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About this Book

¥y

Wind‘foﬁs

Professional

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

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

Whatever your reasons for buying a computer, it is
very important to understand its operating system (in this
case Windows XP), because it is the operating system that
allows you to run other programs, store and retrieve
information, and looks after the health of your PC.
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The material in this book is presented using a simple
language, avoiding jargon as much as possible, but with
such a subject some is inevitable, so a glossary of terms is
included, which should be used with the text of this book
where necessary. The book is structured on the ‘what you
need to know first, appears first’ basis, although you
don’t have to start at the beginning and go right through
to the end, as the chapters have been designed to be fairly
self-contained. We even cover the Windows Security
Center that comes with Service Pack 2 (SP2) which was
released in August 2004. Microsoft has made security the
central theme of SP2 with additional Control Panel
utilities which allow you to automatically update
windows XP, access a new Security Center which
monitors your PC’s security settings with respect to its
Firewall, Automatic Updates, and Virus protection.

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

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

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

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

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

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

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

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

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

Finally, Windows XP can manage all other programs
that run on your computer, such as fully featured word
processors, spreadsheets, databases, games, and many
more. For example, hovering with the mouse pointer over
the All Programs button, shown here
ARPrograms [ (also see the bottom of Fig. 1.1 for its
position on the screen), displays the
first column of the cascade menu where all Windows
applications are to be found. In Fig. 1.2 on the next page
we show some of the contents of the All Programs
available on one of our computers, as well as the contents
of the Windows Accessories mentioned above.
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o |
m‘ Accessuries {m Accessibilicy »
@ Adobe Acrobat 4.0 L @ Communications »
@ Games ‘:1 Entertainment 3
m Lotus SmartSuite ] m System Tools 4

m Microsoft Clip Gallery Address Book

?’ﬂ} Microsoft Encarta Calculator

& Microsoft Office Tools

@ Startup
ﬁ Internet Explorer

@a .,
Qi Microsoft AutoRoute 2002

Command Prompt
Notepad
Paint

Program Compatibility Wizard

Microsoft Excet Scanner and Camera Wizard

Microsoft Money Synchronize
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Outlook Express

I IETIITT
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# istan
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[ R Y e L e
Fig. 1.2 The Windows Accessory Utilities.

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

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

Pick a new picture for your account

The picture you Cocse wil appesr on the Wekome 7 ee ..

Related Tasks
Charge the conguter twie

Learn About
@) wsing your own picture

5 Brovem ' vre mtires
u@amhwnmimum

Fig. 1.3 The User Accounts Dialogue Box.

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

{2 Lotus word Pro J My Documents
¥R Paint Shop Pro 7
E’ My Recent Documents »
Microsoft Excel
£ Windows Explorer _i/ My Pictures
£ Quicken Deluxe 2000 ) My Music
W Windows Update i
y My Computer
& Macromedia Dreamweav...
“ My Network Places
& AVG 6.0 for Windows g
ol AVG Control Center B, Cantrol Pansl
AVG Virus Vault
G A connect 1o »
B vocbsd e
8 Notepad Run as... s
. Book Scan with AYG
gindaiess Pin to Start menu
Send To »
Copy
Al Programs b Remove from This List

Rename |
Ff Computer
Properties ]

Fig. 1.4 Simultaneous Display of Running Applications.

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

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

1.1

1.2

To change the picture that represents you as a user:
Left-click the start button to display its menu.

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

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

To pin your favourite programs on the top left
column of the sfart menu:

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

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

Move the mouse pointer on your chosen program to
highlight it and right-click it to display its shortcut
menu (see next section), then left-click the Pin to
Start menu option to pin the selected program to
the top of the left column of the start menu.




1 Package Overview

Once you have pinned your chosen programs to the start
menu, you could rename them, if you so wished, using the
right-click menu, or you could move their position on the
list to suit your preferences.

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

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

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

Arrange Icons By displays the menu shown in Fig. 1.6.
LC i From this menu you can select how
Paste to Arrange Icons on your desktop,
ER LTS Paste a shortcut icon on it, or create
New ’ a New folder for your favourite
Properties program.

Fig. 1.6 The Desktop . Right-clicking the Recycle Bin
Right-click Menu,  icon on the desktop, reveals the
options in Fig. 1.7.

In this case we have the
option to Open the Recycle
Bin which has the same
effect as double-clicking its
icon with the left mouse
button, Explore its contents,
Empty it of its contents, or
display its Properties.

Open
Explore

Emp - Polycle sin
Create Shortcut
Properties

Fig. 1.7 The Recycle Bin
Right-click Menu.

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

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

Command button Title bar Maximise button
Minimise button

f My Computer

— Address bar il . Go
‘( ——————_Fioppy drive

. Address g My Computer

System Tasks

@ rf“' Mm\ ol Floppy (A:)  Local Disk (C:) Lozal Disk Dy G
ormation
Add or remave
progranms

0— Change a setting

Removable drives

Other Places

Sy My Network Places
:'_J My Documents

() Shared Documeris
3 Control Panel

CD Drive (I:)  CD Drive (J:) Shared

J Documents
"‘J Foiders Mouse Pointer

Noel Kantaris's
Documents

€« Scroll bar

Scroli button

Fig. 1.8 The My Computer Screen.
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Each application, and some documents you choose to
work with, open and use separate windows to 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.
When a program is running, an icon is placed on the
Taskbar (more about this later).

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

M LY sy Pt iy e

O © § Puw g ram X QT Frroeem

uua:gjdzﬁ’z

Muble My My Data My Musc My Putures
Attactaments SOUFCES

'y

Fe and felder Tasks

Y Rerane this folder
Mo s toiter
[ Cop thes Fokiee
Putdah tha foider tu te
' Wb '

Me ER dow Fovotes Todk eb
O~ O & ,Ow I rase xnm
ut-‘n.cuw-

Systesn Tamks i \5 e 9
i Flogoy (A:)  Local Oush (C:) Local Dk (L=)

bal Shars thes foider
(3 E-mall thvs fouder's fles
| )¢ Datotn i Foidior

Other Maces

i :l:v\-f-u\-::
;3 Castng | P
L3 Tt Corumants L :?;“ﬂﬂ e A E
i My Comonter @ O wromaimag Local Dk (E:) Local Owk (F.)  SyJet Drive
™)

:J-elu

<D Drrve (1) CDOrve ()

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

Area

Function

Command button Left-clicking on this icon

Title bar

Minimise button

Maximise button

(see upper-left comer of the E
My Computer window in

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

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

Left-clicking this button
stores an application as an

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

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

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

12




Package Overview

1

Close button

Menu bar

Toolbar

Address bar

Scroll bars/buttons

Mouse pointer

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

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

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

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

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

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

13
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Tasks

Other Places

Details

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

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

Gives details of the displayed
Task.

14
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Activity Related Tasks

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

k4 C:\WMy Pictures
Fle Edt Wiew Favortes Tods Help

Qox - ) (¥ POsewen 2 roes X W) 7]

Address (3 C:\My Pctures — = _.__z%] <
s ™ iR ~

Picture Tasks

J View as 2 side show
&) Order prints orine
b Prnt this picture

g Set as deskiop
‘ background Q
&) Topyto CO

CHFin Clouds.pg

File and Folder Yasks

& q Renama this file

i Iceberg.pg
" a Copy this file
© ) Pubishthis Fietothe :
web iy §l
§ £ E-mak this Fle . )5: 3
3¢ Delets this file : j
v i -

Fig. 1.10 Activity Related Tasks.

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

15
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The Mouse Pointers

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

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

N 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.

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

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

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

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

16
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Using the Help System

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

T Wl X e oums

+ W o Update

Cotrigit b B dhwwatre atiel saill e e

* Sywtem Pestone

it Lo W e

Fig. 1.11 The Windows XP Help and Support Center.

The Pick a Help topic option gives you off-line help on
various listed topics, while the Ask for assistance topics
require connection to the Internet, as do the first two
options under Pick a task. It might be worth your while
spending some time here investigating the various options
available to you. If you are new to Windows, you might
like to have a look at the ‘What’s new in Windows XP’
option.

17
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With all options you get a ‘Search’ facility, and with all
but the ‘start a New Connection Wizard’ under the Did
you know? option you are presented with an
extraordinary number of hypertext links to various topics.
Clicking such a hypertext link, can open up a further list
of hypertext links until you home onto the specific subject
you are searching for.

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

Q- O G o Jrreos Quan [t o] oten

" Wrendksfound for e-mall

,.."""“ Yaplos (ﬁn-‘_l_)

Fix 8 Problem
o E-mad ruubleshooter

Pack s task
® Send aphoto I emaé
e E-mad on mage from a Web page
o Send ¢ fie v o-mal
o Rawi mal messages ofrine

Overviews, Articies and Tutorials
» What's now with dighai photos and vdeo
= Using the Adaress Book
» Lmng Outiool Express.

Full-test Search Matches (15 results)
Mcrosoft Encededge Base {0 results)

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

Exiting Windows XP

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

Fig. 1.13 The Lower Part of the Start Menu.

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

Turn off computer

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

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

ok ok

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

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

r My Computer __IE Y
° Fle Edt Vew Favortes Toos Hep >

Dt © 3| Psewth [yrotes X 9 [

pcbess | § My Computer i *Be
7R - .
Floppy (A:) Local Disk (C:¢ Local Disk (D:) Lecal Disk (=:)

> - 2 8

 Local Disk (F:) SyJ?tt;rm CD Orive (I1:)  CD Drive (J:)
H:

Other Places J ] '

= “ "
3 1 Natwork Places “ Shaed  NoelKantaris's R
L) My Documents Documents  Documents

e Shared Documents
B Control Panel

Fig. 2.1 The Toolbar of a Windows Application.

Note that for the above display we have used the View
button on the toolbar and selected the Icons option.

21




2

The Windows Environment

For the display in Fig. 2.2, we chose the Details option.
Highlighting an item, in whichever display option you
operate, gives you information about that item.

! My Computer
Fie £t view FavorRes Todls Help

2dkews | o My Computer

System Tavks : B ooy (A)
[ 'iowr system sformaton
45 Add or remove progeams

Dby Local e 9.29'8 9.296GB

O ¥ ey rets X ) [T TRreetn €8

.. Fie Folder

&d G0
Type Yotal See Frea Space  Comments
3%-Inch Flappy Drsk
Local Dnsk 7.79:8 354GB
Local Dk 19.038 149G
Local [k 20138 8.45GB

Remaovable Desk
CD Orive

CD Drve

Fie Folder

Fig. 2.2 The Details View Option.
Additional mformatlon can be obtained by right-clicking

Locl Bisk () Properiies

“Ganed Yook fHotwac Sharg
4 | {

Vype Local Dk
liomrtom  FATR

2 Used space 12 530,237 440 bytes. 11668
M Free mace 907517950 byes  B45G8

¢
|
Capacty NH5416%0bwes 20168 %

Fig. 2.3 The Properties Box.

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

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

Customize Toolbar

Textoptons: [seectvototonrit %]

Icon options:Lorge cons____ F

Fig. 2.4 The Customize Toolbar Dialogue Box.

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

Some applications or utilities display a ‘?” button on
the right end of their title bar as shown here tc the
left (see also Fig. 2.4) 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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The various buttons on the common interface toolbar
have the following functions:

Button

¢

icm-f
LN
B

Function

Go back to the previous display.

Go Forward to the next display.

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

Search for folders and files, for
computers or people or the Internet.

Replace the Tasks pane with a
hierarchical tree structure of your
filing system.

Delete selected items.

Undo last command.

Select a different view for displaying
your files and folders.

Show your favourite links to Web

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

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

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

fﬁ My Documents

m v Standard Buttons »
Status Bar v Ad&ess Bar x g '
| » 224 i

1

o Lock the Toobars

Fig. 2.5 Menu Bar Options.

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

options:

File

Edit

View

Favorites

Tools

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

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

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

Dialogue Boxes

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

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

When a dialogue box opens, the Tab key can be used
to move the dotted rectangle (known as the focus) from
one field to another. Alternatively you can use the mouse
to left-click directly the desired field.
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Folder Options

General | View | Fie Types | Offine Fies
| Folder views

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

i
|_Applto AlFolders | [ Reset Al Folders |

"1 Files and Folders -
Automatically search for network folders and printers
[v] Display file size information in folder tips
[v] Display simple folder view in E xplorer's Folders kst
["] Display the contents of system folders
[¢] Display the full path in the address bar —
[v] Display the full path in the title bar
["] Do not cache thumbnais
o1 Hidden files and folders
e © Do not show hidden fies and folders R
i (® Show hidden files and folders
i [[] Hide extensions for known file types v

Restore Defaults |
oK | cancel | cpp

Fig. 2.6 The Folder Options Dialogue Box.

Some dialogue boxes (such as the one shown in Fig. 2.6)
contain List boxes which show a column of available
choices. If there are more choices than can be seen in the
area provided, use the scroll bars to reveal them. Such
v dialogue boxes may contain Check boxes, as shown

to the left, which offer a list of features you can
switch on or off. Selected options show a tick in the box
against the option name.
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Another type of option available in this dialogue box is
the Option button (sometimes called Radio button) with a

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

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

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

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

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

In the following exercises we will lock at the System
and make certain choices using My
Computer, and add a button to the Standard Buttons bar.

Properties

To do this, follow the instructions below:

2.1

To display the System Properties dialogue box do
the following:

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

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

System Properties

_System Restore Automatic Updates Remote
General Computer Name Hardware Advanced

System
Microsoft Windows XP
Protessional

l'. Version 2002
[.'! / Setvice Pack 2
: Registered to:
— Noel Kantarns

Home PC
55276-010-8630074-22153

Computer:
intel(R)
Pentum(R} 4 CPU 1400MH2
1.38GHz
128 MB of RAM

o) (o )

Fig. 2.7 The System Properties Dialogue Box.
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2.2

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

Press OK to make changes.

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

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

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

Customize Toolbar

TORAPIINL  Selective text on nght v

Tmaten {Logeicons v

Fig. 2.8 The Customize Toolbar Dialogue Box.

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

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

Before we go any
further, right-click an
empty part of the
Taskbar, point to the

LA Windows
Tie Windowes Morizon iy
Tie Windowes Yerticalis

Show Open Windows . .
e Toolbars option which
” displays the sub-menu,
v Lock the Taskbar

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

the Quick Launch
Fig. 2.9 Quick Launch Activation. entry.

Properties

This displays three icons next to the start button; lefi-
clicking one of these, launches its application. In order of
appearance they have the following functions:

. Launch the Internet Explorer Browser.

Show Desktop.

Launch Windows Media Player.

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

& 9 ® My Computer

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

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

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

5 Windows Explores k-
3

Fig. 2.11 Grouped
Taskbar Entries.

Taskbar and Start Menu Properties

Taskbar Start Meru

Taskbar appsaiance

T Zlnternet. v N

et e 7

[ Lock the taskbar

[ Auto-hide the taskbar k
[¥] Keep the tatkbar on top of other wancow:

[¥] Group ssndar taskbar buttons

(¥} Show Quick Launch

Notficabon area

[¥] Show the clock

wai;z:onoﬁm;umwwmmwyw
have not recenth 2
e Fig. 2.12 The

Hide inactive icons ( Cumomas | Taskbar and Start

Menu Properties
ok _J| comal | oms box.
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To the far right of the Taskbar you can also see displayed
the current time, the Windows Messenger, the Options,
Date and Time Properties Ei) the Restore and the
Language icons.

‘| Moving the mouse
\ - E pointer over the clock
b s e o mn / '; will display the date.

|

[

mnnannD Double-clicking  the
il clock, opens the
Date/Time Properties
Cusrent time 2onw: GMT Randard Time t

|  box, shown in
CxJCe=] = | Fig. 2.13, so that you

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

Manipulating Windows

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

Changing the Active Window

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

You can change the size of a window with the mouse by ‘
first moving the window so that the side you want to

change is visible, then moving the mouse pointer to the

edge of the window or comer so that it changes to a
two-headed arrow, then dragging the two-headed arrow in

the direction you want that side or corner to move.

Moving Windows and Dialogue Boxes

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

4 My Computer

T My onputer

Fle E® View Favortes Tools Hep 3

O @ 3| Puw e X 9[- T

Addhass | ' My Computer == - v ,fl‘l

Foppy (A:) Local Disk (C:) Local Disk (D:)

W P W

Local Disk (E:) Lecal Disk (F:) Syfu?ve

$ 8 o

@ Drive (1) D Drive (3:)

Fig. 2.14 Moving a Window with the Mouse.
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Minimising and Maximising Windows
To minimise a window into a Taskbar icon (to
temporarily free
- desktop space) left-
I click the Minimise
a2 | button (the negative
sign in the upper-
right comer of the
[ rsemsots window), shown in
Fig. 2.15.

To maximise a

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

T My Computer

Fig. 2.15 Minimising a Window.

Closing a Window

A document window can be closed at any time to save

. screen space and memory. To do this, left-click

i the Close (X) button shown here. If you try to

close a window of an application document,

such as that of a word processor, in which you have made

changes since the last time you saved it, you will get a

warning in the form of a dialogue box asking

confirmation prior to closing it. This safeguards against
loss of information.
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Exercise

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

2.3 To practise what we have described above do the
following:

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

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

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

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

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

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

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

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

In Windows and most Windows application programs,

Toolbars »

Cascade Windows

Tile Windows Horizontalty \
Tile Windows Vertically
Show the Desktop

Task Manager

Lock the Taskbar
Properties

Fig. 2.16 The Taskbar
Shortcut Menu.

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
of work you are doing at the time.
If you want to organise these
automatically, right-click on an
empty part of the Taskbar which
opens the menu shown in
Fig. 2.16.

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

f 4
v (2 vt X ) T Fprowems & )
£ = vt . G
X D W ¥ Y
accesstar,  [ESHENEENR n::: w-':;mm-arn Dmgley  Folder Cptors
» P L s D6
JwvaPugn  Kevbowd Mol Modem

Scheduied  Sound Effect  Sounds and Speech Symartec Sytem Teshbe arnd
T Manager  Audo Devees Uvelpdate et Hery
7 ) 3
2 & 9 %2 0 @ w
lser Accourts  Warsless Lk Automatx  Netword Windowes. Wreinss
Updates. warard Coster Frewal  Network Set

Game Internat
s Gattee

@ L 4 9w 9 2

et ork Phone and  Power Options  Priters and  Regional and  Scarvars and
Comections  Modem Foam Language Camarag

Fig. 2.17 Windows Displayed in Cascade Form.

38




The Windows Environment

2

- ()X
[

--\3 o} fiee O O 3 jlses

s [ Comtred Parmd =l e § o Compe *0e e ] - Qs

-
PO P ©w @ <
oy S o (A) Loutt Ouh (C:) (el Ok D) Lot Ot 2°)
G -~ .ﬂ
et oo By I Oty
P e DONeG) Do)
Pared Mot Kartarw's
Oncumants Oty

e fie ieijmile 1o
o i jfatieie

e lefieifs [snieiie

!

* 3

Fig. 2.18 Windows Displayed in Vertical Tile Form.

As we have discussed earlier, the size of these windows
can be changed, hence you might have to alter their size
to display exactly what is displayed in Fig. 2.17 and
Fig. 2.18.

Also note that the last five icons in Control Panel in
both Fig. 2.17 and Fig. 2.18 are only there if you have
installed Service Pack 2.
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Exercise

2.4 To practise what we have described above do the
following:

* Open My Computer, and Control Panel from the
start menu.

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

* Next display the two windows in vertical form to
see which version you prefer.

ko ok

In the next chapter we discuss how to create a new folder,
how to name it and rename it, how to search your
computer for specific files (or folders) and copy or move
them into the new folder. We then show you how to
create application shortcuts, followed by how to send files
or folders to specific destinations. These skills are
required if you want to keep your documents, pictures,
and music files in some sort of organised manner so that
you can find them later quickly and easily. Finally, we
discuss the Recycle Bin in which deleted files and folders
are kept until you decide whether you want them after all
or delete them for good.
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In this chapter we discuss the skills you will need to keep
your data organised so that you can easily find your
documents, pictures or music files at a later stage.
Windows provides you with the means to keep such files
in folders which you can create for the purpose, copy files
into them, or even delete unwanted files from them.
Folders, which can also contain other folders, are kept on
your hard disc which is not dissimilar to the idea of a
filing cabinet, if one is to use an analogy.

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

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

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

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

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

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

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

f, My Documents

| Fle Edt View Favortes Took Help »

O - Q i P i X 9[-

(7 I I B ]
Moble My My Data

Attachments Sources

o Lo

@9 S/ B

MyMusic  MyPctwes  MyScans My Videos

B @ 9

desitop.ini  QDATA2000.., Thumbs.db

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

When Windows creates a new folder it places it at
the end of the list of existing folders )
and names it New Folder, highlighting
its name and waiting for you to name it,
as shown here.

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

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

Method 1

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

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

Method 2

Left-click the felder or file you
want to rename to select it (in
this example we chose a folder).

