie

G More ik iy

1Y Cooy the e

o Publsh this e to the
Wb

3 £-mall thiz fle

Fig. 4.36 Pictures Displayed in Filmstrip View.

As each picture 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 picture clockwise or anticlockwise.

Compressing Folders and Files

Compressing folders and files allows you to greatly increase the

Edte_iVie=—Rurphes, o e
1223 Eolder

ﬁ Brefcase

B3 Microsoft word Document

£ Lotus Word Pro 9 Document

| O mcrosoft Office Binder

;-\:,, P @J Microsoft PowerPont Presentation
ot
u My Photos | 7] yext Document

} QJWaveSou\d

) Morosoft Excel Worksheet

Fig. 4.37 Creating a Zipped Folder.

storage capacity of your
discs with no extra
hardware cost. To
activate the option, select
the drive or folder in
which you want to create
a compressed folder, then
use the File, New menu
command, and select the
Compressed (zipped)
Folder option from the
drop-down menu shown
in Fig. 4.37.

72



Discs, Folders and Files 4

In the screen dump of Fig. 4.37 we show both the action
required to create a compressed folder and the result of that
action. The created folder has the extension .zip and you must
retain this when renaming it. We called our folder Books.zip.

We then opened a second copy of My Computer and located
the word processor file of the current chapter of this book with
all its screen dumps and dragged it into the newly renamed
folder, as shown in Fig. 4.38.

e _-mc
X5 w514 Vindows XP
Fle Edt View Favorkes Took Help
. L] Ee
Oos - 0 F iy ) e
T v e g —
Adsress (€3 D:\Bookst514_windows XP

Fig. 4.38 Dragging a File into a Compressed Folder.

‘Releasing the mouse button displayed momentarily the box in
Fig. 4.39.

Compressing..

windowsXP_004.iwp

Lt

Fig. 4.39 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 file before and after compression,
double-click the compressed folder, right-click the file and
select Properties from the drop-down menu to display the box
in Fig. 4.40.

Compressed item Properties

Details
Name: windowsXP_004.lwp
Type Lotus Word Pro 3 Document

Location: (Archive Root Directory)
Onginal Size: 10,179 KB
Dater 29/10/2001 16:47

Alnbutes
" Readonly g sstern

ZIP Information

CRC32 254DDC86
Index ]
Compression: Detlated
Packed Size: 3,351 KB

R

Fig. 4.40 Compressed File Properties.

Note that the original file size is displayed as 10.18 MB, while
its packed size as 3.35 MB. This is quite a large compression
ratio and worth while exploiting.

You can open files and programs in a compressed folder by
double-clicking them. If a program requires .dll 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 Wizard you can specify where you want these files and
folders to be extracted to. When you extract a file or folder it
leaves a copy of it in the compressed folder. To remove files
and folders from a compressed folder you must delete them.
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When you are using Windows XP or one of its applications, you
will invariably come across a Readme.txt file which contains
last minute information not available in printed form in the User
Guides. Vendors create such text files which can be read by
either the WordPad or the Notepad accessories. What follows
will show you how to read such files, print them, or copy them
onto the Clipboard, so that you can transfer the information into

another package.

Microsoft’s WordPad

WordPad supports mainly text document formats, plus Word

(.doc) documents, but has
no pagination features. It
is a useful accessory for
writing and reading simple
documents or memos.

To access WordPad,
click the Start button and
select All Programs,
Accessories, and click
the WordPad
B* icon, shown here,

on the cascade
menu as shown in
Fig. 5.1 to the right.

Fig. 5.1 Accessing the Text
Editor WordPad.

Y Accessbilty

9 Communications
&) Entertanment
) System Tooks
«J Address Book
B Coculator

B Command Promet
i Notepad

¥ rant

9 Program Compatbiity Wizard
8 Scanner and Camera Wizard
; B Synchronze

B Tour windows XP
£ windows Explorer
£ Windows Movie Maker

,:, Remote Asastance
@ windows Modka Player
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The WordPad Window

Opening the WordPad accessory, displays an application
window similar to the one in Fig. 5.2 below.

The top line of the WordPad window is the ‘Title’ bar which
contains the name of the document, and if this bar is dragged
with the mouse the window can be moved around the screen.
Also, just like any other window, its size can be changed by
dragging any of its four sides in the required direction.

Command Title bar Menu bar Maximise _ Close
Minimise

£1 Document - WordPad

Format bar

Insertion point

; Status bar
or;*eb. pressFi —/“

Fig. 5.2 The WordPad Window.

The second line of the window displays the ‘Menu’ bar which
allows access to the following sub menus:

File Edit View Insert Format Help

As described in Chapter 2 - ‘Starting Windows XP’ - the
sub-menus are accessed either with your mouse, or by
pressing the <Alt> key which underlines one letter per menu
option.
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The Toolbar

As with most Windows applications, the Toolbar contains a set
of icon buttons that you click to carry out some of the more
common menu functions. The actions of each icon are outlined
below.

New document Cut to clipboard
Open document Copy to clipboard
¢ ¢Save document Paste from clipboard

= [&“ #M & i

Print document T Undo last action
Print preview

D @

Find text Add date/time

Fig. 5.3 The WordPad Toolbar.

The Format Bar

WordPad has an extra bar of icons that are used to more easily
control the format of text in a document.

Setfont  Setpointsize of text ~ Setlanguage of text

s i

[Avial‘ T E 10 w {Weslem v|

ah

ltalic Undertine SEt centre justification

Bold Set right justification

Set bullet leader
and indent to paragraph

Setcolour of text  Set left justification

Fig. 5.4 The WordPad Format Bar.
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Opening a WordPad Document

In order to illustrate this section, either type in a short letter, or if
pa— you have the Windows XP CD, place it in the CD Drive
ﬁ”y and left-click the Open button on WordPad’s Toolbar,
w_— shown here, which displays the following dialogue box.

osE AR . ® B
T e e e “ssupwEs E

Fig. 5.5 The WordPad Open Dialogue Box.

You can use this Open box to open documents that might have
been created by different applications, as shown on the drop-
down list against Files of type, or documents that are kept in
different locations. For example, you can open a document
which might be on your computer’s hard disc, or on a network
drive that you have a connection to. To locate other drives,
simply click the Up One Level button pointed to in Fig. 5.6.

tookm [ § My Conouter
3% Plopoy ()
3 FewLacal Disk (C:)
My Recent bmw(or)
Documents  [<eeLoce Disk (E:)
© 7 [ Bwmer_pRo (1)
LD Onve (x2)

‘ My Compuler E Fia name. E:
Fissofbpe [ Tent Documents (")

Fig. 5.6 Moving Up One Level in the Open List.
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Having selected a drive, you can then select the folder within
which your document was saved, select its filename and click
the Open button on the dialogue box. For our example, first
choose the CD-ROM drive (if not already selected), then the
DOCs folder, then choose ‘All Documents’ (*.*) in the Files of
type box to reveal the READ1ST.TXT file, as shown below.

My Documents

o

wh

My Camputer

!
Flenamo  [READISTINT ¥
= ; 1

My Network Fies of type: i Al Documents {7}

Fig. 5.7 Selecting the READ1ST.TXT File.

Select this file and click the Open button to display:

B REAST.IX T - Wordpad
Fie ER WView lrsot Format el

B e i - 1w
Commbon ¥ W v iweln e B0 P 52

"Read First“ Release Notes
¥indows XP

CONTENTS

3.0 Read Me First
2.0 System Requirements for Installation
3.0 Preinstailation Notes
3,1 ¥indows Product Activation (WPA)
3.2 Using Passwords
3.3 Software Compatibility Issues
4.0 Copyright

1.0 Read Re First

Before you install Vindows XP, print and reed this document for
critical preinstallation informetion concerning this release. For the
most up-to-date list of supported hardware, see the Hardvare
Compatibility List at the Hicrosoft Ueb site
(htep://wwe.microsoft.com/) . In addition, priot and read the
tolloving files located i the \docs folder on your ¥indows XP
compact diec [CD):

Fig. 5.8 The READ1ST Text File Opened in WordPad.
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WordPad can read (and write) six types of file formats; Word
for Windows (.doc) files, Windows Write (.wri) files, Rich Text
Format (.rtf) files, Text Document (.txt - both ANSI and ASCII
formats), Text Document - MS-DOS Format (.txt) files, and

Unicode Text Document (.txt) files.

Moving Around a WordPad Document

You can move the cursor around a document with the mouse,
the normal direction keys, and with key combinations, the most

useful of which are listed below.

To move Press

Left one character %

Right one character =

Up one line T

Down one line 4

To beginning of line Home

To end of line End

Up one window Page Up
Down one window Page Down
To beginning of file Ctri+Home
To end of file Ctrl+End

Saving to a File

To save a document, click the Save‘Toolbar icon, shown
here, or use the File, Save command. A dialogue box H
appears on the screen with the cursor in the File name

Fig. 5.9 The Save As Dialogue Box.

field box waiting
for you to type a
name. You can
select a drive or
a folder, other
than the one
displayed, by
clicking the ‘Up
One Level icon
on the Toolbar -
the one we are
pointing to.
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There are five formatting choices in the Save as type box
when you first save a WordPad document:

(iy Word for Windows (.doc) which can then be read by
Microsoft Word, (ii) Rich Text Format (.rtf) which retains most
of its text enhancements and can be imported into many other
applications, (iii) Text Document which is a Windows ANSI file
to be used if your document is a program or you intend to
transmit it to someone, (iv) Text - MS-DOS format which is an
unformatted ASCII file, and (v) Unicode Text Format which is
another type of text file.

To save your document in the future with a different name
use the File, Save As menu command.

Document Editing_

For small deletions, such as letters or words, the easiest way is
to use the <Delete> or <BkSp> keys. With the <Delete> key,
position the cursor on the first letter you want to remove and
press <Delete>; the letter is deleted and the following text
moves one space to the left. With the <BkSp> key, position the
cursor immediately to the right of the character to be deleted
and press <BkSp>; the cursor moves one space to the left
pulling the rest of the line with it and overwriting the character to
be deleted. Note that the difference between the two is that with
<Delete> the cursor does not move at all.

Text editing is usually carried out in the insert mode. Any
characters typed will be inserted at the cursor location and the
following text will be pushed to the right, and down. Pressing
the <Insert> key will. change to Overstrike mode, which causes
entered text to overwrite any existing text at the cursor.

When larger scale editing is needed, use the Cut, Copy and
Paste operations; the text to be altered must be ‘selected’
before these operations can be carried out. These functions are
then available when the Edit sub-menu is activated, or Toolbar
icons are used.
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Selecting Text

The procedure in WordPad, as in all Windows applications, is
that before any operation such as formatting or editing can be
carried out on text, you first select the text to be altered.
Selected text is highlighted on the screen. This can be carried
out in several ways:

a. Using the keyboard; position the cursor on the first
character to be selected, hold down the <Shift> key
while using the direction keys to highlight the required
text, then release the <Shift> key. Navigational key
combinations can also be used with the <Shift> key to
highlight blocks of text.

b. With the mouse; click the left mouse button at the
beginning of the block and drag the cursor across the
block so that the desired text is highlighted, then release
the mouse button. To select a word, double-click in the
word, to select a larger block, place the cursor at the
beginning of the block, and with the <Shift> key
depressed, move the mouse pointer to the end of the
desired block, and click the left mouse button.

Using the ‘selection area’ and a mouse; place the
mouse pointer in the left margin area of the WordPad
window where it changes to a right slanting arrow, and
click the left mouse button once to select the current
line, twice to select the current paragraph, or three times
to select the whole document.

Try out all these methods and find out the one you are most
comfortable with.

Copying Blocks of Text

Once text has been selected it can be copied to another
location in your present document, to another WordPad
document, or to another Windows application. As with most of
the editing and formatting operations there are many ways of
doing this.
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The first is by using the Edit, Copy command sequence from
the menu, or clicking the Copy Toolbar icon, moving
the cursor to the start of where you want the copied
=== text, and using the Edit, Paste command, or clicking
i the Paste icon. Another method uses the quick key
@’ combinations, <Ctrl+C> to copy and <Ctrl+V> to paste.

To copy the same text again to another location in
the document, move the cursor to the new location and paste it
there with either of the above methods.

Drag and Drop - Maybe the easiest way to copy selected text,
or an object such as a graphic, is to drag it with the left mouse
button and the <Ctrl> key both depressed and to release the
mouse button when the vertical line that follows the pointer is at
the required destination.

As you get used to Windows application packages you will be
able to decide which of these methods is best for you.

Moving Blocks of Text

Selected text can also be moved, in which case it is deleted in
’ its original location. Use the Edit, Cut, command, or

3{, the <Ctrl+X> keyboard shortcut, or click the Cut icon,

' move the cursor to the required new location and then
use the Edit, Paste command, <Ctrl+V>, or click the Paste
icon. The moved text will be placed at the cursor location and
will force any existing text to make room for it. This operation
can be cancelled by simply pressing <Esc>.

Drag and Drop - Selected text, or an object such as a graphic,
can be moved by dragging it with the left mouse button
depressed and releasing the button when the vertical line that
follows the mouse pointer is at the required destination.
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Deleting Blocks of Text

When text is deleted it is removed from the document. With
WordPad any selected text can be deleted with the Edit, Cut
command, or by simply pressing the <Delete> key. However,
using Edit, Cut (or <Ctrl+X>) places the text on the Windows
clipboard and allows you to use the Edit, Paste (or <Ctrl+V>)
command, while using the <Delete> key does not.

The Undo Command

As text is lost with the delete command you should use it with
caution, but if you do make a mistake all is not lost as
long as you act immediately. The Edit, Undo
command (or <Ctrl+Z>), or clicking the Undo Toolbar
button, reverses your most recent action, so you need

to use it before carrying out any further operations.

Finding and Changing Text

WordPad allows you to search for specified text, or character
combinations. In the ‘Find’ mode it will highlight each
occurrence in turn so that you can carry out some action on it.
In the ‘Replace’ mode you specify what replacement is to be
carried out.

For example, in. a long memo you may decide to replace
every occurrence of the word ‘program’ with the word
‘programme’. To do this, first go to the beginning of the
document, as searches operate in a forward direction, then
choose the Edit, Replace menu command to open a dialogue
box, like the one shown in Fig. 5.10.

Find what; E&g?a?n - . | Find Nest
Rosscowit [rogamnd | [_Beoee
Replace All
{71 Match whole word only
Cancel
[ Match case

Fig. 5.10 The Replace Dialogue Box.

84



Controlling Information

5

You type what you want to search for in the Find what box.
You can then specify whether you want to Match whole word
only, and whether to Match case, (upper or lower case) by
check-marking the appropriate boxes. Type the replacement
word in the Replace with box, and then make a selection from
one of the four buttons provided. Selecting Replace requires
you to manually confirm each replacement, whilst selecting
Replace All will replace all occurrences of the word
automatically.

Formatting your Work

When working with text files you cannot format your
documents, but in Microsoft Word, or RTF modes, you can.
Such formatting can involve the appearance of individual
characters or words, and the indentation, addition of bullet
leaders and the alignment of paragraphs. These functions are
carried out in WordPad from the Format menu options or from
the Format bar. To activate the latter, use the View command
and click the Format Bar option, as shown in Fig. 5.11.

e %
W0 viWeem v BrUS

RN RN Ry KK O KNS T RO I & D T i €6 T A

S SRR e NSNS IIS eI T et e T TITI e RO
"Read First” Release Notes
¥indows XP

Fig. 5.11 Activating the Formatting Bar.

As an example of some of the formatting options, we have
carried out a few changes to the READ1ST.TXT document
opened earlier. First, we used the Save As command to save
the document as an RTF type file on our hard drive, say within
a Docs folder we created on our drive containing Windows XP,
so that we could carry out certain formatting commands (such
as justification) which are not available to a TXT type file.

A 5 -
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We then removed the dotted line above and below the title and
all spaces before each of the two title lines. Then we high-
lighted the two title lines, and changed their point size to 16,
then emboldened them and centre justified them by clicking
appropriate format bar options.

The date was then added below the title by clicking the
Date/Time icon on the Toolbar and choosing the date
format required. The two

paragraphs  with  preceding —=
asterisks under section 1.0 were then [& :n:Nlack
selected and the Bullet icon clicked on [T s
the Format bar. This indented the [# Baskewie
B Binner Gothic
paragraphs and gave them bullet Bookman
leaders. T Botanical
i Cenléw
Finally, the whole document was |0 fomese=s
selected and its font changed from [0 CouierNew
Courier New to Arial by choosing the font |3 Eosetese
type from the drop-down list shown In  [i Gaamond -

Fig. 512. To get the formatted
document shown in Fig. 5.13, we found
it necessary to remove hard returns at the end of each line so
word wrap could display correctly.

Fig. 5.12 The Font List.

@ READ1ST.o1f wordPad -
. Lt roma g :
NEY &SR » = | C.3

Anal v [0 ¢ Wemen

R ¥ I DU EY R DR R RS NS TR DRI R NI F O T T O RS T e
“Read First” Release Notes
Windows XP
October 2001

CONTENTS

1.0 Read Me First
2.0 System Reguirements for Instaliation
3.0 Preinstaliation Notes
3.1 Windows Product Activation (WPA)
3.2 Using Passwords
33 Sofware Compatibilty fssues
4.0 Copynght

1.0 Raad Me Fimt
Before you install Windows XP, pnt and read this for eotical g thys refease For the

most up-to-date Iist of supported hardware, see the Hardware Compatibilty List at the Microsoft Web site (hitpr/iwww micrasoft com/).
In addition, pant and read the folioming files lacaled in the \docs folder on your Windows XP compact disc (CDY

* Setup instructions
* Release notes (relnotes. htm), imponant

For tolp, press Fi

ity and

Fig. 5.13 The Display of a Formatted Document.
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The Ruler

The ruler is activated/deactivated by using the View, Ruler
command. The Ruler displays at the top of the text area of the
WordPad window (see Fig. 5.13), and lets you set and see Tab
points for your text, or visually change the left and right
margins, (the empty space to the left and right of the text area)
of your document.

Setting your own tabs is easy by clicking within the ruler
where you want to set the tab. Tabs can be moved within the
ruler by dragging them with the mouse to a new position, or
removed by simply dragging them off the ruler. Default tab
settings do not show on the ruler, but custom tabs do.

PrintingJ)ocuments

As long as your printer has been properly installed and
configured (see Chapter 6), you should have no problems
printing your document from the WordPad application.

Setting up your Page

Before attempting to print, make sure that WordPad is set to
the same page size as the paper you plan to use. To do this,
use the File, Page Setup

Fig. 5.14 The Page Setup Screen.

Pape Setup 'Z]&}
menu command to open
the dialogue box shown in
Fig. 5.14. From here you
can control the paper Size
and Source, the size of all
e the Margins around the
See edge of the sheet, and the
R e o e 3 Orientation of the paper.
= = The Printer button lets you
P Y T g ] f| select between different
) ;‘:‘ ] printers, including network
e printers  (if you are
Carl o ) o connected to any), and set

their properties.
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Print Preview

Before actually committing yourself and printing your document
to paper, it is always best to look at a Preview on the screen.
This can save both your paper and printer toner or cartridge
bills.

To preview the current document and settings, either click

§ the Print Preview icon on the Toolbar, or use the File,

ﬁ& Print Preview menu command to display the following
screen.

A READIST.rtf - WordPad
Next Page tvr

Fig. 5.15 The Print Preview Screen.

The preview screen, shown above, is the only place in
WordPad that you can actually see your document’s pagination,
and then you have no control over it! A dreadful omission, but
perhaps intentional, to make sure everyone buys Microsoft
Word instead!

To zoom in on the document, just click the pointer on it, or
use the Zoom In ‘button. If your document has several pages
you can select a Two Page view of it. When you are happy
your document is perfect, press the Print button.
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Using the Clipboard

In Windows XP (just as in Windows 2000, but unlike Windows
98/Me), you do not have direct access to the Clipboard, which
is a temporary storage location for information you want to cut
or copy, but you can nevertheless use it.

We have already used the Clipboard when using the Cut and
Paste features found in WordPad, and in most other Windows
programs. Apart from cutting, copying and pasting operations in
Windows applications, you can also use the Clipboard to copy
the contents of an application’s window, or to copy Windows
graphics images, so that you can transfer such information to
other applications. There are two ways of copying information:

* Press the <Print Screen> key to copy onto the Clipboard
the contents of a whole Windows screen, even if that
screen is a DOS application.

* Press the <Alt+Print Screen> key combination to copy
onto the Clipboard the contents of the current open
window, or dialogue box.

To illustrate these techniques follow the step-by-step
instructions given below.

To Copy a Full Windows Screen:

* Close all running applications and start My Computer.

* Move the My Computer displayed window next to the
Recycle Bin but without obscuring its icon on the
desktop.

* Press the <Print Screen> key, then activate WordPad
and click the New icon on the Toolbar to open a blank
page and finally click the Paste Toolbar icon. What now
appears on the WordPad screen, or something like it, is
shown in Fig. 5.16 on the next page.
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Fies Stored on This Computer
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Sharod  Noel Kentaris's
Documents

Hard Drsk Drives
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tocal Disk (C:) Local Disk (D:) Local Disk (€2}

Fig. 5.16 The Contents of the Clipboard.
To Copy the Contents of a Current Open Window:
» Close all running applications and start My Computer.

* Press the <Alt+Print Screen> key, then activate
WordPad and click the New icon on the Toolbar to open
a blank page, then click the Paste Toolbar icon. What is
displayed now is the current window only.

To copy a DOS screen:

) Accessbitty
* Close all running applications, 0 oty
click the Start button and select |2°

v v v v

) System Yoo
All Programs, Accessories and Smwm
click the Command Prompt option Skt
on the cascade menu shown in ST
Fig. 5.17. ¥ ran

W) Program Compatibilty Wizard

* Start your DOS application, then | . sume mdcomsawosa

continue as above. @ synchronze
O Tour windows Xp
1) Windows Explorer
DOS appilications can run in a window or 3:‘“"":””“”“’
in full screen. You can switch from one to )
Fig. 5.17 The

the other by pressing <Alt+Enter>. Accessories Menu.

90



Controlling Information 5

The Windows Paint Program

Paint is a 32-bit Windows application, first introduced with
Windows 95 and improved in subsequent versions of
' Windows. You can use Paint to create, view and edit,
simple or complicated graphics.

Paint is an OLE (Object Linking and Embedding) program, and
allows the creation of OLE object information that can be
embedded or linked into other documents, as we shall see at
the end of the chapter. It can read and write a number of file
formats, namely, bitmap (.bmp) files (monochrome, and 16,
256 & 24-bit colour), File Interchange Format (jpg & .jpeg)
files, and Graphics Interchange Format (.gif) files.

Starting Paint

To start Paint, click the Start button and select All Programs,
Accessories from the cascade menu, then click the Paint
entry. In Fig. 5.18, we show the Water lilies.jpg file to be found
in My Pictures folder which itself is in My Documents folder.

Yoter Giies. jpe - Patit

ven e Title bar

Window control buttons |

Pointer

Toojpox | ‘u r a

W)’ s

Options area
g “Wf

>
L llllllll ---4—-’ Palette Co-ordinates of pointer

TR REEET N ERE

_— Status bar
Holp, mwtwmmmbm 86,74

Fig. 5.18 The Paint Opening Window.
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The window is divided into a ‘drawing’ area (the default size of
which depends on your video display), surrounded by the Menu
bar at the top, the Palette at the bottom, the Options area at the
middle-left side, with the Toolbox above it.

The Paint Toolbox

The drawing area is where you create your drawings with the
help of various tools from the Toolbox. Note that the pencil tool
is always selected when you start Paint, and that the function of
a Toolbox icon is flagged when you move the mouse pointer
over it.

To select a tool, simply point to it and click. Several of them
have extra functions you can also select in the Options area.
Some tools can work with either of the current foreground or
background colours - dragging the tool with the left mouse
button uses the foreground colour and with the right one the
background colour.

More detail of the Toolbox functions is listed below.

Tool Function

Free Form select Used to cut out an irregular-shaped
R area of a picture, with either an
G opaque or transparent background,

which can then be dragged to
another part of the drawing, or
manipulated using the Edit menu
commands.

Rectangle select Used to cut out a rectangular-
shaped area of a picture, with either
an opaque or transparent
background, which can then be
dragged to another part of the
drawing, or manipulated using the
Edit menu commands.
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Eraser

v
i ]
F B

Colour fill
Piq}g _colour

Magnifier

Pencil
¥4
"
A

Ai[grush

Used to change the selected
foreground colours under-the eraser
icon to a background colour, or
automatically change every
occurrence of one colour in the
drawing area to another.

Used to fill in any closed shape or
area with the current foreground or
background colour.

Used to set the foreground or
background colour to that at the
pointer.

Used to zoom the image to different
magnifications. Choose from 1x, 2x,
6x or 8x magnification in the options
area.

Used to draw freehand lines in
either the foreground or background
colour.

Used to draw freehand lines with a
selection of tools and line thickness
shown in the options area.

Used to produce one of three avail-
able circular sprays in the
foreground or background colours.

Used to add text of different fonts,
sizes and attributes in the current
foreground colour, with either an
opaque or transparent background.

Used to draw straight lines between
two points in the current foreground
or background colours and drawing
width.

Used to draw curved lines in the
current colours and drawing width.
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Rectangle Used to draw hollow and filled

m ' rectangles or squares (<Shift> key
depressed), in the current colours
and drawing width.

