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About this Book

How Did | Do That ... in Windows XP was written to help users
to remember how they configured their computer in the first
place. Have you ever been in the situation when something
has happened (like typing a date in UK format which then
displays in US style - days and months reversed)? Of course
you remember someone telling you how to configure the
language of your keyboard, but can't think of it right now? This
book will tell you how to do just that and a lot besides. The
book covers both the Professional and Home editions of
Windows XP, including the latest update Service Pack 2 - see
the Windows Brief History.

In this book we assume that Windows XP has been installed
on your computer and is up and running. If you need
information on such important topics as how to upgrade, what
system preparation to make before instailing Windows XP,
what the hardware requirements are, or which file system to
select (FAT32 or NTFS), then may we suggest you refer to our
other book Windows XP explained (BP514) also published by
Bernard Babani (publishing) Ltd.

As with all our other bocks, this book was written with the
busy person in mind. You don't need to read many hundreds of
large format pages to find out what you are looking for, when
just a fewer illustrated pages can get you there very quickly!

It is hoped that with the help of this book, you will be able to
configure your computer, when using Windows XP, most
efficiently and productively, and that you will be able to doitin
the shortest possible time.
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A Brief History of Windows

|}

The early versions of Windows ran on top of the MS-DOS
(Microsoft's Disc Operating System), and as such were not
very stable, were prone to crashing frequently, and had limited
support for networking and none at all for multiple user
accounts. However, from 1992 to the present date, Microsoft
released various versions of Windows which addressed these

problems. These were:

Windows for Workgroups 3.1 -

1992

Windows for Workgroups 3.11 -

Late 1993

Windows 95 - 1995

Windows 98 - 1998

Windows 98 Second Edition -

Mid-1999
Windows Me - Late 2000

Allowed the control of
small networked groups
of computers.

Included 32-bit  file
management and more
networking support.

The first 32-bit operating
system.

It ran faster, crashed less
often, and supported a
host of new technologies.

It put right many faults
reported by users.

A direct upgrade to
Windows 95/98 for the
home PC. It loaded
faster, ran more reliably,
and, if things went
radically wrong through
user interference, could
be made to retum to a
previous working version
of the Operating System.

viil
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Windows 2000 Professional - Users of Windows 95/98

Early 2000 could easily upgrade to
the Windows 2000.
Windows XP - Late 2001 Windows XP comes in

two flavours; the Home
editon as the direct
upgrade to Windows
98/Me for home users
and the Professional
edition {with additional
functionality) for Windows
2000 or business users.

Windows XP has many improvements incorporated into it
which fall into several general categories. These are:

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

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

Improved support for digital cameras, video recorders,
and multimedia with an improved version of the Windows
Media Player (now version 10).

Improved features and tools in Internet Explorer 6 allow
faster performance, and better Web communication from
e-mail to instant messaging to video conferencing.

Improved Windows File Protection which prevents the
replacement of protected system files such as .sys, .dll,
.ocx, .ttf, .fon, and .exe files, so that installing software
does not corrupt the operating system by overwriting
shared system files such as dynamic-link libraries (.dll
files) and executable files (.exe files).

Windows XP Professional also includes features for
power users, such as enhanced file security, remote
access to your computer's desktop and a personal Web
server.




How Did | Do That ... in Windows XP

Since the release of Windows XP in 2001, there have been two
major updates. The first one was Service Pack 1 (SP1) which
contained updates for security issues, operating System
reliability, application compatibility, and improved Windows XP
Setup.

In August 2004, Microsoft released the second major update
to Windows XP, Service Pack 2 (SP2). This update focuses
mainly on the security of your computer, and is over 260 MB in
size, so downloading it might take a rather long time,
particularly if this is done via a 56k modem. Alternatively, you
might be able to find a PC magazine that provides this update
free on CD. We strongly recommend installing SP2.

Microsoft has made security the central theme of SP2,
although there are some additional features that are not
specifically geared to protecting your computer. 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. 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 and Wireless
Connection Wizards. Bluetooth support ensures easy
communication with suitably equipped PDAs and mobile
phones.