3 J Copy this Folder

Left-click the Rename this § @ o
folder entry on the Tasks menu i
which causes the insertion [§ 3 odeeietus

pointer to be displayed within
its name. Type a different name to replace the

existing one.
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Searching for Files and Folders

In order to demonstrate how to select files (or folders) we
need to already have some files, common to both us and

you, that we can work with.

To do this, we will search our

hard disc for picture files hopefully provided to all

Windows XP users.

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

What do you want to search
for?

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

etc.)
Cmtmﬁpeoph

@) Information in Help and
Support Center

You may also want to...
&3 Search the Internet
l__{‘l Change preferences

ke <4
Fig. 3.2 Specifying Type of
Search.
You now need to specify
the name (or part of it - see
next page) of the item you
are searching for and the
drive you want to search (in
this case the drive where

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

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

Search bry any or all of the
criteria below.
Al_orpa(tqf_thafienm:
g

A word or phrase in the file:
lookim

“#* Local Disk (C:) v
When was it modified? ¥

What size is it? ¥
More advanced options ¥

| Bak || Sseach rL“

5

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

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

characters:
NNBEREEEENER

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

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

Below we list some of the popular filename extensions.

.bak a backup file

.exe an executable file

.hlp a hypertext help file

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

rtf a rich text format file

.SYyS a system file

.tmp or .temp a temporary file

.txt a basic text file

wav a waveform of a soundbite.
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Search Results

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

e G Vew Foortes Tok Wb &
o= O 1 ps-m, rodes 3 W) T (""“‘"e

Sdbess | ) Sewrch Remds

Search Compuarion b
=&~~E-I-H‘

.m.w-mn 1
thin search
P

h&_n
““m“
e rchaded

.M“m
arges than 248 Home 9 Purpis fower .0

-.-.ﬁ

Sonshange Do Tulps 9o Reos 9o h

Vortec #pace. po

Tou imnay svo wark to. ¥

Fig. 3.4 Search Results for .jpg Files.

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

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

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

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

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

Fig. 3.5 Selecting Items in a Folder.

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

e To select all the items in a window use the Edit,
Select All menu command, or the Ctrl+A
keystrokes.

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

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

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

Fig. 3.6 Copying Selected Files to the Clipboard.

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

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

X
Fle ER Vew Favorites Toos Help 3

Q- © ¥ Poun P roes XlQDvwrm

S et i i A bl R B T S ety TS e =

Address UE \Documents and Settings\hoel Kantaris\My Documents\My Photos &d Go

£ Autumn.1og o i
gcm.w Arrange lcons By » '
Friend. jpg Refresh
| [EHome.ipg
ﬂ_Pea:e.pq c‘ft_amfmm: i
=i Power. ipg W
gmwﬂw-w Paste Shortcut
Radiance.ipg unao Copy Cuk2
i Red moon desert jpg e
1 Ripple. jpg *
Other Places ﬂg.lm_pg Properbes E
L) My Documents £ Tukps. g

dﬂ My Pctures
o My Compuber
\‘d My Network Places

Fig. 3.7 Pasting Items from the Clipboard.

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

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

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

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

Open Containing Folder
Open
Run as...
Scan with Norton Antivirus
Pin to Start menu
m (2 Compressed (zipped) Folder
Cut w3 Mai Recipient
Copy @ Desktop (create shortcut)
Create Shortcut e My Documents
poete B Floppy (A:)
Rename F
- £ <D Drive (3:)
Properties

Fig. 3.8 Sending Folders and Files.

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

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

Click the Documents and Settings folder on the

drive where Windows XP is installed.

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

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

T O oo

Croste Shorteut __
ielete m Microsoft AutoRoute Eurapean Map 1 Go
it t ﬁ Briefcase
Properting 3
Close 7 Microsoft Word Document
Other Places §2 Lotus Word Pro 9 Document

3 Nosl Kantaris Microsoft Access Application

Qmoocumnts " Microsoft Picture It! Document

O Shwed @_Ijnaosoftpow«mﬁmm
e M paint Shop Pro 7 Image

\§ My Computer 18] Mcrosoft Publsher Document

S My NetworkPlac = 10,1 pocument

& Wave Sound

38 Mcrosoft Excel Worksheet

L] compressed (zipped) Folder

Details

SendTo
File Folder

Attributes: Hidden
Date Modified: 30 November
2001, 13:10

Fig. 3.9 Adding a Shortcut to the SendTo Folder.

Finally, follow the instructions on your screen.
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Exercises

To practice what we have discussed so far, do the

following:

3.1 Add both My Photos and
My Pictures as a destina-
tion to the Send To menu,
as described on the previous
page. The modified Send
To menu should now look
similar to that of Fig. 3.10.

3.2 Repeat the search for .jpg
files as discussed earlier and
copy any images from the
Wallpaper folder missing
from our previous selection

&3 My Photos

@3 Compressed (zipped) Folder
o) Mail Recipient

@ Desktop (create shortcut)
& My Documents

@ My Pictures

B Floppy (a:)

& o Drive (3:)

Fig. 3.10 The Modified
Send To Menu.

into My Photes. If you followed our instructions to
the letter, there should be four more images that you
could use; one above our selection shown in Fig. 3.6,
and three below (provided the width of your display
window was five images across). Since you are
selecting non-contiguous images, hold the Ctrl key
down and left-click them one by one.

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

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

52




Working with Files and Folders 3

Creating Shortcuts

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

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

Open
li Notepad Run as. ..
v Paint Scan with AVG
Pin to Start menu
.3 My Phoros
98 scamerandC @) Compressed (zipped) Folder
Q Synchronize Copy i i Mal Rock
| cresteshotcx | [N O
@ low Windoss Delete .} My Documents » |
i/ WindowsExpk Rename 3 My Pictures I
ﬁ Jows Movi 5Ot by Name . Floppy (A:) I
E

Pr (] |

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

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

Double-clicking such a shortcut icon on the
desktop will be easier and quicker than digging Jid
deep into the cascade menus to open the M=
program.
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Deleting Files or Folders

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

To delete or remove items (files or folders), first
highlight them, and then either select the Delete the
selected items entry in the Tasks pane, press the
Del key on the keyboard, or press the Delete button 3.
on the toolbar, shown here, or use the File, Delete ™~
command from the window menu bar.

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

i?] Are you sure you want to send 'blogo.gif' to the Recyce Bin?

E Yes ] No ]

Fig. 3.12 The Delete File Warning Dialogue Box.

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

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

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

clicking its desktop icon, shown here, you will

see that it is just a special folder. It lists all the

files, folders, icons and shortcuts that have been deleted
from fixed drives since it was last emptied, as shown in
Fig. 3.13. To see the display as it appears below, use the
View, List menu option.

If you open the Recycle Bin, by double-

c’ Recycle Bin

- Fle Edt View Favortes Tools Help »
4 .§ % ey »
e Lo > T O search [ reders X )

iddess 8 Receon v B

. Recycle Bin Tasks

2 Empty the Recycle Bin
B} Restore all items

Fig. 3.13 The Recycle Bin Folder Showing Deleted Files.

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

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

Exercises

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

3.4 To delete files and folders, do the following:

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

* Next select the My Photos folder and delete it.

3.5 To restore files and folders, do the following:
* Double-click the Recycle Bin on your desktop.

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

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

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

B £ Documents and Settings\Noel Kantaris\My Documents\My Photos

Flo E View Favortes Toos Hdb a
Qs - © JPWQWX")E@*FW@:.}
S e ———— i ~Eee
! 3 | -~
@I'nhm" Tasks 2 -
TJ View as 3 side show < -
8 8 Order prints onine opm""
{bﬁhﬂ!’um Print
;Saumtmm;:m.—d Edr
&) coprto D ¥ Refresh Thumbnal
Rotate Clockwise
Rotate Counter Clockavise .Q
Set as Deskiop Background \;
Scan with AVG W
Open Weth »
7 - DacmAAE Cystal.pg . — Friend g
o : Send To »
n§ My Pictures S
o My Computer u
N My Nstwork Places Copy
Create Shortaut
Delete
Rename
Mome..ipg Pri " Power.ipg
== I v

Fig. 3.14 The Photos Folder Displayed in Thumbnail View.

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

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

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

OO Xe0 F2 aa xaWw @

Fig. 3.15 The Windows Picture and Fax Viewer.

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

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

58




Working with Files and Folders

3

The Filmstrip View

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

B [:\Documents and Settings\WNoel Kantaris My Doc uments\My Photos I:— = :_|
Fle Edt WVew Favortes Toos Help »r

em-e J,DMBWXK)I. Favortes @) )
Addhess | E:\Documents and Settngs\Nodl Kantars Wy DocumentstMy Photos v B3 %

€ Order prits onine
[ iy Prottis e
[ 1§ Set as desizop backgrymd

&) copyto D

Other Places

:J My Documents

__Ei My Pictures

§ My Computer

\j My Mot wcr b, Places

Fig. 3.16 Photos Displayed in Filmstrip View.

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

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

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

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

Flo EQ Vew Favorkes Tooks Help F 3

—
O - @ F Prows Gros X 1 T
y WMy Photos ¥ £ 6o
Sze Type
62KB JPEG Image
65KB PEG Image
60 KB PEG Image
63KB JPEG Image
SOKB IPEG Image
61KB PEG Image
42KB IPEG Image
T6KB  JPEG Image
BSKB JPEG lmage
S7TKB PEG Image
KB PEG Image
BOKB JPEG Image
S6KB FPEG Image
S9KB PEG Image
72k Data Base Fie

s [ cumens s

! G My Documents
B vy Pt

o My Computer 7ZVE  JPEG Image
- 53KB  JPEG Image

My Network F
“i s 7B JPEG Image
Detadds
16 tems selected.
Total File Se: 1.07 M8

w £ >

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

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

Compressing Files and Folders

Compressing files and folders allows you to greatly

== increase the storage
capacity of your hard
disc and increases
the amount of data
you can copy on a

Cowe ) mcrosoft word Document

8 @ i o U s vortoro s o single CD. As an
g the Wao &) Marosoft Access Apolcation .
] St & o e B Cocumert example we will use

4] mcrosoft PowerPort Presentation

| 8 part w7 mace data held on one of

IR R our computers, in a
) Shared Docunee @) Wove Sound
3 v conoue ) Mroso Exel wortshow folder called My

g My Notwork s

" Scans which is just
Fig. 3.18 Creating a Zipped Folder. over 50 MB in size,
and send it to a

compressed folder that we will create.

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

. i W Dt

M ER Vow Fovortss  Took  Helb

it X ) | Ous - O F = i X 9O

Fig. 3.19 Dragging a File into a Compressed Folder.

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

Lompressing. .

Fig. 3.20 Compressing a File.

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

Compressed tem Preperties

Locstion [Aschive Rost Directory)
Orignal Size: 52,164 KB
Date <Multiple>

ZIF Intormation
CRC32 <Multiple>
Index «Multiple>

Compression: <Multiple>
Packed Size: 40,546 KB [%

Fig. 3.21 Compressed File Properties.

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

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

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

Exercises

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

3.6 Display the images as a slide show by doing the
following;:

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

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

3.7 Rotate an image by doing the following:

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

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

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

The Windows Control Panel

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

N\ TaxCak 2003 B ControlPanel
2] Adobe Acrobat 4.0
~. % Connect To 3
) +P Precisionscan Pro
GuickTime Player g3 Printers and Faxes
.Mcrosoft Photo Editor §
and Support
B-itannica Ready Reference @) o
I') Search
All Programs b ?:7 Run...

F_[ Log OFf Qbi Turn OFf Compute

,E 8%
Fig. 4.1 The Control Panel Menu Option.
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This opens the Control Panel window which displays
either as shown in Fig. 4.2 (in Classic view) or Fig. 4.3
(in Category view).

¥ Control Panel Tl 3
s Ed® WVew Fovorges Toos Help .

Printers and

Faues Language ... Tasks Mansger  Audio Devices

g I a2 8 ¥

Speech Symantec System Taskbar and  User Accounts  Weless Link
Livelipdate Start Merw:

P 2 0 e o |

Fig. 4.2 The Control Panel Window.

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

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

Fe Edt Vew Favortes Toos Hep

emw- © ¥ s | rodes
.w:-.sj{}wmmm' .

?. Appearance and Themes
-

Pick a task...

Change the computer’s theme

Choose & screen saver

Change the screen resolution

5
3| Change the desktop Jackground
3
>

or pick a Control
Panel icon

Folder
Desplay ” Options

B teskhar and
Start Menu

Fig. 4.3 The Control Panel Window in Category View.
From either of these views (we prefer the Classic view),
you can add new hardware, add or remove programs,
change the display type and its resolution, change the
printer fonts, and change the keyboard repeat rate.
Further, you can change the settings of your mouse,
install and configure your printer(s), specify regional
settings, such as the formatting of numbers and dates, and
access a variety of system administrative tools. If your
system is connected to the outside world or supports
multimedia, then you can also configure it appropriately.
All of these features control the environment in which the
Windows application programs operate and you should
become familiar with them.
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Changing your Display

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

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

* In the Display Properties dialogue boxX, | pspay
click the Settings tab to display Fig. 4.4.

Dis phy Prnpnrtlps

Display:
| Dell P791 on NVIDIA RIVA TNT2 Mode! 64
Secreen resolution Color qua&y
oo e Moe | Highest (32 b4 v
1024 by 768 pixels §Fimm _ “

[ Troubleshoot. | Advanced | |

§.. 0K ][w][___{k]

Fig. 4.4 The Settings Screen of the Display Properties.
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For the new settings to take effect, click the Apply
button. While the Display Properties dialogue box is
open, you might like to explore the other available
settings. For example:

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

* 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 interest-
ing, or you could select ‘None’ - best left as it is.

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

Display Properties

_Themes [ Desktop | Scieer Saver | Appearence | Settings |

1
I

Scieen saver

My Pictues Skideshow w [ setngs | [ Prevew |
(None)
30 FlowerBox ume, password protect
30 Fiying Objects
30 Ppes
30 Text

power settings and save energy, ;
o g

o XP . T

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

& My Pictures Screen Saver Options

My Pictures screen saver

T

How often should pictures change?

Moe -~ : Less
6 seconds
How big should pictures be?
Smaller o Leger
100% of the screen

i

Use pictures in trus folder:
E \Documents and Settings\Noel K;a-rmis\My Documery Browse

[¥] Stretch small pictures

[T Show file names

[¥] Use transition effects between pictures

[] Allow scrolling through pictures with the keyboard

oK . [ Concel |
L\{

Fig. 4.6 The My Pictures Screen Saver Options.

Click the Appearance tab to select a different look
for your windows and buttons, apply a different
colour scheme and select a different font size - best
left as it is.
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Controlling Printers

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

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

~— functions are included in a single Printers

<@ and Faxes folder. To open it, either
pinters and|  double-click its icon (shown to the left), in the

Faxes 0 D .

— - Control Panel or click its entry in the start
cascade menu.

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

"% Printers and Faxes

Fle Edt View Favorites Tools Help

Qe - © - F Jsewch [ Fodes X ¥)

¢ Address 'QMus md Faxes . v Go
£ I\,
Printer Tasks w l
Acrobat Acrobat
a4 2 printer Dister  PDFWriter
#) Send afax
3 L@
2

hp photosmart  HP LaserJet
7150 series  5/SMPos. .. %

;'2] Troubleshoot printing
) Get help with printing

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

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

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

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

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

To install such an additional
Printer Tasks A printer, click the Add a printer
= "h_ﬁ_{n entry in the Printer Tasks list of

i the Printers and Faxes window, as
shown here. This opens the Add
Printer Wizard, which makes the installation process very
easy indeed by following the on-screen instructions.

2) Send a
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Configuring your Printer

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

*® Printers and Faxes

Fle Edt View Favorkes Tools Hep

esa'\ @ I pSead\ E::Folhs X n

v BdGo

Address | g Printers and Faxes

| Printer Tasks

Fig. 4.8 The Printer and Faxes Window.

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

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

Managing Print Jobs

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

& HP Laser ot 56 Postse rigd
Priter  Document View Help
] Word Pro - windowsXP_B_004.wp  Printing NoslKartars R 115 KB/%.68 MB L3:59: 107 190/ 200 P11

L »
| documentis) o queus

Fig. 4.9 The Print Queue Window.

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

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

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

*® Printers and Faxes
Fle ER View Favoste: Tools Help

Ow O F o v X Q@

eesdiitinte

Addss |5 Prinkers and Fexes v E)%

el b p N
- @ 2
Acrobat Acacbat  hp photosmar:
Distiller POFVIrRer 7150 sertes

Fig. 4.10 The Printers and Faxes Dialogue box.

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

All the printers installed on your system are available
to you from within any of the word processing or other
applications you might have on your computer so that you
can either print a document to your local printer, 1o a
shared printer (if you are connected to a network) or the
Fax printer (if you are connected to a phone line). To send
and receive Faxes all you need is a fax device, such as a
Fax modem - it must support Fax capabilities, not just
data standards.
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Exercise

For the following exercise, we suggest vou 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!

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

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

R e — a |
Aciobal Destdler
SIslut b POPwiter

HP Lases/ot S/5M FostScrpl
osmart 7150 senes
Comment ™ Prrt 1o e

il

A 2 |’| ‘3

" Cunent =
e ey CCHGE

‘ Prrt jange Copees

Prt
! I Limit pages i
l T Curent division r
|

(" Selecled pages only  Select Pages.

inchidng [5oih odd and even pages =

Fig. 4.11 Selecting the Fax Printer.

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

in Fig. 4.12 on the next page.
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Recipiont Information
Enter the name and number of the perton you want to send the fax to
o chck Address Book to -elect a fax recpeent

Te Pra Obwer ‘_“!‘E‘_L_ |
Locaton -

Fax resmbe | } 01209123454 e

] tSve dialing rudes v Cisleg o

To send 4o smuliipls racipuents, iyps asch mcgient’s information sbove. and then
ik Add 10 add the recezeni o the st balow
i

rﬂmm o rourmbes r Add |
Remove

EM

ST - Jo—

T —
Fig. 4.12 The Second Send Fax Wizard Screen.

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

Address Book

Type name or selact from dst:
e m“
Noels Contacts v Message Recplents:
D e ()| i
! I8l Michaol Babars mch *3
I Mike Penry ke
) Nicola West Fow
F)Noel Kantams o=k
S Noman West narm
#5)Pat Moyer ooy '
KePainck & Mandy Godirey  padn
S Poter (at FFC) petes
5 Poppy Hom horm W
< >
[ Newcontat | [ Propertes | < '
-

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

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

Send Fax Wizard X

Completing the Send Fax
Wizard

You have successiudly crealed a fax as follows:
From Dt Noel Kantaris

Recpent name Fa raumbes
P Olbver 01209 123456

Coverpage teirgdade  “Nixce Spetibedd

Sutaer N oo bed
Time to sendt Now
(Provenfa.. ]

To send your fas. click Finish.

[ <Back || Finisn ,_ej [ concel |
=
Fig. 4.14 The Last Send Fax Wizard Screen.

Finally, click the Finish
button to activate the Fax
Monitor which rings the
specified number, and
sends the Fax.
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The Fax Console

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

#® Fax Console

File Edt View Tools Help

U EME wee

@ gy Fax

g Incoming
Inbox
Outbox
Sent Items k

T IR AR A A T T B
Fig. 4.15 The Address Book Screen.

kel

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

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

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

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

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

To access the Address Book, use the start, All

w  Programs, Accessories menu command, and

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

% fddress Book - Noel

T BR Vv Yoo twe i
@ K X B & &
New  Propeties Delste FrdPeople Prit  Acton
e e o sl Frm -
i il Nae # E-Mai Ackress -~

&3 Noef's Contacts

Fig. 4.16 The Address Book Screen.

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

Phil Oliver Properties

| Summay | Name | Home | Business | Parsonal  Other | NetMeeting | Digital Ds

@ Enter home-related information about this contact here.

Sreet Address: | Ta e [
_ w  Fax: @123456“_ o
cy: T T e [ Mktm_" )
StatefProvince: L
e [ —
ContryRegon: |
Cloefau

Web Page: !_htt_z.//___ N S, AR, @

Lok J[ cece |

Fig. 4.17 A Recipient’s Properties Screen.

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

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

open in Fig. 4.18.

¥ Address Book

@ - >

Hide Bacx Ionewd Ophons
Cordorts  igdex | Seach

inoducng the Addres: Book
7] Open the Address Book

Storing Contact information

Organizing You Address Book.

Finding People by Using Drectory Service: |
Using You Address Book with Other Progr |

s

2 Aok
=[OHelp O

Introducing the Address Book

The Address Book provides a convenient
place to store contact information for easy
retnevai by programs such as Microsoft
Outlook Express. It also 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 usable form for
you.