Polygon Used to draw hollow and filled trian-

fi gles and other polygon shapes, in
the current colours and drawing
width.

Ellipse Used to draw hollow and filled
ellipses or circles (<Shift> key

@ depressed), in the current colours

and drawing width.

Rounded Rectangle Used to draw hollow and filled

= rectangles or squares (<Shift> key

§. depressed), with rounded corners,
in the current colours and drawing
width.

Choices in Options Box

ZIE? ik
» ‘
| M- D e
> n el
e L]
Eraser
: Line
Opagque or Sizes thickness Shape
transparent Airbrush fill
background types options

Fig. 5.19 Choices Available in the Options Area of the Toolbox.
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Preparing for a Drawing

Before you start drawing, you may need to set the size of the
image you want. To do this, use the Image, Attributes menu
command to open the dialogue box shown in Fig. 5.20.

The default Width
and Height settings
for a new image are
given in Pixels. If you
need a  specific
image size when it is
printed to paper, you
can work in Inches
or Cm. Lastly in this
box, you can set
Fig. 5.20 The Attributes Dialogue Box. whether to work in
colour or in black and
white. Clicking the Default button will make your new settings
the default for any new working sessions.

Attributes ? E1

File last saved  23/08/2001 13:00
-DK
Size ondisk: 83,794 bytes

Resolionn 96 x 96 dots per inch
wah [ wegw (600
Unilis

O inches OCm (O Pivels k

Calors

© Black and white {® Colors

Selecting Working Colours

The current background and foreground colour settings are
always shown in the two squares to the left of the palette, as
shown in Fig. 5.21.

ns ANNEEEAEN
FRCEEEN O s To select a new background
Background colour colour, point to the colour in the
Foreground colour Palette and click the right

mouse button. If you now select

the File, New command, Paint

Fig. 5.21 The Paint Palette. will open a new document with

the selected background

colour. Alternatively you could ‘flood’ the existing background

by selecting the Colour fill icon and right-clicking it on the
background of the drawing area.

To select a different foreground colour to be used with any of
the drawing tools in the Toolbox, left-click the colour in the
Palette.
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Entering Text in a Drawing

If you intend to enter text within a drawing, carry out the
following steps:

Select the foreground colour for the text.
Select the Text tool from the Toolbox.
Select opaque or transparent from the options box.

Click the pointer on the working area to open the text
box, drag it to the correct size and type the text.

Open the Fonts toolbar, if not already opened, with the
View, Text Toolbar menu command.

Select the font, point size or other style you want to use
from the Fonts toolbar , as shown in Fig. 5.22.

|- meEmsererE:

p, ek Help Topics on the Help Mes.

Fig. 5.22 Inserting Text in a Drawing Area.

When you are happy with the text, click outside the text
box to fix’ it in the drawing and close the toolbar.

While the Fonts toolbar is open you can change any of its
options, or use the palette, and see the entered text change
straight away.

In the future, as long as the Text Toolbar option is ticked in
the View menu, the Fonts toolbar will open whenever you start
to enter text.
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Usinthhe Paint Tools

Most of the other tools in Paint's Toolbox are quite easy and
straightforward to use. To select a tool, point to it and click the
left mouse button which depresses its icon in the Toolbox. To
use them, you move the pointer to a suitable position within the
drawing area and drag the tool around to accomplish the
required task.

With most of the Toolbox options, dragging with the left
mouse button uses the active foreground colour, and with the
right button the active background colour. Releasing the mouse
button stops the action being performed. If you make a
mistake, you can select the Edit, Undo command from the
menu bar up to three times, to cancel the last three actions you
carried out.

To complete this discussion, we need to describe how to use
the ‘Curve’ and ‘Polygon’ tools, which differ slightly from the
rest. For example:

To draw a curve, first click the Curve toolbar icon, choose a
line thickness in the options box, left-click the pointer in the
required starting position within the drawing area, then press
the left mouse button to anchor the beginning of the curve and
move the mouse to the required end of the eventual curve and
release it. A ‘flexible’ line in the current foreground colour will be
produced between the two points. Next, click the mouse
buttons away from the line and drag it around the window,
which causes the line to curve as you move the pointer. When
you are happy with the produced curvature, release the mouse
button.

To draw a polygon, place the Polygon pointer in the required
starting point in the drawing area, left-click and drag the mouse
to the required end of the first side of the polygon and release
it. A line in the foreground colour is produced between the two
points. Next, continue adding sides to the polygon in this way
until you complete it, at which point you should double-click the
mouse button.
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Embedding a Graphic into WordPad

Embedding a graphic into WordPad is similar to copying, but
with the important advantage that you can actually edit an

embedded object from within WordPad.

Fle EdtViewImagu Colors  Help
=
7
2
/b

A
N

—1--- lll EEEE
r'rur ENrEramE &

Help, click Help Topics on the Help Menu.

Fig. 5.23 Creating a Graphic in Paint.

make some room for it.

To embed a Paint
image, first create it
in Paint (we created
the object shown in
Fig. 5.23 in order to
illustrate the
process), then save
it as a bitmap file.
Next, start
WordPad, open the
letter or memo you
want to embed a
graphic into (or just

use an empty
document), place
the cursor where

you want to embed
it, and press the
<Enter> key twice to

Now from the WordPad menu bar, use the Insert, Object
command which displays the Insert Object dialogue box shown

fisert Object

Q Create New

@ Create from Fie

Rest

]

ingerts the contents of the fie as an oblect into
your document 5o that you may activate ¢ using
the program which crested &

Fig. 5.24 The Insert Object Dialogue Box.

in Fig. 5.24. Click
the Create from
File radio button,
Browse to locate
your bitmap
drawing, and press
OK to place the
selected  graphic
into the WordPad
document, as
shown in Fig. 5.25
on the next page.
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What has happened
here is that the
graphic has been
embedded in the
WordPad document. If
you double-click it, the
WordPad window will
change to a Paint
window. You can then
edit the image without
leaving WordPad, and
clicking outside the
image  will bring
Fig. 5.25 An Embedded Graphic in WordPad. WordPad’s features

back.

The Display As Icon option in the Insert Object dialogue box
(Fig. 5.24), embeds an icon in the destination document. Not
much help in our example, but useful for embedding speech or
movie clips in a document. Double-clicking the icon would then
play the sound, or movie.

wpant - Vordbad = %
Fo Bl vow lreat Fomat e
DSd &R A S@an e~ &
Cra— O = |2 R
é S O e e e o e To- 11 92 3 e &8

An aasmphe of embeding an object in @ WordFad document

Linking a Graphic into WordPad

Linking, the other main OLE feature, links files dynamically so
that information held in one file is automatically updated when
the information in the other file changes.

To link our graphic to WordPad, select the Link option in the
Insert Object dialogue box of Fig. 5.24, before clicking the OK
button. When you double-click a linked image, its file is opened
into a separate Paint window. Any changes made are saved in
this file as well as being reflected in the document.

These are very clever features that can save a lot of time
with full Windows applications. What we have covered here
should be a good grounding for the future. You must try these
features for yourself, the time will be well spent.
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Getting Pictures from 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 Wizard. If

Srodatt Packand Yean it ¢ N
Scan
Get picture using Scanner Wizard

Delete
Rename

Properties

your camera is not Plug and
Play, or you are using a scanner,
right-click the camera or scanner
from which you want to get
pictures, then click the
appropriate  option for that

Fig. 5.26 The Scanner

Shortcut Menu.

=3

Scanners snd
Cameras

device. In Fig. 5.26 we show the
shortcut menu for our scanner.

Another way of starting the Scanner and Camera
Installation Wizard is to click Start, Control Panel,
then double-click the Scanner and Cameras 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.

Many Windows imaging applications can use a scanner or
camera to import a picture directly into the application for

New
QO
QS

Open...
Save
Save As...

om Doanrer o Camera. ™

1 Drawing.bmp

2 Diagonal Sand.jpg
3 Water likes.jpg

4 Winter.jpg

Print Preview
Page Setup...

mEdk View Image Colors Heip
CtrHN

Exit Alt4F4

Fig. 6.27 Using Paint to
Scan a Picture.

further image manipulation. One
such application is Paint and we will
use it to demonstrate how to get a
picture from a scanner.

To begin the process, start Paint,
place the picture you want to scan
on your scanner’s glass plate, then
use the File, From Scanner or
Camera command, as shown in
Fig. 5.27. This opens the dialogue
box in Fig. 5.28 shown on the next
page. As you can see, in this
instance we have three scanning
choices; colour, grey-scale, or black
and white.
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Scan using Hewlett Packard Scandet 6300C

What do you want fo scan?

Select an opbon below for the type of picture poc
want to scan.

ﬁ D Grayscale plcture
m.] () Black and whte pictue of text

O Custom Settings

You can aiso:

e

I‘:r l Preview [ Scan Jl Cancel ]

Fig. 5.28 The Scanner Dialogue Box.

Clicking the Preview
button will activate the

% Sun flawer.bmp - Painl

Fle Edk view Image Colors Help
e scanner and a
oel preview of the object
zal will appear on the
8 right side of the
o Scanner dialogue box.
@A Clicking the Scan
®e button, starts the
scanning process and
the image is imported
into Paint, as shown in
Fig. 529 - it looks

better in colourt
You can now use
i your editing skills in
Paint to completely
change the Picture to
: something you would
ng=r!====F=!!==' rather hz?\{e in place of
e the  original.  Good

t«-m ik Help Topis on the Holp Merw. luck!

Fig. 5.29 A Scanned
Picture in Paint.
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The Notepad

Notepad is a text editor which can be used to write short notes,
or create and edit script files. The program, which supports
different fonts and their modifications (bold, underline, italic) is
usually used to read text files (with the extension .txt of less
than 64 KB) supplied by different vendors, or to make short text
notes. You read such files by double-clicking their filename -
trying to read larger files than 64 KB causes WordPad to be
activated instead.

To see Notepad in operation, click its entry in the
Accessories group of All Programs in the Start menu. When
Notepad is activated, use the File, Open command and look in
the System32 folder within the WINDOWS folder of the drive it
was installed on, probably (C:). Double-clicking the file eula.txt,
displays:

£ sula.txt - Notepad
Flle Edt Format Vew Hebp

Microsoft windows xP professional
END-USER LICENSE AGREEMENT

IMPORTANT-READ CAREFULLY: This End-user

License Agreement (“EULA") 15 a_legal agreement between you
(either an individual or a single emtity) and microsoft
Corporation for the Microsoft software product identified abave,
which includes computer software and may include assaciated
media, printed materials, “online” or electronic documentation,
and Internet-hbased services (“Product”). An amendment or
addendum to this EULA may accompany the Product. YOU AGREE TO BE
BOUND BY THE TERMS OF THIS EULA BY

INSTALLING, COPYING, OR OTHERWISE USING THE

PRODUCT. IF YOU DO NOT AGREE, DO NOT INSTALL

JOR USE THE PRODUCT; YOU MAY RETURN IT TO YOUR

PLACE OF PURCHASE FOR A FULL REFUND.

1. GRANT OF LICENSE. Microsoft grants you the following rights
paf‘)ﬂded that you comply with all terms and conditians of
this EULA:

v Installation and use. you may 1nstall, use, access,
display and run one copi/ of the Product on a single
computer, such as a workstation, terminal or other device
(“warkstation Computer“). The Product may not be used
b{ more than two (2) processors at any one time on any
single workstation Computer. You may permit a maximum
of ten (10; computers or other alectronic devices (each
a “pevice”) to connect to the workstation Computer to
utilize the services of the product solely for File and
print services, Internet Information services, and remote
access (including connection sharing and telephony
services). The ten connection maximum includes any

in1,Cat

Fig. 5.26 The Task Scheduler Text File.

It is worth reading this file, particularly if you would like to know
what licence rights Microsoft has granted you for the use of
Windows XP.
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Notepad’s Edit Features

Although Notepad is not as powerful as WordPad, it has some
interesting features, such as the ability to turn on word wrap
which causes words that will not fit within its page margins to be
placed on the next line automatically. You can turn word wrap
on by selecting the Format, Word Wrap menu command.
Another Notepad feature is the Select All option from the Edit
menu which allows you to highlight a whole document at a
stroke in order to, say, copy it onto the Clipboard.

To change the font of a selected text, use the Format, Font
command to display the Font dialogue box shown in Fig. 5.27:

Sample

l AaBbyyzz k
Seript: -
Westemn !

Fig. 5.27 Notepad’s Font Dialogue Box.

From here you can also change the Font style and font Size.
However, any changes you make here are reflected in the
whole document, as well as all other documents you open
using Notepad. In other words, you are configuring Notepad to
the font, font style and font size you would like to use when
reading or writing text files, rather than applying these changes
to individual documents or parts within these documents.
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Notepad supports the usual edit features which are useful when
working with files, such as cut, copy, paste, and delete, all of
which are options of the Edit menu. You can even use Notepad
to search and find text, by selecting the Edit, Find command.
Once the text is found, pressing the F3 function key finds the
next occurrence. You can also control the Direction of the
search and use the Match case facility.

As you can see, Notepad is a simple text editor and nothing
more. If you want more formatting capabilities, use WordPad,
or your own word processor.
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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, described later.

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, which
you can open by clicking its entry,
shown to the
left, in the
Start menu. Our Printers and
Faxes folder, shown in Fig. 6.1,
has several printers available for
use, and a list of Printer Tasks.
ltems in this list provide an easy
way of adding new printers,
configuring existing ones, and
managing all your print jobs.

@: Frinters and Faxes (3

Fig. 6.1 The Printers Folder.

Windows XP, just like Windows 95/98/Me and Windows
NT/2000, 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.

105



[

‘Controlling your System

¢ 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 this printer (we will discuss fonts
shortly). Below we will step through the procedure of installing
such a printer to your system.

To start installation, click the Add a Printer entry in the
Printer Tasks list of the Printers and Faxes window, shown in
Fig. 6.1. This opens the Add Printers Wizard, which makes the
installation procedure very easy indeed. As with all Wizards,
you progress from screen to screen by clicking the Next button.
In the second Wizard screen, shown in Fig. 6.2, click the Local
printer attached to this computer option.

v ~
Add Printer Wizard
Local or Network Printer /
The wizaid needs to know which type of printer to set up. <

Select the option that describes the piinter you want to use:
{® Local printer attached to this computet

(¥] Automaticaly detect and mstall my Plug and Play printes
OA network printer, of a printer attached to another computer

5+ To set up a network prinier that is nat attached to a print server,
WL usethe Local priter” opiion

Back Nent Cancel
e Lm0 o)
Fig. 6.2 The Second Screen of the Add Printer Wizard.

The first time you activate the Add Printer Wizard, and after
pressing the Next button on the screen of Fig. 6.2, the Wizard
scans your computer for installed plug and play printers and
updates its built-in database. If it doesn't find one, it assumes
that you want to install a printer manually and asks you to click
Next to proceed.
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On the next Wizard screen choose FILE: as the port you want
to use with the printer and select it from the displayed extensive
list, as shown in Fig. 6.3.

- o -
Add Printer Wizard
Install Printer Software Vo
The manufactuser and model determine which printer software to use. ko’

3 A Select the manufactuser and madet of your printer, If your printet came with an installaton
< disk, click Have Disk. If your prnter is not ksted, consiult yous printer documentation for
compatible printer sottware.

Manulactees - 5!1 Prress
ig":. ; || o desigm 818

o | KPP Deskiet 820Cse

Regoiner ili BYCHP Dot it G200

1BM « || RFHP Desket £30C/832C '
e I SNSRI 5
@ P s s

Tel me why diver signing s itmpottant
| < Back l Next > [: Cancel

o

Fig. 6.3 Using the Wizard to Manually Select a Printer.

If your printer is not on the list, then either use the disc provided
by the manufacturer of your printer, or go to the Internet for an
update on the list of printers.

Documents prepared with this printer selection, can then be
printed to file on a 34" floppy disc, and later printed out on the
selected printer (even if it is not connected to your computer
and does not itself have access to the particular application you
are using). Later you can copy that file to the selected printer
from its attached PC by issuing the simple command

COPY A:\Filename LPT1l: /B

The /B switch in this command tells the printer to expect a
binary file (with embedded printer codes).

Note that the PC which is connected to the additional printer
does not even have to operate under Windows for you to print
your work, as the command is given at the Command prompt.
If the PC does operate under Windows XP, you will need to use
the Start, All Programs, Accessories, Command Prompt
command, then issue the COPY command.
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Configuring your Printer
All configuration for a printer is consolidated onto a tabbed

& Printers and Faxes

Ao ER  View Favorkes Took  Heb

Printer Tasks

BB Som whuat's pricieny

1) Select prmtmy
proferentes

g Peuse protrg

£ Share this printer

WD Reneme shs printer

XK Delste ths printer

1 Setpriter propertes

See Also 2

@ o ndatuers
Wb site

Fig. 6.4 The Object Menu. to

Set & Dafault Printer
Printing Preferences... |

Passe Printing

property sheet that is
accessed from its icon
in the Printers and
Faxes folder. Right-
clicking a printer icon
opens the object menu,
shown in Fig. 6.4,
which gives control of
the printer’s operation.

As a newly installed
printer is automatically
set as the default
printer, you might want
change this by
selecting the printer

connected to your PC and clicking the Set as Default Printer
option on the object menu. If you click the Properties option,
the window shown in Fig. 6.5 opens and lets you 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 let you work
them out for yourseilf.

Once you have
installed and configured
your printers in Windows
they are then available for
all your application

& HP LaserJet 5/54 PostScripl Preperties

General | Sharing§ Porta ¥ Advanced ! Devics Setings B
= L
= g
Modet P Laseclet 5/5M PostScrpt ;
Fealures
Color: No Paper avadable:
" Double-sided Mo iM }
| Stagle No :
Speod: 12 ppm
Madrom b G0 i | _ N
: |
%._ [Pring Profovences.. | [ PmiTestPage | |

Fig. 6.5 The Printer Properties Window.

programs to use. The correct printer is selected usually in one
of the application’s File menu options.
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Managing Print Jobs

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

& Hp LaserJet 5/5M PostScript

Printer Document View Help

Documert Name Status . Pages ubr!
@ Word Pro - windows%P_006.lwp Printing Noel Kantaris  1f21 443 KBJ4.93 MB 17:4(

Owner

R

B¢
=

! qﬁcwnert(s) in queue

o

Fig. 6.6 The Print Queue Window.

As shown in Fig. 6.6, 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.

Controlling Fonts

Windows XP uses a Font Manager program to control the
installed fonts on your system. You can use the Font Manager
to install new fonts, view examples of existing fonts, and delete
fonts.

To open the Font Manager, click the Start button then click
the Control Panel menu option to reveal the Control Panel
window, as shown in Fig. 6.7 on the next page.
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¥ Contiol Panel
Flo EQ ¥ew Favarkes Toos Heb

3 0O I ] l’b,_)s-m‘l;'ﬁﬁen‘ .-J X") .

sikess | Control Penel

mmT & = @
Accesshilty  Add Hardware
e e

Fig. 6.7 The Control Panel Window.

Next, double-click the Fonts icon to
display the Fonts window, shown in

e SN . r Fig. 6.8. To control what you see
G B R O on the Fonts window, click View to
==—==—"" display the drop-down menu,
Address @8 Fonts v B s0 shown in Fig. 6.9. We have chosen
{gaa Status Bar, List and Hide
Arial Black Variations.
Arial Narrow %
Baskerville
Binner Gothic
gsook Antiqua % »H _t I o
_@Bookman Old Style Toolbars
[#)Botanical v Status Bar
% Centaur Explorer Bar
@Century Gothic A
Lj ¥ Century Schoolbook Large Icons
@Comxc Sans MS ® List
gco'-'”e' _ List Fonts By Similarity
Courier New 1
g strangelo Edessa e = B
Franklin Gothic Medium v Hide Variations (Bold, Italic, etc.)
@Garamond f = =]
4 Go To ’
Refresh
Fig. 6.8 The Fonts Window. Fig. 6.9 The View Sub-menu.
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To see an example of one of the listed fonts, double-click its
icon in the Fonts window (Fig. 6.8). Below we show the Arial
(TrueType) font in four different sizes.

B arial (OpenType) i ol %
(o]

Arial (OpenType)

OpenType Font, Digitally Signed, TrueType Outlines

l'vpeface name: Arial

File slze: 200 KB

ersion: Version 2.95

Vypeface © The Monotype Corporation pk. Data © The Monotype Corporation
julc/Type Solutions Inc. 1990-1992. All Rights Reserved

fabcdefghijkimnopgrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
123456789..,;(:*17")

12 The quick brown fox jumps over the lazy dog. 1234567830

s The quick brown fox jumps over the lazy

b, The quick brown fox jumps ove

. The quick brown fox

Fig. 6.10 Font Size Sample Window for a Selected Font.

You might find it interesting to know, that the Symbol font
contains an abundance of Greek letters, while the Webdings
and Wingdings Fonts contain special graphic objects, as shown
in Fig. 6.11 below.

v a@[].ﬁﬁ.a®-=x+ 190X ?7mMAR {006
: T P P hribenkli 0 PP ¥

DE«b-v«»mfm;uqm.wés,

DR M2M 2V Xer&, @ ORI ¢ @ - ¢+ XA

Y20 ord U OO LR Y O ok P EERC

rVREgEE S edER=REBX /L =80

|

Fig. 6.11 Webdings (top) and Wingdings (bottom) Fonts.

We will explain shortly how such characters can be inserted
into a document.
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f Fonts [0 B New fonts can be installed by selecting
— the File, Install New Font menu
command in the Fonts window, as
shown in Fig. 6.12. This opens the Add
Fonts dialogue box in which you have to

(=" T 2 specify the disc, folder and file in which
Craate Shortruz
Lelste the font you want to install resides.
;m,és Unwanted fonts can be removed by first
= highlighting them in the Fonts window,
P NSO then using the File, Delete command. A
Arial Narrow Bold warning box, shown in Fig. 6.13, is
%] Arial Narrow Bold [talic dlSplayed
Arial Narrow Italic

Windows Fonts Folder

m Baskerville
¢ =l |
- 4 ] : Are you sure you wari to delete these fonts?

Fig. 6.12 Installing

New Fonts. -

Fig. 6.13 The Warning Box.

Some Font Basics: Font sizes are measured in ‘points’ (a
point being, approximately 1/72 of an inch), which determine
the height of a character. There is another unit of character
measurement called the ‘pitch’ which is the number of
characters that can fit horizontally in one inch.

The spacing of a font is either ‘fixed’ (mono spaced) or
‘proportional’. With fixed spacing, each character takes up
exactly the same space, while proportionally spaced characters
take up different spacing (an ‘i’ or a ‘t' take up less space than
a ‘v’ or a ‘w’). Thus the length of proportionally spaced text can
vary depending on which letters it contains. However, numerals
take up the same amount of space whether they have been
specified as fixed or proportional.

Windows XP makes available several ‘TrueType’ fonts which
can be used by Windows applications, such as word
processors. TrueType are outline fonts that are rendered from
line and curve commands. These types of fonts are scalable to
any point size, can be rotated, and look exactly the same on the
screen as they do when printed.
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Confrolling Characters

A useful feature in Windows is the Character Map, shown open
in Fig. 6.14 below. This should be found in the AH
Programs, Accessories, System Tools menu.

F
& Character Map

Fort: | O Avial _-:__'— *:_:j

VI"1#18%| & {17+ 1-1 | 7(0[1)2]3]4]2
5/6]7(8{9]:i.|<|=|>|?I@AB|IC|DIE|F|G|H|—
ITJ[K|L[MIN|D|PIQIRIS| T|UIVIWIXIY|Z[ [ |\
i~ _f |aib|cid|el flg|lhfii)|K|I{m|n|o|p
o = Iy [z [ [ ] e]g]e]*
AE Q IEECEEEBERNUERE
BE I IalAJA[AALAlE[CIE[E|EIE]T] ]
I EINEER R NNEENEEREE
alalalaleejg|eléjéle|ijl|jT|i|8|n]jo|6]|6]|6
ol+|elululalaly|p|viAlalAla|ala|Clé|Cié] .

Chataclerstocopy:( { Select ] Cnr\»‘

[ Advanced view

T o i o1 =Sty

Fig. 6.14 Selecting a Character from the Character Map Utility.

You use this facility from an application, such as a word
processor, when you need a special character, such as the
‘copyright’ sign © above, to be included in your document.

To copy a special character, not found on your keyboard, into
your document, open the Character Map, select the Font, and
click the character to enlarge it, as shown above, click the
Select button, which places it in the Characters to copy box.
When you have all the characters you want in this box, clicking
the Copy button will copy them to the clipboard. Now, return to
your application, make sure the insertion point is in the correct
position and paste the characters there.
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Adding Hardware to your System

Prior to Windows 95, it was difficult to add new hardware to
your PC, particularly if you did not understand how a PC works.
Since then, all Windows versions automate this process by
including a set of software standards for controlling suitably
designed hardware devices.

Plug-and-Play: Windows 95 was the first PC operating system
to support what is known as Plug-and-Play compatible devices.
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. So, when
you buy new hardware, make sure that it is Plug-and-Play
compatible.

Add New Hardware Wizard: If you are not lucky and your new
hardware is not Plug-and-Play compatible all is not lost, as
there is a very powerful Wizard to step you through the process
of installing new hardware. 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 itself.