* Access a new Security Centre which monitors your PC's
security settings with respect to its Firewall, Automatic
Updates, and Virus protection. If your virus suite cannot
be detected, then the Security Centre 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.

* Outlook Express now includes the Attachment Execution
Service which checks the safety of attachments 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.
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Customising the Start Menu

At the top of the start menu the name of the current user is
displayed with a picture against it. Left-clicking this picture
opens the User Accounts screen shown in Fig. 1.1.

Pick a new picture for your account

The picture you dwoss wil appear on the Wajcoms sgeen.

llﬁlbls
nlﬂlll

p'mlwmanu-
I Got apcture from & camer s or scanner

Fig. 1.1 The User Accounts Dialogue Box.

From here you can choose a different picture for the current
user either from the ones supplied or from one of your own.

In Windows XP the first of its two-column start menu adapts
to the way you use your PC - it keeps track of what features
and programs you use the most and adds them to the list on
the left column.

To remove an application from the first column of the start
menu, right-click it and select Remove from this List as
shown in Fig. 1.2 on the next page. This removes the name of
the application from the list, not the application itself from your
hard disc.
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Customising the Start Menu

Noel Kantaris

Q Lotus Woed Pro

& Jasc Paint Shop Pro 8
"5
31
2] Microsoft Office Excel
2003

m Microsoft Office Word
2003

\'2 Launch Mkrosoft Dffice
a Outlaok

0 Norton Interret Security

g Internet Explorer
@ Notepad

Advanced Windows Copy
Password Recovery

Commmdhmu H

All Programs >

) My Documents
@vaml ’
_a)mwmns
j”v"lﬂk

8 My Computer

gmmmn«m

&msm‘dﬁue&
@u«ams‘w
P sewer

'
% Runas.

Scan with Norton Antivyus
Pin to Start menu

Send To »

Remove from This List
Rename

Properties

Fig. 1.2 The Start Menu.

As can be seen, you
also have a menu
option to Pin to Start
menu any program.
This adds it to the top
of tha left column of the
start menu which is a
more permanent list.

You can also use this
facility to pin your
favourite programs,
even if these are to be
found in the All
Programs menu, thus
customising the way
you run your computer
and cutting down the
endless number of
shortcuts that most
users seem to place on
the desktop.

Once you have
pinned your chosen
programs to the start
menu, you could
rename by right-clicking
their entry on the list
and selecting Rename
from the drop-down

menu. You could even change their order on the list. To move
an item on the start menu, point to it to highlight it, then drag it
with the right mouse button pressed to the desired position on

the list.
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Changing the Log on & Log off
Settings

™ To change the way you log on to your compufer,
waees| double-click the User Accounts icon, shown here, in
the Control Panel, to display the screen in Fig. 2.1.

Fig. 2.1 The User Accounts Dialogue Box.

Next, click the Change the way users log on or off to display
the screen shown in Fig. 2.2 on the next page, and remove the
check mark from the Use the Welcome screen box.

Now using the start, Log Off option and after the display of
a confirmation box, Windows logs off the current user and
displays the Log On to Windows dialogue box shown in
Fig. 2.3 also on the next page. In the User name box change
the name of the currently logged user to Administrator, type in
the Password, and click OK.




Changing the Log on & Log off Settings

Setact legon and togott options

Fig. 2.2 Selecting the Log on and Log off Options.

Log On to Windows From now on, when
you use the start,
Shut Down option,
you will be given

several different

Uses rame: | Adnermer L options for shutting
Possmords | sesesendd _u down Windows, as
o shown in Fig. 2.4.

- : The currently logged

Fig. 2.3 The Log On to Windows Box. user appears as the

first option.

Shut Down Windows

Windows

Professonal

Q what do you want the compuiter to do?
.;mdby ¥l

Fig. 2.4 The Shut Down Windows Dialogue Box.
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Changing the Display Settings

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

To change the display settings, use the start, Control Parel
command, then in the Classic view, double-click the
ﬁ\ Display icon shown here. In the Display Properties
> 1 dialogue box, click the Settings tab to display the

screen in Fig. 3.1, in which the settings have been changed
appropriately. For the new settings to take effect, dick the
Apply button followed by the OK button.