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

With your Address Book, you have a place
to store e-mail addresses, home and work
addresses, phone and fax numbers, digitai
1Ds, conferencing information, instant
messaging addresses, and personal
information such as birthdays or
anniversanes. You can also store
individua! and business Internet
addresses, and link directly to them from
your Address Book. For extra information
that doesn't fit in these categories, there's
& 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

1 Address Book supports Lightweight

Directory Access Protocol (LDAP) for using
Internet directory services.

i | Create groups of contacts for mailing
(i lists

You can create groups of contacts to make
it easy to send e-mail to a set of people,

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

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

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

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

If the new hardware is not recognised, start the Wizard

by double-clicking the Add New Hardware

Q icon in the Control Panel, shown here, and

ssivaames | follow the instructions. The Wizard searches

your system for anything new, which takes a

few seconds to complete. Then, if the new hardware is not

recognised, a list of the installed hardware is displayed
and you are asked to specify the type of new hardware.

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

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

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

what you want installed.

® Add or Remove Pi ograms

%f | Currently nstalled programs: Sort by: Name -

Remove | |l Microsoft Publisher 2002 Size mn.m!’
|l Mcrosoft word 2002 Size 103.00MB
% - |l Mcrosoft Works 2002 Setup Launcher Sze  40.61MB

_’ :J— " I
1€ Mcrosoft Works Suke AddHn For Mrosoft Word Sze  14.97M8

a4, =55 et e e

Components  » T -

Fig. 4.19 The Add or Remove Programs Dialogue Box.

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

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

pivents Wizerd

Windews Components et
You can add or semove campcents of Windows XP .,

To acd or memove 8 comoener chek the checkbon & shaded bos mases that onk
part of the componant vl 3 rolalied To see whal's nchuded r & comgoren. ciek

Componerts.

-~
2 §$Fox Sevces I9MB
‘ﬁ $Pindmang Service 00MB
B2 8 insesmat Exglorer aome
1L Birverrd Inbormation Searma 5] — Al .‘}
Descaption  Inchudes \Wisdows Accessonss and Likies fon pou compum
Tolal desh space mauwed 572 M8 = -
Space avadabie o dak 11302 M ﬂ[‘g

[ chac J[_Met> | [ Come |

Fig. 4.20 The Windows Components Wizard.

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

To add o remove a component, click the check box A thaded box means that only part
of the component vl be installed. To see what's ncluded in a comporent, cick Detals

Desciiption:  Inchudes Windo and snin for yous comea
Totsl disk space reqursd 572ME Detals
Space avalable on diek. 113512 M8 :]

o N [ ot ]

Fig. 4.2]1 The Accessories Dialcgue Box.
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You will need to have the original Windows XP CD
available, and when you have made the selections you
want, keep clicking OK to carry out the required changes.
It is easy to use up too much hard disc space with
Windows XP features, so keep your eye on the Total disk
space required entry.

Checking your Regional Settings

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

@ | Use the Start, Control Panel option, then
renawd | double-click the Regional and Language
Options icon, shown here, to open the tabbed
dialogue box shown in Fig. 4.22 on the next

page.

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

If, in the future, you start getting ‘$’ signs, instead of
‘£’ signs, or commas in numbers where you would expect
periods, check your regional settings and click the
Customize button to change the way currency, time, and
date display. You will have to click the Apply button
before any changes become effective.
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This option affects how some programs format numbers, currencies,

dates, and time
Select an tem to maich its pref . ot ciick Ci e to ch

ealgpiopr o N
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Time: e
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|~ Location
To help services provide you with local information, suck as news and
weasther, select yous pessent location:
[Urdted Kingdom !

Fig. 4.22 The Regional Settings Properties Box.

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




S

E-mail - Outlook Express Basics

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

with Windows XP.

Modem Properties

Before using your modem, check to ensure it is correctly

configured. To
do this, double-
click the Phone
and Modem Options

Phone and
Modem
Options

icon in the Control
Panel. Windows will
open the Options

window (Fig. 5.1), with
its Modems tab selected.
Click the Properties
button, then select the
Diagnostics tab and click
the Query Modem
button.

o J[ coes | o

Fig. 5.1 Phone and Modem
Options Window.
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If it displays the word
‘success’, as shown in
Fig. 5.2, your modem is | ru  vaa
working fine. If not,
make sure it s

s v s W

Fonnected correctly, and .
if an external modem Sk Bize ]
that it is switched on. . ] 'y |

Obviously, unless you
can get your computer [1agpardicicg i
to communicate with

your modem, none of o
what follows can be Fig. 5.2 Your Modem’s
achieved. Diagnostics.

Microsoft Outlook Express

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

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

start menu, shown here, double-click its

icon on the desktop, or click its icon on

the Quick Launch toolbar. Either of these actions displays
the screen shown in Fig. 5.3 on the next page.
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g‘::h Thers ere 0 unrsad Mad messages n your [nbes e "Wﬂr‘“ =
B Craete » ngs Mai messace b s :
Chick the Toals mers
“‘%‘-‘ a0 tham cinck
- - ontin e yped ward
St up 8 MBwIQrouRs eccount.. gy, o Sl e
Lontacts * x
i tachiael Babuars | Contacts
A Nosl Kartare
e Over B oo e Address Bogk...
& 5 praole. ' t
™ when Owtiook Express starts, go dwectly to my Jnbox —
Cvspiorys the rton Fokder

Fig. 5.3 The Outlook Express Oper.ing 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 vour 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, sc that you can fully exploit all the
available facilities.

Connecting to your Server

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

prrias =

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

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

Display name: _Noel Kantatis i

For example: John Smith

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

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

E-mad addiess. noel@kantans.com
For example: someone@microsolt.com

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

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

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

My incoming mad server isa  FOF3 v | server.

Incoming mail (POP3, IMAP of HT1P] server
ipop.ptesteleoq_(__

An SMTP serves is the server thet B used for your outgoing e-mrail
Outgoing mail (SMTP) server:
smip prestel.co.uk

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

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

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

busy office - for security reasons.

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

Password ‘ecesses o
[¥] Remember password

If your Intemet service provider requires you to use Secure Password Authentication
(SPA) to access your ma account, select the 'Log On Using Secure Password
Authentication [SPA]' check box.

[[] Log on using Secure Password Authentication (SPA)

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

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

us in Fig. 5.9 below.

Internet Accounte

A | G S N
e Corrcr

@pmpmﬂwuk mad (defaul) Any [ o - ]

N |

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

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

& Orats
Quindy
_PMchasd Babard
JAosl artars.
PPN O
® E-mad ond Newsgroups Petmatt.
® Muliple ac=ounts and [dentibes Tired of shang your e-
« ¥ rvsante o0 e o s
® Address Book ond dwrectory services &R A SRR v
4 messoge(s), O uvesd 1 woriang Ortine

Fig. 5.10 The Inbox Outlook Express Screen.

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

To check your mail, click the Send/Recv toolbar icon
which will display the Dial-up Connection

| & . window shown in Fig. 5.11 below.

SU:IURK\'

Clicking the Connect EERTISTIEED _
button, activates your .S Select the service you want o connect
modem and connects you e
to the Internet. If you | Comecttc |EERESCEENNNNN v
have any new messages, | Useiname [my-addressdmyservercom |
they will be downloaded | Passwod | eeesesss. S
from your mailbox to (7] Save password

your hard disc. You can /et ity
then double-click on the | L Cemect J [ setrge. ][ Corce ]
connection image onthe |/
extreme right of | |
the Task bar,

shown here, to
display your Fig. 5.11 The Dial-up Connection

connection Status Window.
window (Fig. 5.12). - OneTelnet. uk Status
Clicking the || o o=

Disconnect button, Stana Connected

disconnects your PC g b

from the Internet so you Achwy

can read and process st — R — oot

your mail at your leisure S i = e

without still paying fora | 3 g

telephone connection. loworea)

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

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

New Message window, shown in Fig. 5.13 below.

L Testing iy first e-mail <
Flo EQ View Insert Format Took Message Heb r
- - ’ %
S X O vwie T @ Y. 4
Send Cig wpy  Po Unde Check Attach  Priority Sign

B0 fmy-addess@myservercom

@ | i B il

Sublect: [Testing my fist e-mal o - I

arial viow I, BZUA SEREFE EEANE — 9 |

P

-

| if all 1s well, this message will be sent as soon as | connect to my ISP. Checking for e-mail a
| few seconds later | should receve the same message back

Fig. 5.13 Creating a New E-mail.

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

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

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

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

53  the message is about. Type your message and
4 click the Send toolbar icon shown here.

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

The Main Outlook Express Window

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

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

The Folders List

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

Pl DL View Took Message Help F 3

": - s" ” -8 w X & . Y v?-
Creste Ml Y, i * Serdffiecy Aoy -ssen Find
Folders |
?;m(w
ﬁh—(l)k
5 ot
E Sert Rons Falder Urread. Tousd
F Deloted Rems Einbow 1 2
& Ovafs 30.- 0 0
- ﬁl Sﬂl—_ z ]
it S . o
|
N — T
Fig. 5.14 The Local Folders Pane.
The Contacts Pane

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

The Message List

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

i_t —— - E—————

i (3Noel Kantasis Testing my first e-mal 6/1G/2004 13:45

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

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

[t a_¥ Fom Subiect
| =) Noel Kantaris
= Mic oscdt Cn

Fig. 5.16 Received Messages in Descending Date Order.

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

The Preview Pane

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

Message Status Icons

This
icon

e PEKELKpWEKD -~ =

=
s

&dn4pX

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 heading appears in light type.
The message has not been read. The message headmg 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 ali the
responses (expand the conversation).

The message and all of its responses are expanded. Click the icon to hide all
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.

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

Fig. 5.17. Table of Message Status Icons.
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The Main Window Toolbar

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

Opens the New Message window for

creating a new mail message, with the To:
field blank. \

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

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

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

Prints the selected message.

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

Connects to the mailbox server and
downloads waiting messages, which it
places in the Inbox folder. Sends any
messages waiting in the Outbox folder.
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W Opens the Address Book.
Addvesces
- o Finds a message or an e-mail address using

L Find People facilities of the Address Book.

The Read Message Window

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

& Welcome to Outlook Express 6 -

Fle Edt View Toos Message Hel a

Y ¥ 4 $ X O O w
Reply Al Forward Print Delete Previous  Next

Reply
From: Microsoft Outiook Exprass Team
Date: 08 October 2001 11:56
To: New Outlook Express User
Subject: ‘Welcome to Outlook Express 6

® E-mail and Newsgroups
@ Muliple accounts and ldenties

® HTML message support

@ Address Book and directory services
@ Offiine synchronization

® Improved Inbox rules

Tired of sharing your e-

mail account with others

n your househnld? Q_qu
s H

Then raad your mall ﬁ'om

ony place on earth. -
t 1t up right nowl

mm

For the most current Outlook Express information, go to

the Help menu, and then dlick Read Me. -

Fig. 5.18 The Read Message Window.

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

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

O Previous - Displays the previous mail
Previous message in the Read Message window.

O Next - Displays the next mail message in
Next

the Read Message window.

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

Signing your E-mail
You create a signature from the Main window using the
Tools, Options command which opens the Options

dialogue box shown in Fig. 5.19 when its Signature tab is
selected and the New button is clicked.

¥ Options

_ Gews | Rexd | Recsps } Sed | Compors |
Soratues | Secwty [ Comecton [ Mamtnance
Signature settings
. [#) Add signatures to all outgoing messages
[2) Dont add signatises to Repbes and Forwards
Signatwes
Signatue 81 Delouit signatue T |
o]
—_— .
¢ PR — -
: Edit Signahure
N, ©Tet NoelKantam Set 4y Duiect
i my-address@myserver com
O [ o
T TR TR

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

The New Message Window

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

Flo ER Viow lroet Format Tooks Message Hebp L

@A X Qa9 YyY LY. aEs
Send Cay  Pee  Undo Theck 5 Artach  Priority Sgn  Encypt  Offine
B To: Pm-meswv-m
B | T
Subject: ;nnnmlmssqp T
"anal viow I. BIUA S Exa2m -4 3

This message 13 another test

Noel Kantanis
my-addn Dimys rcom v
E3

Fig. 5.20 The New Message Window.

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

EM i‘s . | lets you send your messages on
1 Sunflomer . pre-formatted stationery for added effect.
2 Maize: |
ot _ To access these, click the down arrow
sawaes | next to the Create Mail button in the
7 Loaves . Main window and either select from the 1
swazeowy.. | to 7 list, as shown here, or use the Select
ey . Stationery command to open a box with

many more statione es on offer.
Fig. 5.21 Using y Ty typ

Stationery.

The New Message Toolbar

The icons on the New Message toolbar window have the
following functions:

u Send Message - Sends message, either to the
S recipient, or to the Outbox folder.
x Cut - Cuts selected text to the Windows
 — clipboard.
1N Copy - Copies selected text to the Windows
: Copy § .

clipboard.
@ ; Paste - Pastes the contents of the Windows
T clipboard into the current message.
a u?n Undo - Undoes the last editing action.

.,j Check Names - Checks that names match
. Gheck your entries in the address book, or are in
correct e-mail address format.
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Spelling - Checks the spelling of the current
message before it is sent, but is only available
if you have Word, Excel, or PowerPoint.

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

- Set Priority - Sets the message priority as

high or low, to indicate its importance to the
recipient.

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

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

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

Message Formatting

Outlook Express provides quite sophisticated formatting
options for an e-mail editor from both the Format menu

and toolbar. These only work if you
=+% | prepare the message in HTML format,
Paragrech.. as used in Web documents. You can
I—— set this to be your default mail
“oaeea 7| sending format using the Send tab in
Encodng __»| the Tools, Options box.
@ Rich Text (HTML)
Plain Text
Aopiyi-ﬂon-rvw [
¥ Send Picures wth Message Fig. 5.22 The Format Sub-menu.
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To use the format for the current message only, select
Rich Text (HTML) from the Format menu, as we have
done here. If Plain Text is selected, the black dot will be
placed against this option on the menu, and the formatting
features will not then be available.

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

E

vovwI.BIUA ZEGC EEam e

Fig. 5.23 The Format Toolbar.

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

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

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

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

- —— the Reply to Sender toolbar icon to open the

New Message window and the message you are

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

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

Removing Deleted Messages

Whenever you delete a message it is actually moved to
the Deleted Items folder. If ignored, this folder gets
bigger and bigger over time, so you need to check it
frequently and manually re-delete messages you are sure
you will not need again.
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Speling
Cloareng Up Messages
mply messapes bom the Delsted ems’ oider on e

ﬁ deinted messages when leeving IMAP folders
) Compact messages in the back ground
[ Delote read meesags boket in newsgroups
[0eiote rowe mossagee (5 S daye s berg dowriosded
‘ Compact massages when thave s :20 3 parcent wested space

Secuy

Olick Cloan Up N e O

MOSIEOES ON YO COpUAN,

Chck Stone Foider ko change the locaon of ¢ S Faaaaics 5]
i oetage sove o L&J

Trondisshootng
for boubleshooling pusposes

({0 ] DCinew  [Inswe Onrre

g Gorwal | Foad | Macnpn | Send cm: gronass

! Outiook Express can tove all commands 1o and bom s sever na kg e |
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Fig. 5.24 Cleaning up Messages.

* ok %k

If you are confident
that you will not need
this safety net, you can
opt to Empty
messages from the
‘Deleted Items’
folder on exit in the
Maintenance tab
settings of the Tools,
Options box, opened
from the Main
window, as shown in
Fig. 5.24.

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

e-mail.
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Using E-mail Attachments

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

Y E-mail with attachment ‘—x
Fls Edt View Insert Format Tools Message Help &
o o T i i
B X o 0o e %Ll »
Send o2 gy St Undo Check  Speling mnﬁ Pricrty OFne
T my-address@myserver com =
mce | B
e — il
aridl v oM ssr9p EEFEF e

This is a test to demonstrate e-mail atachments

Noel Kantans
my-addressimyserver com o

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

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

Look in "5 My-Planes

‘-
{ L
Agistri.jpg Ascent.)pg

File name: LAutumn jpg

Files of type: | All Files (%)

[ Make Shortcut to this fle

Fig. 6.2 The Insert Attachment Dialogue Box.

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

 €-mail with attachment

Fle EMR  Wew Insert Format Tools Message Help iy
»
i 3 ASC
S ¢ <9 & T 6 ¥. 3 4
Serd Check  Speling Attach  Priorty Sign Encrypt
m’& FY‘O&MYSGVQ’(-;" ) T T
mc(f [———---—— = = <= ——-— = T
Subect kmmmth' T — = e
: 'B 7 -
Attach: Adaess.doc(ﬁ.ﬂm)\ﬂuxmnpg(ﬂ ()
L
. 4
This is a test to demonstrate e-mail attachments
Noel Kantaris
my-addregs@myserver com
¥

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

Clicking the Send icon on the toolbar, puts each e-mail
(with its attachments, if any) in Outlook’s
23 Qutbox folder. Next time you click the
- Send/Recv toolbar icon, Outlook Express
connects to your ISP and sends all the e-mails

stored in it.

Sending an E-mail to the Drafts Folder

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

» OQutbox - Outlook Express il
Fle ER Viow Yook Message Heb >
P . & W & X | & . W
Croats Mal Regry Peg3v Ra ey Print Delste SendfRecy Addresses

Folders
:‘joﬂook[wvess
& @ Local Folders

B Inbox

%5 Outbox

2 Sent Items

(7 Deleted ltems

@'%

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

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

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

& et St [-mal e atacheen

v il

Fig. 6.5 A Received E-mail with Attachments.

Note that the received e-mail
shows the graphics (.jpg) file
open at the bottom of the
Preview pane, but there is no
indication of any  other
attachments. To find out how
many attachments were included
with the received e-mail,
: _ left-click the Attach (paper clip)
Lo | icon pointed to in Fig. 6.6 to

Fig. 6.6 E-mail display all of them.
Attachments.
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Left-clicking a graphics ()
(.jpg) file opens it in the
Photo Editor, while left- e
clicking the document e e g SR |
file opens the Warning Wt ek vou et o it s e

box shown in Fig. 6.7. Siontian

Each attached file can [71airs i ecrs cpmne s e o

be opened in situ or -y
saved to disc by
selecting Open it or

Save it to disk.

\v mxmx

Fig. 6.7 The Open Attachment
Wamning Window.

Organising your Messages

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

As we saw earlier you can open folders in this area,
and can move and copy messages from one folder into
another. You can move messages by highlighting their

header line in the Message List and
g *| dragging them into another folder.

& i The copy procedure is the same,

B oudox except you must also have the Ctrl

3 Deletad ftoms | key depressed through the dragging

‘s'“g, procedure. You can tell that
copying is taking place by the &y
‘+’ on the mouse pointer.

Fig. 6.8 Moving a
Message.
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The System Folders

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

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

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

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

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

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

folder.

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

’ o
£, Outlook Express
- © ErTm L.
@ Inbos|  Open
@ oubox  Fnd
T Sent Ite Ramone: AU
@ (J Deleted o0 o Datad Acrek
& orafts

Ll LY - !

Fig. 6.9 Creating a New
Folder.

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

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

Creale Folder

Folder name:

@ € Local Folders
& Inbox

Sahdhlddsndﬂhmhmhiﬁr
-

Fig. 6.10 The New Folder Dialogue Box.
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Spell Checking your Messages

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

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

= X Ry TiMN.aa

Send Gt Copy Paste Undo Chack Speling  Attach  Priorty Sign  Encrypt

B0 finy-address@myserver com

P ———

anm e 1 : =

RSETENT I B e LS : -

| Ignore | Ignore AR

With a brt of luck, this mes=ane [Jl] be wel I:““‘"‘J_ ‘:
| sent to my e-mait address when | ctick o [ hange 1] [hange st ]
| the Send Toolbar icon —
i 7 Add LYl
| Noel Kantans A% =
! my-address@myserer con Anns uotest [ concel |

Fig. 6.11 Using the Spell Checker.
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Any words not recognised by the checker will be flagged
up as shown. If you are happy with the word just click
one of the 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 opticns, as shown in Fig. 6.12, are self-
explanatory so we will not dwell on them. If you want
every message to be checked before it is sent, select the
Always check spelling before sending option.

Geel | FRoad { Pocopts | Send J Compom ] Sgnetres |
Speling Seomty | G i~
Settngs
[ Aways check speling before sending
[#] Suggest remacements for misspelied
When checking speling, Biways gnore
[ Words n UPPERCASE
[0 words with numbers
[#) The ariginal ext in & 1eply of forward
[ Irtemet Addresses

Language
‘ {Engish fUrsted Kingdom) v [ Edt custom dctonay |

l

[ox J[ Coead |[ 2w |

Fig. 6.12 The Orgtions Spelling Dialogue Box.