If the new hardware is not recognised, start the Wizard
(Fig. 6.15) by double-clicking the Add New Hardware icon in the
Control :
g Panel ! and Add Hardware Vizord

kel deaie fOllOW the ;: ;] Welcome to the Add Hardware Wizard

instructions. L] pe——
The Wizard searches ot ot=malo souest o herdr you o yor
your system for e P gRu nejbe e s

anything new, which B 1 yous hadwars came wth an inetallation CD.
takes a few seconds to oy RS

complete. Eventually
you should be given a | —
list of any new T
hardware additions
that are recognised.

CD to matall e hardware.

o

Fig. 6.15 The Add New Hardware
Wizard.
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Adding Software to your PC

Installing Windows applications is very easy with Windows XP.
( Place the first disc, or the CD, with the software on it
i{j in its drive, double-click the Add or Remove
el Programs icon in the Control Panel and click the
remove | Add New Programs option button on the left of the
Programs | displayed dialogue box, shown here in Fig. 6.16. The
disc drives will be searched and you will be asked to

confirm what you want installed.

¥ £dd or Remove Programs

EY
&ﬁ | Currently installed programs: ) -
Change or Adobe Agrobat 4.0 See OB
| Remove ‘
Programs { beh. haew for support infaruwabios 4 2.0
"_ i Last Ysad On 2311072001
Ta thange ths progras o tewdve & fraet your Saopter, dok Tha t Re Bl Change Bl Remave
% o [ rene
:'g e F Lotus SmartSukte Release 9 Sze 47,478
ans
By Paint Shop Pro 7 N Sze 144.00MB
AddfRemove
Windows
Components

Fig. 6.16 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. 6.16). Using
this option removes all trace of the selected program from your
hard disc. However, with earlier Windows programs, you will be
left with the usual application set-up files on your system.

Adding/Removing Windows’ Features

The Add/Remove Windows Components option icon in
Fig. 6.16, 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. 6.17, highlight the group
that you think will contain them and click the Details button.
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Windows Components Yizard ¥

‘Windows Components
You can add o remove components of Windows XP.

To 2k or semove 3 companent, click the checkbox A shaded bow means that anly
part of the component will be nstalled  Ta see what's ncluded in & companent, click

Detads
Components: -
O LR
¥ (§3Fax Servicer TMe
5 99? Indexing Service aomMs |
7 @ irtemet Exploser ooMe |
8 irgmrrt infosmation Services 015!, 157pp 27

Descrption:  Inciudes Windows Accessones and Utlibes for yous compaster

Total disk space required. gome
Space avalsbie on dekc

Fig. 6.17 The Windows Components Wizard.

This will examine your system and will list the components of
the chosen group, shown in Fig. 6.18 below. 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

To add of remove & component, click the check box. A shaded bax means that oy part
of the component will be installed To see what's included in a componert. click Detads.

Subcomponents of Accessones -
{4 &% Character Map 09 MB

#  Cioboard Viewer 61MB

¥ (g Deskiop Walpape: 63mB

¥ [w) Document Templates oime

# IRX Mouse Porters 04MB
{8 W Part o4MB ®

Description.  Enabies you to perform calcutations.

Total disk space required: 00MB T o
Space avalable on ditk: 28394 M8

Fig. 6.18 The Accessories Dialogue Box.

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.
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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
gnaas | double-click the Regional and Language Options
e | icon, shown here, to open the tabbed dialogue box

shown in Fig. 6.19 below.

Make sure the
various entries are
correct. If not,
change them by

Regional and Language Options

Regional Options | | anguages | Advanced Ll
| Standards and formats =
This option affects how some programs format numbers, currencies,

ety HS | clicking the down
Select an item to match its preferences, or click Customee to choose "

your ow: fomes: ‘ arrow to the right of
I R an entry to display
e r | a drop-down list
Number.  [123456.783.00

and select the most
appropriate country
and language in
the tabbed pages
of the dialogue box.

Cunency:  [£123,456,789.00
| Time

| Shordate: [

i Location

If, in the future,
you start getting ‘%’
signs, instead of ‘£’
signs, or commas
in numbers where
you would expect

Fig. 6.19 The Regional Settings Properties Box. 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.

] To help setvices provide pou with local information. such as news and
weathes, select yous piesent location;

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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Changi&; the Taskbar Menus

The Taskbar menu system, as we saw in an earlier chapter, is
set up originally when Windows XP is installed, the Start menu
being standard, except for the limited addition of the most often
used programs to the lower left column of the menu which,
however, change with usage. The All Programs cascade
menus are based on Windows set-up and on any previous
Windows programs you had on your computer. Once you are a
little familiar with Windows, we are sure you will want to tailor
these menus to your own preferences.

Adding to the Start Menu

It is very easy to add extra programs or Windows applications
to the top left-hand column of the Start menu where they will
always be available for use with a single click of the mouse.
This can be useful, as this menu opens with one click of the
Start button without having to search deep in the Programs
cascade menus to find what you want. One such application is
the Character Map which you might want to use sporadically,
but can’t be bothered to remember that it is to be found in the
All Programs, Accessories, System Tools folder, as shown
in Fig. 6.20.

To do this, you can
simply drag the
program icon with
the right mouse
button depressed
onto the precise
position you want it
to appear on the
top-left column of the
Start menu, as
shown in Fig. 6.21 on
the next  page.
When you drag a
single icon like this,
the drag pointer
changes as you

Fig. .20 The Location of Character Map.
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move round the screen, to indicate what will happen if you
release the mouse button at that location. As shown in
Fig. 6.21, the pointer is over the top left column of the Start
menu and the black line and open arrow with the ‘plus’ sign T

i 1rermet Explorer _J My Decuments
4 Outiook Bpress

@nlmn«m; »
B Noteoad 3]
@ 2ty puctures
& Tas Widows XP | ) My Pocmic
Yo @8y computer
) windows Meda Player i
R Commard Prompt Dﬂwm
@ et 1o
g Prrters ot Paxes

) oo and suppont

Fig. 6.21 Adding an Entry
to the Start Menu.

Noel Kantans

Fig. 6.22 An Added Entry
in the Start Menu.

in its bottom right corner shows
the position at which the
dragged entry will be added.
Over some desktop features,
including the right-hand column
of the Start menu, the arrow
changes to a ‘No entry’ sign@.
Releasing the mouse button at
the point indicated in Fig. 6.21
adds the required extra entry to
the Start menu, as shown in
Fig. 6.22

You can rename the added
entry with a more appropriate
name by right-clicking the entry
and selecting Rename from the
displayed shortcut menu. If you
change your mind, you can
remove an entry by right-clicking
it and selecting Remove from
This List.

Within reason, you can add a
few more extra items to the
Start menu, but if this exceeds
seven entries, then there is a
corresponding decrease in the
number of automatic entries at
the bottom of the same column.
Apart from the Character Map,
we have also added our
favourite word processing and
graphics programs to the list.

119



6

Controlling your System

Moving Files and Setting_s

if you are running Windows XP on a new computer and you
want to move your data files and personal settings from your
old computer to the new one, without having to go through the
same configuration you did with your old computer, then you
need to use The Files and Settings Transfer Wizard.

The Wizard can help you move easily and quickly your
personal display properties, Taskbar and Folder options, and
Internet browser and mail settings from your old computer and
place them on the new one. Other folders and files that are also
moved are My Documents, My Pictures, and Favorites. The
transfer can be carried out either by a direct cable connection
between the two computers, via a floppy drive or other
removable media, or a network drive.

To start the process, you will need to run the Files and
Settings Transfer Wizard on both your old and new machine.
To do this on your old machine, place the Windows XP
distribution CD in its CD-ROM drive and on the first intallation
screen click the Perform additional tasks option to open the
screen in Fig. 6.23.

¥ f ;
i Welcome to Microsoft Windows XP
) What do you want to do?
& Set up Remote Desktop Connaction

Set up a home or smalt office network

> Jransfer filas and setaﬂss

Browse this D
Yiow the release notes

Back

Fig. 6.23 Selecting the Transfer Files and Setting Option
from the Windows XP Distribution CD.
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On that screen, click the Transfer files and settings option to
start the Wizard on your old machine.

To open the Files and Settings Transfer Wizard on your new
machine, use the Start, All Programs, Accessories, System
Tools command, then click the Files and Settings Transfer
Wizard option. This opens the first screen of the Wizard, as
shown in Fig. 6.24.

Files and Settings Transfer Wizard

Welcome to the Files and Settings
Transfer Wizard

This wizard helps you transfer files and settings from your old
computer to your new one

You can transfer settings for intemnet Exploter and Outiook
Express, as well as desklop and display settings, dial-up
connections, and other types of settings.

The best way to use this wizard for transferring files and settings
is to use either a drect cable connection or a network. Learn
mote about cornecting your computers.

Please close any other programs before you continue

To continue, click Next.

Fig. 6.24 The Files and Settings Transfer Wizard.

In subsequent Wizard screens, on both machines, you are told:
¢ To state whether this is your new or old computer.

» To state which media you want to use for the creation of
a Wizard disc which will contain all your relevant files
and settings.

* To specify which files and folders you want to transfer.
Don’t go overboard with your selection here as it could
take a very long time to accomplish the task.

* To go to the new computer with the newly created disc
start the Wizard and complete the transfer.
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The Games Folder

We will not spend long on this topic, but many peopie only
seem to have a PC to use it for playing games, but maybe not
the ones provided with Windows! If that is the case and your
games folder was within the My Documents folder, you could
use the File and Settings Wizard to transfer them to your new
computer. Alternatively, you could reinstall them which might be
the best choice.

Our version of Windows XP placed the eleven games shown
below in the Games folder of the All Programs menu.

3

# Internet Explorer ,\.g») My Documents

ﬁ Dutiook Express
b Character Map
u Lotus Word Pro
¥ Paint Shap Pro 7

B Paint Shop Pro 7
# Notepad

A wordPad

4 Files and Settings Tr.
¢ Pant

W) Tour Windows XP

W Windows Catalog

2 Windows Update

ﬂ Accessories
Adabe Acrobat 4.0

) Jasc Software
) Lotus SmantSuke
B sotw

4 nternet Explorer
W$ MSN Explorer

ocuments b

»

»
»

B Freecol
W Heats
@ Internet Backgammon
@ internet Checkers
' Internet Hearts

@ Internet Revers

% Outook Express @ Internet Spades
¢ Remote Assstance wl Mncsweeper
0 ‘Windows Media Player g Pnball

I 3 wosor s

Fig. 6.25 The Games Folder.

Of these, five games require you to connect to the Internet to
find opponents of different skill levels, while the other six can be
played without additional expense. Classic Hearts can be
played over a network against real opponents or against
opponents supplied by the computer. FreeCell is a patience
based game, while Classic Solitaire, Minesweeper, Spider
Solitaire are designed to help with mouse skills. Pinball is a 3D
arcade type game with impressive sounds that tests your
reactions.

All of these games come with quite good Help sections and
we will leave it to you to explore these games at your lesure!
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E-mail with Outlook Express

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 do this, double-click the Phone and
%. | Modem Options icon in the Control Panel. Windows
meeend | will open the relevant dialogue box which we show on
o= | the left in Fig. 7.1 with its Modems tab selected. Click

the Properties button, then select the Diagnostics tab
and click the Query Modem button. If it displays the word
‘success’ your modem is working fine.

i s e
2 M| Siurtstes Flash V.40 Yoice Prb Proper tia »

hone and Madem Options

[P ——

{ Diaing Fdes | Mosdor  Advamoes [ | Gonoral] Modem | Dignods ™ Advanced Oiver

Modem informabon

. S

| Foid Veke 1

L The foloweg modems are mstabed
! Hadwae 1D SERENUMWISR9180

© Modem Attached To

- Response - |
B%7

I U:5. Robokcs 56K Vosce EXT Rev. 12
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Fig. 7.1 Performing a Diagnostic Test on your Modem.
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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. To start the
program, left-click the menu option, shown
here which displays the screen shown in
Fig. 7.2 below.

@ Outlook Express

¥ Oullouk Express

Tip of the day

You can easily find

There are no unread Mail messages n your fohox

B oraits | nedagoiid of interast
P Create & now Mal message E
. Click the Tooks menu
head el ang then ciok
| Newsgroups. Type n
& word or topic, and
fNe-:qrnuo: -~ newsgroups that
s conten the typed word
S or topw will sppear,
Setup a Newsaroups account. ,
[omtacs =~ _ =
_Htmchael Sabar | Contacts

83 goen the Address Book...
o

ER find pocale

b et e st et i (-

aﬂmt}nwvw.

Fig. 7.2 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.
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Connecting to your Server

To tell Outlook Express how to connect to your servers
facilities, you must complete your personal e-mail connection
details in_the Internet Connection Wizard shown in Fig. 7.3,
which opens when you first attempt to use the Read Mail facility
pointed to in Fig. 7.2.

Internet Cannection Wizard

Your Name

When you send e-mal. your name will appeat in the Fram field of the outgoing message,
Type your name as you wodd lke & to appear.

Display name iNoclKantaris
For example. John Smath

Fig. 7.3 The First Internet Connection Wizard Screen.

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.

in the first screen of the Wizard, type your name in the text
box, shown above, and click the Next button to display the
second screen, shown in Fig. 7.4 on the next page. Enter your
e-mail address in the text box, if you have not organised one
yet you could always sign up for free e-mail with Hotmail (see
the extreme right column of the screen dump in Fig. 3.22 on
page 46). Hotmail is a free browser-based e-mail service
owned by Microsoft.

in the third Wizard screen enter your e-mail server details, as
shown for us in Fig. 7.5. To complete some of the details here
you may need to ask your Internet Service Provider (ISP), or
system administrator, for help.
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Irdesnet E-mall Address 3L

You e-mall addeess is the address other people use Lo send e-mald mestages to you.

Emadaddess  [nosk@kantarie com Ji
For exampie: someone(@srecrosolt.com

Fig. 7.4 The Second Intemet Connection Wizard Screen.

The details shown below will obviously only work for the writer,
so please don't try them!

Internet Connection Wizard

E-wmad Server Names

My incaming mad serveris 8 | POP3 ;ﬂ_mvel

Incoming mad (POP3, IMAP ot HTTP) server
ipon prestelco uk al

An SMTP server 13 the serves that is used for your autgoing e-mad.
Dutgong mad (SMTP} server

Fig. 7.5 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 for us in Fig. 7.6, and click the
Next button.
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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.

nteryet Connection Wizard

Inteinet Mail Logon

Type the account name and passwoid yout intemet service pravider has given you.

e }
Password |meseses -
Remembe: password

If your Internet service provider requites pou Lo use Secure Password Authentic sbon
(SPA} to access your mat account, select the Log On Using Secise Password
Authenbcabon

[ < Back 1[ Nest >

Fig. 7.6 The Fourth Internet Connection Wizard Screen.

This leads to the final Wizard screen informing you of your
success, which completes the procedure, so press Finish to
return you to the Internet Accounts dialogue box, with your new
account set up as shown below for us.

Interue! Accounts

PR =
=15 1T Ty;;; L M ecmn | !} 3
@pop.p'esldeo.tk mail {defaul) Any Avalable E

Fig. 7.7 The Internet Accounts Dialogue Box.
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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 on the
left side of the Outlook Express opening window. Both of these
actions open the Inbox, which when epened for the first time,
will probably contain a message from Microsoft, like that shown
in Fig. 7.8 below.

© Fle ER View Took Message Hep

¥ . & & »

Reply

< >

fromc Mausaft Outiook Express Team  To: New Outiook Express User
Subject: wekome to Qutiook Express 5

Featuring s
® E-mail and Newsgroups Hotmali
® Multiple accounts and 1dentues Tired of sharing your 8-

manl account with others
® HTML message support in your household? Ge?, 9
trae Motraai arcount

® Address Book and directery services

Fig. 7.8 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, and clicking on a message opens a Preview of it below for
you to see. Double-clicking on a message opens the message
in its own window.
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A Trial Run

To check your mail, click the Send/Recv Toolbar icon which will
connect you to the Internet and download any new
qu:—f‘ - messages from your mailbox to your hard disc. You
can then read and process your mail at your leisure

without necessarily still being connected to the Internet.

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 very quickly checked to see

the results. To start, click the New Mail icon to open
the New Message window, shown in Fig. 7.9 below.

3
Creste Mal

o Testing my tirst e mail
Fle ER  Vew Insert Format Tools Message Help

- X 0 g . &
undo  Check . Sign

Send

B Y0:  [my-addressmyserver.com
&4 l
Subject: [Testing my first o-mai

el Vs BruvA SEREE R2AE -8B

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. 7.9 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 when you are happy with it,
—— 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.
When Outlook Express next checks for mail, it will find the
message and download it into the Inbox folder, for you to read
and enjoy!
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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. 7.8.
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. 7.10. 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.

Folders
£ Outiook Exgress

“*m&

@ Sent Ttems
' Deleted Ntams.
rafts
S Asent ltems
K‘ @ Deleted Items.
Shoratts

Fig. 7.10 The Local Folders Pane.

Note the icons shown above, any new folders you add will have
the same icon as that of the first added folder.
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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. 7.11.

! @ ¥ From Subject Received ¢

tqeasuft Cutlook Expre. .. Welconms to Outlook E press 6 251042001 11:56
£ Noel Kantaris Testing my first e-mai 26{10/2001 13:45

Fig. 7.11 Received Messages in Ascending Date Order.

The first column shows the message priority, if any, the second
shows whether the message has an attachment, and the third
shows 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 (listed on the next page) 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. 7.12 below.

¥ 4 ¥ Fom Subject Recervad T
Y Noe! Kantaris Testing my First e-mail 26/10{2001 13:45
b licroseft Outhyol Exgee, Yoalconte &n Duthook. Express 6 25(10{2008 11:50

Fig. 7.12 Received Messages in Descending Date Order.

As seen on the screen dump above, the received messages
have been sorted by date, with the most recently received
message appearing at the top. This is our preferred method of
display.
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Message Status Icons

This  Indicates this

The message has one or more files attached.

The message has been marked high priority by the sender.

The message has been marked low priority by the sender.

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

The message has been 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 digitally signed, encrypted and unopened,

The message is digitally signed and has been opened.

The message is encrypted and has been opened.

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

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

The message and all of its responses are expanded. Click the icon to hide ali
the responses {collapse the conversation).

The unread message header is on an IMAP server.

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

The message is flagged.

The IMAP message is marked to be downloaded.

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

e+ Y 1 PRPULEKEZESRD~=7

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

Fig. 7.13. Table of Message Status lcons.

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.

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.
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The Main Window Toolbar

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

@ .

 Create Mail -

2

Reply

&

Feply Al

e

Forward

Addresses

@ v
¥
]

Find

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 ltems 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.

Opens the Address Book.

Finds a message or an e-mail address using
Find People facilities of the Address Book.
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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 below.

& vipicome to Outlook Express 6 ® E" o
. Fie EdR Vew Tools Message Help

8 o o, X Q@ O W

: Reply  Reply Al Forwasd Print Delete Previous  Next Addresses

From: Mirosoft Outlock Express Team
Dates 08 Octaber 2003 11:56
To: New Outlook Express User

T Welcome to Qutiook Express 6

Fhe solution for all your messaging needs

[Fonmﬂnq
@ E-mail and Newsgroups

® Multple accounts and Identities

® HTML message support

MSA.

Wotmait
Tired of sharing your e-
mait account with others
in your househeld? Get a

® Address Book and directory services trae Hotmail scseunt’
@ Offline synchronization Then l'“d your'raail;‘mm
@ Improved Inbox rules E:Z;v:‘ie‘g:-n egangl;t nowt

More Information

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

Fig. 7.14 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.

The Read Message Toolbar

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

0 Previous - Displays the previous mail

message in the Read Message window. The
button appears depressed if there are no
previous messages.

+.Previous-

Q Next - Displays the next mail message in the
Next Read Message window. The button appears
depressed if there are no more messages.
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Creating New Messages

We briefly looked into the creation of a new message and the
New Message window earlier in the chapter (Fig. 7.9).
However, before we activate this window again and discuss it in
detail, let us first create a signature to be appended to all
outgoing messages.

Your Own Signature

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

¥ Optians ? I

mﬂsw ngsisw Ltmwe
| Signatues i Securly > s i

? Signature settings — —_

> ¥ Add signatures to all outgoing messages
[ Don't add signatures to Replies and Forwaids

Sw“e& e —— S I E—————— -
i Signature # Defauk signature j New 1
i }

i
H

Ecit Signatuse
1 % @ Text {Noel Kantasis BT T

Fig. 7.15 The Options Dialogue Box.

You could also create a more fancy signature file in a text editor
like Notepad, or WordPad, including the text and characters
you want added to all your messages, and point to it in the File
section of this box. 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.
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The New Message Window

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

B & new test message =
i Fie EdR Yew Insert Fomat Tooks Message Hep

B TS Y

Send s

8L

) Yo imy-sddress@myserver.com

M |

Subect: [ new test message

e Bl E RIA EEFEELAN D

This message is another fest

Nosl Kantarls
- i1} 18

Fig. 7.16 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 <Ctri+N> keyboard shortcut. The newly
opened window has its own menu system and Toolbar, which
let you rapidly prepare and send your new e-mail messages.

Message Stationery

e W i Another Outlook Express feature is that it lets
C,Ew i you send your messages on pre-formatted
3 ,S.,f.ow;,k*‘““' stationery for added effect.

ZZ‘:‘Z’W To access these, click the down arrow next

o to the Create Mail button in the Main window

6 Blank and either select from the 1 to 7 list, as

] —-{ shown here, or use the Select Stationery

deatZwner. 1 command to open a box with many more
b e stationery types on offer.

Fig. 7.17 Stationery.
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The New Message Toolbar

The icons on the New Message Toolbar window have the
following functions:

Send

&

Cut

Copy

Paste

Send Message - Sends message, either to
the recipient, or to the Outbox folder.

Cut - Cuts selected text to the Windows
clipboard.

Copy - Copies selected text to the Windows
clipboard.

Paste - Pastes the contents of the Windows
clipboard into the current message.

Undo - Undoes the last editing action.

Check Names - Checks that names match
your entries in the address book, or are in
correct e-mail address format.

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
offine. The button then changes to Work
Online.
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Message Formatting

Outlook Express provides quite sophisticated formatting
options for an e-mail editor from both the
Format menu and Toolbar. These only

Style »

o work if you prepare the message in HTML
Paragraph. | format, as used in Web documents. You
Increase Indent can set this to be your default mail

Decrease Indent

..................................... — sending format using the Send tab in the

:“k:'m | Tools, Options box.
nicoding »
o Ruch Text (HTML) To use the format for the current
et | message only, select Rich Text (HTML)
...... Aepiystatinery - | from the Format menu, as we have done
G P resl W le- s here. If Plain Text is selected, the black
Fig. 7.18 The Format ~ dot will be placed against this option on
Sub-menu. the menu, and the formatting features will

not then be available.

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

LArlaI T eilow| BB 7 DA SEEE BEE 2

]
1

* &

Fig. 7.19 The Format Toolbar.

All of the formatting features are well covered elsewhere in the
book so we will not repeat them now. Most of them 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 (Multi-
purpose 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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UsingrE-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. 7.20 below.

& £ nail with attachnent
i Fle Edt WVew Insert Format Tooks Message Hep

Lo 1

: hy—.ﬁrsss&nysam.(m\
a4
3 {E-mai with attachment

v w I BIZUA SECFE ETAM -QQ

i This is a test to demonstrate e-mail attachments

Noel Kantaris

Fig. 7.20 Adding an Attachment to an E-mail.

This opens the Insert Attachment dialogue box (Fig. 7.21), for
you to select the file, or files, you want to go with your message.

Insert Attachment @@ ‘

Look in: | £ Docs

L
Flename:  (READIST.nf | [ Atech |
Files of type: f All Files (%) v:l [ Cancel ]

I Make Shortcut to this file

Fig. 7.21 The Insert Attachment Dialogue Box.
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In Outlook Express the attached files are placed below the
Subject text box. In Fig. 7.22 we show two attachments, each
with a distinctive icon that tells the recipient what each file is;
the first a graphics .jpg file, the second a text .rtf document. 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.

# E-mail with attachement _- Lﬂtbgl
: Fe Ed vew Insert Format Tools Message Help s
L X . 0 e Fod Y. g RS
© Send i L't:f~ s Undo Check  Speling Encrypt H

Bl To:  [my-sddress@mysorver .com

| |
Subject: E~mdvdhmachement
aach: {gJEtonior of extonson. G (76.0KB) MREADIST f (676680 " ]
DA R LY

— =
This is a test to demonstrate e-mail attachments ]
Noet Kantaris :
my Server.com ~

Fig. 7.22 Adding an Attachment to an E-mail.

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

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. 7.23 on
the next page.

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, double-
click the e-mail to open it in its own window and reveal all of
them in the Attach box shown in Fig. 7.24 on the next page.
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i He ER vew Took Mesage Heb

& 8 B X R U]
Forward v o

Rugly N

¥ 8~
| Cvenvat ey

Foklers X .19 ¥ Fom preey e 5
23 Outtook Express 0
= ) Locel Foders i g my 26102001 13:45
e o... Wokome: oss T

& oo 2 Mcraoft Outioak Expr: Wik ome to Outlook Express ¢ /1072001 1356

3 ouetox e iy = ——

72 Serk Rems. Frome Hosl Kartars Yoo Nool Fartarts

B Doietodoms Subject: € mal wth

B trats

This i a tos! to demonsirate o-mail attachments

Noef Kantans

Pl Edt Vews Toos Message Help
L8 o o4 L X O

Reply  ReplyAd Forward Pk, Delete Previous  Next Addresses
From:  Noel Kartaris

Date: 27 October 200t O7:18

You Nosl Kantarts

Subject: EMnlhond:‘\ed

Attach:  plExterior of extension. PG (76.0KB) BBJREADIST.rif (5.65 KB)

i .

This is » test to demonstrate e-mail attachments

Noel Kantaris

Fig. 7.24 An E-mail Opened in its Own Window.

To view or save an attachment | —_—"—
file, left-click its entry on the list.
This opens the Warning box

o

shown in Fig. 7.25. o ot Bl i 55 et ot e
from a frustworthy source.
Each attached file can be o e
saved opened in situ or saved e

[Z] Abwetrs sk befora opering this type of fie

to disc by selecting Open it or
Save it to disk. Lo gl e )

Fig. 7.25 The Open Attachment
Warning Window.
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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 the

Reply to Sender Toolbar icon to open the New
L 4 Message window and the message you are replying
Reply 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 Messag_gs

Whenever you delete a message it is actually moved to the
Deleted ltems folder. If ignored, this folder gets bigger and
bigger over time, so you need to check it frequently and
manually re-delete
messages you are sure

Cmme L fee Lo ] fe LG lize= ] you will not need again.

1

| CloaningUp Messages oo o
| '!»a G moty messages from the Dedeted ltoms' fokds on et
| O

If you are confident
that you will not need
this safety net, you can
opt to Empty
messages from the
‘Deleted Iltems’ folder
on exit in Maintenance
tab settings of the
Tools, Options box,
opened from the Main
window, as shown in
Fig. 7.26.

Prage deleted messages when leaving IMAP folders
{7} Comoect meszages i the background
, {0 Delete i2ad message bodies in nowegoupt
[F]elote news messages 15 81 days ater berg downioaded
cwwmupxwm&uebw percent wasted space

Click Ciwan Up Now o clean up dovwnloaded _
Cloan Up Now.

meesapes an yous
Lk Store Folde to change the location of your
message siors.

/i Outiook £xgress can save al commands to and hom & serves n a jog hie
79\ for voubleshooing puposes.
[ Owa [JNews Dvee [Ourre

Fy = -

Fig. 7.26 Cleaning up Messages.
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Organising your Messages

Perhaps most of the e-mail messages you get will have no
‘long term’ value and will be simply deleted 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 and close new folders in this
area, and can move and copy messages from one folder into
another.

[fee= % To move a message, you just select its
‘Eg‘f:;::::; header line in the Message List and with
@ Inbox the left mouse button depressed ‘drag’ it
<@ Outbox to the folder in the Folders List, as
v shown in Fig. 7.27. When you release
iﬁim& the mouse button, the message will be

.i moved to that folder.

Fig. 7.27 Moving a

Message. The copy procedure is very much the

same, except you must also have the
<Ctrl> key depressed when you release the mouse
button. You can tell which operation is taking place by [%
looking at the mouse pointer. It will show a ‘+’ when
copying, as on the right.

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 holds all incoming messages; you should delete
or move them from this folder as soon as you have read them.

The Outbox 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 foider. You can then
decide whether to ‘file’ your copies of these messages, or
whether to delete them. As we saw earlier, deleted messages
are placed in the Deleted ltems folder as a safety feature.
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The Drafts folder is used to hold a message you closed down
without sending it - the program will ask you whether to save
such a message in this folder. We also use the Drafts folder to
store our message pro-formas and unfinished messages that
will need more work before they can be sent.

Spell Checking

Many of the e-mail messages we receive seem to be full of
errors and 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. 7.28.

A Yestin que i D tash

& ¥ DD 9w

o send Cot  Copy Paste Undo  Check

To:  fny-oddress@myserver.com
@3 i
Subject: ﬁestn my first e-madl

i

B w2y

If all is well, this message ‘ be sent as soon as |
should receive the same message back,

Noel Kantaris

Fig. 7.28 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
ignore buttons, if not, you can 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 tab.

The available options, as shown in Fig. 7.29, are self-
explanatory so we will not dwell on them. If you want every
message to be checked before it is sent, make sure you select
the Always check spelling before sending option.

_General [ Read i Re_c_-;pts i Send | Compose | Signatues :
Seeing | Secuy | Comnection [ Mairienance
Setings . S
[] Always check speling before sending
Suggest replacements lor misspelled words

When checking spellng. always ignore {
al [ Words in UPPERCASE
y [ IWords with numbers

The wriginal text in a reply of forward

Internet Addiesses

Language
%’ | Engish (United Kingdom) | [ Edi custom dctionaiy

Fig. 7.29 The Options Spelling Dialogue Box.

In the above dialogue box, you could also choose to have the
Spell Checker ignore Words with numbers, if you so wished,
before clicking the Apply button.

145



E-mail with Outlook Express

Connection at Start-up

While you are looking at the program settings, open the Tools,
Options, Connection tabbed sheet, shown in Fig. 7.30.

4 Options @

i Dishup Sian -
U] [Z] Ask before swiching diahup connections
[[]Hang up alter sending and teceiving

i Intemet Conneetion Settings - -
.§ E;ﬁwa:mmmmﬂmm%lm

Click the Change button to modiy these seftings

 E(e=)

Fig. 7.30 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
diallup mode un-

expectedly. To look at
these settings, click

the Change button which displays the dialogue box in Fig. 7.31.

internet Praperties

!
Orelelnet
Prestel Ondine (Defouk]

K

iGon-df ; Privacy | Contert| Connections | Programs [A&vewed

Yo set up an internet connection, dick
Setup.

Diskup and Vitual Private Netwark seliings

| G )

server for a connection.
O Never dial a conrection

(® Always dal my defoult connection
Current Prestel On-ine

Local Area Network (LAN) settings

C}mseSetmgsiyouneedbocmfme.woxy

) Dial whenever a network connection is nol present

LAN Settings do nat apply to dial-up connections. LAN Seitngs
! Choose Settings above For dial-up settings.
"

Fig. 7.31 The Internet Properties Dialogue Box.
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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 Internet connection, the down arrow
to the right of the icon lets you select which one to use.

Send/Recv

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

Printing your Messages

It was originally thought by some, that computers would lead to
the paperless office. That has certainly not proved to be
correct. It seems that however good our electronic
communication media becomes most people want to see the
results printed on paper. As far as books are concerned, long
may that last!

Outlook Express 5 lets you print e-mail messages to paper,
but it does not give you any

control over the page settings it [EZN
uses. You can, however, alter ;:*t';""w &
.4

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.

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

Calumns...

Layout...

Encoding bl Larger
. b | ¥ Medum

Smatler
Smallest

Frevingg Messane Qi

Next

Go to Folder.,. Crl+y

Expind = &
elapse H

hap -4
Refresh F5

Fig. 7.32 The View Menu.

Print dialogue box shown in Fig. 7.33 on the next page with its

General tab selected.
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E print

General om!

[ Select Printer

Add thtef_ _.':&Fax
@ Acrobat Distiller S HP Desidet 820Cxi

@ Acrobat PDFWriter 1P Lase: Jet §/5M Pastcn

Status:  Ready OPintto fie
I Location’
Eomen Find Printer...
Page Range
,i ®a Numbes of copies: |1 &
i deton Curerit Page
i (O Pages: 1— i ] At 7
; Enter ether 3 smgle page number o 8 single | Elz 12

_ page range. For example, 5-12

—— =

Fig. 7.33 The Print Dialogue Box.

Make sure the correct printer, Page Range, and Number of

copies you want are selected, then click Print. You

n.i can also start the printing procedure by 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
above. These are:

e 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.
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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. 7.34 below.

i Fw
v | index { Seach! - f) M»im 3
| Jqi e E"p','m
[1134] Getting started wath Outiook Express E H l
i Reading E-mai Messapa:
@ Croaing and Sendng € -mad Messages
1§ Viewng and Postrig to Newagroups
1@ Managng Large Numbers ol Messages | - Introducing Outlook Express
§p Wokngifire i| Microsoft Outlook Express puts the world of anline
J Ton and Tacks ‘i communication on your desktop. Whether you want to
Troublashoobng ii| exchange e-mail with colleagues and fnends or join
! 11 newsgroups to trade ideas and information, the tools you need
r L i| are here.
1 [ I Manage multiple e-maH and newsgroup accounts
11| 1f you have several e-mail or newsgroup accounts, you can
11 work with ail of them wrthin one windaw. You can also craate
i1l muttiple users, or identities, for the same computer. Each
identity has unique e-mai folders and an individual Addrass
||| ook, Multiple identities make it easy for you o kewp wark ¢-
|| mad separate from parsonal email, and also to keep
|1 individual users' e-mail separated.

Fig. 7.34 The Outlook Express Help System.

We strongly recommend that you work your way through alf 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.

The Help provided by Microsoft with Outlook Express, is a
big improvement over some earlier versions of the program,
and it is well worth spending some time getting to grips with it. If
you are connected to the Internet, the Web Help icon accesses
the Support Online from Microsoft Technical Support, which
can give more specific help with the program.
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The Address Book

E-mail addresses are often quite complicated and not at all
easy to remember. With Outlook Express there is a very useful
g Address Book built in and accessed by clicking the
e Menu icon with the same name. Below in Fig. 7.35, we
- show part of an example.

® pddress Beok - Main Identity
Fde Eda Vlew Tools Help

X@@%

Properties Dele{e

[ﬁ Shared Contacts =
* &3 Main Identity's Contacts| |~

Name - E-Mail Address Business P
3 ExImichael Babani michael@babanibooks.com
2" bioet | antans noel@l antars com
[E=)ehil Oliver phi@philoliver,com
T HIR T

Fig. 7.35 The Address Book Screen.

Once in the Address Book, you can manually add a person’s
full details 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 mail to everyone in the group with one
operation.

To send a new message to anyone listed in your
Hmﬂ}p Address Book, open a New Message 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 opened (Fig. 7.36), 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 Cc: field, or the Bcc:->button to place it in the
Bcc: field.
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Select Recipients

Type name or select from iist:
‘Mm]denttyscmtact_s_; P e
 Neme EM;B > ) [BiNoeikonais
| @kiMicheei Baberi
i
! [5=1Phi Olfver phi@ph| | < 1
E i Ce: -> ”

|
] i i
i Eq:

Bee: ->
e : -
{ New Contact ][ Properties J | €
& (o]

Fig. 7.36 The Select Recipients Screen.

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. 7.37 below.

Jane Goo dfellow Properties

[ Nome | Home || Business | Personal | ther  NetMesting | Digtal D3

! Q Enter name and e-ma information about this contact here.

| [[Jsend E-Mad using plain text only.

Fig. 7.37 A Recipient's Properties Screen.
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Exporting and Importing an Address Book

Amongst the most valuable assets you might have on your old
computer is your Address Book. After all, you have spent
endless hours (over a period of time) compiling it and the last
thing you want is to lose it, either because you are changing
computer or because of some mishap.

Outlook Express has the facility to export your Address Book
from your old computer, then import it into your new one. The
same method can also be used to make a backup of your
Address Book.

In your old computer, start Outlook Express, then in the
Address Book:

* Use the File, Export command and click the Address
Book (WAB) option.

* In the displayed Select Address Book File to Export to
dialogue box, type a suitable name in the File name box
and click the Save button.

In your new computer, start Outlook Express, then in the
Address book:

* Use the File, Import command and click the Address
Book (WAB) option.

* In the displayed Select Address Book File to Import
from dialogue box, locate the drive and file holding your
Address Book information and click the Open button.

A few seconds later, Outlook express displays the very
welcome message:

Address Book - Main Identity

[ 3
» | ) The import process completed successfully,

—

It takes less time to do than to read how to do it, and you can
save yourself hours of work and frustration! Go on, do it.
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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. 7.38.

] &? Address Book r:!@@
-8 < B

Hide  Back  Forwad Ophons

T Y
:Ml—mTo:xivmgt!aeAddessBook ? Address BOOk

i 2] Open the Address Book Hel
[ Storing Contact Information .
! Organizing Your Address Book

3 Finding People by Using Directory Service:
@ Using You Addiess Book with Other Progr] | :| Introducing the Address Book

The Address Book provides a convenient
place to store contact information for easy
retrieval by programs such as Microseft
Outlook Express. It alsc features access to
Internet directory services, which you can
use to look up people and businesses on
the Internet. You'll find that the following

.{ features help you organize ail your contact
% .| information into the most usabie form for

i1 you.

Contents
id

Store important information about
the people and groups who are
Important te you

With your Address Book, you have a place
to store e-mail addresses, home and work
addresses, phone and fax numbers, digital
IDs, conferencing information, instant
messaging addresses, and personal
information such as birthdays or
anniversaries. You can also store
individual and business Internet
addresses, and link directly to them from
your Address Book. For extra information
that doesn't fitin these categories, there's
a generous section for notes,

Find people and businesses by using
Internet directory services

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

i create groups of contacts for mailing

i lists

4 b >: You can create groups of contacts to make
= {1 it easy to send e-mail to a set of people,

Fig. 7.38 The Address Book Help System.
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In this chapter of the book, we have tried to cover sufficient
information on Outlook Express, so that you can get on with the
job of sending and receiving e-mail effectively, being one of the
most used activities on the Internet. If, however, you want to
know more about this subject, such as using News groups, or
would like to learn how to use the Internet Explorer 6 (also
supplied with Windows XP) to surf the Net, then may we
suggest you have 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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Controlling Multimedia

Windows XP has a multitude of ‘hidden’ features built into it to
improve the PC’s multimedia performance, which is simply the
ability to play sound and images (both still and moving) through
a computer, usually from a CD-ROM or DVD disc. These new
multimedia features lead to a big improvement in both video
and audio speed, quality, and ease of use.

Whether all the features described in the next few pages
work on your PC will depend on your system. Most of them
require at least a CD-ROM player, a sound card and speakers,
to be fitted and correctly set up. Other options require additional
hardware. For example, to use the Web TV you need a TV
tuner card, to use portable digital devices you need a
CompactFlash or SmartMedia reader and media, while to use
the Windows Movie Maker you need a fast modem, a good
quality microphone and a video capture device.

The Windows Media Player 8

The Windows Media Player can be activated by either clicking
H its icon on the Quick Launch Toolbar, or selecting it

from the Start, Programs, Accessories, Entertain-
ment cascade menu, shown in Fig. 8.1.

Either of these actions
displays  the screen
shown in Fig. 8.2 on the
next page, with the Media
Player in Full Mode in its
own window. The window
Fig. 8.1 The Entertainment Menu. can be maximised in the
usual way.
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Q Windows Medio Player = ] ﬂj
Fle Viow Play Took Help

pre— B e

o Like Humans Do {radio edit)
Medin
Guide

Copy
from CB
Media
Library

Radio

Tuner
Copyla LD
or Device
Shan
Chooser
& BF ambence: weer
1

E—h‘;*"‘m -

Fig. 8.2 The Windows Media Player.

Clicking the Play button (the one pointed to in Fig. 8.2) starts
playing the music that came with the package. When playing
starts, an additional button appears at point marked A on the
bottom right of the screen, as shown in Fig. 8.3, which when
clicked maximises the visual part of the player’s display to fill up
the screen. To return to Full Mode press <Esc>. On the same
display we show a list of available visualisations. You can scroll
through these visualisations using the two adjacent buttons.

Fig. 8.3 The List of Available Visualisations.
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Clicking the button marked B in Fig. 8.3 on the previous page,
displays the Media Player in Skin Mode as shown in Fig. 8.4
below.

@ Windows Media Player

Fie Wiew Play Tools Help
1

Fig. 8.4 The Media Player Skin Mode.

You can return to Full Mode either by clicking the button
pointed to in Fig. 8.4, or by

clicking the large button at the Swichto fllmode  Ctri+1
bottom right of the screen to | Seetaewsn
reveal a menu with several “Hde Anchor Window
choices, as shown in Fig. 8.5. Open... crio

From here you can Switch to | "% o™

full mode, Select a New =
Skin, Open a folder on your Fig. 8.5 Skin Mode Menu
computer or the network you

might be connected to, so that you can load an appropriate
media file, or use the Open URL option to search the Internet
or intranet for a media file. You can even hide the large button
by selecting Hide Anchor Window. To get it back, use the
Tools, options menu command, click the Player tab and check
the Display anchor window when in skin mode box.
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Now choose the Select a New Skin option from the Skin Mode
menu (Fig. 8.5), to display the screen in Fig. 8.6 below.

v o Player TN
R e ——— T~

Chek Apply Skin 1o open the skin

Fig. 8.6 The Media Player's Skin Option List.

To see an example of another skin, select ‘Compact’, and click
the Apply Skin button above the list to action it. The display
now changes to the one in Fig. 8.7 in which we also display its
hidden options. To reveal or hide details of a playing media file,
click on the oval handles at the end of the extensions.

Fig. 8.7 The Media Player Playing an Audio File in Compact Mode.

To see the Media Player in action in Full Mode return to it and
click the Now Playing button on the left of the screen.
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The various options displayed on the left of the Media Player
when in Full Mode (see Fig. 8.6) are shown below. What these
options offer when you activate them are:

disc.

Watch a currently playing file. When playing
music you can select an ‘Ambience’.

Find the latest music, movie trailers, and
news updates on the Internet.

Copy CD music to your computer's hard

Create play lists and manage media.
Set radio station pre-sets.
Transfer files to a portable device.

Customise the player.

Watching a Currently Playing Media File

Figures 8.2 and 8.4 show what you see when the Media Player
is playing an audio file. You can select a different audio file by

view Play Tools Help

U

Chose

Add to Media Library

Save A5

Copy
Import Playlist to Media Library. .,
Export Playlist to File...

Fropertws
v Work Offline

Ratort File List

Exit

Open... CuO

Chrit

using the File, Open command,
to choose a file stored on your
computer, or use the File,
Open URL command (also
shown to the left), to browse
your network or access the
Internet for an audio or video
file which can then be added to
your library.

Fig. 8.8 The File Menu Options.
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Using the Media Guide

This option requires you to be connected to the Internet before
you can use it. Having connected, click the option to display a
screen similar to the one in Fig. 8.9 below.

Piaang

Media
Gunde

Copy
trom €

Media
Library

Radwo
Turer

Copyto CD
of Device

Skn
Chooser

Fig. 8.9 Using the Media Guide.

From here you can find entertainment (both audio and video)
and information. We suggest you play a bit with this option to
find out what is available.

However, the results of trying to play music when connected
via a modem are not that good. The program attempts
buffering sections of music, but while you are listening to these
it stops while buffering the next section of the music. Perhaps
if you had a wide-band Internet connection the results might be
a lot different.
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Using the CD Audio Option

Use this option to copy music from a CD to your computer’s
hard disc, or get information about the CD from the Internet
(provided you are already connected to it before activating the
option).

When you place a CD in your computer's CD-ROM drive,
Windows automatically detects its contents and suggests
loading the Media Player. Accepting the suggestion, it starts
playing the music on the CD and displays the Now Playing
screen (see Fig. 8.2). Selecting the CD Audio option displays a
screen similar to the top half of the one shown in Fig 8.10.

At the top of the screen you will find three radio buttons, the
first to Copy Music, the second to Get Names, and the third to
give you Album Details. Of these, the second and third require
you to be already connected to the Internet.

B winduws Medis Player

fia Vw Pay Tooks Hebp
—_— B e e o Sl e Ao he by Pvgrom] ¥
- Dinah Wostwngton  Mad Abowt the Buy [Polyy am] o

Gerys Ryl Data Provider  Modbed By

Fig. 8.10 The CD Audio Option Screen.

Clicking the Get Names button displays information about the

Artist similar to the one at the bottom of the screen in Fig. 8.10;
if not, a search facility is provided.
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The Media Library

The first time you use this option, the Media Player searches
your system for media files and then displays the screen in
Fig. 8.11 below.

% Vindows Media Plaver

. Y ¥

Now.
Piayng
Media
Guide

Copy
from £
Medis
Library

Radis
Tuner

Comyto Ll
or Dewsce
Swan
Chooser

Fig. 8.11 The Media Library Screen with Audio Artist Selected.

As you can see, both Audio and Video files are searched for
and a treelike structure is displayed in a separate pane.
Selecting Audio, Artist displays an appropriate list on the right
pane of the screen, as shown above. Double-clicking on one of
these artists starts playing the chosen track. If the chosen file
was a video, the Media Player reverts to the Now Playing
screen before playing the video, as shown in Fig. 8.12, on the
next page.

Obviously, it will be highly unlikely if what is availabie on our
system is to be found on your PC, although one or two media
files might be the same as they are installed by Windows XP. It
is worth spending some time examining the Media Library
structure because you can use it to manage and organise your
music collection and video files and create custom play lists.
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& Windows Meitia Player

LD

Fig. 8.12 Playing a Video Clip.
The radio buttons at the top of the Media Library screen
(Fig. 8.11) and shown below magnified, can help you to
organise your playlist. Most of these are self-explanatory,
except for the last four which have the following functions.

B Hewplaylist ¥ Addtoplaghst & Search i“? Media Details &

Add to Library

Move media up in the Playlist

. Delete media from Library or Playlist

X
?
Move media down in the Playlist.

Finally, note that you can change the brightness, contrast, hue,
and saturation of the playing video.
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Using the Radio Tuner

The Radio Tuner option has to be a winner. You can have
immediate access to over 3,000 Internet-radio stations from all
over the world that use the Microsoft Windows Media format.
The screen in Fig. 8.13 displays information on the radio station
we selected to try the Media Player. It actually works extremely
well, so watch out; you could be amassing a sizeable telephone
bill!

Q Vindows Medin Player

F‘_‘,‘"‘r - a Playisté 1

. . rd f
peey, i g WindowsMedia.com FA ARTIST deect .com
Playing

Media
Guide ¥ 68C world

P siliboard Radio
Copy
from €O P Bicomberg WBBR 1130 AM Radio

Featured Stations Find ‘tore Stations »

Country

Medi » va.mka.dicZDﬂﬂ.wm 803 Pop Hits Y
Library P den FW 202.2 1A
PO ;0. . Ju:: o tlues 1 UK, United Kingdom '

Tuner Jazz ranging from funk to fusion. big band to be-
bop, latin, bluas, and more.

T e Lt
Copyto €U Tocday's Hits

oF Devica ® Add to My Stations | © Visit Waebsite | D%l
Skin b MEDIAMAzing. com Modem Rock
Chooser P Msnac

P PR Mationa! Public R adia

P Radie Free Virgin Liquid Loungs

o] ol &« « « «

Fig. 8.13 Listening to a Radio Station.

To use the Radio Tuner, you must first connect to the Internet
before you select the option. Having done so, two panels are
displayed, as shown above. On the left panel, a list of
preselected stations is displayed, while on the right panel and
under the Find More Stations link is a small selection of
certain types of music and under that a Search Keyword text
box. With these you can either look for more stations or search
for stations by language.
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< Returm to My Stations

Editor's Picks

Adult Contemporary
Alternative Rock
Big Band/Swing
Christian
Classic Rock
Classical
College

Country

Dance

Holiday
International
Jazz & Blues
Latin
Miscellaneous
Modern Rock
Modern R&B
New Age

News Radlo
Nostalgia

Oidies

Public Radio
Religious

Rock

Soft Rock
Soundtracks/Musicals
Sports Radio
Talk Radio

Top 40

Urban & Hﬁ Hai e

Fig. 8.14 Type of Music.

B winduws Media Playes

Clicking the Find More Stations
button displays a further screen with an
additional list of stations which are the
Editor's Picks. Clicking the down arrow
against this entry reveals the long list of
options shown in Fig. 8.14. Selecting

World Music, for example, will
produce a long list of World stations.
Alternatively, you could type a

language in the Search Keyword text
box to list the stations available on the
Internet in that language. For example,
typing Greek in the text box, displays
two entries for the same Lesvos station
(at two different speeds) and one
Canadian station which probably plays
Greek music occasionally, as shown in
Fig. 8.15.

e
f= 1|

——

#» WindowsMedia.com

< Rebrn to My Stations

zip code 52

Adv

Tode:

r_-—-—.-‘i-;-r"- {18 riown Album (28/16/2001 15:

.. .
gy

mytitens, Lessos, Sreace
Myulene, Luaves, Grasce

36K 1 Adult Contemporary | Mytlane, Lesvos, Greeca

Grawk and international dessier

@ Add My Stations | © Vet Wabaits | P Play

2&

B crMe 1320 AM Radis Nipson

Vancouver, Cenade

Fig. 8.15 A List of Stations Found by Using the Search Keyword Facility.
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Transferring Files to a CD or Device

You can use the Copy to CD or Device option to transfer
music from your PC to CD or other devices, such as palm-size
PCs, Smart Media, lomega Jaz and Zip drives, CompactFlash
cards, or the next generation of portable music devices. If you
are copying to a CD, place the CD in the CD-ROM drive first.
Selecting this option, displays the screen shown in Fig. 8.16.

) Windows Media Player

.

v
1
-]
o

Fig. 8.16 Using the Portable Device Option.

Next, select in the left panel the music you want to copy to your
portable device, then click the Copy Music radio button located
at the top of the screen. That is all it takes, provided you have
the right equipment for the operation. To choose a portable
device select the File, Copy, Copy to Portable Device
command.