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

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

v Options

Generd | Read | Receipts  Send  Compose | Signatues |
Spelng Secunty Connection Mantenance i

Diakup - - - - — I
@ Ask before switching dial-up connections
[ Hang up after sending and recenving

Intemnet Connection Settings == —
) Outlook Express shares your internet Connection settings with irternet
Exploser

Click the Change button to modify these settings _U:;l):'_

(o J[Ccoes | oo

Fig. 6.13 The Options Connection Dialogue Box.
This gives you some control of what happens when you
open Outlook Express, depending on your connection
settings for Internet Explorer. If you have a modem
connection to the Internet, it can be annoying when a
program goes into dial-up mode unexpectedly. To look at

these settings, click the Change button which displays the
dialogue box in Fig. 6.14 shown on the next page.
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Internet Properties

__________ Secun F‘_‘f..lviy_ gtontent [ Connectons Programs § Advanced|
To set up an Internet connection, chick o
B] Setup. E?d_"’;J
Diat-up and Virtual Private Network settings
Ads
N
Choose Settings # you need to configure a proxy s
server for a connection.
tigwe @i - e hat
Doal wheres 8f 2 rl s £ Q0L 60 8 Ty DISge it
Flasagys il A et ack O eCh0T
(RT3 Biare of u
Local Area Network {LANE settings i
LAN Settings do not apph to dial-up connections. LAN Settings ]
Choose Settings above fer dial-up settings. |
i

.LDK._T(CMI 2k |

J

Fig. 6.14 The Internet Properties Dialogue

Next, select the Never dial a connection option so that
you only ‘go on line’ (as long as you have not chosen to
. Work Offline from the File menu option), when
s,’j‘f,, * you click the Send/Recv tooibar 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.

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

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

but it does not give you any it

control over the page settings e .

it uses. You can, however, Cohrms..

alter the font size of your Lavt..,

printed output as it depends on | EETENNWEN -
the font size you set for e vtedm |
viewing your messages. As o ey S|
shown here, you have five e .
‘relative’ size options i i
available from the View, Text Refrsh .

Size menu command.

When you are ready to print

Fig. 6.15 The View Menu.

a message in the Read Message window, use the Ctrl+P
key combination, or the File, Print menu command, to
open the Print dialogue box shown in Fig. 6.16 with its

General tab selected.

B

Genordl | Opaors
t
I Select Pmiec 7
{8 add Priveer BuFax 1
| s Acrcbet Dutler 2 Lacer ot 550 Post st}
8 Acrobat POFWrRer s ho photosmart 7150 series
f
| St Rosdy CiPwetotie
i Locabon
Comment
Page Range
oea Nurber of copies. [~ &
“aivhny Loaes ® ana
OPages 1 b v ; :
Enter ether & single page rumber o & sngle __IEJI 2
page tange  For example, 512
| Pmt Rii C-I_:d___j 7Y

Fig. 6.16 The Print Dialogue Box.
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Make sure the correct printer, Page Range, and Number

of copies you want are selected, then click Print.

Z | You can also start the printing procedure by
L."".1  clicking the Print toolbar icon shown here.

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

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

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

Using Message Rules

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

To open this feature, which is shown in Fig. 6.17 on
the next page, use the Tools, Message Rules, Mail menu
command and select the criteria you want your incoming
messages to be processed by.

|
|
6
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New Mail Rule

Select your Conditions and Actions first, then specily the values n the Descrption.

1. Select the Conditions for pous nbe:

O Where the From ine contains people "
Where the Subject ine contains specific words

[0 Where the mestage body cortains specific words

O Where the To iine contains peaple ~
ey il o A A 5

[0 Move  to the specified folder ]
[ Copy it to the specified folder

1%}

D Forward # to people v

3. Rule Descrption (chck on an undedined value to edit it}

Apply this nde after the message arrives
Iwhere the Subject Ine contains specif ds
Delete &

4. Name of the nule

New Mad Rule i1

Lok ) [ Cocd |

Fig. 6.17 Creating Message Rules, Box 1.

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

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

Type specific words or & phyase, and click Add

ey M___ l_w

Words:
f:\h‘!"me the Subject line zontains ' Renve
leex'

éot Tor sale’

ok ] [ Cocel ]

Fig. 6.18 Entering Words to Act Upon.

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

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

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

The Blocked Senders List

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

VA teibax - Outlook Expeass
F . '

2 ‘iPweeklynews.lastminute. com’ has been added to your blocked senders lst. Subsequent messages from ths
L) sercer v be blocked.

Woulkd you ke to remove all messages from thes sender from the current kolder now?

==

Fig. 6.20 Blocking Messages from a Single Source.

This can be a very powerful tool, but be careful how you
use it. If you are not, you may block messages that you
really would rather have received!
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The Message, Create Rule from Message menu
command is a quick way to start the New Rule process,
as the details of the currently selected message are
automatically placed in the New Mail Rule box for you.

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

The Address Book in Outlook Express

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

W by clicking the menu icon with the same name.
savesses |y Fig. 6.21 below, we show part of an example.

™ i ddress Book - Main Identity

'?.iM&ﬂd-ﬂYsCM! Name i E-Mal Aodress Business Ph
{lMichae Babar michask@nabanbooks.com 0207 12312

4 rioehiDkoartans com
i [E=phd Otiver L prmo@pt doliver com 012932132

Fig. 6.21 The Address Book Screen.
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Once in the Address Book, you can manually add a

New
New Group. .. Q

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 Address Book, open a New Message

B

window and use the Tools, Select Recipients
command, or click on any of the To: or Cc:

icons shown here on the left.

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

Select Recipients

Sy EMas q
[ Noel Kantasis
=) PH Oiver ulno@n >
-
Q >
- -
Now Contect IL Propertes ] s 0 &
=] [El

Fig. 6.22 The Select Recipients Screen.
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The Properties button lets you edit an existing entry, and
the New Contact buttcn lets you add details for a new
person to the Address Book, as shown in Fig. 6.23 below.

Jane Goodfellow Properties

| Name [Hgmelm Pessonal | Other {| NetMesting f Digtal iDs] AR _‘
|
(Q Enter name and e-mall information about this contact here. }
i 3
Frst:  Jane Mdde ]Last me |
Tie Display m;o-delw"w_“:]mdww [ }
| maiaddosses:  jane_goochelcwhotmad.com I
B Edi -
) TS
I ’ Set &< D ak
j
) send £-Mat using plain text only
| 0K &!L Cancel

Fig. 6.23 A Recipient’s Properties Screen.

Clicking the OK button adds
the new contact to your
address book. To add the

W Inbox - Outlook Express

e-mail address of a newly

EERTmErrnnEl received message to  your

G ook Bpress | Address Book, highlight the
afh gl ke iy header line in the Message
g::mml e List and use the Tools, Add

B Sy > Sender to the Address Book

menu command, as shown in
Fig. 6.24 Adding a Sender to Fig. 6.24

the Address Book.
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Outlook Express Help

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

B? Outlook Express
g e - @/
Hide a3 Voremd  Options Web Help
= =
—— ? “Gillook
P nosocrg uiosk Eoree: B Express
o . L d 4
|G Getting started with Outiook Express ; Hel 0
@ Readng E-mal Messages
Creating and Sending E -mad Messages i
Viewng and Postng to Newsgrioups
Managing Lasge Numbers of Messages Introducing Outiook Express
Woarking Offine Microsoft Qutiook Express puts the world of onhne
Tips and Tricks on your desktop. whether you want to
Troublethootng change e-mail with colieag and frends or join
Accessbity newsgroups to trade ideas and information, the tools you need
are here
Address Book
h Manage multiple e-mail and newsgroup accounts
If you have several e-mail or newsgroup accounts, you can
work with all of them within one window. You can also create
luple users, or identt for the same . Each
1dentity has unique e-mail folders and an individual Address
Book. Multiple 1dentities make it easy dor you to keep work e-
mail separate from personal e-mail, and also to keep
o R individual users’ e-mail separated. ¥

Fig. 6.25 The Outlook Express Help System.

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

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

To start the Internet Explorer, either click start, All
Programs, and select Internet Explorer from the
@ cascade menu, or click its icon on the Quick Launch

area of the Task bar. Clicking either of these opens
the browser. The first time you do this, and if you haven’t
already carried out the procedure of connecting to the
Internet described in Chapter 5, it will probably start the
New Connection Wizard, which steps you through the
process of establishing your link to the Internet.

New Connection Wizard

Netwoark Connection Type
‘What do you want to do?

%) Connect to the Internet
Connect to the Intemet 30 you can browse the Web and read smail

O t to the k ac my workpl
Connect lo a business netsork: (using dial-up or VPN 50 you can work from home,
a held office. or another locatien.

) Set up a home or small office network
Connect 1o an essstng horee a small office network. of set up 2 new one

() Set up an advanced cenrection

Cam&e@mmmmmwﬂ.p&ﬂam&edpﬂl o
el up this computer $o that ofwer computers can connect to

T N

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

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

3 MSH UK Homepage - Microsaft lnterne! Explores
Fls ER Vew FPovomes Toos Hep

O © B@O Lo frrwem @ @ 13-4

Address | (] hetp: | e man. oDl e amp =t

AN Hiome
165 | ot | Search | Shopgpeng | Mitey | Progsde & Ched
Wb

Gk M B Tt
hasshe tree iosirs for any petpose

BB LATEST :
Gat the labest news from the houss, and *‘&m -
s o the bockes . e aw

arlLE
O Miais ot to

!% vy ts f
s —ays
Bost rates on gold and pletrum cards

(&nmﬂy- Pratester sews up eyes and mouth * LS. treops under Rre

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

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

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

Your PC Settings

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

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

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

Start Explorer, if it is not already going, log onto the
Internet, and click the Search button, shown here, which

is on the button bar known as the toolbar. This
: opens the Search panel on the left of the
Explorer window, which
should be similar to the |== :
one shown in Fig 7.3, |3 %17 oo
Next, type ‘DVLA’ in | Towscswoviovossan

P sexch

R ]

X @ Find a Web page
the text box, and click O Previoys searches
OFrdamep
the Search button to L
Find a Web page g

‘Start  Searching’ the oA - I
Web. Brought to you by MSN Search

s =

In our case, this Syt
F

displayed several links to ::‘m
pages on the DVLA site, .
as shown on the left ST B

panel in Fig. 7.4 on the

Fig. 7.3 The Search Bar.
next page.

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

e BB W foutw ek Wb '3

[ Qw- O RBO Pur frroen @ @ -5 - @B
adess 4] OMa.qgov. ey = He ™
Search x -
@ oew @ Customze A

| DRIVER AND VEMICLE

~ LICENSING MIENCY

g Home Drivers FAQ Offices & Contacts Orthe
oA Yo . .
Rates of Vehicle Excise Duty

Found "DYLA"

| The inks below grve the rates of setucie excise duty whnC ake efiec for
Fcences commenciag | May 2903,

The notes on the velucie hcence apphcaton form explamn how and where
0 opply Please read carefuly.

* Emvate/ught Goods Yehdes (povate vehicles. hght vans.
cars. inas etc) requstered betors 15t March 2001
* Prvate L_u._M smxd.au_:.'h:_.._“mn.d‘

TEATLRED BTES oROUT

] L_[lla sods Yetices (0 wieh JELLL'J"‘ xﬂi
o wnth & -'Jgrvﬂ\ls.'\-:.u M. SiC) re
March 2001)
- nu‘.d.uwcn Yehicks requstered on or afer 1stMarch 230
.
g WEIE »
@ et

Fig. 7.4 Using the Search Bar.

The first link ‘Private/Light Goods Vehicles registered
before 1st March 2001° looks interesting, so click it to
display the page holding the relevant information. In
Fig. 7.5 the result is displayed with the ‘Search’ panel
closed (click the X button), so as to maximise what can be
seen on the screen. In this case we found that the engine
capacity threshold for the lower taxation is 1549 cc. This
is 50 cc more than we thought the figure was before
carrying out this search, and the good news is that you
can claim a rebate if your car meets the regulations!
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B GVED - 1549cc Rebate - MiciosolLinternet Explorer - [Working Offline} - :‘h
Fle Edt Vew Favartes Tools Hep li—

| et
Qe - @G s frreon e @ 35 @@
adh s | i) D pesveve. dn.gov . ukigvedjgved_1549cc_rebate him ~ B rag ™
I' - SB% - i A
,15490cl

EFFECTIVE FROM 15t JULY 2001

Engine Threshold System

Good news for car owners

Following the Chancellor's March 2001 budget announcement the lower rate ot vehicle excise duty
(VED Car Tax) will be extended to vehicies with engine sizes up to 1849cc inclusive from 15t July 2001

1549cc Rebate Scheme

* Which cars does the change atfect?

Only cars thatwere registered before 1st March 2001 in the Prrvate Light Goods (PLG)
texation class and have an engine size between 1201cc and 1849cc inclusne. Cars up
to 1200cc already benett from & reduced rate ot VED

When do the changes come into effect?

Amyone whose cer has an engine size up 1o 1549cc and renews thelr VED from 1st July
2001, will only heve 1o pay the reduced rate of £105 tor 12 months and £57.75 for b
months

Rebate schame
R

Motonsts are entitied to & rebete on licences (tex discs) taken out between 1st November 2000 and

30™ June 2001. Rebates will not be paid on licences starting before 1st November 2000 »

€ : z et

Fig. 7.5 Following Links Between Web Pages.

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

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

e e | > [

Flg 7.6 Using the Address Bar.

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

Fle ER View Fovortes Tooks Heb &

O=-O HRAG ruot @rete @ (3
Addrese @ vy e .okl . 1> L

{};:;.:,“*“:ﬁuumomu website  Hon yw gwefan swyddogol !

Asiascacth Trwyddods of the DVLA VLA !
Ciyrwyr & Cherbydsa y

The Dnver and Vehicie {Go to DVLA Webske Home Page, Engish version ] rwyddedu Gyrwyr a
is an Executive Agency of the Department  Cherbydau yn Asiantaeth Weithredel i'r

for Trangpornt Adran am Drafnidiaeth

The Agency is accountable to the Mae'r Asiantaeth yn atebol i'r Ysgrifennydd

Secretary of State and Ministers and. Gwiadol a Gweinidogion a thrwyddynt hwy,

through them, to Pariament and the public.  i'r Senedd a'r cyhoedd. am reoli'r S
'_d} hetp:{Juww. dvia gov. ukjwelcome htm z @ internet

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

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

The Standard Toolbar

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

g. ©. B @ & L v @ € 3 .

Foward  Stop Refresh Home Searth Favortes Meda Hstory Mal  Print

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

Button Function

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

Forward Displays the next page on the history list.

Stop Halts any on-line transfer of page data.

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

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

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

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

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

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

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

Print Prints the open Web page, or frame, using

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

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

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

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

Favorites

Using Favorites (their spelling, not ours) which are a kind
of Bookmarks, is an easy way to access the Web pages
that you need to visit on a regular basis. It is much easier

otes ) to select a page URL address
Add to Favorkes. . from a sorted list, than to look

ek bbb it up and manually type it into

*| the Address field. With
) Fnandal Lnks *| Internet Explorer, a Favorite is
) unks 4 . .
o MeDIA ,| simply a Windows shortcut to

&) 181090 a Web page.

ﬁ :c;:::m U:Wh g When you first use Internet

) Amazon.co.uk Associstes Explorer there may already be
&) Amazon.com Associates some Favorites available for
m you to use. Later, as your list
2 :z‘:ﬂ of regular sites grows, your
@) sosvico Favorites menu structure will
grow too.

Fig. 7.9 The Favorites List.
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With Explorer 6 there are two ways of accessing your list
of Favorites. From the menu bar, as shown previously,
and by clicking the Favorites toolbar button
shown here. The latter method opens the
Favorites list into an Explorer bar on the left of the
Explorer window, as shown in Fig. 7.10 below. This bar
remains open until it is replaced by another Explorer Task
bar, or either the Favorites button or the X button on the
top right of the Favorites bar are clicked.

7 Favories |

3 http:/www. dvia.gov.uk/ - Microsoft Internet Explorer |
Flo ER View Faevortes Tooks ek 4

Qs - O @QGPM*F-M"G‘M@ i

Mmsﬂmuwmmmw v ,.o s ®

Favorkes x [ -

LT Icome Croesc

() Financial Linxs }':;:'m official websits  Hon yw gwefan sw
3 Unks ofthe DVLA yDVLA

3 MEDIA y

4 181-L0gn

4  Account Manager Login VeriS,
4 | Adobe Systems LK

. Amazon.co. sk Assocates

& | Amazon com Associates

L | AVG Antr-Virus System k
4 Bardaycard

4 Bardays [Bank The Drver and Vehicle Mae'r Asiantaeth
41 BOSVIGO | Licensing Agency is an Trwyddedu Gyrwyr a
i Executive Agency of the Cherbydau yn Asiantaeth
b Department for Transport Weithredol iI'r Adran am
] hoso fights Tininicinath v
4 | Currency Conwverter L : >
dwsmmme v X osassons~ | [P ) ) 5 10 swbscrbe... | E | PyDiscus
.; B Internet
s

Fig. 7.10 The Favorites Bar Open.

141



7

Using the Internet Explorer

Adding a Favorite

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

in Fig. 7.11.

Back

Forwnd

Save Bashground As...
St e Bawkagronarsd
Copy Backg: ond

et &5 Pashop fham. .,

Sedect Al
Paste

Create Shortcut

¥iew Source l!

Encodng »

Print
Refresh

Export to Microsoft Excel
Properties

Fig. 7.11 Using the
Object Menu.

You can also use the Favorites,
Add to Favorites menu command
or, if the Favorites bar is open, click
its Add button shown in Fig. 7.10.
All these methods start the same
procedure by opening the Add
Favorite dialogue box shown open
in Fig. 7.12.

A, intemmet Explorer wil add thes page 1o pous F avortes st [:E_:’J
[ Mske avalable offine Curtomap
Name:  Welcome to DVLA Coosto i << |
Ciesieinc [ Favarkes [Peow Foldr_]
| Qo
| {2 Fnandal Links
|
) MEDIA

Fig. 7.12 The Add Favorites Dialogue Box.

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

Explorer stores all the Web pages and files you view on
your hard disc, and places temporary pointers to them in a
folder. To return to these in the future, first use the File,
Work Offline command and then click the
l-is?;y History icon on the toolbar, shown here,
which opens the History Explorer bar, as

shown in Figure 7.13 below.

A hitp:/hwww. dvla.gov. uk/ - Microsoft Internet Explorer = [B)%
Flo ER View Favortes Took Hebp »
Qs - © (B @ B Prowsr Srrovare Gt @
Address al’ttp:!!m.dda.qov.dd v BlGo .;.I.mls »

— x T B

lcome Crou

Eji Woeks Ago
]2 weeks Ago t Mmm&ﬂn official website Hon yw ow
[E]Last weok ummm of the DVLA
a -;N\ yr a Chertyydau
D Xt §
434 dvia (www.dvia.gov.uk) 1,,3[ @
English Version Fers
{2 kantaris (www.kant aris.com)
() msn (www.msn.com) | The Driver and Vehicle Mae'r Asiantaeth
| LicensingAgencyis an Trwyddedu Gyrwyr a
My Computer
E;?;" l Exscutive Agency ofthe Cherbydauyn
1 Depanmem for Asiantaeth Weithredol I'r
'''''' el Adran arm Nratnidianth -
1< S &
— X oo | BB D D D stsate- | E|
£ @ Intemat

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

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

Right-clicking on any list item gives
you the options to Expand or
Collapse the list, or 10 Delete it, as
shown here. This gives you the option
of editing out any pages you don’t want to keep in the list.

The length of time
——| history items are kept

Imernet Options

Genersl Socunty , Pvacy | Contert | C Progams | Ad
Home e on your hard disc can
- Wy o st emiea be controlled by using
rrelrrirT. the Tools, Internet
I Options menu
(@Y e e o command which
[esticeen] [ ] (st ] displays the tabbed
g S i R I dialogue box shown
4 :::::"’::":g e, in Fig. 7.14. To delete
all history items click
(o ] (o] ([Largnger | [Accmly the Clear History
Lo I oot ] o button which will

release the hard disc

Fig. 7.14 The Internet Options.
g Op space used.
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The Cache

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

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

Finally, in the Internet Options dialogue box of
Fig. 7.14, you can change the Web site which is displayed
when you first start Internet Explorer. The default Web
site is that of Microsoft’s msn. To change it to one of
your choice, type its URL in the Address text box (or
navigate to it and click the Use Current button), then
click the Apply button. In this way, when you start
Internet Explorer (or click the Home toolbar
0 button, shown here, while connected to the

Internet), the Web page of your choice will be
displayed, instead of Microsoft’s msn. You can also have
a blank page loaded on starting the Explorer. The choice
is yours!
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msn Hotmail

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

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

www.hotmail.com

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

drusud lnte ot Exploes

Mo Ed 'gvortas  Took Help

o»-gj@& Pums e G @1 2- 5 B IO S

<mi}r¢_mrh~mm1\m wfPided

My M Hotmail | Sesrch

g Brother: 1atnst fram the house
peod up yoar inlernet Cosimestioe

=ays te burn more cafories

[[] sign me i sutomaticelly :

] Do not remember my e-mail address for
future sign-in. (Select this when using & public
computer.)

S TR D ) oo | L e e e @
S : ool it %

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

3 Geta NEI Passpurt - Mictosolt Intemnet Explores

Fle Edt Vew Favortes Tooks Hew

[ @m0 BA6G Hmwo frmme @ @ 35

Registration
Complete this form to regster for a Hotmail account, which s also a Microsoft NET
Passport.

The Hotmall e-mall address and password you create are your NET Passport
credentials. You'll need them to arcess your Hotmail account and to sign N where
, E in L
you see the .NET Passport sign-n button:
what f | want o Close mw account igter?