Types of blank CDs - You can copy tracks either to a
recordable CD (CD-R) or a rewritable CD (CD-RW). With
CD-Rs, you can copy tracks only once. With CD-RWSs, you can
copy tracks many times, but if you want to copy tracks to a
previously used CD-RW, you must use another program or My
Computer to erase the disc before you can use the Player to
copy tracks to the CD-RW again.
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Customising the Media Player

You can customise the looks of your Media Player by selecting
one of several predefined looks. What we have shown so far
has been mainly the Default Media Player look. Clicking on the
Skin Chooser button, displays a list of several choices. In the
screen below (Fig. 8.17), we show what the Windows XP option
looks like. As you select each option from the list on the left
panel, a preview of that option appears on the right panel.

3 Windows Media Player L
A View Pay Took Hep

Hv—_ﬁvﬁvw T

Clrck Apply Skin (o upen the skin

Copy o L0
of Device

Shun
Chooser

Fig. 8.17 A different Media Player Skin.

To select a different skin for your Media player, select it from
the list, then click the Apply Skin radio button located at the top
of the screen. You can use the other two radio buttons to either
download more skins from the Internet, or delete a selected
skin from the list.

Which skin you use for your Media Player is a matter of
personal preference. However, we found that only the Default,
Classic and Compact skins gave a sufficiently large display
area for watching a video clip in comfort when in Skin Mode.
With all the skins, when in Full Mode, you can use the View,
Full Screen menu command for maximum screen size viewing
(to return to normal size press the <Esc> key).
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Media Player Help

The Windows Media Player has a comprehensive help facility
which you should spend a bit of time investigating. Use the
Help, Help Topics menu command to display the screen
shown in Fig. 8.18 below.

&7 Windows Media Player ::_J@Ig}

| - -_—

i Windows MediaPlayer

”~

¢

E k) 0 Player areas and buttons

@ Windows Media Player low windows Media Player
8 (@ Using Windows Media Plaper {1} You can use Microsoft Windows Media Player to play and
o organize digital media files on your computer and on the
: g 3:"9 g’:ﬂd peseclRerol Internet. It is like having a radio, videc player, CD player,
f e and information database ali-in-one. You can use Windows
£ 0 Using DVDs Mecia Player to listen to radio stations from all over the
E: <] Q Listening to radic stations world, play and copy your CDs, look for videos that are

% @ Organizing your dighal meda fes | available on the Internet, and create customized lists of all
@ @& Findng Windows Medaflesomhé the digital media files on your computer.
&/ Q Copying fies to yous portable devici The foliowing sections introduce conceptual information

@ 0 Keyboard about digital media and provide steps for using the Player.
& {3 Customizing the Player s Windows Media Player tour. Explains and

@ @ Changing the size of the Player " demonstrates how to use the Player,

B Q Changing the :izedav-decovvi:i' ;i » Using Windows Media Player. Provides instructions on

5 @ Changng how the Player looks wit! ’ ] using the primary featurss of the Player.

@ @ Changng your audc and video se e Customizing the Playger. Explains how to customize the

3 @ Using visuakzations 30k and performance of the Player to suit your needs.

3@ Upd.ml’.'m' i * Understanding digital media concepts. Discusses

B @ Setting options basic concepts, such as local and streaming media,

@ Understandng streaming Glossary. Provides definitions and terms related to the
Undetstanding buttering Player,
g Understanding icensed files
Q Supparted e types
@ Glossary

= Qj Understanding digtal media concepts : ;‘ network buffering, and licensed files.
5t o
|

Related topics

. mmon <5

g a'll X
ik . . ) La

Ly

Fig. 8.18 The Windows Media Player Help System

On the left panel we show all the main books of the Help
System opened to emphasise how much information is
included. In fact, when using the Media Player, we found that
one had to guess one’s response to using certain aspects of it.
For example, when searching for a radio station you are not
told that you should be searching by language, as was the case
with the previous version of the Media Player. That's where the
Help System is extremely useful; look up the first help topic in
Listening to radio stations to see what we mean.
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The Sound Recorder

To record a sound, use the Sound Recorder from the
Entertainment group, but apart from a sound card and
speakers you will also need a microphone connected to your
computer. You can use the Sound Recorder not only to record,
mix, play, and edit sounds, but also link sounds to or insert
sounds into a document.

To start using the Sound Recorder to record audio, first
make sure you have an audio input device, then activate the
recorder using the Start, All Programs, Accessories,
Entertainment command and click the Sound Recorder
option. Next, use the File, New command and press the
‘Record’ button pointed to in Fig. 8.19. When you finish
recording, click the Stop
button (the one next to
the Record button),
rewind the recorded
. Length: music on the Sound
SiE=ge- Recorder and use the
File, Save As command
to save your recording
to a .wav file with an

Fig. 8.19 The Sound Recorder. appropriate name.

To play a recorder file, use the File, Open command, select a
file and press the ‘Play’ button.

We have also found this accessory very useful for playing
existing .wav sound files. The Wav sub-folder of Windows/
Help/Tours/WindowsMediaPlayer/Audio/wav folder contains
several such files, but they cannot be edited. To edit your own
sound file, use the Effects menu to ‘play around’ with the
sound, and the Edit menu to insert and mix.other sound files
into the loaded one.

For more information on how to edit audio files, link sounds
to, or insert sounds into a document, have a look at the
extensive Help topics of the Sound Recorder. In the end, the
only way to learn is to experiment, so good luck and have fun!
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The Windows Movie Maker

The Movie Maker is new to Windows XP. You can now edit and
rearrange your home-made video cam movies, make a shorter
version of them, add a still picture and voice over, and either
post them to your Web site for all to see, or send them as an
attachment to an e-mail to your favourite people.

The Windows Movie Maker can be found in the Al

Programs, Accessories folder. Left-clicking its icon,

H shown here to the left, starts the program and displays
a screen similar to the one in Fig. 8.20.

Fig. 8.20 The Windows Movie Maker Screen.

The displayed screen is divided into three panes, with the left
pane showing the folder holding your video collection. Windows
XP automatically created during installation a sub-folder within
My Documents, named My Videos, and placed within this folder
any video films that it might have found on your computer. In
our case one of our collections is the My Family folder, shown
open with three segments, called clips, of the video film
showing in the middle pane.
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Selecting each clip of the video displays that clip in the right
pane of the Movie Maker screen, as shown in Fig. 8.20. Each
selected segment can then be played by clicking the ‘Play’
button to be found below the display area.

At the top of the Movie Maker screen there is the usual
selection of menu options and Toolbar icons, while at the
bottom of the screen is the ‘Workspace’ area. It is here that you
assemble your movie, which can be viewed either as a
‘timeline’ (focuses on timing) or ‘storyboard’ (focuses on
sequencing) view. In the timeline view, you can synchronise
video clips with audio clips or create fading transitions between
clips with the help of a number of tools that appear at the far left
of the Workspace area.

Recording your Film

You can use the Windows Movie Maker to record from a variety
of sources, such as a camcorder, television, radio, or CD. As
far as audio sound is concerned, most sound cards can be
used as they support audio in. If, however, you are recording
from a camcorder or the television, then you will require a video
capture card or equivalent.

To record using the Movie Maker, use the File, Record
menu command, which opens the dialogue box in Fig. 8.21.

Record

Lisative Sound Blaster PCH

[FlRscordime bkt | 20000 &)
[ Coate cipa

1 W B
 SSUND. Mo qualty flocommended) 1w Elapeod 00:00:00

Audio for CD-quality (96 Kbps stereo)

S4 ras €7 trin avadable on dive £:

Fig. 8.21 The Record Screen of the Movie Maker.
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On this dialogue box you can specify the maximum time of the
recording, the device you will be recording from, and whether
you will be recording video only, audio only, or both - if you are
recording from a camera, don't forget to switch it to playback
before starting to record. Next, when you are ready, click the
Record button on the dialogue box of Fig. 8.21.

By default, your recording will be broken up into manageable
chunks of clips. These are the ones shown in Fig. 8.20, and
you can monitor what is being recorded, as shown in Fig. 8.22
below.

Record:

Video device  <none>
Audio device  Creative Sound Blastes PCI

¢esf B

Setiing: = Elapsed 00:00.37

Audio for CD-quality {36 Kbps stereo}

54 brs 46 min avaiable on drive E:

Fig. 8.22 Monitoring what you Record.

You can stop recording at any time by clicking the Stop button,
or you can let it run through the specified time. When recording
has finished, you will be asked for a filename under which to
save your newly created Windows Media File. The file format
for this type of media has a 300:1 compression ratio, which
means you can store up to 23 hours of video on 1 GB of disc
space. So now is the time to upgrade your hard disc!
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Editing Video Clips

Video clips can be edited at will, and can be rearranged to
produce the final film sequence. To rearrange the sequence of
your creation, drag the clips in the sequence you want them to
appear in your final film onto the Workspace area. You can
even add a voice-over by selecting the File, Record Narration
menu command.

A clip can be edited by trimming it, splitting it, or joining it. To
trim a clip, start playing it, and when the point is reached where
you want to trim it, use the Clip, Set Start Trim Point menu
command. When you reach the end point of the trim, use the
Clip, Set End Trim Point command. If you change your mind,
use the Clip, Clear Trim Points. An alternative method is to
use the trim handles in Timeline view and move them to where
you want to cut the clip.

To split a clip, play the clip, and when you reach the desired
point, use the Clip, Split command. The original clip is then
split into two chunks that can be dragged independently onto
the workspace area. To join clips together into one long one,
select the first, press the <Shift> key down, then click on the
last one and use the Clip, Combine command.

In Fig. 8.23, we display a selected film sequence together
with an imported audio file while the movie is actually playing.
The audio file was incorporated into our collection using the
File, Import command, and choosing a file from My Music
folder. You can also import a title clip that you created in Paint.

To save your creation on your hard disc, use the File, Save
Project menu command. This allows you to return to it later for
further editing, or additions. To save such edited work with
another name, so that you can retain the original, use the File,
Save Project As command.

Finally, you might like to include ‘transitions’ between clips so
that you do not have abrupt changes from one clip to the other.
To do this, switch to Timeline view, select the rightmost of the
two clips you are creating a transition between, and drag it
slightly so that it overlaps the left clip. The shaded area
indicates the length of the overlap.
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Fig. 8.23 The Final Movie Assembly while Playing.

Finally, when you
are satisfied that no
[ ———— more edits will be
Vo fos emal and dus chennel (SN {120 Kt} required, save the

e movie using the
armnes per ! !
50K File, Save Movie
00:01:43 28.8 Kbps (modem) menu command.

000056 56 Kbos (modem)
000024 128 Kbps thgh speed}

This displays the
dialogue box shown

in Fig. 824, in

which  you can

specify the quality
settings which will

affect its size on
the disc.

Fig. 8.24 Saving a Movie.
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Playing and Sending your Movie

Having created your movie, you can either play it, using the
Windows Media Player, as shown in Fig. 8.25 below, or send it
as an e-mail to a friend.

Now
Playing

Meda
Guide

Copy
from €0

Media
Library

Radio
Tunes

Copyto L0
or Device

Slnn_
Chooser

® ooy, ©ouarsn B Resa
Brightness Cortrast

Ty SCIEE @ 0w
Hue Saturation
Video Settings

?‘d' 'ﬂﬁ;mm .

Fig. 8.25 Playing a Saved Movie in the Media Player.

Sending a Movie as an E-mail Attachment

Having saved a movie, you can send it to a friend as an
attachment to an e-mail. The easiest way of doing this is by first
selecting your movie file then using the File, Send To, Mail
Recipient command, as shown in Fig. 8.26 on the next page.
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& My Yideos
| View Favorites Tools Hebp
Open . P} D
Add to Playhst } Vgl oo Search L7 Folders
Play b
Open with

@ eskiop (create shott) |

New l' 3 compressed (zipped) Folder [

Create Shortcut
Delete E £2) My Documents

Rename 5 s Notepad
Properties
- e O - B 3% Floppy (A7)
i | S EDRIVE (1))
W) Rename this fie : & @ Orive (K2
Move this fle | )
;.i' - i < Iomega Zip 100 (L2)
Y Copythistie -

‘ Pubissh this il to the
Web

£33 E-mail this file
¥ Delete this fie

Faraly

Fig. 8.26 Selecting the File, Send To, Recipient Menu Option.

Outlook Express now opens a new mail screen with the file
already attached to it ready to be sent, as shown in Fig.8.27.

© Fle Edt Yew Inset Format Took Message  Mep

-

Al X By 5 B & F § M. a8

: Send 1 e Pasts + Check  Spolng  Attach  Prionty Sgn  Encrypt  Offine

e ]—_n—.‘———“ @ = g S—)
@\ |

Subject:  Emaling: My Famly, WMV
Attack h]m Famiy. WMV (121 KB}

I A - ] + -l

Your fles are attached and ready to send with this message

=== J

Fig. 8.27 The Attached Movie File Ready to be Sent.

All you have to do now is select an unfortunate recipient from
your Address Book and write a few words of explanation!
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The Fax Utility

You can use the Fax utility to fax a text document or graphic
image as easily as clicking the Print icon on an open document
in a Windows-based program. Fax supports scanned graphic
images and will automatically convert graphics to the
appropriate file format before you send them.

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. As we saw in Chapter 3, installing a fax printer
driver is easy. You will have to go through the described
procedure as Windows XP does not install the fax printer driver
during Windows Setup. Once this is done, you can send faxes
from a local fax device attached to your computer, or with a
remote fax device connected to fax resources located on a
network.

If you have a fax device installed,
click Start, then select All Programs,
Accessories, Communications, Fax

pﬁ Fax Console
.ﬂ Fax Cover Page Editor

: ) 2] Send aFax...
to display the available command L :
options shown in Fig. 9.1. Fig. 9.1 The Fax Menu
Options.

Below we give a brief explanation of each fax command option.

Command Action

Fax Console Displays incoming and outgoing faxes
and allows you to view and manage your
faxes. Clicking this option displays the
screen shown in Fig. 9.2 on the next
page.
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B i Fax RatTme 7 © TSID  Caberdd . Pages Status Sz CSID

e Bitems . Lisa Ready

Fig. 9.2 The Fax Console Screen.

The File menu options allow you to send a fax (it starts the
Send Fax Wizard asking you for the recipient's name and
other details - you can use the information held in your
Address Book, and specify multiple recipients for the one
fax), receive a fax now, view, print, save and mail a fax.
While a fax is being sent, you can pause or resume its
transmission, restart or delete it. You can also import sent
faxes or received faxes into the Fax Consult.

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 inform-
ation, create, open, copy or delete personal cover pages,
display the fax printer’'s status, start.the Fax Configuration
Wizard, or display the fax properties and monitor screens.

Fax Cover Page Editor Creates and edits cover pages
used when sending faxes. The
editor allows you to design a
template (it also includes drawing
facilities), to be used each time
you send a fax, as shown in
Fig. 9.3 on the next page.
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B Cover Page Fax Cover Page Edilor
Fle Edt View RGEE Format Lavowt Help

Fig. 9.3 The Fax Cover Page Editor.

As demonstrated above, yod must use the Insert menu
command to insert what you would like to appear on your
fax template, such as recipient's name and fax number,
sender’'s name, fax number, company, address and other
details - the field Note is where you type the body of your
fax. Inserted options can be moved to the desired position
on the plate (use the <Ctrl> key to group together fields you
want to move together) and formatted accordingly. A simple
example is given in Fig. 9.4 below.

To: {Racpient's Name} From: . {Sender's Name}
Fax #; {Recpmnt's Fax £} Fax#:  {Sender's Fax #}
Date/Tim  {Date/Time Sent} Address:  {Sender's Address)
Subject:  {Subject}
Phone #:  {Sender's Office Telephone #)
Note: {note}

Fig. 9.4 The Designed Cover Page.

The designed template (we hope yours is more imaginative
than ours) is saved in the My Documents\Personal
Coverpages folder with the .cov extension.
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Send a Fax Sends a fax that consists only of a
cover page. Clicking this menu
option starts the Send Fax Wizard.

To illustrate the procedure of sending a fax, we will now step
through a made-up example. 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!

To begin the process, start the Send Fax Wizard by clicking
the Start button, then select All Programs, Accessories,
Communications, Fax and click the Send a Fax option. On
the Welcome to the Send Fax Wizard screen, shown in
Fig. 9.5 you will read that if you want to fax a document you
should use your word processor and print the document to the
Fax printer. This facility is only for short, one page, messages.

Send Fax Wizard L

Welcome to the
F ? Send Fax Wizard
This wizatd hefps you creats and send a fax.

Vo fax a document, create o open it in a Windows-based
apphcation, and print to a fax printer

e
ol

Fig. 9.5 The First Send Fax Wizard Screen.

Click the Next button, which displays the second Wizard screen
shown in Fig. 9.6 on the next page. On this screen, click the
Address Book button - we assume here that you have by now
several people in your Address Book (see the end of Chapter 7
where we cover this utility).
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Send Fax Vizard X
RAecipient Infnamation /
Enter the name and number of the person you want to send the fax to, L3
o chick Addvess Book to select a fax recprent.
R ——
Te | H Address Book..
I T
Fommber (D0 ]
[FUse dalng rues - - Drcring rulis

To send to multiple recipiants, type each recipient’s miormation above, and then
chick Add to add the reciprent to the st below.

»

[ cpack J[ Net> | [ cCamcel |

Fig. 9.6 The Second Send Fax Wizard Screen.

On the displayed screen, select the Main Identity's Contacts
from the drop-down list, shown in Fig. 9.7, then choose the
person you want to send a fax to, and click the To button so
that the name is transferred in the Message Recipients box.

Address Book

Type name or select from hist;

o e vl

Message Reciplents:

R rm—— (]| s
¥y Koriey dear |

i

#lJohn Yearsiey johnd ‘
{§%1June Simmons JES i
EElSustn Danby justir i
B&)Kay Green ki®g ‘
EZIKenneth Frater Anard  kenr
| E]Lowenna Fox lennc i
5 Mary Cidaras chda i
E=}Mary Sheppard - CSM M.Sk H
@Muymseﬂomev mary ¥ i
TS E— ! 4
Now Contact J {_ properbes | [{ - >

Cx (e

e

Fig. 9.7 The Third Send Fax Wizard Screen.
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Pressing the OK button, displays the next Wizard screen,
shown in Fig. 9.8. On this screen, you can add more recipients,
or remove a selected one, before clicking the Next button.

Send t ox Wizard L

Recipient Intormation
Enter the name and number of the person you want to send the fax to,
o chck Addiess Book to sedect a fax recyrent

Fax ruanber: l{ |
[T Use diaing ndes -

To send to mulliple recipients, type each tecipient’s information above, and then
click Add to add the recipient to the fst below,

Recipient name Fox rumber
 Kenneth Fraser Annand 1208 444555
[ <Back ]I Num{;é[ cm]

Fig. 9.8 The Fourth Send Fax Wizard Screen.

Next, select one cover page template from the drop-down list
shown in Fig. 9.9, type a few words in the Subject line box,
and your main message in the Note box.

Send Fax Wizard %K

Prepaiing the Cover Page
Select a coves page tempiate. and type a rubject fine and note ¥ 1equired by the

template
. This information is automaticelly added to the covar page. =
e COvES DD Wt dati wdb: 5 U SO
Cover page template: M_yCqusE;:enT) L [ Sendet Information. j
Swectbe e
My Fiest Fax generdc B
Noe Ermera—

lDeaKamuh

‘As discussed on the phone, | would appreciate i ¥ you let
i me know when you recerve this fax

[Regard:

; { cBack J{ Newt> ][ caxo ||
L—_—’ x|

Fig. 9.9 The Fifth Send Fax Wizard Screen.
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Pressing the Next button, displays the next Wizard screen in
which you can select to send the fax now or later when it might
be cheaper.

Send | ax Wizard .

Schedule
Specty when you want your fax to be sent. and set prionity.
Highet priority [axes will be sent first.

When do pou want to send this fax?
(')Nou

O When discount rates apply

O Specific time in the next 24 hours:

What is the fax prioity?
Ohigh

& Normal

Olow

[ e L N‘MQ‘H Cancd»]

-

Fig. 9.10 The Sixth Send Fax Wizard Screen.

Clicking the Next button, completes the Send Fax Wizard by
displaying the summary screen, as shown in Fig. 9.11 below.

Send Fax Wizard !‘k

Completing the Send Fax
wizard

You have successtully created a fax as follows:

Fiom:

: Recipient name Fax rmber
| Kenneth Frases Annand 01209 444555

Caver page template: My Cover Page

Subject: My First Fax
Time to send Now

To send your {ax, ciick Finish

[ «Back J[_ Frish {%[ Cancel |

Fig. 9.11 The Last Send Fax Wizard Screen.

Finally, clicking the Finish button, activates the Fax modem,
rings the specified number, and sends the fax.
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HyperTerminal

The HyperTerminal utility also allows you to connect your
computer to other computers in different locations via a
modem, so that you can interchange information. You could, for
example, search a library catalogue, or browse through the
offerings of a bulletin board.

However, before you can connect to an outside service, you
need to know their communications settings. For example, you
need to know the settings for ‘maximum speed’, ‘data bits’,
‘stop bits’, and ‘parity’, though most of these can be safely
assumed to be the same as the default values offered by
HyperTerminal. Finally, before you can make the connection,
you might need your credit card and to know a password or
two, as these services are not free.

Starting HyperTerminal

To start HyperTerminal, click the Start button, and point to All

Programs, Accessories, Communications and click the

. HyperTerminal option.

fllaxe,lejuct Eoger 2t Ml  This displays a box

B T e it ’ (Fig. 9.12) in which you are

[Pt aslona syssarsset asked whether you want to

e i = ] make Hyper Terminal the

- : default Telnet program.

Clicking Yes or No starts

HyperTerminal itself. If you

choose No, this box will be

displayed again next time
you activate the program.

program. Do you want to do

Fig. 9.12 Default Telnet Program Box.

Cennection Description

% New Connection

Enter a name and choose an icon for the connection:

Every time you access

Name: B
o HyperTerminal, the window

lcon:

Qﬁ&@@@&
s "—

shown in Fig. 9.13 is
opened to help you make a
new connection. Every call
connection can be named
and saved with an icon, so
that in future it is very easy
Window. to recall the same number.

Fig. 9.13 The Connection Description
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Connect To

% Noet

Enter details for the phone numbet that you want to diat

Countip/region | Unied Kingdom (44) v

Area code:

=

Phone number. (121212

i
. e o, v A b .
Connect using: | Sportster Flash V.90 Voice PP~ & i

N

Fig. 9.14 The Connect To Window.

=

Connect

Phone number 121212

% (s |

You location. [321321
Cafing card

None (Ditect Diaf}

\

Fig. 9.15 The Connect Window.

Fig. 9.16 The HyperTerminal
Properties Dialogue Box.

After typing in a connection
name, click the OK button
which opens the Connect
To window, shown in Fig.
9.14. Enter the phone
number of the site you
want to connect to, then
click the OK button to
display  the Connect
window shown in Fig. 9.15.
To use the default modem
settings, just click the Dial

button to attempt a
connection.

To call the same
number again in the future,
use the new Hyper
Terminal entry in the
Communications sub-
menu where all saved
connections are to be

found (Noel & Phil in our
example in Fig. 9.16).

For more information
about how to use
HyperTerminal, click its

Help menu and browse
through the Contents,
shown below in Fig. 9.17.

& HyperTeiminal

B« = @

Hide Back Fuoreaid Qptions
Cortent | e | Semch]
g How Ta... l
19} Troubleshooting i
i

Fig. 9.17 The HyperTerminal
Help Contents.
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Specifying Communications Settings

If you have trouble getting through, you may need to fine tune
the settings. To do this, ‘open’ a call in the HyperTerminal
window, as shown in Fig. 9.18, click on the Cancel button of
the Connect To window, then use the File, Properties menu
command to change call settings, or if necessary, to Configure
the modem so that it speaks the same ‘language’ as the

remote system.

Fig. 9.18 Opening a HyperTerminal Connection.

Phil Proparties

Countryregion: | United Kingdom (44)
Enter the area code wthout the long-distance prefix
Awea code

Phone numbec [131313 ] ]

Connect using: | Spartster Flash V.90 Voice PP w1

[} Use countiysregion code and area code

O Redal on busy

This opens the tabbed
Properties dialogue box
shown in Fig. 9.19.
Normally, you will find that
the default parameters in
this are the ones you want
to use. However, in case
you need to change them,
we list on the next page
some alternatives and their
usage.

Fig. 9.19 The HyperTerminal
Properties Dialogue Box.
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Option

Port speed

Data bits

Parity

Stop bits

Modulation

Result

Specifies the transmission, or baud, rate at
which your PC communicates with your
modem. Typically most serial modem
connections support 115.2 Kbps, which is
set during installation of the modem.

Specifies the number of data bits (binary
digits) that each data packet, sent or
received, contains. Most online services use
‘8’ data bits, although a few use 7’.

Allows you to specify how the receiving
computer verifies the accuracy of the data
you are sending. Typically this is ‘None’, as
most connections these days use more
sophisticated error checking techniques.

Specifies the time between transmitted
characters. This is nearly always set to ‘1.

Allows you to specify what modulation
HyperTerminal should use so as to be
compatible with the modem signals of the
computer you are trying to connect to. Most
modems fall within the ‘Standard’ type, but if
you have trouble connecting, try switching to
a non-standard modulation type.

Setting Terminal Preferences

The terminal type used by the destination site will determine the
terminal type which should be used for a connection.
HyperTerminal supports several common types, but in most
cases the Auto detect option will sort this out automatically.