Profile Information

Help
First Name i T
Last Name | _—"
Your it aed last narhes will be sent wth all cutgoing e-mall mesages
Language English A4
Country /Region i United Kingdom -
Privacy tor ‘endents of the European tinion v 1
$ >
| % Oscusaons + | ) [ 8 D 9 2| subrte... | | QDcussions not avadabls on hep:fregtemnat passport.
&1 @ Ineernet

Fig. 7.16 The msn Hotmail Registration Page.

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

3 MSN Hotmail - Activate your Holimall Actcount - Microsolt e et Explorer
y 4

Fis ER Vew Fevotes Tods Hep
Ouw - O BB Put dyroem @ @ 335 B[
EZ S ] bay®.hotmal. men,com Pagemieh n- B"‘
y L]
"ﬁ Hotmail
T
Al for onty £19.99 a yeart*

No Account Expiration
1L0g In to your MSN Hotmall acceunt whenever you mant. You'l never have to worry sbout
losing your account, regardiess of how often you sign in.

e

Senvd: Per eive Large Attachments Virus Scanning
D Ganerous se s for sending or receving photos & vou-pmm-.mnurw- Hotmed
& Hes - up to I tmes more por mad o attachments from McAfes

Hotmall 1UME Enbox Extra MSN Groups Storage:
;@. WEh S times more storage, youll mediately have You'l get J0MB of storage nn M Groups avalsbie
= Dlenty of room for more o-mad, phatos, etc. Phus you  straght away - mwvnmmcmmuo
can sendjrecerve attacnonts as lrge as IMB photos, music, etc

Contrue o Biling Information |

u_dguwmmﬁ;m(mamquammmmmmmm).
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7 bonat 00 XK b2 AT LOXTE T Lab BN A O T NN LIS GXE 3 P PN SO0 45 €
T OIS NG ath BAATGS (M A Lemmn com MIRIELL G TIO0IQe S O 3 MM s 3 128 RORTOIN

© 2000 Mcrosoft Corporstion. Al nghts reserved TERMS OF USE  TRUSTe Apgroved Privacy tatement
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Fig. 7.17 Activating your msn Hotmail Account.

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

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

We suggesi you set your Hotmail home page as one of
your Favorites, or even your own home page. That way it
N Fiotmai Home) is very easy to access it in the futgre. You

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

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

B Microsoft Internet Explorer

o i

Hide Options  Web Heb

Conterts | Index | Search | Favosime | - M .
%) Gotting started wih Intornet E xpiorer g
I (s - m

Finding the infarmation you ‘on the

Lesting your favorte pages for quack va I
2] Changng yous home page Getting started with
i) Sharing bockmarks and favortes | Internet Explorer
g Finding pages you've recently visted

With an Intemnet connection and internet Explorer, you can
Entenng Web ndormation mare easly find and view information about anything on the w'eb Just

‘ Browsing the Web Ofline click the topics below to get started. You'll find more

§ Printng and S aving Infarmation information to help you browse the Internet in the Help

Sendng Information over the Intecnet Sale: I Contents.,
Undetstanding Securiy and Privacy on the
@ Controling Access to Inappropriste Inteme: I Basic setup

@ Customzing You Web Biowser 1f you aren't connected to the Internet, or you want to create
@ Accessiiity a new connection, click this link.

s Setup an Internet connectc

I Learning about Internet Explorer

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

. r ng the nternet Explorer W r
® Learning how to browse the wWeb faster and easier

< W I o Finding the information vou want

Fig. 7.19 Using Help with Internet Explorer.

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

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

In this chapter we will examine how you can adjust your
PC’s settings for vision, hearing and mobility. We begin
by using the start, Control Panel menu command which
displays the screen in Fig. 8.1 below.

M E® View Fovortes Took Heb -

skwes [ Control Parel * B
Adc Hardware  Addor Adwastrative Daie and T [wsplay  Folder Optiors
Remov Tools

e Interret JevePhyn  Neyboard Mol Modem

ontrolers Options Settings
Patwork. Phone and  Powsr Options  Prrters and  Regional and  Scanners and

ornections Modem Faxes Language Cameras
Schedulsd  Sound Bffect  Sounds and Speech Symartec System Tashbar and

Manager  Audio Devices Meras

Fig. 8.1 The Control Panel Screen in Category View.

If the Control Panel screen displays in Category View,
click the Switch to Classical view option to be found at
the top-left panel of the screen.
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Next, click the Accessibility Options icon to display the
screen shown in Fig. 8.2 below.

Accessibility Options

Kegboard | Sound | Display | Mouse | General

StickyKeys

Use StickyKeys i you want to use SHIFT, CTRL, ALT, or
Windows logo key by pressing one key at a time

[Use stickyKess

N

’ Flﬂkm

Use FiterKeys if you want Windows to ignore brief or repeated
keystiokes, or siow the repeat rate

[JUse FlrerKeys

E

ToggleKeys

Use ToggleKeys if you want to hear tones when pressing
CAPS LOCK, NUM LOCK, and SCROLL LOCK.

[[JUse ToggleKeys Settings

[T] Show extra keyboard help in programs

Iy

— ][EM]

Fig. 8.2 The Accessibility Options Screen.

Windows XP gives you the opportunity to make your PC
more accessible to individuals who have difficulty typing
or using a mouse, have slightly impaired vision, or are
hard of hearing.

Clicking each tab in turn on this Accessibility Options
dialogue box displays screens on which you can change
the behaviour of the keyboard, sound, display, mouse and
other general categories.
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The Keyboard Options

Activating the StickyKeys option (Fig. 8.2), allows the
user to press a modifier key such as Ctrl, Alt, Shift, or
the Windows Logo and keep it active until another, but
different, key is pressed. This is useful to people who
have difficulty pressing two keys simultaneously.

Activating the FilterKeys option, instructs the
keyboard to ignore brief or repeated keystrokes. The
keyboard repeat rate can also be adjusted.

Activating the ToggleKeys option, instructs your PC
to play a high-pitched sound when the Caps Lock, Scroll
Lock, or Num Lock keys are on and low-pitched sound
when they are off.

The Settings buttons against each of the above options
allow for fine tuning of these preferences.

The Sound Options

Activating the SoundSentry option on the Sound tabbed
sheet, shown in Fig. 8.3 on the next page, instructs your
PC to flash part of its screen every time the system’s
built-in speaker plays a sound. Once this option is
activated, you can click the down-arrow against the
Choose the visual warning box to display a drop-down
menu from which you can choose which part of the screen
you want to flash.

Activating the ShowSounds option, instructs programs
that use sound only to provide information on what they
are doing at the time, to also provide visual information.
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Accessibility Options

| Keyboard | Sound | Display | Mouse | Generall
- SoundSentry v 3

Use SoundSentry if you want Windows to genaate visual
warmnings when your system makes a sound.

[J Use SoundSentry
Choose the vicual mgaung

ShowSounds =

Use ShowS ounds to tell your programs to display capt ons for
the speech and sounds they make

[] Use ShowSounds

- sy

Fig. 8.3 The Sound Accessibility Ogtions Tab Sheet.

The Display Options

Activating the High Contrast option on the Display
tabbed sheet of the Accessibility Options screen, shown
in Fig. 8.4 on the next page, instructs programs to change
their colour-specific schemes to the one specified in the
Settings sheet. Fonts are also changed whenever possible
to improve legibility.

You can also change the rate at which the insertion
point blinks and its width by dragging the two sliders
appropriately.
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Accessibility Options

Kesboard Sound Display Mouse ‘Generd]
High Contrast

Use this option if you want Windows to use colors and fonts
designed for easy reading.

[ Use High Contra:t | Settngs

Cursor Opbions

Move the siiders to change the speed that the cussor blinks
[cursot biink rate) and the width of the cursor

Blink Rate:
None 3___..._. Fast
Width
Narow 3. Wide
[ ok ][ coesl | aiow |

Fig. 8.4 The Display Accessibility Options Tab Sheet.

The Mouse Options

Activating the MouseKeys option on the Mouse tabbzd
sheet of the Accessibility Options screen, shown in
Fig. 8.5 on the next page, allows the keys on the numeric
keypad to be used to move the mouse pointer.

The shortcut key combination you need to use to
activate and deactivate the numeric keypad MouseKeys is
displayed in the Settings sheet, where you can also
change the pointer speed, and specify whether to use the
MouseKeys when the Num Lock key is on or off.
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Accessibility Options

MouseKeys :
Use MouseKeys if you want to control the pointer with the 5
numenc keypad on your keyboard.

[ se Masekers

= ”w] _;AM.” }

Fig. 8.5 The Mouse Accessibility Options Tab Sheet.

Once the MouseKeys option is activated, you can also
use the numeric keypad to simulate mouse operations
such as click, double-click, or drag. To carry out these
operations, do the following:

* To click, press 5 on the numeric keypad.

* To double-click, press the plus sign (+) on the
numeric keypad.

* To right-click, press the minus sign (=) on the
numeric keypad, and then press 5 to click, or press
the plus sign (+) to double-click.

* To click as if you were using both mouse buttons at
once, press the asterisk (*) on the numeric keypad,
and then press 5 to click or the plus sign (+) to
double-click.

* To switch back to standard clicking, press slash (/)
on the numeric keypad.
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The General Options

Activating the Automatic reset option on the General
tabbed sheet of the Accessibility Options screen, shown
in Fig. 8.6 below, turns off all the accessibility features,
apart from the SerialKeys option, after the specified time.
The Automatic reset option is only used if more than one
person is using the same User Account.

Accessibility Options

Keyboad | Sound | Dispay | Mouse | Genesdl

Automatic reset
] Tuin off accessibiliy faatures after idle for:
5 vurnites e hd
Notsfication ~

[¥] Give waming message when tuining a feature or
[¥] Make a sound when bming a feature on o off

| ~SeniaKey devices ey
Seriak ey devices allom dtemative access to keyboard and
mouse features.
[JUse Serial Keys
| S — ————— - w4
Admarsstrative options 2
] Apply all settings ta logon desktop
[T Apply ol settings to defaults for new users R
[ ok |[ concel |  apoh

Fig. 8.6 The General Accessibility Options Tab Sheet.

Activating the SerialKeys services allows you to connect
an alternative input device to the computer’s serial port.
Use the Settings button to display the Settings for
SerialKeys screen, shown in Fig. 8.7 on the next page.
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o KEY Next, click the down-

Choose the port whers you cannect an aemalive ingud device. arrow to the right of

the Serial port text

SERSS o  s| box and choose the

T o il (COM) port 1o

be used. This feature is

useful for people who

Fig. 8.7 The Settings for are not able to use the

S RIS computer’s  standard
keyboard or mouse.

For the next two sections of this chapter, we need to
switch the Control Panel screen to display the Category
view. To do this, click the Switch to Category view
option to be found at the top-left part of the Control Panel
screen (see Fig. 8.1). Doing this displays the screen
shown in Fig. 8.8 below.

E Control Panel

Pick a category

v‘&. Appear ance and Y Printers and Other
Themes Hardware
- N

Network and Internet

¢ User Arcounts
Connectinns

Add or Remove Date, Time, Language,
Programs : and Regonal Options

Sounds, Speech, and B
4 hudo Devices Actessdility Optionms

Fig. 8.8 The Control Panel in Category View.

Next, click the Accessibility Options entry (pointed to)
under the Pick a category panel to display the screen
shown in Fig. 8.9 on the next page.
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The Microsoft Magnifier

To start the Microsoft Magnifier, click the Magnifier link
(pointed to) under the See Also entry in Fig. 8.9 below.

Accessibility Options

Fle Edt View Favortes Tooks Help

[ Om - O F| P Brim X W [l Feros: @

Acs essihility Oplions

Pick a task...
{9 Rajest the contrast for tewt and colors on your screen

Y Casrelsgure Wirsdows Lo work For yoisr stsaon, he aring, and msbility
e ds

ot pick a Control Panel icon

A ressibilily Options

Fig. 8.9 The Magnifier link on the Accessibility Options Screen.

The displayed Magnifier screen is shown in Fig. 8.10 on
the next page. The first thing to notice here is the display
of the Microsoft Magnifier message, which can be
prevented from displaying by clicking the Do not show
this message again box.

However, before closing this message, note that it is
magnified at the top of the screen as shown, because the
mouse pointer happens to be within the actual (lower)
message box. In fact, wherever you move the mouse
pointer, that part of the screen is magnified in a window
at the top of the screen. The magnifying window can be
made bigger in the usual way.
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Microsoft Magnifier

Magnifier is intended to provide a minimum levzl of functionality
for usq "z with slight visual impairments. tMost uzers with visual
impaiments vill need a magnification utility program with higher
functionality for daily use.

Microsoft Magnifier
Magrdws iz sienda Lo provede @ néwrum ievel o Renchonally
!a«n{em A veual moarments Mot users with virush
vl noed 29y D10y 8 wth Higher
kancionally for dady use.
For 3 ot of Window: based magnhcabon wifies. 08
Migioeoh Weo oy

[ and ol warr iy
(@ R Ty e e

k(9 —n ra Pew s - ey

of pick a Control Panel icon

Ao vt p (e an

Fig. 8.10 The Magnifier Screen.

After closing the: Microsoft
Magnifier message box, the

e aon vt - : e
Traieh N Magnifier Settings dialogue box

2ot ot oiesy becomes fully visible, as shown

::;:"’:;m in Fig. 8.11. From here you can
S — set the Magnification level
[ inver colors from 1 (low) to 9 (high), and
(TS niind select Tracking and
[¥] Show Magraher

Presentation options. Clicking
: the Exit button removes the
e e Magnifier facility from your

Fig. 8.11 The General screen.
Magnifier Settings Box.
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Selecting Start Minimized under Presentation,
minimises the Magnifier Settings box on the Task bar
next time you start the Magnifier. To now exit the
Magnifier, click the Magnifier Settings entry on the Task
bar and remove the minimise option.

The On-Screen Keyboard

To activate the On-Screen Keyboard, click its link
(pointed to) under the See Also entry in Fig. 8.12 below.

hecessibility Option
Pis ER View Fovorkes Took Help

Qe O 0[5 Pras XS ThiTore 9

e O Accoblty Ot — >

e sty Optons

Pick a task...

3| Agus the contrast for test and colors on your screen

i3 e e Winndows o wark for gour vison, hesong, st mwoility
= ne=ds

or pick a Control Panel icon

Acwenniidt y Dptumes

Fig. 8.12 The On-Screen Keyboard link on the
Accessibility Options Screen.

This displays the screen shown in Fig. 8.13 on the next
page. The virtual keyboard allows users with mobility
impairments to type data using a pointing device cr
joystick. The result is exactly as if you were using the
actual keyboard.
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E? On-Screen Keyboard

Fig. 8.13 The On-Screen Virtual Keyboard.

The On-Screen Keyboard has three typing modes you can
use to type data. These are:

* Clicking mode - you click the on-screen keys to

type text.

* Hovering mode - you use a mouse or joystick to
point to a key for a predefined period of time, and
the selected character is typed automatically.

* Scanning mode - the On-Screen Keyboard continu-
ally scans the keyboard and highlights areas where
you can type keyboard characters by pressing a hot
key or using a switch-input device.

Help The three typing modes are selected

v AwaysonTop | DY choosing the Settings Typing
= Meode menu command, as shown in
Dok Fig. 8.14. This opens the Typing
Typing Mode ... Mode dialogue box shown in
Font ... Fig. 8.15 in which you click the
com—— - == option you prefer and, if
Fig. 8.14 The Settings  appropriate, the time interval before

Menu of the the command is actioned.
On-Screen Keyboard.
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T T

O Click to velect
() Hovet 1o select
Mirarmum tme to hover: 1 00 seconds -

3 Jopstck o ey to celect

i
=
Fig. 8.15 The Typing Mode of the
On-Screen Keyboard.

Also, note that you can
select from the Settings
menu to have the virtual
keyboard appear Always
on Top of all other
windows displayed on
your screen, and select to
Use Click Sound which
is particularly useful if
you are using the Hover

to select option of Typing Mode.

There are several

(Fig. 8.16). These are:

* The Enhanced Keyboard
includes the numeric

that
keypad.

e The Standard Keyboard
that does not include the

numeric keypad.

types

On-Screen Keyboards which are
chosen from the Keyboard menu

of
Settings Help

® Enhanced Keyboard
Standard Keyboard

® Regular Layout
Block Layout

® 101 keys
102 keys
106 keys

Fig. 8.16 The
Keyboard Menu of the
On-Screen Keyboard.

You can also display the keyboard with the keys in the
Regular Layout, or in a Block Layout (arranged in
rectangular blocks). Block layout is especially useful in
scanning mode. Finally, you can select to display the US
standard keyboard (101 keys), the universal keyboard
(102 Kkeys), or a keyboard with additional Japanese

language characters (106 keys).

As you can see, the Accessibility Options are many
and varied, and some of these can also be used by people
who have no disability whatsoever. The choice is yours!
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Using a Scanner or Camera

If your scanner or digital camera are Plug-and-Play,
Windows XP will detect them (if connected to your PC)

_ _ and will start the
?& Scanner and Camera
| Get picture using Scanner Wizard Wizard. If your camera
| Dokte is not Plug-and-Play, or
- you are using a scanner,

| Properties o g
right-click the camera or
Fig. 8.17 The Scanner scanner icon in My
Shortcut Menu. Computer, then click

the appropriate option
for that device. In Fig. 8.17 we show the shortcut menu
for our scanner.

Another way of starting the Scanner and Camera
Installation Wizard is to click Start, Control Panel, and
then:

* If you are using the Classic View, g
double-click the Scanners and |savesa
Cameras icon shown here. i

* If you are using the Category View, click the
Printers and Other Hardware link under Pick a
category, then click the Scanners and Cameras
link under or pick a Control Panel icon.

If your scanner or camera are not Plug-and-Play, follow
the instructions that came with that device. It is possible,
however, that you might need to get the latest driver for
your device which is compatible with Windows XP or
Windows 2000, by looking at your hardware
manufacturer’s Web site.
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To start the scanning process, start the Scanner Wizard
using one of the methods suggested on the previous page.
After the initial Wizard page the screen shown in
Fig. 8.18 is displayed.

& Scanner and Camera Wizard

Choose Scanning Pieferences -

5 "
Choose your scanning preferences. ard then click Preview to see how your preterences affect (’ﬁ
the picture

i - O Grayscale picture
E!__] (O Black and whie pictuse o tex
LL] O Custom

|| s

[ <Back J[_Newts> ] [ Concel ]

Fig. 8.18 Using Scanner and Camera Wizard to Scan a Picture.

e As you can see above, there are
four scanning choices; colour,
grey-scale, black and white, or
custom, with colour being the
default. Clicking the Preview
button activates the scanner and
a preview of the picture appears

= = on the right side of the Scanner
P xe window (Fig. 8.19).

[ J[ e J[ == |  Fig. 819 The Scanner Preview.
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Clicking the ‘enlarge preview’ button pointed to in
Fig. 8.19, displays the screen in Fig. 8.20. In this way you
can check the result of your scanning preferences.

= Scanner and Camera Wizard 5_('

7

Choose Scanning Preferences
Choose your scanning preferences, and then chick Preview to see how your prefetences affect
the pictwre.

) Black and white picture of text

(5]
(5| O Grayscse potue
&

!_.i O Custom

=
[ <Back ]| Nem> {i [ cacel |
Fig. 8.20 The Enlarged Scanner Preview.

Clicking the Next button, displays the Wizard screen
shown in Fig 8.21 on the next page, in which you can
give your picture a name, select the file format and
specify in which folder it should be saved. In this case, we
selected the file format as Bitmap Image (.bmp), because
in this format you get the maximum number of pixels
giving best quality, which makes it ideal for printing the
image in the future on photographic paper. If, however,
you never intend to print this image, you might like to
select the .jpeg file format which does not produce such
large files and saves space on your hard disc.
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< Scanner and Camera Wizard

Picture Name and Destination
Select a name and destination for your pctures

1. Type a name lor thes group of pictures

Meteora v
2. Select a file tormat

=3 BMP [Bamap Image] »

3. Choose a place to save this group ol pitures:

8wy e -

[ <Back || NemJ\J [ coance ]
s

Fig. 8.21 Picture Name, File Type and Destination Screen.

Clicking the Next button, reactivates the scanner, re-scans
and saves the picture, and displays the penultimate
Wizard screen, as shown in Fig. 8.22 below.

< Scanner and Camera Wizard

Other Options
You can choose to keep working weh your pictures

You pctues have been successtully coored lo yous computes or network.
You can also publksh these pichues to a'wWeb site of order prints online
‘What do you want to do?

(O Pubksh these pictures to a Web sie

C Oider prints of these pictures from & photo prnting Web ste

() Nothng. I'm hrsshed working with these pictures

S—

Leam more wmgm

[ <pack ) Net> ] [ Comce |

Fig. 8.22 The Penultimate Wizard Screen.
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If you want to learn more about working with pictures,
click the link by the same name, pointed to in Fig. 8.22,
otherwise select nothing under the what do you want to
do? option of the Wizard screen and click the Next
button.