To make a manual selection, click the Settings tab of the
Properties sheet, as shown in Fig. 9.20 on the next page, with
the Emulation list open. Select the correct terminal option and
then click the Terminal Setup button to set its preferences.
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File Transfer Protocols

Function, anow, and cirl keys act as
@ Temina keys

C Windows keys

Backspace key s2nds

@ cul O 0el O ChrieH, Space. CirieH

Fig. 9.20 The Properties Settings
Emulation List.

Before you can send or

receive files, use the
HyperTerminal's Transfer
command (Fig. 9.21) to

specify the transfer protocol in
either the Send, or Receive
operation. The type of files
you send or receive will be
either binary or text files.

Text files: are normally
prepared with a text editor,
such as WordPad or Notepad,
and saved in unformatted
ASCIl  with only a few
formatting codes such as
carriage returns and linefeeds.
Use the Settings tab on the

Properties dialogue box and press the ASCIl Setup button to
display a sheet on which you can specify the transmission

parameters for this type of file.

Binary files: are normally program or picture files which
contain characters from both the ASCIl and the extended ASCI

P LE Mg b

D &5 OF

character sets.

HyperTerminal supports

many of the most

popular protocols; which
one to use depends on
the receiving site. Use
Zmodem with Crash
Recovery whenever
possible as it gives the
fastest transfer rates and
remembers its place if
your transmission is
interrupted.

Fig. 9.21 Available Send File Protocols.
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Home Networking_

Windows XP allows you to easily connect two or more
computers at home or in a small business, so that they can
share files, printers, modems, and a single connection to the
internet. Even better, the Network Setup Wizard guides you
through the procedure and makes the whole process of
networking painless. However, before we activate the Home
Networking Wizard, we need to discuss what hardware you
require for making such connections.

Hardware Requirements for Networking

Apart from having two or more computers, the following
additional hardware is essential:

* Network Adapters - otherwise known as Network cards
which have to be plugged into one of the slots (PCI or
ISA slot) inside your computer, or for more modern
computers a USB connection at the back of your
computer.

*  Network Media - this includes the cables or other
methods used to connect the computers together.

* Internet Connection - this is optional, but can provide
access to the Internet for all the networked computers
by sharing one Internet connection. The hardware for
this could be an ordinary or wireless modem, a broad-
band cable modem, or an ISDN or DSL connection.

In addition to the above hardware, at least one computer
should be running Windows XP, while the rest can be running
under Windows 95/98 or Windows Me. After connecting your
computers together, you must run the Network Setup Wizard
first on the computer running Windows XP, then on all the
others.
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To start the Network Setup Wizard select it from the Start, All
Programs, Accessories, Communications sub-menu.
Alternatively, start My Computer and click the My Network
Places link shown in Fig. 9.22.

& Desktop

Flle Edt view Favorites Tools Help

OBack - a ‘:!' _f;\ /':)Seard\ &_‘ Folders .:.,

Adcress @ Desktop _Vl 4 G0

T
File and Folder Tasks & ) y
;} eaibg AW fbider My Documents My Computer
) Publish this Folder to

the Wi

- 2
ka2 share this foider )

My Network  Recycle Bin  «
Places
Other Places

D My Documents e é

iy Shared Documents
W o Networi Blacar

Fig. 9.22 The My Networking Places Link in My Computer.

This opens the screen in Fig. 9.23 in which you click the Set up
a home or small office network link.

& My Network Places
Fle Edt Wiew Favorites Took Help

Qo - 3 3 4D Pooxon I roers | g

adiress (8 My Network Places

Network Tasks

-2 Add 3 network place
Vizw network
é connectons

Fig. 9.23 The My Networking Wizard Icon.
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Either action will display the screen shown in Fig. 9.24 below.

—
Network Setup Wizard

Welcome to the Network Setup
wizard

This wizard wili help you set up this computer to aan on your
network, With & network you can

» Share an Intetnet connection
* Set up Intemnet Connection Fyewal

» Share fles and folders
+ Share a printer

To continue, ciick Next.

Fig. 9.24 The Opening Screen of the Home Networking Wizard.

Assuming that your Network Adapters are installed and that the
computers are appropriately connected, clicking Next displays
the screen in Fig. 9.25. If, you have not installed or connected
your Network Adapters, Windows XP asks you to do so before
going on.

Network Setup Wizard

Before you continue .. .§§

Betore you contrue, review the Eheckkst Fat Cieatng, & networ.
Then, complete the foliowing steps

* Instalt the network caids, modems, and cables.

« Tum on all computers, printers, and external moderms

+ Connect to the intemet.

‘When you chok Next, the wzard wil seacch for & shased Intemet cannection on your netwark.

[ cBack NML[\“J[ Corcel |

Fig. 9.25 The Second Screen of the Home Networking Wizard.
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Clicking Next, displays the third Wizard screen shown in
Fig. 9.26 below.

i@

Netwark Setup Wizard

Other Intemel connection methods. ..

Select the that best describes this

{®) This computes connects o th Intemet drectly or through a network hub, Other computers
on my network also connect to the intemet drectly ar through & hub.

Yiew an exarmole.

O This computer connects diectly 1o the intemet. | do not have a network yet
Yiew an example

O This compuier belongs lo a network that does not have an Inlemnet connection
Yiew an example

Lean more about home o small office network configuriations.

h[ <Back Jf Naml\.v][ Carcel |

Fig. 9.26 The Third Screen of the Home Networking Wizard.

Before selecting which network configuration you want, have a
look at the View an example link in each option. Finally specify
the type of connection and click Next to display the next
screen, shown in Fig. 9.27, where you are asked to select a
connection to the Internet from a list.

Network Setup Wizard

Select youwr Internet connection.

Select your Inlernet connaction from the followang kst
[&

I L Onetelnet Spoitstes Flash V.90 Voice PP

0) Leamn more about to Inteinet it

{ Bax [ Nat)j]}’[ Cancel ]

Fig. 9.27 The Fourth Screen of the Home Networking Wizard.
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On the fifth Wizard screen you give your computer a unique
name, while on the sixth you specify the group it belongs to.
Finally, the seventh Wizard screen is displayed summarising
the selected settings, as shown in Fig. 9.28. Clicking Next,
applies these settings with rather colourful visualisation effects.

Network Setup Wizard

Ready 10 apply network settings. .

The wizard will apply the following settings. This process may take a few minutes to complete

and cannot be ntemupted.
{Intetnet connection settings: n'{
;Inlemel connection Prestel On-ine
JIntetnet Connecton Fiewal: enabled
i
;Netwc!k settings:
iCompulev description: Noel's PC
Computer name: HOMENK -

To apply these settings. click Next

[ _<Beex [ Nun[\“J[ Cancel |

Fig. 9.28 The Seventh Screen of the Home Networking Wizard.

The next Wizard screen asks you whether you would like to
create a Network Setup Disc which can then be used on the
other computers on the network, particularly those running
Windows 95/98 or Windows Me, so that you can run the Home
Network Wizard on them. If you do have such computers on
the network, follow the instruction on the screen to complete
the installation.

If the other computers on the network are to use your
Internet connection, then their versions of Internet Explorer will
have to be reconfigured. From each such PC, run the New
Connection Wizard from the Control Panel by double-clicking
the Internet Options icon, selecting the Connections tab and
clicking the Setup button. Then select the Connect to the
Internet option, and on the next screen choose the Set up my
connection manually option.
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Finally, the last Wizard screen is displayed as shown in
Fig. 9.29.

Network Setup Wizard

= Completing the Network Setup
I hg ! Wizard
- You have successfully set up this computer for home of smalt
office networking.

For help with home or small office networking, see the
followng topics in Help and Support Certer:

* :gbgm fles.and folde<

To see other computers on yow network, click Start, and then
click My Network Places

Fig. 9.29 The Last Screen of the Home Networking Wizard.

To share files and folders select them and drag them into the
Shared Documents folder. For greater flexibility, you also have
the choice of Password protecting selected folders. In addition,

if a printer was connected to the computer you are working

with, it would have been detected and you could share that one
as well.

Activating the Firewall

If you are using a network, it is a good idea to activate the
Internet Connection Firewall (ICF) provided by Windows XP. A
firewall is a software security system that is used to set
restrictions on what information is communicated from your
home or small office network to and from the Internet. It
protects your network from uninvited outside access - the ICF
software sits between a network and the outside world.

To activate the firewall, click Start, Control Panel,

‘. then double-click the Network Connections icon,
| shown here, to display the window in Fig. 9.30 on the
next page.
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* Network Connections

Fle E® vew Favortes Toos Advanxed Heb
Qwvd % bps«m» Faders 3 i N )
U@

Network Tasks

fif Create anew
tonrection

% Set up ahome or smad
office nerwork

EED | o) —
) Rename thes connection

) Oshete this connection
(o) Cruman setrgs of g

¥ N

Discorvimted, Feavwaled
Siportsier Fhash ¥.90 Volce PP

Fig. 9.30 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 dialogue 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. 9.31.

Clicking the Settings button, displays another window,

shown in Fig. 9.32, in which you can select restrictions
appropriate to your system set-up.

~ Quetel.uet Properties ? dvam ed Sttings

| Geneeal ] Optons § Securiy | Natworking | Advanced Servces | Secnty Loggng | 1047

vmwmmmmwmum -
.m-nmlvncamuhm S

i1 Intomet Mat Server [SMTF)

i[] Poat-Gteo Protocol Version 3 (POP3}
i1 Remose Doskiop

I Secure Web Server HTTPS}
;{00 Teinel Server

© 00 Web Server HTTR)

Intermet Cornecton Frewal | Smnmv\niqmmwmlmwm

| meeMmm_mM ’-Himudm!m\‘um!ﬂal

¢ 10 intoenet Ml Acoess Protocol Verson & (IMAPA

f? %

Fig. 9.31 The Properties Window. Fig. 9.32 The Advanced Settings

Window.

Use the Help System for a detailed explanation of these

advanced settings.
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Towards the Mobile Office

Several of Windows XP’s features are geared to making life a
little easier for those who use computers on the move.

Dial-Up Networking

With Dial-Up Networking, you can access shared information
on another computer, even if your computer is not connected to
the network. To do this you must dial directly to the network
server, which controls the resources of the network. If you have
a computer at home, you can dial in to your office network
server and connect to your work computer. Obviously, both
your computer at home and the network server at work must
have modems installed.

: The easiest way of starting Dial-Up Networking is to

% click Start, Control Panel, then double-click the

etk Network Connections icon to display the window in
Fig. 9.33 below.

Network Connections
Fiie EdR View Favortes Tools Advanced Help

Qe F 1h Psewar o roes 1 Y

Address ), vetwork Connections = : i'; Go
~ Dialup

Network Tasks
= Prestel On-iine
Discoriected, Frewaled
B, st mash V50 voce pre

Onetet.net
CAscwiectad, Froveaded
L Sporteter Fiach ¥.90 Yois P
See Also

A Network
Troutdeshootsr

Fig. 9.33 The Network Connections Window.

Now click the Create a New Connection option which starts
the New Connection Wizard, the second screen of which is
shown in Fig. 9.34 on the next page.
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Mev: Canneclion Viizard

Network Connection Type
‘What da you want to do?

O Connect to the Intemnet
Connect to the intemet so you can browse the Web and read emal

%) Connect to the network at my workplace
4 1o & business netwark [using dial-up of VPN} 50 you can work iom home,
a feid office. or another locabon.

{)Set up a home or small office network
Connect to an sasting home o smal office network o1 set Up & new one.

{3 Set up an advanced connection

Connect drectly to another computer using yous senal, parallel, or infrared port, of
set upy this computer 30 thal other computers cat connect to it

Cooer ot 3 (ol |

Fig. 9.34 The Second New Network Connection Wizard Screen.

Next click the Connect to the network at my workplace radio
button followed by the Next button to display the third Wizard
screen, as shown in Fig. 9.35.

Hew Connection Wizai d

Network Connection
How do you want to connect to the network at your workpiace? )

Cieate the following connection:

(& Dial-up connection
Lonnect using & modem and & ieguias phare Ine or an Integrated Services Digial
Network ISDN} phone ine.

> Vituat Piivate Netwask connection

LConnect to the network using 3 virtual private network (VPN ] connection over the

intemet.

Fig. 9.35 The Third New Network Connection Wizard Screen.

Having selected Dial-up connection, click the Next button to
proceed with the set-up, and eventually, you will be asked to
give a name to your new connection. Next time you click Start,
Connect To, you will find an extra service listed in the menu.
To connect to this service, click its icon, enter a password and
click the Dial button on the displayed Connect dialogue box.
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Using Briefcase or Offline Files

In Windows XP you can choose to work with files that are
stored on your main computer or files that are stored on a
network. Which option you choose depends on your needs at
the time.

¢« Use the Briefcase tool if you frequently transfer files
between computers using a direct cable connection or a
removable disc. With Briefcase, you can synchronise
the files you modified on another computer with their
counterparts on your main computer. Furthermore, you
can keep your files organised by creating multiple brief-
cases.

* Use the Offline Files tool if you want to work with shared
files on a network. Using Offline Files, you can make
changes to shared files while disconnected from the
network and then synchronise them the next time you
are connected to the network.

Briefcase Files: You can use the Briefcase feature to keep
your copies of files updated when you work on them away from
your main PC. The two main uses are if you work with a
portable computer, such as a laptop, when away from the
office, or if you transport files home in the evening on
removable discs to work on your own PC. Sooner or later, you
end up with the situation that the two sets of files are different
and you don’t know which one to use.

|- e A Windows XP does not
Refresh .

5™ automatically place the
pEEE Briefcase icon on your

desktop. To activate the tool,
right-click on an empty area

B Mcrosort Offce Bner of your desktop, then select
[ v New, Briefcase from the
12 Compressed (zpped) Foider cascade menu shown in
Fig. 9.36. This selection
places the New

Briefcase icon on your desktop with its name i
highlighted ready for you to rename.

Fig. 9.36 Creating a New Briefcase.
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To use Briefcase with a portable computer, you connect the
portable and desktop computers and drag the files from the
folders on your main computer to the Briefcase folder icon on
your portable. When you next return to the office, after working
on the files, reconnect to your main computer, open the
Briefcase and click Update All in the Briefcase menu to
automatically update the files on your main computer with the
modified ones in your Briefcase. Sounds a little complicated,
but it's not really.

To use a Briefcase with
a floppy, you first copy
the Briefcase icon onto
the floppy disc (right-
click it and select the
|2 Mot Rt Send To option, as
’ shown in Fig. 9.37),
then use My Computer
to locate the folder (or

7__ E Deskto3 (create shortcut)
i 13 Compressed (zipped) Folder

3 D Drive (X)

o By file) you want to take
home, click the Copy
Fig. 9.37 Moving Briefcase to a Floppy. this folder (or file)

option, then click the floppy in the displayed Copy Items
dialogue box which then displays the Briefcase on the floppy,
as shown in Fig. 9.38.

Q= QO # rﬁpm#*‘*’“ s X9 @

— oswmm\mxnm\mmm

e and Fuider Tasks e Copy Items

‘Rmmniddov m&eg‘:z;uemmwtwyw%ls

i Move tha folder

Y copy ths fokder

€D Publist this Folder to
the Web

iad Share this Folder

':3 - % % Local Disk (C:)
£ 6-mad this fokder's fles i e
U Delete chis Folder # % Local Disk (Ex)
& < Local Disk (F:)
# <o Local DSk {G:)

& 4 My Camputer
3 3 3% Floppy (&)
[

To view any subfolders, cick a plus sign above.

Make Now Faider I Copy E} Carcel

Fig. 9.38 Transferring Files to the Briefcase on the Floppy.

9
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- """ P

Browse With Paint Shop Pro 7
Explore

Create Shortcut

Detete
Rename
i Properties

Fig. 9.39 Updating Files.

Next, take the floppy home and burn
the midnight oil, using the files from the
Briefcase. No need to copy them
anywhere, but obviously make sure you
save your work back to the Briefcase
before packing it in.

When back in the office, open your
floppy, right-click on the Briefcase icon
and select Update All, as shown in
Fig. 9.39. Now to the clever bit. The
window in Fig. 9.40 will open, listing
any files that have been amended.

In our case, there was only one file changed. If you are happy
with the suggested course of action in this window, click the

Update button.

r

Update New Briefcase

E]“EJ The following files need to be updated To change the update action,
(3873  use the right mouse button to click the file you want te change.

A
Drawing bmoj

In Briefcase
2] Modified -
04/11/2001 15:36

In D:\My Document...
Unmodified
230741998 15:31

Replace

[ Update {\\‘“ Cancel |

Fig. 9.40 The Update Briefcase Dialogue Box.

If not,
change the action, as shown to the left. The
What’s This option gives you some help, if you
need it.

you can right-click a file name and

Note: It is essential that you close the Briefcase located on a
removable disc, before you actually remove the disc from your
PC. This is to ensure that the Briefcase database is updated,
otherwise you will be in danger of losing data. If you are
careless here, Windows tries to warn you with the message
shown in Fig. 9.41 on the next page.
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Save Briefcase

i The disk where the Briefcase database is located s
! inaccessile.

Verify that the disk is accessible.

Fig. 9.41 The Save Briefcase Warning Message.

If you still ignore this, you do so at your peril - or rather your
data’s peril!

Offline Files: By using Offline Files, you can continue to work
with network files and programs even when you are not
connected to the network because, say, you have lost your
connection to it or undocked your portable computer. In such a
case, your view of shared network items that have been made
available off-line remains just as it was when you were
connected, and you can continue to work with them. With
Offline Files, you have the same access permissions to those
files and folders as you would have if you were connected to
the network. When the status of your connection changes, an
Offline Files icon appears in the status area, and an information
balloon is displayed near it to notify you of the change.

When your network connection is restored or when you dock
your portable computer, any changes that you made while
working off-line are updated to the network. If more than one
person makes changes to the same file, you are given the
option of saving your version of the file to the network, keeping
the other version, or saving both.

Your network system administrator can set up shared folders
so that either every network file you open in that shared folder
is automatically made available off-line, or only those network
files you choose are made available off-line. However, unlike
shortcuts to files, if a shortcut to a folder is made available
off-line, the contents of that folder will not be made available
off-line.

To set up your computer to use Offline Files, click Start, My
Computer, then use the Tools, Folder Options menu
command to display the Folder Options dialogue box shown in
Fig. 9.42 on the next page.
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On the Offline Files tab sheet, make sure that the Enable
Offline Files check box is selected. Also, select Synchronize
all offline files before logging off to get a full synchronisation
or leave it unchecked for a quick synchronisation. A full
synchronisation ensures that you have the most current
versions of every network file that has been made available
off-line, while a quick synchronisation ensures that you have
complete versions of all your off-line files, though they may not
necessarily be the most current versions.

Folder Options e @
| General]l View | Fie Types Offime Fles

i Use Offline Files to work with files and programs stored on the
Y network even when pou are not connected

Enable Offfine Fites

{7 Synchronize all offline files when logging on
Synchronize all offline files before logging off
Display a reminder evety:

11 -
| B0 ! minutes.

[ Create an Offline Files shortcut on the desktop

> Enoryr? olffre: Wey 10 securs dala

Amount of disk space to use for temporary offiine fles:

e e 4TTMB (10% of diive) l
{ Delete Files. . ] [ View Files ] [ Advanced } }
| iz = s b

= [T ] e ].\,

Fig. 9.42 The Folder Options Dialogue Box.

If you want to know more about the practicalities of Offline
Files, may we suggest you approach your system administrator,
as each such person will most certainly have a different idea on
how such a system should work. Good luck!
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System Tools

Windows XP, as you would expect, comes equipped with a full
range of system utility programs so that you can maintain your
PC’s set-up as easily as possible. By default, access to all
these tools is from the Start menu, using the All Programs,
Accessories, System Tools route which opens the cascade
menu options shown in Fig. 10.1 below.

Noel Ka & «-
) Adabe Aacbat 4.0

v
. »
& internet Bxplorer|| B Games »
%) Outiook Express | £ Jesc Software 4 [l 8 Backo
B rotepd mu.ma-msuu »§ ) Address Book €& Charactes Map
e 23 Mcrosoft Office Tooks  » i @} Cakculator g Disk Cleanup
ﬁ Horchs} B et » | @ Command Promot W Disk Defragmenter
W= Tl @ inxernet Explorer B Notepsd @8 Flos and Sektigs Transfer Wizard
SfpesiEges § Microsoft Excel ¥ Pan &3 Scheduled Tasks
B Pant W MSN Explorer W Program Compattty Weard | @ System Informetion
% Outlook Express SR Scanner and Camera Waard W System Restore
4w Remote Assstance @ Smchrones
@ Windoves Media Player D Tow Windows P
BTN 3 e 2 i

) Windows Movie Maker

Fig. 10.1 The Cascade System Tools Menu.

We have already come across two of the System
Tools sub-menu options; the Character Map and the Files
and Settings Transfer Wizard were discussed in Chapter 6
(page 113 and 120). Of the remaining options, the System
Information is the easiest to examine. This option offers a
number of choices (Fig. 10.2), such as System Summary,
Hardware Resources, etc., each one of which will be different
for you from that of our system. Therefore, we leave it to you to
examine the information of your own system.
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System Tools

O System Informaticn r:'@rgl
Fie Edt View Tools Help
retem Surematy A I ltem i Vaiue
& Hardware Resources | 0S Name Micesoft Windows XP Professional
@ Components | Version 5.1.2600 Build 2600
# Software Enviionment | 08 Manufacturer Microsoft Corporation
F- Internet Settings System Name HOME-NK !
& Office 10 Applications I System Manufacturer D_ell Coma Corporation
% Applcations System Mode! Dimension 8100 !
< System Type XB6-based PC —
i Processor %86 Famiy 15 Model 0 Stepping 7 Genunelnt
il BIOS Version/Date Defl Computer Corporation A02. 30/11/2000
.| SMBIOS Version 23
Windows Drectory E\WINDOWS
| System Directory EAWINDOWS\System32
Boot Device \Device\HarddiskVolume1
Locale United Kingdom
Hardware Abstiaction Layer  Version = *5.1.2600.0 (xpclient 010817-1148)
User Name HOME-NK\Noel Kantaris
Time Zone GMT Standard Time
Tokal Physical Memory 128.00 MB
g - g =
Find what: | Flou Close Find
[] Search selected category only [ ] Search category names ondy

Fig. 10.2 The System Information Window.

System Problem Prevention

In versions of the OS prior to Windows Me, backing up both
your system set-up and data files from hard disc to another
storage medium, was essential. First with Windows Me and
now with Windows XP, you have a threefold protection against
System corruption. These are: System File Protection,
Automatic Update, and System Restore, all of which will be
discussed shortly. So now, all you have to look after is your
data. After all, hard discs can ‘crash’ (though not as often these
days as they used to) 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.
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Automatic Update

1

[F " licel Ka ﬂNewOfﬂceDocummt
A @ Open Office Document
A Internet Explo A Widows Catalog
&

i Outlook Express =N
¥k Character Map | #) Accessories

£ Lotus word o | $) Adobe Acrobat 4.0
W@ pant Shop Pro 7 || 38 Games

€Y Jexc Software

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
Programs, and select the
Windows Update menu option,

R ® oo as shown in Fig. 10.3.
B Maosait Office Tooks
z:::’:w @ st After connecting to the Internet
e :::::ﬁ throggh your Internet Service
¥ Pare - . i Provider (ISP), you will be
5 Outook Express connected automatically to

4o Remote Assistance
@ Windows Media Player

Microsoft's Web site, as shown in
Fig. 10.4 below.

Al Programs &

Fig. 10.3 The Windows
Update Menu Option.

2 Microsolt Windows Update  Micspsoft Intesnet Explorer
Fle Edt View Favortes Yook Hep

mecrosoft. as0

x

e £ Windows Update

A My % fomy  Whndovm Galalng | Otfice tpdate  Windows Updets Wardwids

} 3@ty videos Windows Updete Checling for the latest version of the

& Morcticdie a Windows Update software. ..

@ Radio Guide 1 13 ick o

Warning™ dalog boxes that appear.
Other Options
} mevemnatiates Sety

T3 Peesonaes Wk Lipdetet

See Ako
{3 About Windows Lipdate
[ Support Information

Fig. 10.4 Connecting to Microsoft's Update Home Page.
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Next, click the Welcome 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. 10.5.

2 Miciosont /s Update  Microsoft hiter ret Explarer

Wmdows Update

3 iwhme Latalog | O Update | Waidews Update \Workdvids
skinnys Sleesness nights, -

J 1o " |
Cnar 256k 1 chp {3k Windows Upidate Welcome to Windows Update
|

Mumsict
Mazuna Hesd: n..... [ wekome Gat the iatest updates avaiable for your computer's aper atng
Fonaiio -angmear: = . system, software, and hardware.

Listen (32 | (63K) 3 Pk wodates to nstel

Rasdio [2 Review and instel updates
taer an exclusve Paut Weller

Windows Update scans your computer and provides you with
& selection of updates talored just for you.

Acoustic ora

Listen (208) | (80K] Gther Uptions

Videas [ View installation history i Scan For updaces
0 Pevsonaize Windows Update |

i atch (120K | (250K] PUESE s By
See Akso Tel me sbout automatic Lpdating

[0 About Windows Updats Note Windows ixdate does not colect any Farm of pes sanaly
s identfusble noformatson From your compxser.
B3 suppart Reed our privacy statement

Fig. 10.5 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. 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.
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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
choose.

To examine the System Restore utility, use the Start, Al
Programs, Accessories, System Tools and click on its
icon, shown here, which displays the screen in Fig. 10.6.

System Restore

Welcome to System Restore

You can use System Restore to undo harmhul changes to
your computer and restore RS settings and performence.
System Restore retums your computer to an earfier tine
(called a restore point) without Causing you to losa racsnt

o begm, select the task that you want to perform:

work, such as saved documents, e-mal, or history and © Heshors my, someuker to an sarier tne |
favorkes bsts,

Cr restore point
Ay changes that System Restore makes t0 your computer Ocrexes %
are reversbie.

Your computer atomatically reates restore points (caled
system checkponts), but you can also use System Restore
to creste your own restore points. This is useful I you are
abowk to make a major change to your system, such as
nstaling a new program of changing yous registry.

Svstem Reslore Jettmas

To continus, select an option, and then click Next,

Fig. 10.6 The Welcome to System Restore Screen.

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. 10.7 on
the next page.
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Z System Restore

Select a Restore Point

The following calendar displays in bokd all of the dates that hava restore ponts avadable, The st dspiays the
restors points that are avaiable for the selected dats.

Possible types of restors polnts are: system checkpoints (scheduled restore polnts created by your comgpter),
manual restore points (restore paints geated by you), and instalation restore paints (automatic restore poinks
Tsated when certan programs are installed).

1. On this calendar, cick aboid date. 2. On this Bist, cick a restore pot.

B4 Novenbies 2001

<

{Mon | 1ue [Wed! Tha | fri
{ @ « 1 2

s|_ e 7 o 9 19

12] 13 1 15| 18] 13
9] 2 2] 2 7| 24
| 27] ] 2] )

3 4| $] < 7 d

Fig. 10.7 Selecting a System Restore Point.

The dates shown in bold in the calendar are Restore points
created by Windows XP. The three possible types of Restore
points are:

e System Restore points created by your computer

* Manual Restore points created by you

« Restore points automatically created prior to installing
certain programs.

if you select to create a Manual Restore point, Windows XP
asks you to give a description of this Restore point so that you
can identify it easily at a later stage, as shown in Fig. 10.8.

1. Un this calendar, click a bold date. 2. Om this ist, click arestore point.
Fri GEERE After instalbng auto Windows Uliate.
s 2 d
6| 7] 8 9 18} 1 Restores your computer to this time
12] 13| 14} 15| 16| 17| 18
19] 201 21] 22f 23] 24| 25
2all 271" 25" 2of~eoek 8l 2
3 1 bA £ 7| Sl 9!

Fig. 10.8 A Manual Restore Point.
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Disc 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

Setect Drive @3l Fig. 10.9. It then scans the
specified drive, and then lists
temporary files, Internet
cache files, and un-
necessary program files that
you can safely delete, as

shown in Fig. 10.10.

B

Fig. 10.9 Selecting a Drive.

&. Disk Cleanup for (E;)

| Disk Clearwp | More Options|

P You can use Disk Cleanup to free up to 87,355 KB of disk
space on (E:}

] Files to detete:
i
]

Dewirloaded Frogiam Filss 0+ G

8 Temporaty Inteinet Fles 9,465KB
# Recycle Bin 41.805k8
Wi System Restore: Obsotete Data Stores 1KB ¢
O ;ﬁ Temporary files BO54KB o
| Total amount of disk space you gain 51,270 KB
Description

| Downloaded Program Files ate ActiveX contiols and Java applets
downloaded automatically from the [rtemet when you view certain
pages They are temporavily stored in the Downioaded Program
Fies folder on your hard disk.

e T e iy

Fig. 10.10 Files Found by Cleanup.

As you can see, in our case, we could free 9,465 KB of disc
space by simply deleting the Temporary Internet Files (Web
pages stored on your hard disc for quick viewing), and 41,805
KB by deleting information in the Recycle Bin. The More
Options tab allows you to remove Windows components and
installed programs that you do not use any more.
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Defragmentinﬂour Hard Discs

The Disk Defragmenter optimises a hard disc by rearranging
the data on it to eliminate unused 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 clicking 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. 10.11 below.

Disk Defragmenter | -—i:i-lf_s‘ |

Volume Session Status File System Capacity Froe Space % Free 59er ~
() FAT32 18.62 GB 11.95 GB 64 %
-

Esumated disk usage before defragmer

10 O .y

Estimated disk usage after defragmentation:

-HIIII! 11 1 10T

Tl Vo Rem

M Fragmented fies M Contiguous fies Bl Unmovable fles [ Free space

EE:) Defragmentmng... %% Compacting Files I {ynranunnssnasnel
hccabtbtctaddobbdotd ;|

Fig. 10.11 Defragmentation in Progress.

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 make time for it!
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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. 10.12 below.

& Scheduled Tasks
Fle ER view Favortes Tools Advanced Help

,_[“"’ - u '2 {‘;\ )‘}SQ,C', ‘.,

Acceest [g) Schedued Tasks

Other Places

{J CortrolPared

Q My Documerts
& Shared Documerts
& My Notwork Placss

Fig. 10.12 The Scheduled Tasks Window.

On here, 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. 10.13 below:

Scheduled Task Wizard

Click the progiam you want Windows to run
To see mare programs, click Browse.

hcati | Version
€% Character Map 5.1.2600.0 {x...
{8 Command Prompt 5.1.26000 (...
@I Data Sources [BDBC) 352077130
6.00.2600.00...
iz Fax Console 5217780
A2 F ax Cover Page Editor 5217760

M Cidnn mnd Cnthican Tommabrotnd K1 20MANCG. 0

Browse. . !

[ <Back J| New>, ] [ Cancel |

Fig. 10.13 The Second Scheduled Task Wizard.
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On this screen (Fig. 10.13), select the task to be Scheduled
then click the Next button to display:

Scheduled Task Wizard

Type a name for this task  The task name can be
the same name as the progiam name

{Disk Cleanup

Pestorm thes task:

T Daly

G Werkly

" Monthly

£ Dne time onky

€ When my computer starts
" Whenllogon

[ cBack J[ Nem_f%j[ Cancel |

Fig. 10.14 The Third Scheduled Task Wizard Screen.

On this screen (Fig. 10.14) 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. 10.15 below.

Scheduled Task Wizard

Select the time and day pou want this task to stait
Start time:
12:00 .-

Every !1 a‘ weeks

Select the day(s] of the week below:
™ Monday I Thursday
I~ Tuesdy ™ Friday
I Satwday
¥ Sunday

Fig. 10.15 The Fourth Scheduled Task Wizard Screen.
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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. 10.16 below.

Scheduled Task Wizard

Enter the name and passward of a uset, The task wil
un as ¥ & were stated by that user.

Enter the user name. !HDME-NK\NoeI Kantaris
Enter the password: i"’"“

Confirmn password: == |

1t a password is not entered, scheduled tasks might
not nan.

Fig. 10.16 The Fifth Scheduled Task Wizard Screen.

As you can see from the 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 showing 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 here. Then,
Ql 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. 10.17.

Powes Options Properties * &[

| Powe: Schemes | Advanced| Hibemate { UPS |

‘When pour computer hibernates, # stores whatever i has in {
memory on your hard disk and then shuts down When your
computer comes out of hibemation, & returns to its previous state.

Hbemate
Enable hbemation

Disk space for hbemnation - -
Fiee disk spoce:  2215MB |
Disk space tequired to hbernate: 128MB i

Fig. 10.17 The Power Options Properties Screen.
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Next, click the Advance tab and select what you want under
Options, then click the down-arrow button against the When |
press the power button on my computer box and choose
what you want to happen from the drop-down options list shown
in Fig. 10.18.

Power Options Properties

{ Power Schemes | Advanced | Hibemste | UPS |

% Select the power-saving settings you want lo use

- Dptions -
[ Aways show icon on the taskbar
Prompt for password when computer resumes from standby

Powei buttons

When | press the power button on my computer
[ Shut down v

% Do nothing
é:l;nr;\zwhanodo
{ H rny
! .
L . ———l =T
‘

Fig. 10.18 The Power Button Options List.

Next, click the Power Schemes tab, and select a time in
System hibernates. 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 (the
dual boot option became unavailable) and loaded all the
programs that happened to be loaded at the time of
hibernation.

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. 10.17. Finally, click the Power Schemes tab, and select
‘never’ for the time the System hibernates.
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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. 10.19.

Power Options Properties [F;.'ﬁa

< 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

PSSR SR ——
b ote/URIce Dash !

SaveAs... Delete
Settings for Home/Office Desk power scheme
Tuin off monitar After 20 mins -
Tum off hard disks | Never ::
System standby { Never v_
System hibernates: {Never 1

Fig. 10.19 The Power Options Power Scheme Screen.

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.
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Drive Conversion to NTFS

If you did not choose to convert your Windows XP drive from
the FAT file system to the NTFS file system during installation,
you can do so at any time. However, before doing so, you must
consider the various advantages and disadvantages associated
with such a conversion. Although we have discussed this topic
at the beginning of the book, we reiterate these again below.

* Do not convert your Windows XP drive to the NTFS file
system if you intend to retain your Windows 95/98/Me
installation, and you want to exchange document files
between the two systems (in both directions).

e Convert to NTFS if you want to get better file security,
including the Encrypting File System (EFS) which
protects data on your hard drive by encrypting each file
with a randomly generated key.

e Convert to NTFS if you want better disc compression
and better support for large hard discs.

e Convert to NTFS if you have a large hard drive and
don’t want its performance to degrade as it does with
the FAT or FAT32 system.

Firially, from an NTFS partition you can browse, read and write
to files on the FAT or FAT32 partitions, but Windows 95/98/Me
cannot detect the NTFS partition, so it cannot interfere with its
settings. However, the conversion to NTFS is one-way,
therefore, you will not be able to convert back to FAT or FAT32.

To convert your Windows XP FAT or FAT32 drive to NTFS,
click on Start then select All Programs, Accessories,
Command Prompt option, then type the following commands
in two lines, pressing the <Enter> key at the end of each line,
as shown in Fig. 10.20 below.

Command Prempt
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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. 10.21.

Loca! Disk (£:) Properties @ o
| General| Tools m]‘ghaﬁ'

Ernor-checking

This aption will check the volume for
g7 enors.

R o

‘: This option will defragment files on the volume

Defragmentation

Defragmert Now..

Backup -
& This option will back up Hies on the volume.

Backup Now...

Fig. 10.21 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 warning box. If
your disc or disc partition is formatted as NTFS, Windows
automatically logs all file transactions, replaces bad clusters,
and stores copies of key information for all files on the NTFS
disc or disc partition.
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The Backup Program

Because your system state data files are backed up by System
Restore, Microsoft has only included the Backup program with
the Windows XP Professional edition in which case the
Backup program will be listed in the System Tools. The
- program should be used on a regular basis to back up
both system set-up and data files from the hard disc to another,
removable, storage medium, as hard discs can ‘crash’ (though
not as often these days as they used to) and your PC could be
stolen, or lost in a fire, or flood. Any of these events would
cause a serious data loss, particularly to businesses, unless
you had backed it all up, and stored it somewhere safely,
preferably away from the vicinity of the PC.

Making a Back-up

We will step through the procedure of backing up, and then
restoring, a selection of files. You should then be happy to carry
on by yourself. Clicking the Backup icon in the System Tools,
starts the Backup or Restore Wizard, as shown in Fig. 10.22.

Backup or Restore Wizard

Welcome to the Backup or
i% Restore Wizard
L] > =

Thes wizard helps you back up ot restore the fles and
settings on yous computer.

If you prefesr, you can swach to Advanced Mode to change the
settings used tor backup o leslore%hit option is recommended

for advanced users only.

[#] Abways start in wizard mode

Fig. 10.22 The Windows XP Professional Backup Welcome Screen.

Note the Advance Mode link pointed to above. Activating this
link allows you to schedule backups. We will look at this later.
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The back-up procedure can be carried out on a tape, a floppy
disc, or a removable disc. In our example, we first chose in the
second Wizard screen to ‘back up files and settings’, then in
the third Wizard screen we selected the ‘Let me choose what to
back up’ option. In the fourth Wizard screen, shown in
Fig. 10.23 below, we selected the My Documents folder by
clicking the + sign to open its structure in the left-hand pane,
then double-clicking the My Pictures folder to check it.

Backup or Restore Wizard ®
ftems to Back tip o
‘You can back up any combination of drives. folders, of fles @
7 Double-chick an ikem on the left to see its contents on the right. Then select the check
? box next to any diive, folder. or fle that you wani to back up.
Items to back up
E :]3 eesklou Name Type £
B I § My Computer M &0 Capsoipg  JPEG Image
&L W o 3 @102 Chinpg  JPEG Image
gg Ma:Mmic M ’;g 103_Ennys.ipg JPEG Image
™ 5104 Imxogiajpg  JPEG Image
. QA e k) 104_1
i é—:-%a_ © B105 Pugeipy  JPEG Image
5-036) New Brielcase 4 #8106 _Loop the Loa.. JPEG Image
L5154 My Network Places #3107_OpatHeartipg  JPEG Image %
. = T — - L TS
< Back l Next > Cancel

Fig. 10.23 Selecting items to Back Up.

To select, or deselect,
individual files, tick in their
boxes in the right-hand pane,
as shown above, and press the
Next button. The Backup
Wizard asks you to select what
and where to back up, give a

B CCCorT T T IO T T

- ey name to your back-up file that
Tre: 1 '# means something to you in the
P [EA sumesWyPouetiz e | ] TUtUTE, gives you a summary of

Pocent  Eumand | what is intended, and lets you
- ==& start the process. The window
By )T T issiael

Fig. 10.24 Backing Up Process.

shown in Fig. 10.24, keeps you
informed during the backing up
process.
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Backup Types

By default, during our demonstration, we have created a
‘Normal' backup of the selected files. To see what other types
of backup exist, first return to the opening screen of the Backup
or Restore Wizard, then click the Advance Mode link to display
the screen in Fig. 10.25.

%53 Backup Utitity - [Untitled]
Jd: Eﬂ M Tk “*

s "y .
Wetam {Backup T Restore and M.

' Welcome to the Backup Uulitv Advanced Mode
H you prefer, you can syitch to Wzaid Modsa to use smolified settings lor backup of restore.

"7 ] Backup Wizard (Advanced)
ﬂ The Backup wizard helps you create 8 backup of youx progiams and Fles

... | Restore Wizerd (Advanced)
ﬁg The Restore wizard helps you tesiore yous data fiom a backup.

] Automated Sgstem Recovery Wizard
i

ﬂ Tre SR P izt hlsyou el o s backip f s ks a oy ikl hae
IR | o sytem seings nc s ekt coain  backi of yeca ol e parion

Fig. 10.25 The Advanced Backup Utility.

Next, use the Tools, Options command to open the Options
dialogue box shown in
Fig. 10.26.

 General | Rosiore] Backup Type {Backuplog) EcudeFles
The page alows yous to select a default backup bype, Which options | The Backup utility
you stlect here depend on how often you back up, how quickly you } "
| wantoestre. o howmuch storage soace you have '} supports five methods of
backing up data on your
Defauk Backup Type:
I — These are listed on the
i |Ddferental
| [ ] next page.
Fig. 10.26 Selecting the Backup
R Type.
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Normal Backup

Copy Backup

Differential Backup

Incremental Backup

Daily Backup

Copies all selected files and marks
them as having been backed up. With
normal backups, you need only the
most recent copy of the backup file or
tape to restore all of the files. A
normal backup is usually performed
the first time you create a backup set.

Copies all selected files but does not
mark them as having been backed
up. Copying is useful if you want to
back up files between normal and
incremental backups because it does
not affect these other backup opera-
tions.

Copies files created or changed since
the last normal or incremental
backup. It does not mark files as
having been backed up. If you are
performing a combination of normal
and differential backups, restoring
files and folders requires that you
have the last normal as well as the
last differential backup.

Backs up only those files created or
changed since the last normal or
incremental backup. It marks files as
having been backed up. If you use a
combination of normal and incre-
mental backups, you will need to
have the last normal backup set as
well as all incremental backup sets in
order to restore your data.

Copies all selected files that have
been modified the day the daily
backup is performed. The backed-up
files are not marked as having been
backed up.
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If the data files you are backing up are not very large in size,
then using a normal backup is the easiest method. The backup
set is stored on one disc or tape and restoring data from it is
very easy.

If the amount of your storage space is limited, then back up
your data using a combination of normal and incremental
backups; it is the quickest method. However, recovering files
can be time-consuming and difficult because the backup set
can be stored on several discs or tapes.

Finally, backing up your data using a combination of normal
and differential backups is more time-consuming, especially if
your data changes frequently, but it is easier to restore the data
because the backup set is usually stored on only a few discs or
tapes.

Restoring your Files

To restore files that have been previously backed up, place the
first disc of the set in the disc drive, activate the Backup or
Restore Wizard and on the second Wizard screen click the
Restore radio button followed by Next. Again, click the + sign to
open the file structure in the left-hand pane of the Restore
window, as shown in Fig. 10.27.

Backup or Restore Wizard

What to Restore
YYou can restore any combination of drives, folders. or files %
s
_T Double cick an tem on the feft to see its contents. Then select the
'} check box next to any drve, ioider, of file that you want to restore.
""""" rowso..
ltems to restore:
=] EjD File
= [ 8 Backup.bk created 05/11/2001 at 16:32 BONOHKU\(UB
sBOE
© 0
al -, et & 1S i i
( < Back ][ Nut)]\) [ Cancel J
A

Fig. 10.27 Selecting the Backup Set to Restore.

223



10

System Tools

Pressing the Next button, causes the program to display a
Summary screen of the restore procedure. Clicking the
Advanced button on this Summary screen, gives you a choice
on where to restore the selected items, then what to do when
restoring files that already exist, as shown in Fig. 10.28.

Backup or Restore Wizard %

How to Restore
You can choose how you want o restore fles that are already on your computer, L

When restonng flas that akeady enst on your compuler

O Leave existing fies (Recommended)

(® Repiace existing fles § they are oider than the backup fles
O Replace existing fies

Com ) e ) (o )

Fig. 10.28 Selecting How to Restore.

A good choice would be
to select the option to

) p ‘Replace the file on disk
- &) only if it is older than
== the backup copy'. After
G — making an appropriate
Lo {Backup b 200 3162 | selection on file
e {Bestoring bles to your computer... replacement and file
e - security, pressing the
Az e s Finish button causes
Time: f 2secf[  5m.Bmn] the Wizard to start the
R : restore process, as
shown in Fig. 10.29.
Processed: £ stimated:

P T | B Hopefully you should
Byes off  nxsi by now be completely
1 sold on the Backup

Fig. 10.29 The Restore Progress Screen. utility.
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The Command Prompt

If you are an experienced PC user, you may well prefer to do
much of your specialised work by entering instructions in the
Command window. Windows XP, just like Windows NT/2000,
still lets you do this.

To display the Command Prompt window, click Start,
All Programs, Accessories and select the Command
Prompt option from the cascade menu. This opens the
window in Fig. 11.1 below.

Conwand Prompt

icrusoft Windous XP [Uersion 5.

ps U
C) Copyright 1985-2881 Microsof

E:\Documents and Settings\Moel Kantaris),

Fig. 11.1 The Command Prompt Window.

For this section of the book, you might find it more convenient
to place a shortcut to the Command Prompt icon on your
desktop. To do this, right-click its entry on the cascade menu,
then select Send To, Desktop from the displayed drop-down
menu.

If you are a Windows 95/98/Me user, you will notice the
absence of the Toolbar from the above window. However, don’t
despair, as most of the commands provided by such a Toolbar
can be carried out from the command menu.
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r

Command Py

Fig. 11.2 The Command Shortcut Menu.

“Command Prompt” Properties L g

OMIFMILW Cobn]

@ SereenTex [~ Selected Color Values———
T Scieen Background : Red: 2% =
€ Popup Text | Green, 1255 3.
- Backgiound |
Popup o | B |255 a

CLLLL LU

- Selected Screen Colors-
C:\UINDOUS)> dir

<DIR> 18-01-99
SYSTEM32 <DIR> 19-81-99
Beanse < vur Acose ‘@ ai oo
- Selected Popup Colots - - = - --
C:\WINDOWS> dir ;
SYSTEM <DIR> 10-91-99  S:or
SYSTEM32 <DIR> 18-81-99  5:@1 '
DTANME VT N€0% +6G_G4_Qa0 L% The

N

Fig. 11.3 The Properties Dialogue Box.

To illustrate this, let us change the appearance
of the Command Prompt screen so that you
black
background. To do this, click on the Command
button (to be found at the upper left corner of
the window) which displays the drop-down
menu shown in Fig. 11.2 to the left. Next, select

lettering on white

the Properties menu option which displays the

can display, say,

: w Minimize

’D Maxirnize

_X Close

et >

; Defauits

| Properties dialogue boxin Fig. 11.3.

Here we show the
Colors tab sheet in
which we made the
following selections:
Screen Text: Black

Screen Background: White

Popup Text: Blue
Popup Background: Grey.

In the Options tab
sheet, you can select
the Cursor Size,
Display Options
(window or full screen),
Command History, and
Edit Options. In the
Font tab sheet you can
select Font Size and
Font Style. In the
Layout tab sheet you

can select Screen Buffer Size, Window Size, and Window
Position. Pressing the OK button, displays an additional
dialogue box, asking you to select between ‘Apply properties to
current window only’, or ‘Modify shortcut that started this
window’. Choosing the latter will make your selections default
for all sessions of the Command Prompt.

in Windows XP, just like in Windows NT/2000, you use DOS
commands in the Command Prompt window. To illustrate the
point, type dir and press the <Enter> key. What is displayed is
shown at the top half of the screen in Fig. 11.4.
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1"

Command Prompt

licroseft Wind X 3 :
C) Copyright 1985-2881 H!crntof: Corp

E:\Documents and Settings\Noel Kantaris>dir
Uolume in drive E has no label.
Uolume Serial Number is 2378-15D2

Directory of E:\Documents and Settings:Noel Kantaris

B8 71820881 B <DIR>

n8/10,2801 E <DIR> -
P8/18./2801 z Start Menu
387182881 H My Documents
/16/2801 11:54 DIR Pavorites

B8 /10200 H Desktop

2 3/13/2801 H WINDOUS

i

s> @ bytes
L ? Dir(s) 2,327,789,568 bytes free
:\Documents and Settings\Noel Kantari})_

Fig. 11.4 The Structure of the Disc Holding Windows XP.

This, of course, is a typical DOS screen. To prove the point,
type dir /w and press the <Enter> key. In fact, with Windows
XP, as with Windows NT/2000, the facility of using DOS
commands in the Command Prompt window is mainly provided
for backward compatibility and, therefore, if you want to adopt
this method of working, we assume that you must be familiar
with DOS commands,. switches, filters, and batch files. Such
files are most likely to be written by the System Administrator,
to perhaps advertise to the network users, rules, events, or new
packages.

All the available DOS commands are shown in Fig. 11.6, and
can be displayed in the Command Prompt window by typing
help followed by <Enter>. Information on individual commands
can be displayed by either typing help command_name, or
typing command_name /?. Either will produce an extensive list
of command switches with explanation, as shown in Fig. 11.5.

Command Prampt

\Do d Set
Converts FAT volumes to NTFS
ICONVERT volume <FS:NTFS [/V] [/CutArea:filename] [ MoSecurityl [~X}

volume Specifies the drive letter (followed by a coleon),
mount foint. or volume name.
/Ps NTFS Specifies that the volume is to be converted to NIPFS.
Specifies that Convert should be run in verbose mode.
/Cvtﬁrea filenane
Speclfles a contiguous file in the raot directory to be
lace holder for NIFS system files.
/NoSecurity Spec ies the converted files and directories security
sattings to be accessible by everyone.
A Porces the volume to dismount first if neces.nr{’.'
All opened handles to the volume would then be invalid.

Ei\Documents and Settings\Noel Kantaris>

Fig. 11.5 Getting Help with DOS Commands.
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Comimand Prompt

oy more information on a specific command. type HELP command-—name
SOC Displays or modifies file extension associations.
Schedules ds and prog to rupn on a conmputer.
Displays or changes file attributes.

Sets or clears extended CTRL+C checking.

Displays or modifies access contral lists CACLs) of files.

Calls one batch program from another.

Displays the name of or changes the current directory.

Displays or sets the active code page number.

Displays the name of or changes the current directory.

Checks a disk and displays a status report.

Displays or modifies the checking of disk at boot time.

Clears the screen.

Starts a new instance of the Windows command interpreter.

Sets the default console foreground and background colors.
Compares the contents of two files or sets of files.

Displays or alters the compression of files on NIPS partitions.
Converts PAT volumes to NIFPS. You cannot convert the

current drive.

Copies one or more files to another lecation.

Displays or sets the date.

Deletes one or more files.

Displays a list of files and subdirectories in a directory.
Compares the contents of two floppy disks.

Copies the contents of one floppy disk to another.

Edits command lines, recalls Windows commands, and creates macros.
Displays messlges, or turns command echoing on or off.

Ends localization of environment changes in a batch file.
Deletes one or more files.

Quits the CMD.EXE program {command interpreter).

Compares two files or sets of files, and displays the differences
between then.

Searches for a text string in a file or files.

Searches for strings in files.

Runs a specified command for each file in a set of files.
Formats a disk for use with Windouws.

Displays or modifies file types used in file extension associations.
Directs the Windows command interpreter to a labeled line in a
batch program.

En:hles Windows to display an extended character set in graphics
moae .

Provides Help information for Windows commands.

Performs conditional processing in batch programs.

Creates, changes, or deletes the volume label of a disk.

Creates a directory.

Creates a directory.

Conf igures a system device.