It is worth noting the size of the saved file (in this case
1,845 KB, as shown in Fig. 8.23 below) - use the View,
Details menu option to see this.

8 £ \Wocuments and Settings\Hoel Kantaris Wy Docunents\My Piclures ]l
Fla EGt Vew Favokes ook Help »
e p—
O P Dsen it X ) T Srrvenn @

ad Kantarts\My y Pctures 2B
A e - el Se Twe | DmeModiied

: 1+ Agstn. g 104KB  FEG Image 28/02{2002 12:05

1] Ascont. pg 62X FEG Image 230872001 12.00

iatuw pg 6548  FEG Image 23/08/2001 12:00

Eiand pg 60KB  FEG Image 23/08/2001 12:00

1 Blue s 1pg 28KB  FEG Inage 23/08/2001 12-00

£4Boat i rver.ipg 13168 FEG Image 18/03/2002 11:40

rittany.ipg 1S1KB  FEG Image 2B02/2002 14:00

4 C¥f o Clouds. 1pg 123KB  ¥EG Image 2141142000 12:29

Horysalpg 6IKE  FEG Image 23j08/2001 12:00

$ Desktop e IKB  Confignraton Settngs  11/03/2003 20:55

¥ Dvagonal Sand.ipg 12768 FEG Image 211142000 12:29

EiFolow. pg S0KB  FEG Image Z3j08/2001 12.00

iFriend 19 61KB  FEG Image 23/08/2001 12.00

Titome pg 2¥B  FEG Inage 23/08{2001 12:00

& ¥ = roothbor.da SKB DAT Fie 10/12/2002 12:05

= hpathbo7 of 3VSKB Mcrosoit Offce Do, . 25/11/2002 1752

1 icoberg.1pg 178¥B  PEG Image 21/11/2000 1229

ilIsabel R. Ives Hold £.... PG 73KB IPEG Image 05/10/2002 10:12

i Kass0s. 19 767KB  PEG Image 16/07/2002 10:46

1 MaryMather 19 196 KB JPEG Image 14/03/2003 10:57

1,845 KB Btmap Image 03/06/2003 10:22

¥4 Moon Rower . ich{ 76K8  PEG Image 23/08/2001 12:00

Fig. 8.23 The Penultimate Wizard Screen.

Getting pictures from your digital camera follows a
similar procedure to getting pictures from a scanner. Your
computer will sense the presence of your camera (if it is
connected and is Plug-and-Play) and the Wizard will react
appropriately. Your digital camera will, no doubt, come
with its own software, as will also be the case with your
scanner, so whether you use the Wizard or not, it is up to
you. Nevertheless, the process is the same.
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E-mailing Scanner and Camera Pictures

Should you choose to e-mail a picture obtained from your
scanner or digital camera, you will be pleased to know
that Windows automatically shrinks the file size for you.
As we have seen, good definition pictures can be very
large indeed, and sending such a file as an attachment to
an e-mail can be expensive and time consuming if your
connection to the Internet is via a modem.

To start the shrinking process, select the file, then click
the E-mail this file

R A option under the File
' o and Folder Tasks
P panel, as shown in
R ) Come Fig. 823 on the

previous page. This
opens the dialogue box
shown in Fig. 8.24.
Clicking the OK button attaches the picture to a new
e-mail, ready for you to fill in, as shown in Fig. 8.25 on
the next page.

Note that in this case the file has shrunk from
1,845 KB to a bare 35.2 KB which still looks very good
on screen. However, were you to print this image, the
quality on paper is passable, but not photographically
excellent. That is why it is prudent to keep your pictures
(particularly those from a digital camera), in their original
file size and format.

Fig. 8.24 The Send Pictures via
E-Mail dialogue box.

Try sending one of your scanned or digital camera
pictures as an attachment to an e-mail to yourself, using
the method outlined above, then look at and/or print the
received attachment to see the result. Good luck!
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% Emailing: Meteora, jpg

Fle Edt View Insert Format Tools Message Help &
Eoo% 4 9D & Y
Send : Chek  Speling
e |

Mc |

Subject: [Emailng: Meteora.pg
Attach: | m]Meteora.ipg (35.2 KB)

v A

Your files are attached and ready to send with th-s message.

Fig. 8.25 The Shrunk E-mail Attachment.

Sending Video Clips as Attachments

Some digital cameras have the facility of recording short
video clips of 15-30 seconds duration in audio video
interleaved (.avi) format - it interleaves waveform audio
and digital video. These are fun to watch on your
computer’s Media Player, but rather large (2.5-4.5 MB) in
size to send as an attachment to friends or relatives. Such
files cannot be shrunk in the way scanned or digital
camera pictures can, but there is a way of dealing with the
problem.

To shrink such an audio video file, do the following:

* Use start, All Programs, Accessories, and select
the Windows Movie Maker option from the
displayed cascade menu. The program is loaded
and displays on your screen as shown in Fig. 8.26.
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. Untitled - Wirdows Movie Maker
e E® Vew Op Bay [eb

S AR = I X R S R - Lo

3.2 m et | ) My Colectors
Colechons =
) My Collections

R

CO00 Q000 0 ®

Fig. 8.26 The Movie Maker Screen.

* Next, use the File, Import
command (Fig. 8.27) to
open the Select File to

Import  dialogue box,
shown in Fig. 8.28 on the
next page.

* Navigate to where the
video clip is to be found,
click it to select it, and
click the Open button.
This imports the picture
into the Movie Maker and
displays the screen shown
in Fig. 8.29, also on the
next page.

BN v o oy

dow L
¥ OpenProject... Cuko
U 2ave Proec (W T2

Ave Projec e Fie
& Record, Q4R !

A Fecord Ner ston

@) e Move Crrbet

i Move Te 4

i
My yideos ‘
i
Ext |

Fig. 8.27 The File Menu
of Movie Maker.

173




8

Accessibility, Scanners and Cameras

174

Select the File to knport

Lookirr {23 Isabel v oL D
y @10eGesce.an St v e Chepet s
l} |4 107 Greece.avi @} 122 Porth ML\S ]
MyRecert {1108 Greece.avi K128t Ives e
ype: Video
Documents |¢1}109 Greece.aw BH124 St 1ves; b0 Modfied: 19/09/2002 15:55
~ i@]llo Greece.av ¥3 125 St Ives! Se: 2.62 ME
LB | @ 111 Porth Chapel.pg 3126 St. Ives T
Desktop Qllz Porth Chapel.pg 33127 St. Ives.iog
23 113 Porth Chapel.ipg 23128 5t. Ives Gong to Peru. G
. 3§ 114 Porth Chapel. pg 24129 5t. Ives Ocps 1. G
/) 83 115 Porth Chapel. g 1130 St, Ives Hee hee..... PG
= £ 116 Porth Chapel.;pg T 131 St Ives Hold ... PG
My Document 3
y Documents || o3 117 Porth Chapel. g ER132 5. Ives Hold k... PG
&3 118 Porth Chapel. pg 1% 133 St. Ives Skting up!. )%
i £ 119 Porth Chapel. pg [£5134 St. Ives Yo. G
&) 120 Porth Chapel. avi
My Computes
< >
Filo name 121 Porth Chapel.avi
MyNetwok  Fletoltype. i Media fles (o types) v
Import oplions:  [¥] Create clips for video ties

Fig. 8.28 Selecting File to Import.

e 3] 3000 00 00
! i QDO DO0Y ° @
'/' " ; g " |
S B U NI e J
= ;

Fig. 8.29 Imported File into Movie Maker.
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JColeﬁions X i

Next, drag the clip to the movie strip, as shown in
Fig. 8.30 below.

% Untitled - Windows Movie Maker

fle Edt View Cip Pay Hebp

A2H X 07 X4 @lsaveMove L3send -
¥ 5| &[0 (= Colection | & 121 Porth Chapel

¢ My Collections :
) 121 Porth Chape,

.R“dy i

Fig. 8.30 Dragging Clip onto Movie Maker strip.

Next, use the File, Save Movie menu option, or
click the Save Movie icon on the toolbar to display
the Save Movie dialogue box shown in Fig. 8.31 on
the next page. Under Playback quality, select the
High quality setting otherwise the saved video clip
might not be good enough to enjoy. Finally, give
the video clip a Title and click the OK button to
display the Save As dialogue box shown in
Fig. 8.32 also on the next page.
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Save Movie

Playback quahty
Setting High qualty v

Piofle.  Video tor broadband NTSC (256 Kbps)

Video Protie 320x240 prxels
30 frames per second
File sizer 424.0KB
Downioad time: 00,0203 28.8 Kbps {moder)
00:01:03 56 Kbps (modem)
00:00:27 128 Kbps (high speed)
Display nformation
Tile: |Isabel at the Beach
Author:  Noel Kantaris

Date: | 03/06/2003 w Rating:

Descrnption

o) [ Concel ]

Fig. 8.31 The Save Movie Dialogue Box.

Sovenn 8 My Videos - b 4 ﬂ,‘:’-

Fie name | leabel WMV *

My Network  Save 35 ype Windows Media Video Fie [~ 'WMV] !

Fig. 8.32 The Save As Dialogue Box.
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Make a note of the Title you gave to this video and
the name under which you saved it, as these two
pieces of information will be required when you
attempt to send your video as an attachment. Press-
ing the Save button, creates your video and saves it
under its given name in the default My Videos
folder.

Next, use the File, Send Movie To and select
E-mail, or click the Send toolbar icon and select
E-mail to display a screen similar to the one shown
in Fig. 8.31, where you are asked to give the Title
of your video. Then, the Name the movie to send
dialogue box is displayed asking you to enter the
name of the movie file.

Finally, the movie is created, and the E-mail
Movie dialogue box is displayed (Fig. 8.33) in
which you are asked to choose your e-mail client.
In our case this is Outlook Express.

Select pour e-mai program wom the st

| Defauk e-mad program
Hotmad

| Microsoft Outiook

IMSNE e

| As an attachment in anottver e-mail program

[[] Don't ask me again

OKQJ[WJ

Fig. 8.33 The E-mail Movie Dialogue Box.
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* Clicking the OK button displays the Outlook
Express e-mail box with the movie clip ready
attached, as shown in Fig. 8.34 below. All you have
to do is add a short message and send it on its way.

o Isabel.wmv
Fle Edt View Insert Format Tools Message Heb b4
P - : »

= 9 & I 3§
Send § ;5 “ashe g Check Speling Attach

To: |

@Ac |

Subject: {Isabel.wmv

Attach: @] Isabel.wmv (327 KB) ==

This 1s a movie created with Microsoft(R) Windows(R) Movie Maker

To watch the movie, double-click the attachment or save i to your
hard disk

For the best viewing experience, use Microsoft(R) Windows Media
(TM) Player. Click this link to get the latest version

hitp:/fwindowsmedia com/moviemaker/wmpdetect. asp?LCID=0409

Fig. 8.34 The Outlook Express E-mail Window
with a Movie Attachment.

Note that our video clip has shrunk from 2.62 MB to
327 KB and its quality remains quite acceptable. Of
course, if you don’t pay telephone charges for using the
Internet, then you don’t have to go through this
procedure.
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Looking After your PC

Windows XP comes equipped with a full range of utilities
so that you can easily maintain your PC’s health. You can
access all these tools by using the start, All Programs,
Accessories, and selecting System Tools. This opens the
menu options shown in Fig. 9.1 below.

R Activate Windows

B Bacp

@ Character Map

& Disk Cleanup

@ Disk Defragmenter

#8 Files and Settings Transfer wizard
@ Schedued Tasks

9 System Information
_’ System Restore

Fig. 9.1 The System Tools
Menu.

Problem Prevention

Of all the available tools,
the System Information is
the easiest to examine - it
displays a number of options
such as System Summary,
Hardware Resources, etc.
However, as each one of
these is bound to be
different for different PCs,
we leave it to you to
examine the information for
your system.

Windows XP provides a threefold protection against
System corruption. These are:

* System File Protection

* Automatic Update
* System Restore
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These will be discussed shortly, so now all you have to
look after is your data which can easily be copied to a CD
as discussed earlier in the book. After all, hard discs can
‘crash’ and your PC could be stolen, or lost in a fire, or
flood. Any of these events would cause a serious data
loss, unless you had a copy of it all, and stored it safely.

System File Protection

Windows applications sometimes can, and do, overwrite
important System files which, in the past, could render
your system unusable. Windows XP protects such System
files by automatically restoring them to their original
version, if any changes have been attempted by an
application program.

Automatic Update

= Windows XP  can
FRILLEIRIEY ] New Oftice Document update  automatically
any System files, if

@ 1ntemet Explorer these become available,
“’":":"‘ Express = from Microsoft’s Web
% acter Map Accessories » a
{2 Lotus Wordpro | € Adbesasbmtso §1te. A!l you have to do
49, paint shop Pro 7 | €8 Games o/ 1s  click start, All
Brantshopmor | B s owre » Programs, and select
B Notepad Q) lnssmatske  »| the Windows Update
@ worceed @ MoosaftoficeTek > menu option, as shown
=S " here in Fig. 9.2. If
©rpetomed | o et | here in Fig. 9.2. If you
) send a Fax.. S . have installed Service
W port W MSN Explorer Pack 2, please refer to
Gl Outlook Express . Chapter 10.
s Remote Assistance
©® wrdowsMedePlayer | Fig. 9.2 The Windows
B wndowsmessenger | Update Menu Option.
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After connecting to the Internet through your Internet
Service Provider (ISP), you will be connected
automatically to Microsoft’s Web site, as shown in
Fig. 9.3 below.

Windows Update

Windows Latalng | Wmdewrs Faroly  Offwe Update | Windows lpdele Weorldwide
' Checking for the latest version of the Wisdows
Update software.

Jepending on your cornection speed, this night take & minute. Durirg this time, wou
TIYPECHVE ONE OF MOre SEORY wirnings. Review each securty warming (o srsare
at the content i signed by Microsoft, and then dick Yes to natal tne software

R

* [ Owonsors~ | 1) %) & 89| sonrbe... | 21| 22 Dwosnions ot weatible on st mbadommpedte scrosch com

) bone ® intemer

Fig. 9.3 Connecting to Microsoft’s Update Home Page.

Next, click the Pick updates to install link to get an
appropriate list of updates for your system. However, in
order to be able to download program patches to your
system, the Windows Update program needs to have
information relating to your system configuration, as
shown in Fig. 9.4. Clicking on the Scan for updates link,
pointed to, causes Update to scan your system, which
might take about a minute.
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D Microsolt Windows Update - Microseft lnter el Explorer

Fle Edt View Fovortes Took Hep

O © BE@G P rrome @rese @ (35 (3 -

| Mu_i}hw-,rm.' dste mucroscft comj asp . Q;ﬁn | Lk,

Windows Update

Wirddows { stslog | Windows Family | Office Update | Windows Update Warlduide

Welcome to Windows Upcate

Get the latest updates avallable fcr your computer’s operabing system,
software, and hardware.

‘Windows Update scans your compter and provides you with a selection of
updates talored just for you,

Note Windows Update does not collect any “orm of personally identifiable
information from yous computer,
Read our prvacy statemert

mbaluin, Suatsibiny,
X | Dacussions - D2 %% sutscrbe.. | (2] () Discussions not avadableon hetp:fv4, windowsupdate, microsof
@] javascriot:parent friscand); ® Internet

Fig. 9.4 Connecting to Microsoft’s Scan for Updates Screen.

Once this is done, you can select which software to
download, if any. Be careful you don’t goc overboard with
your selection of downloads ... think of your telephone
bill and the time it will take.

To give you an idea of what it is involved, we started
the Update program for one of our computers, which had
not been updated for three weeks, and the result of the
process is shown in Fig. 9.5 on the next page.
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o
Windows Update

Bome | Windows (atalog | Widows Sanuly | Office Update | Weudows tpdate Wortimde

Vandwosiimiat ¢ Pick updates to install

0O wexome ‘windows Update has found 18 crixal updates for your computer.
[ Pk wpdates to rotal

O G d Updates and
Service Packs (10)

O windows X (13)
[ Oriver Updates (1)

[J Review and install updates
($0]

8 groand £ pl Lk as

‘windows Lipdate has akso found other updates for your computer . To rowse
trwough these updates and select the ones »ou want to nstall, dick a category ttle
i the bst.

Other Options
3 view ustadation history

Fig. 9.5 The Updates to be Installed.

Note that there are 18 Critical Updates and Service Packs,
13 Windows XP Updates and | Driver Update. To see
what is what before installing, click the Review and
install updates link. This displays the screen in Fig. 9.6.

* Windows Update

Hosye Wuutavrs Catelog Windaws §emdy DHfue Updete | Windows Update \Wortdmide

Windows Update Total Selected Updates

Review and install your selected updates

veew the kst of Rems you have chosen e download and nstal on your campute.
Youscan remove ay Rem you dont want.

3 wekome
] Ak wpdates to nstal

0 Critscal Updates and
Service Packs (18)

-~ Total: 18 = 27.5 M8, 2 hours
O wndows x (13) Instal Now ) e
[ Oriver updates (1) _{% _—
L] Revide and Wital wdates 88529 June 2003, Cumulative Patxh for Internet Explorer & “«
as) Service Pack 1

Dwwrioad size: 2.0 MB, 1) mimtes
A wmber of securty issues have been identfied In Mcrosoft® Internet
Gther Dptions Explorer that could allow an sttacker to Ompromese your Microsoft
vandows®-based systems and then take s varety of actions. For example,

e RN R A R R DU R Y

LO08 Mse 10l Gorporwhic

Fig. 9.6 Reviewing the Updates Before Installation.

As you can see it might be a very good idea to review
these updates and select what you need before clicking
the Install Now button. The time given for the download
of 27.5 MB is very optimistic!
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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 commiit to it.

System Restore

If things go really wrong, System Restore can be used to
return your PC to the last date it was working perfectly.
Every time you start to install a new program, Windows
XP takes a snapshot of your system prior to starting the
new installation. Alternatively, you can force Windows to
take a snapshot at any time you choose.

To examine the System Restore utility, use the start,
All Programs, Accessories, System Tools and
click on its icon, shown here, which displays the
screen in Fig. 9.7 on the next page. As you can see,
from this screen you can select to Restore your computer
to an earlier time, or create a Restore point.

To demonstrate further what happens, we chose the
Restore my computer to an earlier time option, then
clicked the Next button. This displays a further screen, as
shown in Fig. 9.8 also on the next page.
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¥ System Restare

Welcome to System Restore

You can use System Restore Lo undo hermful changes to
your computer and restore s settigs and performance "
System Restare retums your computer to an earber me Jo begin.saedhi g tesk thatiyou wantto perfoer
(cabed a restore pont) wthout < ausing you Lo iose rscent
work, such as saved documents, e-mal, or hestory svd % Baskore St 1o a0 earle hed
tavortes bsts.

re w

} Croate a restore postt .

Ay changes that System Restore makes to yous computer
a6 completely reverstie Undo my last restorabon

Your computer stomatically creates restore posts (- alad
system checkpomts), but you <an aiso use System Rastore
0 croate yous own restore ports. Thes s useful f you are
about to make a majr change to your system, ach as
vt alng & new program or hanging yous TegItry

SyRom Restore Settngs

To contrwe, select an aption, and then cich Next ext> E

Fig. 9.7 The Welcome to System Restore Screen.

t System Hesfore

Select a Restore Point

The folowang calendar dhspkeys 0 bold ol of the dates thut have restore pants avadable. The bst drays the
restore PONLS that are avadabie for the selected date.

Possitie types of restore points are: system chackparnts {schedused restare pants crested by you compnger),
manual restore pormts (restore ports created by you), and nstalshion restore pomes (automalx festare ports
rested wher certan progr ams are st abed).

1. On this calendar, click & bold date. 2, On thvs Bst, cick a restore point.

FE_E
There e ro restore ponts created yet for this day. To

tesiore pick ancther day and restore pomnt, l
ac thantry sgmn.

i ‘ — i

Liﬁg_}_mdfx?ﬂ_

Fig. 9.8 Selecting a System Restore Point.
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The dates shown in bold in the calendar are Restore
points created by Windows XP. The three possible types
of Restore points are:

* System Restore points created by your computer
* Manual Restore points created by you

* Restore points automatically created prior to
installing certain programs.

If you select to create a Manual Restore point (you must
click the Create a restore point option on the Welcome
to System Restore screen), Windows XP asks you to
give a description of this Restore point so that you can
identify it easily at a later stage. In our example, as shown
in Fig. 9.9 below, we chose to call this After Installing
Windows Updates, which together with the date given to
it by the Restore program, gives us a pretty good clue of
the circumstances surrounding its creation.

Select a Restore Point

The fallowing calendes dapleys & bold ol of the dates thet have restore ports avelsbis The et dapleys the
restore pores that are avasable for the selected dats

Possbis types of restore povts e, system chedponts (schachued restors ports crested by your Cmputer),
manual restore ports {restore posts creatad by you), potn

£. On thus calundar, cick o beld date. 2. On this lint, ciick & restere point.
—3

T D T WO
18} 19 U‘ 21_ b4

= xl 7] w ol

1 L s e el

Fig. 9.9 A Manual Restore Point.
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Activating the Firewall

It is a good idea to activate the Internet Connection
Firewall (ICF) found in Windows XP, especially if you
are using a network. A firewall is a software security
system that sits between a network and the outside world
and is used to set restrictions on what information is
communicated from your home or small office network to
and from the Internet. It protects you from uninvited
outside access.

If you have installed Service Pack 2, please refer to
Chapter 10.

To activate the firewall, click srart, Control
N_Ek Panel, then double-click the Network
conecos | Connections icon, shown here, to display the
window in Fig. 9.10 beiow.

*. Network Connections

Flo ER Wow Favorke: Took Advenced Hebp
Qe - ©Q (F Pt [ oo X 1)

ncirass | @ Network Connectiens T 3 G)~
E ~ VoneTelnetuk
L metwork Tasks o

= [§) Creste anew
Eooti'ted:lm

# Set up 3 home or smak
office network

& @) Start thes connection
W Renome this conrection
) Delote this connection
Qg o §
_ ) *
Fig. 9.10 The Network Connections Window.

Next, select the Dial-up connection and click the Change
settings of this connection entry under the Network
Tasks. In the displayed Properties dialogue box click the
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Advanced tab and check the Protect my computer and
network by limiting or preventing access to this
computer from the Internet box shown in Fig. 9.11.

= OneTel.net,uk Properties

General | Options | Secuty | Netwarking | Advanced
intemet Connection Firewall

[] Protect my computer and network by bmiting or preventing
%acce:s to this computer from the Irtemnet

Learn more about |ritemet Connection Frewal

1f you're not sure how lo set these properties, use |
the Network Selup Wizard nstead |

ok [ coma )

Fig. 9.11 The Advanced Properties Window.

Disk Cleanup

You can run Disk Cleanup to help you free up space on

your hard drive. The first thing that Disk Cleanup
‘ does after activation, is to ask you to select the
drive you want to clean up, as shown in Fig. 9.12.
It then scans the specified
drive, and then lists

Select Drive

Select the drive you want to clean up.
Dives 73 temporary files, Internet
". cache files, and other
(e ] program files that you can

safely delete, as shown in

Fig. 9.12 Selecting a Drive. Fig. 9.13 on the next page.
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As you can see in
Fig. 9.13, we could
free quite a bit of

& Disk Cleanup for (E:)

Disk Clearp  More Options

. You can use Disk Clearup to free up ta 15.256 KB of disk

- —_— disc space by
Files to delete d l t th

| Doserdoaded Progean Files cle lng €
] & Temporary Intemet Fies 12.261 KB Temporary Intemet
[] 38 Offine Web Pages 14K8 .
8 &/ Rocycle B 6.449K8 Files (Web pages

Temporary fles OKB
= i stored on your hard
Total amount of disk space pou gan 12,761 KB o Q
Descrption disc for quick
Wﬁm&;:y“:;&ﬁm?:; viewing), and even
tampon. the .

xR e 1 e vl more by deleting

files in the Recycle

Bin. The More
: Options tab allows
[ Jl cms ]| you to remove

Fig. 9.13 Files Found by Cleanup. some  Windows
components  and

other installed programs that you do not use any more.

Scanning a Hard Disc for Errors

Windows XP incorporates a utility that can check the
integrity of your hard disc, and if it finds any errors, it can
attempt to repair them. To start this utility, click My
Computer then in the displayed screen right-click the
drive you want to check, select Properties from the
drop-down menu and click the Tools tab to display the
screen in Fig. 9.14 shown on the next page.
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Local Disk {E:) Properties

o Tooh || Shag

~a This option will check the volume for

( Enoi-checking
erors.

%I Check Now..

R

| { Defragmentation
| ‘: This option will defragment files on the volume.

i

Defragment Now...
Backup {
& This option will back up files on the volume.

| DK.][ Cancel |

Fig. 9.14 The Disk Properties Screen.

As you can see, you have three choices; Check Now for
disc errors, Defragment Now, or Backup Now. The last
option is not available in the Windows XP Home edition.
Before you can start scanning your selected drive for
errors, all running programs and applications on that drive
must be closed. If you start this utility while a program on
that drive is running, you will be informed of the fact in a
warning box.
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Defragmenting your Hard Discs

The Disk Defragmenter optimises a hard disc by
rearranging the data on it to eliminate unused
“. spaces, which speeds up access to the disc by
Windows operations. You don’t need to exit a
running  application before starting the Disk
Defragmenter.

Choose which drive to defragment and you can
defragment it in the background while working by
minimising the utility onto the Task bar. On the other
hand, you can watch the process of the operation. For
example, having selected a drive and clicked the Analyze
button, you will be told whether defragmentation is
needed or not. On the other hand, clicking the
Defragment button, starts the process which is shown in
Fig. 9.15 below.

*_ Disk Defragmenter

e — = M == w = P = m._ : w‘;, = 53;. =
B(( ) “ATR 18.62GB 11.95GB 64 %
LAR! A Y‘rkl‘a; a4 :-_‘ 4 5" i' 124 + 5 N

Estimated disk usage after defragmentation:
Bevaby 2 D% soment L :. . v e >

M Fragmented ties [ Contiguous fies [ Jnovable fles [ Free space

(E+) Defragr 9 L 56% C Fles ITITITIITITIII 1]

Fig. 9.15 Defragmentation in Progress.
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On your screen you can see which files are fragmented
(shown in red) and which files are not fragmented (shown
in blue), while free space is shown in white. For large
drives this process can take a long time, so do it in the
background while you are working on something else, or
make lots of time for it!

Scheduled Tasks

The Scheduled Tasks option allows you to carry out
_ several housekeeping tasks, such as disc cleanup,
@ or defragmenting your data, at times convenient
to you. Clicking its icon, opens the window
shown in Fig. 9.16 below.

@ Scheduled Tasks
. File Edt View Favorites Tools Advanced Help

Dok - - (F Pserth [ rodes X ) [T

Addres: i:ﬁScheddedTaslG B . v Go

Other Places
@ Control Panel
L} My Documents
i) Shared Documents
%j My Network Places

Fig. 9.16 The Scheduled Tasks Window.

Next, double-click the Add Scheduled Task icon to start
the Wizard. Clicking Next on the first Wizard screen
displays the second Wizard screen, shown in Fig. 9.17 on
the next page.
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Scheduled Task Wizard &]

Click the program you want Windows to run
To see more programs, chck Browse

[Apphcaion  [Vewon __Ja

:'ZChalac(er Map 51.2600.0 (x.

| &8 Command Prompt 51.2600.0 (x

| Data Sources (0DBC) 3520.7713.0

[ D4 Closrus | 6 00.2600.00.

Jl_y Faz Console 52.1776.0

{4Faz Cover Page Editor 5.21776.0

1 Cien amd Cmttinmn Toamabar bt K1 0NANC,
__?rowse, ;

[ <Back || Nem{g[ Cancel |

Fig. 9.17 The Second Scheduled Task Wizard Screen.

On this screen, select the task to be Scheduled then click
the Next button to display Fig. 9.18.

Scheduled Task Wizard F&j

Type a name for this task  The task name can be
the same name as the program name.

Disk Cearap N
Pertomm thes task

C Day

@ Weekly

" Monthly

€ Dre time only

" ‘When my computer starts

" when| log on

[ <Bax | Nexb[yx\gmd_]

Fig. 9.18 The Third Scheduled Task Wizard Screen.
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On the screen of Fig. 9.18 you are asked to specify the
frequency at which you would like the selected task to be
performed (we selected weekly in our example). Having
done so, press the Next button to display the fourth

Wizard screen, shown in Fig. 9.19 below.

Scheduled Task Wizard

Start time:

™ Monday
[ Tuesday

fizo0

Select the time and day you warit this task to stad.

=
=

Every |1 =  weeks

Select the day(s] of the week below:

I Thusday
1™ Friday

[T Wednesday [~ Satuday

¥ Sunday

[ <BwT][ Nexn& [_l'.ancel—]

E |

Fig. 9.19 The Fourth Scheduled Task Wizard Screen.

On this screen you are asked to specify when you want
the selected task to be carried out. Obviously, your
computer must be switched on in order to perform such
scheduled tasks, so it’s up to you to choose a convenient
time. Having done so, press the Next button to display the
fifth Wizard screen, shown in Fig. 9.20 on the next page.
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Scheduled Task Wizard

Enter the name and passwoid of a ussr. The task will
ran a2 if £ were started by that user

Enterthe user name:  |HOME NK\Noel Kantaris

Entet the password: e

|

If & passmord 15 not entered, scheduled tasks might
not .

[ <Back || Nan{%{ Cancel |

Fig. 9.20 The Fifth Scheduled Task Wizard Screen.

As you can see from the above Wizard screen, you can
enter the name of a user and a password. The task is then
run as if it were started by the specified user. Clicking
Next, displays the final Wizard screen and clicking the
Finish button, performs the selected task at its chosen
time.

It is a good idea to perform such tasks regularly, but
make sure that

* your computer is switched on at the selected times,
and

* you are not inconvenienced by your time selection.

It is, of course assumed that your PC’s clock is 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
‘fk here. Then, in the displayed Power Options
Properties dialogue box, click the Hibernate tab.
If the Hibernate tab is unavailable, then this is
because your computer does not support this feature. If it
does, make sure the Enable hibernation box is checked,
as shown in Fig. 9.21 on the next page.

Next, click the Advanced tab and select what you want
under Options, then click the down-arrow button against
the When 1 press the power button on my computer
box and choose what you want to happen from the
drop-down options list shown in Fig. 9.22 also shown on
the next page.
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Power Options Properties

Power Schemes  Advanced | Hibermate  UUPS

When your canputer hibemates, it stores whatever i has in
memory on youx kard dick and then shuts down When your
computer commes Jut of hibernation, it 1etuins 1o ts previous state.

Hibernate
Enable hibernation

Disk space tor hbemaiion
Free disk space: 2215MB
Disk space requied to htenate 128 MB

{ ok [ cencel |

Fig. 9.21 The Power Options Properties Screen.

Power Options Properties

Power Schemes . Advancec | Hibemate  UPS
zv Select the powei-saving seitings you wart to use.

Option
[[] Always show icon on the taskbar

Prompt for password when computer resumes from s-andby

Power buttons
When | press the powet button on my computer
Shut down

rFctvm)ﬂing
Ask me what to do

Stand by
l Hibernate

ox ][ come |

¢

— 2/

Fig. 9.22 The Power Button Options List.

197



9

Looking After your PC

Finally, click the Power Schemes tab, and select a time in
System hibernates, as shown in Fig. 9.23. If you set this
to, say, ‘after 1 min’, then you can sit back and see what
happens. With our system, after one minute we were
informed that it was safe to switch off the computer,
which we did. When switching on the computer a few
seconds later, Windows XP started up automatically and
loaded all the programs that happened to be loaded at the
time of hibernation.

Power Options Properties

Powe! Schemes { Advanced " Hbemate || UPS |

% Select the power scheme with the most appropriate settings for
this computer. Note that changing the settings below will modify
the selected scheme

Power schemes

[ saveas | [ Deete |

|

i

! Settngs tor Home/Office Desh power scheme
! Tumn off monkor "After 20 mins
|
i
!

v
Turn off hard disks Never R
System standby: Never -

;  System hibernates Never .—\Z

| M =

!

!

I ] v e . B

ok N cmed ] o

Fig. 9.23 The Power Options Power Scheme

Obviously this is a time saver much favoured by users of
laptop computers. However, there is no reason why users
of desktop computers should not also be in favour of this
power saving management.
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If you decide that you do not want your system to
hibernate, just go through the procedure described above
and uncheck the selected option in the Power Options
Properties screen of Fig. 9.21. Finally, click the Power
Schemes tab, and select ‘never’ for the time the System
hibernates.

Standby Mode

When your computer is put into standby mede,
information in computer memory is not saved to your
hard disc. You must save all your work before putting
your computer into standby mode, because if there is an
interruption in power, all information in the computer’s
memory will be lost.

To initiate standby mode, activate the Control Panel

-and click on the Power Options icon. In the displayed

Power Options Properties dialogue box, click the Power
Schemes tab, as shown in Fig. 9.23.

If you are using a portable computer, you can specify
one setting for battery power and a different setting for
AC power. In fact, you can adjust any power management
option that your computer’s hardware configuration
supports.
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On Turning your Computer Off

As we have seen at the beginning of this book, you turn
off your computer by the sequence start, Turn Off
Computer, which displays a screen similar to the one in
Fig. 9.24 below.

Turn off computer

Mmcwmnabwmﬂmsalh&mcm
quickly resume your WINdows session.

To hbernate instead, hold down the Shift key.

Fig. 9.24 The Turn Off Computer Box.

This exact box is displayed only if you have logged on as
an administrator, your computer is set up by the
manufacturer to support the two power management
options of Standby and Hibernate, and you have to make
sure that the Enable hibernation box is checked in
Fig. 9.21.

Provided all of the above conditions are satisfied, then
you can put your computer into immediate standby by
clicking the Stand By button, or into hibernation by
holding the Shift key down, which causes the Stand By
button to change to Hibernate, and clicking it. This has
the effect of putting your computer into either of these
two modes for this time only, unlike the procedures
described earlier which are effective each time you switch
off. Personally, we prefer this method of power
management, as it is dependent on what you intend to do
next, and it suits varying circumstances.
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Backing up your Data

Hard discs can ‘crash’ (though not as often these days as
they used to) or your PC could be stolen, or lost in a fire
or flood. Any of these events would cause a serious data
loss, unless you had backed up all your data on a regular
basis, and stored it somewhere safely, preferably away
from the vicinity of your PC.

Although Microsoft includes with Windows XP
Professional Edition a Backup program, we will not
discuss it here but will suggest an alternative procedure.
After all, users of Windows XP Home Edition have just
as important data that needs to be backed up!

Making a Back-up

Before we start making a back-up, it will be convenient to
have the destination of the back-up on the SendTo folder.
Although we have discussed this, as well as all the other
procedures required in making a back-up in Chapter 3, we
will put these together here, as we feel the subject is
extremely important. You should get into the habit of
making a back-up at least once a week.

The destination for the back-up could be an external
hard disc, a zip drive, or a CD recorder. In the latter case,
you will need a recordable compact disc (CD-R) or a
rewritable compact disc (CD-RW). Since these days most
users have a computer with a CD rewriter, we will use
this as the back-up destination in our example, although
you can apply the procedure to any of the other media
mentioned above, even to floppy discs, if you have an
endless supply of them.
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To add a new location to the Send To menu, do the
following:

* Click start;, My Computer, and select the
Documents and Settings folder on the drive where
Windows XP is installed.

* Double-click the folder of a specific user.

* If the SendTo folder is not visible, use the Tools,
Folder Options command, click the View tab,
click the Show hidden files and folders option,
and click the Apply button. Double-click the now
visible SendTo folder.

e Use the File, New, Shortcut command, as shown
in Fig. 9.25, and follow the instructions on your
screen specifying your chosen back-up drive.

& :\Documents and Settings\WNoel Kantaris\SendTo

ECW Edt  View F_mtes Tools Help '
ETEND ) cocer 9
et R S
N i
o Calete [E) Microsoft AutoRoute European Map i Go
Renaros e Briefcase
. Propaeties
— 3 Bitmap Image
) 0°‘° Q_] Microsoft Word Document
Other Places ﬁ Lotus Word Pro 9 Document

£ NoalKantars @ Microsoft Access Application
O w _ | @ Mcrosoft Picture It Document
o S &) Microsoft PowerPoint Presentation
3 Mycmm: . '75 Paint Shop Pro 7 Image

_ . ) Microsoft Publisher Document
g My NetworkPlee = 1. nocument
&) Wave Sound
Detaills %) Mcrosoft Excel Worksheet
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Looking After your PC

To start the back-up process, insert a blank recordable or
rewritable CD in the CD recorder (or whatever other
media you have chosen for your back-up into an
appropriate drive), then do the following:

* Use My Computer to locate and select the files or
folders you want to back up, as shown in Fig. 9.26
below.

Do X Yow faaries ook b S
: !
Qo - © - [F | Psoach [ rodes X )
Agddress | < D1\ B v Do
File and Folder Tasks JWis
_IVALIDA
G Move the selected & o
tems il
[) Copy the selected Lyweb Tug
kems ) Web_Sit
£) E-mai the selected WUTemd
R )ZpMagd
WK Delate the selectec QWL
kems = AUTOE>
= AVGEDE
Other Places = BOOT.-
BOOT.I4
§ My Computer i Org = BOOTLC
L} My Documents QA4 = BOOTSE
i3 Shared Documents L0845 __/COMMAY
- 2 Recycled & coMmas
&g My Network Places
v 4 9 ¥

Fig. 9.26 Selecting Folder to Back Up.

* While selecting your files or folder, keep the Ctrl
key depressed if the files or folders you want to
back up are not contiguous on the displayed list. In
our example above, we chose to back up the
highlighted folders on our D: drive.
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¢ Next, and while these files or folders are selected
and the Ctrl key is still depressed, right-click near
your selection, and on the displayed menu choose
the Properties option. We do this in order to find
out the size of the selected items, as shown in
Fig. 9.27 below.

Organiser, ... Properties

Size: 1,27 GB (1,364,398,013 bytes)
| Sweondisk: 1,30 GB (1,399,259,136 bytes)

L = “ e ]

Fig. 9.27 The Size of Selected Items.

As you can see, the selected folders require 1.30 GB of
disc space and, naturally, will not fit on a 650 MB CD,
unless you compress them by selecting each folder in
turn, right-clicking it, and choosing the Send To,
Compressed (zipped) folder option from the drop-down
menu. Even then, you might find that you need more than
one CD to copy the required zipped folders. Whether you
compress these folders or not, before making the back-up,
is a matter of personal choice.
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To continue with the back-up process, do the following:

Fle ER Yew Favoltes Jods Heb
2
Q- © F Psowan [ riter X
Address '~ D) o - .‘)
e ISysten
" File and Folder Tasks s
CvALIDAT]
Q :\::: the selected JWeb Tuf
o F Cweb 1.4
0 mtmmm yweb_sit
£ E-mai the selected WA ITang
- E a5 L) ZipMagd
W Delate the selected Folder Settings ] QW
kems LLotus Open
LIMAL Qrowse With Paint Sop Pro 7
d My = ScumlhAVG_
£ yoame .y protos [ Sendle - .o -l ]
3 HeredDO8 ) Compsessed (zipped) Folder ax
Ny My Network Copy
) Mai Racpient __Ef_aw~ [OOSR,
(@) Decktop (create shortaut) este oot
L) My Documents R
ename
£ share-to-web Uipioad Folder
& My Pitures —
B Aoy (A1)
«» Sylet Orive (H:)
& CO Drive (%)

Select the folders that will fit on one CD (or your
chosen back-up media).

While still holding the Ctrl key depressed, right-
click near your selection and choose the Send To
option, then click the back-up destination drive -
drive J: in our case, as shown in Fig. 9.28.

Fig. 9.28 Sending Selected Items to Back-up Media.
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* After the selected folders have been transferred to
our chosen back-up drive (in our example this
being a CD writer), they are first prepared before
starting to burn the CD, as shown in Fig. 9.29.

Copying...

prob_6c.bas

LL] §‘Camd l

9 Miutes Remaining |

Fig. 9.29 Copying Files and Folders.

* Once all Files and Folders are copied into memory,

they are ready to be written to CD, as shown in
Fig. 9.30.

File Edt View Favorites Tools Help

File and Folder Tasks

J Make a new foider

Pubdish this folder to
‘the\#eb

Fig. 9.30 Files and Folders Ready for Writing to CD.
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* Next, click the Write these files to CD Tasks
option which starts the CD Writing Wizard. On the
first screen of the Wizard, give the back-up media a
suitable name with the date of the back-up, then
click Next to burn the selected files and folders
onto a CD.

Obviously if you have selected a different back-up media,
the Wizard instructions for copying will be different.

Retrieving Back-up Files

Once the writing process is finished, transfer the CD into
your CD-ROM drive and examine its contents. You
should find a complete duplicate of all the selected files
and folders, as shown in Fig. 9.31.

File and Folder Tasks 2
Publish this folder to
the Web

| &) Share this folder

Other Places
N My Computer
) My Documents

(3 Shared Documents
\3 My Network Places

Fig. 9.31 The Back-up List of ltems.

To restore data from the back-up media, copy it back to
the place it first came from. In our example the D: drive.
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Adding Files and Folders to a Back-up

To add files and folders to a back-up, even with a CD-R
as is the case in our example, select the required files or
folder and send it to the back-up drive. This will only
succeed provided the addition of these files or folder to
the existing back-up does not cause it to exceed the
capacity of the media.