Displays output one screen at a time.

Moves one or more files from one directory to another directory.
Displays or sets a search path for exscutable files.

Suspends processing of a_batch file and displays a message.
Restores the previous value of the current directory saved by PUSHD. |
Prints a text file.

Changes the Windows command prompt.

Saves the current directory them changes it.

Remoues a directory.

Recovers readable information from a bad or defective disk.
Records comments {remarks) in batch files or CONFIG.SYS.

Renames a file or files.

Renames a file or files.

Replaces files.

Removes a directory.

Displays, sets, or removes Windows environment variables.

Beg;ns localization of environment changes in a batch file.
Shifts the position of replacoable parameters in hatch files.
Sorts input.

Starts a separate window to run a specified program op command.
Associates a path with a drive letter.

Displays or sets the system time.

Sets the window title for a CMD.EXE session.

Graphically displays the directory structure of a drive or path.
Displays the contents of a text file.

Displays the Windows version.

Tells Windows whether to verify that your files are written
correctly to a disk.

Disylays a disk volume label and serial number.

Copies files and directory trees.

“\Documents and Settings\Noel Kantaris>

Fig. 11.6 The Available DOS Commands.
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1

Runnirg DOS Programs

With Windows XP, just as in Windows 95/98/Me/NT/2000, the
easiest way to issue a single DOS command that involves
running a program, is in the
Run window, shown in
Type the name of a program, foider, document, o Fig. 11.7, opened from the

Internet resource, and Windows wil open R for you.

. Start menu. Its  big
yo = advantage is that all
previous commands are
remembered. Clicking the
down arrow, opens a small
‘database’ of your most used
commands, including path and file names, etc. The command
itself.is actioned in a ‘one off Command Prompt window, as
shown in Fig. 11.8 below.

{ o {%[ Carcel | { Browse... |

Fig. 11.7 The Run Window.

Microseft QuickBASIC

Fig. 11.8 Running a DOS Program in a Command Prompt Window.

To switch between full screen and a window, use the
<Alt+Enter> key combination. When you have finished using
this'window you have to close it by clicking the x (close) button,
in the top right-hand corner of the screen which displays the
End Program warning box. To end the program, click the End
Now button on the displayed box.
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The MS-DOS Editor

Windows XP includes the Edit text editor, to be found in the
\WINDOWS\system32 subdirectory, as shown in Fig. 11.9.
Users of MS-DOS will find the
editor very familiar, as the
95 i o oo o version provided in Windows
— = XP is identical to that provided

with earlier Windows

(o] Ceme ) (oome | versions. Improvements over
much earlier versions of the

Fig. 11.9 Running the Windows Edit. ~ Program are:

Open: [:.\wr-

* You can open up to nine files at the same time, split the
screen between two files, and easily copy and paste
information between them.

*  You can open files as large as 4MB.

*  You can open filenames and navigate through the direc-
tory structure just as you can in the rest of Windows.

The editor is opened, as one would expect from its name, by
typing Edit at the Command Prompt, as shown in Fig. 11.10.

Fig. 11.10 The MS-DOS Text Editor.

The file opened in the editor's window above, is a readme.txt
file in the background and a Cursor Movement Commands
screen on the foreground, obtained by pressing the F1 function
key. To clear the screen, press the <Esc> key.
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Copying Text from Old DOS Programs

You can copy text created in old DOS word processing
programs and paste it in the latest and most favoured Windows
application easily. To illustrate the process, we use below a
letter we wrote more than five years ago, using our then loved
Q&A word processor. You can follow the technique by using
your own DOS word processed document.

First use the Run command to locate and load the DOS
program, then open a document. Ours is shown in Fig. 11.11.

Fig. 11.11 Marking Text in a DOS Word Processing Program.

Next, click the Command button to open the drop-down menu
and select the Mark option. This allows you to mark part or the
whole of the document then use the Edit, Copy command to
copy it onto the Windows clipboard, as shown in Fig. 11.12.

Select Ot

t hoo'
a)ce (u.- uelting €55 "hook. Plokso 1. kn3o chen ,m.
M i eln)ng the oriuin-lt until such time as we

Fig. 11.12 Copying Text from a DOS Word Processing Program.
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Finally, open your favourite Windows word processor and use
its Edit, Paste command, to paste the contents of the clipboard
into your new document. We used the WordPad application, as
shown in Fig. 11.13 below.

3 Document - WordPad
Fie Edt View Insert Format Help

DEE SR #

1 enclose the manuscript for the Microsoft Office book, together

t with an invoice for setting the book. Please iet me know when you
receive it.  am also retaining the originals, until such time as we
hear fram your reader regarding any comections.

Fig. 11.13 Transferring Text into WordPad.

Itis as easy as that. Perhaps this will prove the most useful and
time saving capability of the Command Prompt for most users.
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Access control

Active

Active partition

ActiveX

Add-in

Address

Administrator

A security mechanism that determines
which operations a user is authorised to
perform on a PC, afile, 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 set of technologies that allows
software components to interact with
one another in a networked
environment, regardless of the
language in which the components were
created.

A mini-program  which runs in
conjunction with another and enhances
its functionality.

A unigue 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.
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Anonymous FTP

Applet

Application

Archie

ASCII

ASP

Association

Audio input device

Authentication
Authoring

AVl

Anonymous FTP allows you to connect
to a remote computer and transfer
public files back to your local computer
without the need to have a user ID and
password.

A program that can be downloaded over
a network and launched on the user's
computer.

Software (program) designed to carry
out a certain activity, such as word
processing, or data management.

Archie is an Internet service that allows
you to locate files that can be
downloaded via FTP.

A binary code representation of a
character set. The name stands for
‘American Standard Code for
Information Interchange’.

Active Server Page. File format used for
dynamic Web pages that get their data
from a server based database.

An identification of a filename extension
to a program. This lets Windows open
the program when its files are selected.

A device that records music and voice
input into your computer, such as a
microphone or a CD-ROM player.

The process for verifying that an entity
or object is who or what it claims to be.

The process of creating web documents
or software.

Audio Video Interleaved. A Windows
multimedia file format for sound and
moving pictures.

234



Glossary of Terms

12

Backbone

Background

Backup

Bandwidth

Banner

BASIC

Basic volume

Batch file

Baud rate

BBS

Beta test

Binary

The main transmission lines of the
Internet, running at over 45 Mbps.

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.

Beginner’'s All-purpose
Instruction Code - a
programming language.

Symbolic
high-level

A primary partition or logical drive that
resides on a basic disc.

A file that contains commands which
are automatically executed when the file
is run.

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.

A test of software that is still under
development, by people actually using
the software.

A base-2 number system in which
values are expressed as combinations
of two digits, 0 and 1.
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BIOS

Bit

Bitmap

Bookmark

Boot partition

Boot up

Broadband

Broadcast

Browse

Browser

Bug

On x86-based computers, the set of
software routines that test hardware at
startup, start the operating system, and
support the transfer of data among
hardware devices.

The smallest unit of information handled
by a computer.

A technique for managing the image
displayed on a computer screen.

A marker inserted at a specific point in a
document to which the user may wish to
return for later reference.

The partition on a hard disc that
contains the operating system and its
support files.

To start your computer by switching it
on, which initiates a self test of its
Random Access Memory (RAM), then
loads the necessary system files.

A communications systems in which the
medium of transmission (such as a wire
or fibre-optic cable) carries multiple
messages at a time.

An address that is destined for all hosts
on a particular network segment.

A button in some Windows dialogue
boxes that lets you view a list of files
and folders before you make a
selection.

A program, like the Internet Explorer,
that lets you view Web pages.

An error in coding or logic that causes a
program to malfunction.
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Bus

Button

Bytes

Cable modem

Cache

Card

CD-R
CD-ROM

CD-RW

CaGl

Cgi-bin

Chart

A communication line used for data
transfer among the components of a
computer system.

A graphic element in a dialogue box or
toolbar that performs a specified
function.

A unit of data that holds a single
character, such as a letter, a digit.

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.

A removable printed-circuit board that is
plugged into a computer expansion slot.

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.

Common Gateway Interface - a
convention for servers to communicate
with local applications and allow users
to provide information to scripts
attached to web pages, usually through
forms.

The most common name of a directory
on a web server in which CGI programs
are stored.

A graphical view of data that is used to
visually display trends, patterns, and
comparisons.
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Click

Client

Client application

Clipboard

Cluster

Code page

Command
Command prompt

Compressed file

Configuration

Controls

" Cookies

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 Windows application that can accept
linked, or embedded, objects.

A temporary storage area of memory,
where text and graphics are stored with
the Windows cut and copy actions.

In data storage, the smallest amount of
disc space that can be allocated to hold
a file.

A means of providing support for
character sets and keyboard layouts for
different countries or regions.

An instruction given to a computer to
carry out a particular action.

A window used to interface with the
MS-DOS operating system.

One that is compacted to save server
space and reduce transfer times.
Typical file extensions for compressed
files include .zip (DOS/Windows) and
tar (UNIX).

A general purpose term referring to the
way you have your computer set up.

Objects on a form, report, or data
access page that display data, perform
actions, or are used for decoration.

Files stored on your hard drive by your
Web browser that hold information for it
to use.
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CPU

Cyberspace

Data access page

Data packet

Database

DBMS

Default

Defragmentation

Desktop

Device driver

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.

A Web page, created by Access, that
has a connection to a database; you
can view, add, edit, and manipulate the
data in this page.

A unit of information transmitted as a
whole from one device to another on a
network.

A collection of data related to a
particular topic or purpose.

Database management system - A
software  interface between the
database and the user.

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.
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Device name

Dial-up connection

Dialogue box

Digital signature

Direct Connection

Directory

Disconnect

Display adapter

DLL

Document

A logical name used by DOS to identify
a device, such as LPT1 or COM1 for
the parallel or serial printer.

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, or X.25 networks.

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.

A permanent connection between your
computer system and the Internet.

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
Intemet connection.

An expansion board that plugs into a
PC to give it display capabilities.

Dynamic Link Library; An OS feature
that allows files with the .dIl 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.
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Domain

Domain Name

DOS

Double-click

Download

DPI

Drag

Drive name

DSL

Dual boot

DVD

EISA

A group of devices, servers and
computers on a network.

The name of an Internet site, for
example www.microsoft.com, which
allows you to reference Internet sites
without knowing their true numerical
address.

Disc Operating System. A collection of
small specialised programs that allow
interaction between user and computer.

To quickly press and release a mouse
button twice.

To transfer to your computer a file, or
data, from another computer.

Dots Per Inch - a resolution standard for
laser printers.

To move an object on the screen by
pressing and holding down the left
mouse button while moving the mouse.

The letter followed by a colon which
identifies a floppy or hard disc drive.

Digital Subscriber Line - a broad-band
connection to the Internet through
existing copper telephone wires.

A PC configuration that can start two
different operating systems.

Digital Video Disc; a type of optical disc
technology. It looks like a CD but can
store greater amounts of data.

Extended industry Standard
Architecture, for construction of PCs
with the Intel 32-bit microprocessor.
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E-mail

Embedded object

Encrypted password
Engine
Ethernet

Expansion slot

Extract a file

FAQ

FAT

File extension

Filename

Filter

Electronic Mail - A system that allows
computer users to send and receive
messages electronically.

Information in a document that is
‘copied’ from its source application.
Selecting the object opens the creating
application from within the document.

A password that is scrambled.
Software used by search services.

A very common method of networking
computers in a LAN.

A socket in a computer, designed to
hold expansion boards and connect
them to the system bus.

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 .mdb indicates an Access file.

The name given to a file. In Windows 95
and above this can be up to 256
characters long.

A set of criteria that is applied to data to
show a subset of the data.
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Firewall

Floppy disc
Folder
Font

Format

Fragmentation

Free space

Freeware

FTP

Function key

Gateway

GIF

Gigabyte

Security measures designed to protect
a networked system from unauthorised
access.

A removable disc on which information
can be stored magnetically.

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.

Available disc space that can be used to
create logical drives within an extended
partition.

Software that is available for
downloading and unlimited use without
charge.

File Transfer Protocol. The procedure
for connecting to a remote computer
and transferring files.

One of the series of 10 or 12 keys
marked with the letter F and a numeral,
used for specific operations.

A computer system that allows
otherwise incompatible networks to
communicate with each other.

Graphics Interchange Format, a
common standard for images on the
Web.

(GB); 1,024 megabytes. Usually thought
of as one billion bytes.
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Graphic

Graphics card

Group

GUI

Handshaking

Hard copy
Hard disc

Hardware

Help

Helper application

Hibernation

Hit

Home page

A picture or illustration, also called an
image. Formats include GIF, JPEG,
BMP, PCX, and TIFF.

A device that controls the display on the
monitor and other allied functions.

A collection of users, computers,
contacts, and other groups.

A Graphic User Interface, such as
Windows, the software front-end meant
to provide an attractive and easy to use
interface.

A series of signals acknowledging that
communication can take place between
computers or other devices.

Output on paper.

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 program allowing you to view
multimedia files that your web browser
cannot handle internally.

A state in which your computer shuts
down after saving everything in memory
on your hard disc.

A single request from a web browser for
a single item from a web server.

The document displayed when you first
open your Web browser, or the first
document you come to at a Web site.
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Host

Hotilist
HTML
HTML editor

HTTP

Hub

Hyperlink

Hypermedia

Hypertext

icon

ICS
Image

Insertion point

Interface

Computer connected directly to the
internet that provides services to other
local and/or remote computers.

A list of frequently used Web locations
and URL addresses.

HyperText Markup Language, the
format used in documents on the Web.

Authoring tool which assists with the
creation of HTML pages.

HyperText Transport Protocol, the
system used to link and transfer
hypertext documents on the Web.

A common connection point for devices
in a network.

A segment of text, or an image, that
refers to another document on the Web,
an intranet or your PC.

Hypertext extended to include linked
multimedia.

A system that allows documents to be
cross-linked so that the reader can
explore related links, or documents, by
clicking on a highlighted symboi.

A small graphic image that represents a
function or object. Clicking on an icon
produces an action.

Internet Connection Sharing.
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.

245



12

Glossary of Terms

Internet

Intranet

IP

IP Address

ISA

ISDN

ISP

Java

JPEG /JPG

Kernel

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.

Industry Standard Architecture; a
standard for internal PC connections.

Integrated Services Digital Network; a
telecom standard  using  digital
transmission technology to support
voice, video and data communications
applications over regular telephone
lines.

Internet Service Provider - A company
that offers access to the Internet.

An object-oriented programming
language created by Sun Microsystems
for developing applications and applets
that are capable of running on any
computer, regardless of the operating
system.

Joint Photographic Experts Group, a
popular cross-platform format for image
files. JPEG is best suited for true colour
original images.

The core of layered architecture that
manages the most basic operations of
the operating system and the
computer’s processor.
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Kilobyte

LAN

Laptop

LCD
Linked object

Links

Linux

Local

Location
Log on
MBR

MCI

Megabyte

(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.

Liquid Crystal Display.

An object that is inserted into a
document but still exists in the source
file. Changing the original object
automatically updates it within the linked
document.

The hypertext connections between
Web pages.

A version of the UNIX operating system
for PCs which incorporates a Graphical
User Interface (GUI) similar to that of
Microsoft Windows.

A resource that is located on your
computer, not linked to it over a
network.

An Internet address.
To gain access to a network.

The first sector on a hard disc, which
starts the process of booting the
computer.

Media Control Interface - a standard for
files and multimedia devices.

(MB); 1024 kilobytes of information or
storage space.
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Megahertz

Memory

Menu

Menu bar

MIDI

MIME

MIPS

Modem

Monitor

Mouse

MPEG

MS-DOS

(MHz); Speed of processor in millions of
cycles per second.

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.

Musical Instrument Digital Interface -
enables devices to transmit and receive
sound and music messages.

Multipurpose Internet Mail Extensions, a
messaging standard that allows Internet
users to exchange e-mail messages

enhanced with graphics, video and
voice.
Million Instructions Per Second;

measures speed of a system.

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.

Microsoft's implementation of the Disc
Operating System for PCs.
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Multimedia

Multitasking

My Documents

Network
Network adapter
Network server
Node

NTFS file system

oDBC

OLE

Online

On-line Service

Operating system

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, or
other files you want to access quickly.

Two or more computers connected
together to share resources.

A device that connects your computer to
a network.

Central computer which stores files for
several linked computers.

Any single computer connected to a
network.

An advanced file system that provides
performance, security, reliability, and
advanced features that are not found in
any version of FAT.

Open DataBase Connectivity - A
standard protocol for accessing
information in a SQL database server.

Object Linking and Embedding - A
technology for transferring and sharing
information among software
applications.

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.
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Page

Parallel port

Partition

Password

PATH

PCI

Peripheral
Perl

PIF file

Pixel

Plug-and-play

POP

Port

An HTML document, or Web site.

The input/output connector for a parallel
interface device. Printers are generally
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.

The location of a file in the directory
tree.

Peripheral Component Interconnect - a
type of slot in your computer which
accepts similar type peripheral cards.

Any device attached to a PC.

A popular language for programming
CGl applications.

Program information file - gives
information to Windows about an
MS-DOS application.

A picture element on screen; the
smallest element 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, eg. a modem
might be connected to the serial port.
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Posix

PostScript

PPP

Print queue
Program

Protocol

Query

Queue

RAM

Real mode

Refresh

The specification for a look-alike UNIX
operating system drawn up by the
American National Standards Institute
(ANSI). Linux is an independent Posix
implementation.

A page-description language (PDL),
developed by Adobe Systems for
printing on laser printers.

Point-to-Point Protocol - One of two
methods (see SLIP) for using special
software to establish a temporary direct
connection to the Internet over regular
phone lines.

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.

The set of keywords and operators sent
by a user to a search engine, or a
database search request.

A list of e-mail messages waiting to be
sent over the Internet.

Random  Access -Memory. The
computer's volatie memory. Data held
in it is lost when power is switched off.

MS-DOS mode, typically used to run
programs, such as MS-DOS games,
that will not run under Windows.

To update displayed information with
current data,
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Registered file type

Registry

Remote computer

Resource

Robot

ROM

Root

Screen saver

Script

Scroll bar

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
computer'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.

A directory, or printer, that can be
shared over a network.

A Web agent that visits sites, by
requesting documents from them, for
the purposes of indexing for search
engines. Also known as Wanderers,
Crawlers, or Spiders.

Read Only Memory. A PC’s non-volatile
memory. Data is written into this
memory at manufacture and is not
affected by power loss.

The highest or uppermost level in a
hierarchically organised disc directory.

A moving picture or pattern that appears
on your screen when you have not used
the mouse or keyboard for a specified
period of time.

A type of program consisting of a set of
instructions to an application or tool
program.

A bar that appears at the right side or
bottom edge of a window.
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Search

Search engine
Serial interface

Server

Shared resource

Shareware

Shortcut

Signature file

Site

SLIP

SMTP

Socket

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.

Software that is available on public
networks and bulletin boards. Users are
expected to pay a nominal amount to
the software developer.

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.

An ASCIl 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.

Serial Line Internet Protocol, a method
of Internet connection that enables
computers to use phone lines and a
modem to connect to the Internet
without having to connect to a host.

Simple Mail Transfer Protocol - a
protocol dictating how e-mail messages
are exchanged over the Internet.

An endpoint for sending and receiving
data between computers.
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Software

Spamming

Spider

Spooler

SaL

SSL

Standby

Subscribe
Surfing

SVGA

Swap file

Sysop

System disc

The programs and instructions that
control your PC.

Sending the same message to a large
number of mailing lists or newsgroups,
Also to overload a Web page with
excessive keywords in an attempt to get
a better search ranking.

See robot.

Software which handles transfer of
information to a store to be used by a
peripheral device.

Structured Query Language, used with
relational databases.

Secure Sockets Layer, the standard
transmission security protocol
developed by Netscape, which has
been put into the public domain.

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.

Super Video Graphics Array; it has all
the VGA modes but with 256, or more,
colours.

An area of your hard disc used to store
temporary operating files, also known
as virtual memory.

System Operator - A person responsible
for the physical operations of a
computer system or network resource.

A disc containing files to enable a PC to
start up.
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System files

Task Manager

TCP/IP

Telnet

Text file
Thread
TIFF
Toggle
Tool
Toolbar

TrueType fonts

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 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.

A program which allows people to
remotely use computers across
networks.

An unformatted file of text characters
saved in ASCII format.

An ongoing message-based
conversation on a single subject.

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.

Fonts that can be scaled to any size and
print as they show on the screen.

255



12

Glossary of Terms

Uninstall

UNIX

Upload/Download

URL

USB

Usenet

User ID

Virtual Reality

Virus

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.

Multitasking, =~ multi-user ~ computer
operating system that is run by many
computer servers on networks.

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
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.

Informal network of computers that
allow the posting and reading of
messages in newsgroups that focus on
specific topics.

The unique identifier, usually used in
conjunction with a password, which
identifies you on a computer.

Simulations of real or imaginary worlds,
rendered on a flat two-dimensional
screen but appearing
three-dimensional.

A malicious program, downloaded from
a web site or disc, designed to wipe out
information on your computer.
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Volume

Wa3cC

WAIS

WAN

WAV

Web

Web Page

Web server

Webmaster
WINSOCK

Wizard

An area of storage on a hard disc. A
volume is formatted by using a file
system, such as FAT or NTFS, and has
a drive letter assigned to it.

The World Wide Web Consortium that
is steering standards development for
the Web.

Wide Area Information Server, a
Net-wide system for looking up specific
information in Internet databases.

A communications network connecting
geographically separated computers,
printers, and other devices.

Waveform Audio (.wav) - a common
audio file format for DOS/Windows
computers.

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.

One whose job it is to manage a web
site.

A Microsoft Windows file that provides
the interface to TCP/IP services.

A Microsoft tool that asks you questions
and then creates an object depending
on your answers.
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A
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Active window ......... 32
Add
New Hardware Wizard 114
Printer Wizard ...43,106 |
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windows ............ 35
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CD
player ............. 161
1 types ............. . 166
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Close
button ........... 15, 17
window ............. 35
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Copy
characters ......... 113
command ........... 81
(0 1T or J PR 66
folders/files ..... 55, 107
text ............ 82, 231
Create
Dial-up connection .. 196
faxcover .......... 178
newfolder .......... 53
new message 135
shortcut ............ 58

Customise Media Player 167
Cutcommand ......... 81

D
Date/Time settings . 27, 117
Default

printer ............. 108
Website ............ 46
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Delete
folderffiles . ........ 62
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Desktop .............. 15
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shortcutmenu ....... 23
Dial-up Networking .... 196
Dialogue boxes ........ 24
Disc
cleanup ........... 209
copying ............. 66
defragmenting ...... 210
formatting ........... 65
label ............... 65
scanning .......... 218
Display
properties . .......... 39
windows ............ 35

Document
editing .............. 81
opening ............ 78
printing ............. 87
DOS
application ....,..... 89
commands ...... 228
editor ..., ......... 230
programs ......... 229
screen copy ......... 90
Download updates .... 206
DragandDrop ......... 83
' Drawing (Paint) ........ 95
Drive conversion . ..... 217
E
E-mail ............... 123
attachments ........ 139
Edit
document ....... 81, 103
menu command 22, 81
videoclips ......... 1)
Editor (MS-DOS) ...... 230
Electronic mail ........ 124

Embedding a graphic ... 98
Empty Recycle Bin ..... 64

Exit Windows ......... 30
. Explorer .............. 49
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F
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Menu command ..... 22
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printer .............. 42
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Viewer ............. 70
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find ................ 58
menu command ..... 22
moving ............. 56
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renaming ........... 57
search ............. 58
selecting ............ 54
sending .........,.. 60
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Firewall .............. . 194
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Fonts ................ 109
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text ................ 85
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Help
Address Book ...... 153
DOS commands .... 228
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system ......... ... 47
Hibernation mode ... .. 214
History facility ......... 68
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button .............. 45
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Hotmail ........... 46, 125
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Icon shortcuts ....... 58
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Explorer window ... .. 68
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Label (disc) ........... 65
Language settings 117
Linking a graphic ....... 99
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M
Manipulating windows .. 31
Maximise

button ........... 15,17

window ............. 34
Media Player ......... 155
Menu
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options ceeen.en.. 20

Sendto ............. 60
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statusicons ........ 132
Toolbar ....... 134, 137
Minimise
button ........... 15,17
window ............. 34
Mobile office ......... 196
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Print

Preview ............ 88
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Printing
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Program
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R
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Start menu entries 119

Windows features ... 115
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folderffile ........... 57

Start menu entries 119
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backup files ........ 223

system ............ 207
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Savers .............. 40
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Text ........... 84, 104
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coloursin Paint ...... 95

file system ..... .. - 5
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text ................ 82
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movies ............ 175
Settings
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Shortcut

icons ............... 58
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Start
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file protection ....... 204
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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
titte in your order.

Book Book Unit Total
No. Name Price Price
BP.... £3.50
BP..... £3.50
BP ... £3.50
Name oo s Sub-total SR -
Address....... o ‘ P&P

(@ 45pldisc) | £

Total Due S

F 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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Babani Computer Books

Windows XP explained

if you want to know what to do next when confronted with
Microsoft’s Windoyvs XP screen, then this book is for you. it
applies to both the Professional and Home editions.

The book was written with the non-expert, busy person in mind.
it explains what hardware requirements you need in order to
run Windows XP successfully, and gives an overview of the
Windows XP environment.

The book explains:

o How to manipulate Windows, and how to use the Control Panel
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