In Fig. 9.32, we show the contents of our back-up CD,
after adding to it a folder from our D: drive.

| B ER Yew Favortes Jook Heb
Qe Q) - V1 O seach [ Fodes X 1)
R A [)Address Book

" File and Folder Tasks

i__jDisdiscs
. ;
T@ Rename this folder = gFavoutes

; Ay Move this folder o Folder Settings
L ) Copy this folder €3My Documents [y
&) Publsh this Foider to Qorganuser
the Web
g Share this Folder
£73) E-mail this Folder's files

% Delete this folder

Fig. 9.32 The New Back-up List of Items.

We hope we have convinced you how easy it is and how
necessary to make regular back-ups of your important
data. Believe us, there is nothing more devastating than
losing all your letters, pictures, videos, and all the other
items you treasure so much for the sake of spending half
an hour or so every week. Good luck!
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Windows Service Pack 2

As mentioned at the beginning of this book, Microsoft
released Service Pack 2 in August 2004, and it can be
downloaded from the Microsoft Web site. However, as
this update is over 260 MB in size, downloading it via a
56K modem might take a rather long time! Alternatively,
you might be able to find a PC magazine (as we did) that
provides this update free on CD.

Whichever way you choose to get this update, we
recommend you install it, but before doing so, ensure that
all other programs are closed and that you have made a
back-up of your data before you start. Installation is
extremely easy; just follow the instructions on the screen.

During installation, Setup inspects your current
configuration, archives your current files and updates
them. This includes making an inventory of your
computer’s drivers, backing up its registry, creating a
restore point, installing the new update files, updating the
registry keys, and running various processes. Finally,
Setup performs a cleanup and you are asked to restart
your PC. The whole installation process takes a good half
hour.

Microsoft has made security the central theme of SP2,
although there are some additional features that are not
specifically geared to protecting your computer.

209

e —————— g



10 Windows Service Pack 2

The main visible changes are to be seen in the form of
additional Control Panel utilities which allow you to:

* Automatically update windows XP by periodically
checking its servers for new updates. These can be
downloaded and installed automatically, or you
could be notified of their existence so that you
could do so at your convenience. This utility makes
sure that you do not forget to update your
Operating System and thus become compromised
by virus attacks.

» Start a new, friendlier, Network Setup Wizard,
which helps users to network their computers.

* Have Bluetooth support as native, which makes
communication with suitably equipped PDAs and
mobile phones a lot easier. The Alerter and
Messenger services (which were abused by
spammers, and annoyed users) are disabled by
default.

* Access a new Security Center which monitors your
PC’s security settings with respect to its Firewall,
Automatic Updates, and Virus protection. If your
virus suite cannot be detected or its renewal date is
pending, then the Security Center will let you
know.

* Access and configure the new Windows firewall
which is far more sophisticated than the old and
rather weak Internet Connection Firewall.

* Access a new Wireless Connection Wizard that
simplifies the process of joining a wireless service
with encryption in place so that your data are
protected.
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e Check automatically the safety of Outlook Express
attachments with the Attachment Execution Service
in an effort to unify the approach to attachment
security with that of Microsoft Outlook. Now, SP2
protects areas of memory where previously viruses
could hide and execute without your knowledge.

* Improve your privacy when you’re on the Web.
SP2 helps protect your private information by
applying the new security settings that guard your
PC to the files and content downloaded using
Internet Explorer.

* Reduce annoying pop-ups with the new Internet
Explorer Pop-Up Blocker which makes browsing
the Internet more enjoyable by helping you reduce
the unwanted ads and pop-ups.

Taking into consideration the above mentioned
improvements (and many more we haven’t mentioned),
obtaining and installing Service Pack 2 is well worth the
effort, and we strongly recommended it.

The Windows SP2 Security Center

If you have installed Service Pack 2, you can click the
Security Center icon in the Control Panel,
@ | shown here, 10 display the Windows Security

Seasky

«=_[ Center screen shown in Fig. 10.1 on the next page.
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¥ Windows Security Center =1 4

¥ Security Center

Security essentials
mﬂl
0*—~ -——‘ Serusky Center halps you manage your Windows seurfy set'ings To heip protedt your camputer,
make swe the three seuity essentls are marked ON It the settngs are not O, follow the
« Gat the latest securtty and v recommendations. 70'dwﬂ(°“mcﬂum open Contral Panel

atormanon from Maosaft t what's nows in Windows 12 helt rotect mr compaer?
- Checkt (fn latest updates from {
i

wrdows “ Firewall O ON
* G suppart for serirty-velsted
2 & Automatic Updates oo «
= Got help sbo-t Securtty Center -
oo the ey Sec 2t v Contey Q Yirus Protection © ON «
Manage security settings for: Q

’ Internet Options “ Automatic Updates
a Windows Pirewall

—

Fig. 10.1 The Windows Security Center Dialogue Box.

The Security Center’s job is to make sure that Windows
users are kept secure by installing the Firewall, keep
Windows up-to-date at all times, and use antivirus
software.

Each of these essential security components has a
traffic light indicator; a green light means the security
component is in place and is up-to-date, a yellow light
indicates that you have disabled its monitor, and a red
light means that there is a security risk and you are
required to take action.

Each security component can be managed by clicking
the relevant link at the bottom of the Security Center
screen. We very strongly advise you to use these security
components if you want to avoid malicious attacks on
your computer from hackers and viruses.
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Internet Options

To set the various Internet options, click the Internet
Options link on the Windows Security Center screen to
open the multi-tab dialogue box shown in Fig. 10.2 below
(also discussed in Chapter 7).

Internét Properties

“General | Secuty | Privacy | Content | C { Progiams | Advanced|
§

Home page |
L& You can change which page to use for your home page: |
Addess |

Use Cumers | [Uunuuﬂ' UseBlank |

Temporary Intermet fies
‘7;-\!' Pmmmmhimmwnamm

|
1
|
|

[Delete Cookine..| [ Deiste Fiee . | [ Setings.. |

-

| + Higtoty ——
; The History lolder contains inks to pages you've visited, for
quick access to recently viewed pages.
Dage to keep pages inbiston:. (20 151 i

P —— o oo S

W | R | rery | e

. .l”_ DK I.l g ] amw

Fig. 10.2 The Internet Properties Dialogue
Box.

Most of these tab settings are the original ones available
to all Windows XP users, with the exception of the
Privacy tab settings that incorporate an additional feature
when you install Service Pack 2. Therefore, we will
discuss only the latter addition.
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Internet Privacy

Clicking the Privacy tab of the Internet Properties box
displays the screen in Fig. 10.3.

Internet Properties

{ General{ Securty | Pivacy | Conton { Connectons | Programs { Advanced
Settng:

e Move the sider to salect a privacy setting for the intermet
M zone

Meodium

- Blocks thed-party cookies that do not have a compact
prrvacy policy

- Blocks thed-party cookies that use personally iderthable
information without your mplicit consent

- Restricts fust-party cookies that use personally identifiable

[ s [ mpon. | [Advanced . | w2 |

Poo-up Blocker
Prevent most pop-up windows from appearing

s

e

Fig. 10.3 The Internet Privacy Tab Screen.

On here you can specify the security level for the Internet
zone. As you move the slider up a notch at a time, you
impose higher and higher security, while moving the
slider downwards diminishes it. An explanation on what
is allowed and what is not, is given next to the slider as
you move it to a different level. You can also Block
pop-ups, a feature added by Service Pack 2.
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Automatic Update

Clicking the Automatic Update link on the Windows
Security Center screen, displays the screen in Fig. 10.4.

Automatic Updates x|

- -

Windows can regularty che & far mportant updates and nstal them for you.
(Turning on Automatic Updates may automatically update Windows Update
software frst, before any sther updates.)

How does Automatic Updates sork?

@A.A ey (m decl}
Automatically % d rec
computer andinsiall them:

Eevdey ¥ [mo o

"

fos my

(O Downioad updates for ree, 2ut let me ctoose when to instal them,
(O Notify me but don't sutematically download or install them.

QO Turn off Automatc Update::,

Your compute will be more vuinerable uniess you nstell
updates regularhy. N ) )
Instell updates from the Windovs Wgﬁw ste.

# pr 225 (e
i OK I 1 Cancel Aot
Fig. 10.4 The Automatic Updates Dialogue Box.

Note that in this case, Automatic Updates is turned ON by
default. From here you can set the day and time for :he
Automatic Update to be activated.

Alternatively you can click the link pointed to in
Fig. 10.4 to connect right now to the Microsoft Update
Web site which opens tne screen shown in Fig. 10.5 on
the next page. The choice is yours.
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HEiCw: updale Fiteacy eaet
©2004 Mcrosaft Corparation. Al nghts reserved. ey of Lot Dymy Slaamert
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Fig. 10.5 The Windows Update Screen under Service Pack 2.

Windows Firewall

(TSR] T st the various
Gonod e | acvarcad Internet options, click

[T T the Windows Firewall

R s e i e B B T s link on the Windows
LR Security Center‘ screen
I sctrg ks o e sces bomcomcirgroi to open the dialogue
o, L box shown in Fig. 10.6

o e o vou comec otie meati benseens. | 10 the left.

Firowad biocks progrems. Selections on the £ xceptiont tab wil be
gnoed !

o ) OH [not vocommended)

Avaid uing the: setng. Turng ot Windows Firewal may make the
computer mare vinerable to wwute: and intuders

wmh—m Fig. 10.6 The Windows

[ % J( e || Firewall Dialogue Box.
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To find more about the Windows Firewall, click the link
pointed to in the screen of Fig. 10.6. The Help and
Support Center will display detailed information relating
to the subject and most importantly will tell you what the
Windows Firewall can do and what it cannot do.

Clicking the Exceptions tab of the Windows Firewall
dialogue box, will open the screen shown in Fig. 10.7
below, in which you can specify what programs and
services should be exempt. For example, both the File and
Printer sharing and the Remote Assistance are exempt by
default. If either of these are not relevant to you, we
suggest you uncheck their boxes.

{ Gonesa? Encoptions | advanced

‘Wndows Frewal & blocking ncomng network connechons, encept for the
programs and services selacted below Adding exceptions allows some programs
to work befter but mght ncrease yous secumty ik

Programs and Services
Name
[ Féde and Pnter Shaang

O Remote Deskiop 4§
O UPRP Framework

TS

7] Display a notification when Windows Frewal biocks & program
\what are the nsks of alownc excetions?
(o ][ cwen ]

Fig. 10.7 The Windows Firewall Exceptions
screen.
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Unfortunately, each time you specify an exception, which
allows a program to communicate through the Windows
Firewall, your PC is made more vulnerable, as intruders
often use software that scan the Internet looking for
computers with unprotected connections. If you have
many exceptions and open ports, your PC can become a
victim of these intruders.

If you need to add a program to the exemption list you
must log on as the Administrator and, if the program or
service that you want to allow is not listed, click the Add
Program button and in the displayed list select the
program that you want to add (or browse to it if not listed)
and then click OK. The chosen program will then appear
selected on the list under Programs and Services.
Adding an exception is preferable to adding a port, as the
former is more secure because the firewall is only open
while the program is waiting to receive the connection,
while the latter is an open door to an intruder.

Unless you know what you are doing, the facilities
available in the Advanced tab sheet, are best left alone.

ook ok

As you can see from the above, Service Pack 2 is a major,
but free, update of Windows XP, and for the sake of
security you must make the effort to install it. Good luck!
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Glossary of Terms

Access control

Active

Address

Administrator

Application

Association

A  security mechanism that
determines which operations a user
is authorised to perform on a PC, a
file, a printer, etc.

Describes the folder, window or
icon that you are currently using or
that is currently selected.

A unique number or name that
identifies a specific computer or
user on a network.

The person responsible for setting
up and managing local computers,
their user and group accounts, and
assigning passwords and
permissions.

Software (program) designed to
carry out a certain activity, such as
word processing, or data
management.

An identification of a filename
extension to a program. This lets
Windows open the program when its
files are selected.
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Background

Backup
Banner
Baud rate
Bit

Browse

Browser

Bytes

Cache

CD-R
CD-ROM

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.

An advertising graphic shown on a
Web page.

The speed at which a modem
communicates.

The smallest unit of information
handled by a computer.

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.

A unit of data that holds a single
character, such as a letter, or a digit.

An area of memory, or disc space,
reserved for data, which speeds up
downloading.

Recordable compact disc.

Read Only Memory compact disc.
Data can be read but not written.
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CD-RW

Client

Clipboard

Command

Compressed file

Configuration

Cookies

CPU

Default

Defragmentation

Rewritable compact disc. Data can
be copied to the CD on more than
one occasion and can be erased.

A PC that has access to services
over a computer network. The
computer providing the services is a
server.

A temporary storage area of
memory, where text and graphics
are stored with the Windows cut and
copy actions.

An instruction given to a computer
to carry out a particular action.

One that is compacted to save server
space and reduce transfer times. In
Windows the file extension is .zip.

A general term referring to the way
you have your computer set up.

Files stored on your hard drive by
your Web browser that hold
information for it to use.

The Central Processing Unit; the
main chip that executes all
instructions entered into a computer.

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.
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Desktop

Device driver

Device name

Dial-up connection

Digital signature

Directory

Document

Domain

The Windows screen working
background, on which you place
icons, folders, etc.

A special file that must be loaded
into memory for Windows to be able
to address a specific procedure or
hardware device.

A logical name used to identify a
device, such as LPT1 or COM1 for
the parallel or serial printer.

The connection to a network via a
device that uses the telephone
network. This includes modems
with a standard phone line, ISDN
cards with high-speed ISDN lines.

A means for originators of a
message, file, or other digitally
encoded information to bind their
identity to the information.

An area on disc where information
relating to a group of files is kept.
Also known as a folder.

A file produced by an application
program. When used in reference to
the Web, a document is any file
containing text, media or hyperlinks
that can be transferred from an
HTTP server to a browser.

A group of devices, servers and
computers on a network.
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Domain Name

Download/Upload

DPI

Drive name

Engine

Extract a file

FAT

File extension

The name of an Internet site, for
example www.microsoft.com, which
allows you to reference Internet sites
without knowing  their  true
numerical address.

The process of transferring files
between PCs. Files are downloaded
from another computer to your own
PC and wuploaded from your
computer to another PC.

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.

Software used by search services.

Create an uncompressed copy of the
file in a folder you specify.

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
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Filename

Firewall

Folder

Format

Gigabyte

Graphic

Group

Handshaking

Hard copy
Hard disc

program. For example .jpg indicates
a graphic file.

The name given to a file. In
Windows this can be up to 256
characters long.

Security measures designed to
protect a networked system, or a PC,
from unauthorised access.

An area used to store a group of
files, usually with a common link.

The structure of a file that defines
the way it is stored and laid out on
the screen or in print.

(GB); 1,024 megabytes. Usually
thought of as one billion bytes.

A picture or illustration, also called
an image. Formats include GIF,
JPEG, BMP, PCX, and TIFF.

A collection of users, computers,
contacts, and other groups.

A series of signals acknowledging
that communication can take place
between computers or other devices.

Output on paper.

A device built into the computer for
holding programs and data.
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Hardware

Home page

Host

HTML

Hyperlink

Hypertext

Icon

Interface

Internet

Intranet

The equipment that makes up a
computer system, excluding the
programs or software.

The document displayed when you
first open your Web browser, or the
first document you come to at a
Web site.

Computer connected directly to the
Internet that provides services to
other local and/or remote computers.

HyperText Markup Language; used
to format documents on the Web.

A segment of text, or an image, that
refers to another document on the
Web, an intranet or your PC.

A system that allows documents to
be cross-linked so that the reader
can explore related links, or
documents, by clicking on a
highlighted symbol.

A small graphic image that
represents a function or object.

A device that allows you to connect
a computer to its peripherals.

The global system of computer
networks.

A private network inside an
organisation using the same kind of
software as the Internet.
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IP

IP Address

ISP

JPEG /JPG

Kilobyte

LAN

Links

Local

Location

Log on

Megabyte

Internet Protocol - The rules that
provide basic Internet functions.

Internet Protocol Address - every
computer on the Internet has a
unique identifying number.

Internet Service Provider - A
company that offers access to the
Internet.

Joint Photographic Experts Group, a
popular cross-platform format for
image files. JPEG is best suited for
true colour original images.

(KB); 1024 bytes of information or
storage space.

Local Area Network - High-speed,
privately-owned network covering a
limited geographical area, such as
an office or a building.

The hypertext connections between
Web pages.

A resource that is located on your
computer, not linked to it over a
network.

An Internet address.

To gain access to a network, or the
Internet.

(MB); 1024 kilobytes of information
or storage space.
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Megahertz

Modem

Network
Network server

NTEFS file system

Online

Operating system

Parallel port

Partition

Password

Peripheral

(MHz); Speed of processor in
millions of cycles per second.

Short for Modulator-demodulator.

An electronic device that lets
computers communicate
electronically.

Two or more computers connected
together to share resources.

Central computer which stores files
for several linked computers.

An advanced file system that
provides performance, security,
reliability, and features that are not
found in any versicn of FAT.

Having access to the Internet.

Software that runs a computer.

The input/output connector for a
parallel interface device. Printers are
normally plugged into a parallel
port.

A portion of a physical disc that
functions as though it were a
physically separate disc.

A unique character string used to
gain access to a network, program,
or mailbox.

Any device attached to a PC.
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Pixel

Plug-and-play

POP

Port

PostScript

Print queue
Program

Protocol

Queue

The smallest picture element on
screen that can be independently
assigned colour and intensity.

Hardware which can be plugged into
a PC and be used immediately
without configuration.

Post Office Protocol - a method of
storing and returning e-mail.

The place where information goes
into or out of a computer, such as a
modem.

A page-description language (PDL),
developed by Adobe Systems for
printing on laser printers.

A list of print jobs waiting to be sent
to a printer.

A set of instructions which cause a
computer to perform tasks.

A set of rules or standards that
define how computers communicate
with each other.

A list of e-mail messages waiting to
be sent over the Internet, or files to a
printer.

Random Access Memory; the PC’s
volatile memory. Data held in it is
lost when power is switched off.
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Refresh

Registered file type

Registry

Remote computer

ROM

Search

Search engine

Server

Shared resource

Shortcut

To update displayed information
with current data.

File types that are tracked by the
system registry and are recognised
by the programs you have installed
on your computer.

A database where information about
a PC’s configuration is deposited.
The registry contains information
that Windows continually references
during its operation.

A PC that you can access only via a
communications device, such as a
modem, or a communications line.

Read Only Memory; a PC’s non-
volatile memory. Data is written into
this memory at manufacture and is
not affected by power loss.

Submit a query to a search engine.

A program that helps users find
information across the Internet.

A computer system that manages
and delivers information for client
computers.

Any device, program or file that is
available to network users.

A link to any item accessible on
your PC or on a network, such as a
program, file, folder, or a disc drive.
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Spooler

System disc

System files

Task Manager

Text file

Toggle

URL

USB

User ID

Virus

Web Page

Software which handles the transfer
of information to a store to be used
by a peripheral device.

A disc containing files to enable a
PC to start up.

Files used by Windows to load,
configure, and run the operating
system.

A utility that provides information
about programs and processes
running on the computer.

An unformatted file of text
characters.

To turn an action on and off with the
same switch.

Uniform Resource Locator, the
addressing system used on the Web.

Universal Serial Bus - an external
bus standard that enables data
transfer rates of 12 Mbps.

The unique identifier, usually used
in conjunction with a password,
which identifies you on a computer.

A malicious program, downloaded
from a web site or disc, designed to
wipe out information on your PC.

An HTML document that is
accessible on the Web.
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Companion Discs

COMPANION DISCS are available for most computer books written
by the same author(s) and published by BERNARD BABANI
(publishing) LTD, as listed at the front of this book (except for those
marked with an asterisk). These books contain many pages of
file/program listings.
There is no Companion Disc for this book.

To obtain companion discs for other books, fill in the order form
below, or a copy of it, enclose a cheque (payable to P.R.M. Oliver)
or a postal order, and send it to the address given below. Make sure
you fill in your name and address and specify the book number and
title in your order.

Book Book Unit Total
No. Name Price Price
BP...... £3.50
BP...... £3.50
BP...... £3.50
Name ....coveveecvineccinenaenne Sub-total F SRR
Address ......cceeveevrevicenininnn. P&P

(@ 45p/disc) | £.............

Total Due |£.............

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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Whatever your reasons for baying a PC, it is essen-
tial to understand its operating system which, in
this case, is called Windows XP. :t is this operating
system which ensures that all parts of your com-
puter work together efectively, as well as allowing
you to run other programs, stcere and retrieve infor-

: mation ard look after the ‘heal:h’ of your PC. ‘

This book is specifically writien for beginners of
any age and it has been assumed tnat the reader is
non-technical and nor-computer literate. However,
it does require that Windows XP hes been installed
on your PC and is up and nuaning.

This book applies tc both Home and Professional

editions of Microsoit Windows XP, and is struc-

tured cn the basis of what you need to know first ]
appears first’. But if you gre‘e- you do not have to

start at the beginning and go right through to the

end as the chapters have beer designed to be ' :
mostly sef-contained.

It is hoped that with the Felp of this book you will
be able to get the maximum cut of your computer
in the shortest, easiest and most enjoyable way,
when using Windows XP.
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