)

Themes | Deskiop | Scoen Sever | Aspessance | Seitngs 1

. Dusplay
| DelP731 on NVIDIA RIVA TNT2 Model 64
Screen resohion Color quality -
- M " 3
Less ,..;. ore _H'i"d mm— !!J
1024 by 768 poes ¥ Ol s Ve
T roubleshoot .. | Advanced i
(ox J( coe J[ 2w py)

Fig. 3.1 The Settings Screen of the Display Properties Dialogue Box.




Changing the Display Settings

While the Display Properties dialogue box is open, you might
like to explore the other available settings. For example:

Click the Themes tab to change the looks of your active
windows. Selecting the Windows Classic view presents you
with a display more akin to that of previous versions of
Windows, as shown in Fig. 3.2 below.

Display Properties

A theme is 8 background phus a set of sounds, icons. and other elements !
to help you personakze your computer with one chick.

Fig. 3.2 The Themes Screen of the Display Properties Dialogue Box.

Click the Desktop tab to change the background of your
desktop, which by default was set to ‘Bliss’. The first four
background options are quite interesting, or you could
select your own - to fill the screen choose Stretch under
Position.

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

Click the Appearance tab to select a different look for your
windows and buttons, apply a different colour scheme and
select a different font size.
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Managing the Taskbar Icons

Activating the Quick Launch lcons

At the bottom of the Desktop screen is the Taskbar. It contains
the start button which can be used to quickly start a program.

Fig. 4.1 Quick Launch Activation.

launches its application.

To activate the Quick Launch
icons, right-click an empty
part of the Taskbar, point to
the Toolbars option which
displays the sub-menu,
shown in Fig. 4.1, and
left-click the Quick Launch
entry. This displays three
icons next to the start button;
left-clicking one of these,

The default Quick Launch icons, in order of appearance,

have the following functions:

. Launch the Internet Explorer Browser.

Show Desktop.

Launch Windows Media Player.

Using Other Taskbar Buttons

When you open a program, or a window, a button for it is
placed on the Taskbar, as shown in Fig. 4.2 below.

Fig. 4.2 The Windows Taskbar.
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Managing the Taskbar Icons

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, 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. 4.3.

Another interesting Taskbar menu option
is Properties (Fig. 4.1). This allows you to
change the Taskbar and start menu options.

Fig. 4.3 Grouped
Taskbar Entries.

The System Tray Icons

The Taskbar also shows the current time to the far right, the
Windows Messenger, the Options, the Restore and the
Language icons, as

Date and Time Praperties

"Gee & T | e 20w | Itarmet T well as other icons
. ! added depending on
. R > F . | your system. Moving
l " the mouse pointer
12 345 over the clock will
e ety / . ' display the date.
g Epay r Doubie-clicking the
uow @ || clock, opens the
} Date/Time Properties
) ot et 107 Dl e box, shown in Fig. 4.4,
- @EE"M . so that you can make
changes, if necessary.

Fig. 4.4 Date and Time Properties Dialogue

Box.
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Recovering the Speaker Sound

If for some reason your PC's speakers go silent, then apart
from checking that they are still connected
correctly, you could left-click the Volume icon an
your System tray (situated to the far right of the
Task bar), pointed to in Fig. 5.1. On the
displayed Volume dialogue box, make sure that
the Mute box is not checked. If it is, click it to
remove the check mark.

Fig. 5.1 Left- If the volume was not muted in Fig. 5.1, then
click box. double-click the Volume icon to display the
expanded set of volume controls, as shown in

Fig. 5.2 below.

Vokame Contl W SW Syt €D Player Lneln
-3 4 8? :} @ =) <3 ﬂ> - 4 9 8 il
Vokume: , Vokme: !vm  Vokame:
# [ el g g S ‘ :
LR IR RS NG B R [ |
[JMute | [Mute [CMue ;[:hu. Mo
[Reakek acs? audo s

Fig. 5.2 The Expanded Volume Control Dialogue Box.

Check if any of the controls attached to the various devices are
not muted, unless you meant to mute a specific device.
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Recovering the Speaker Sound

if this does not cure the problem, then Open Volume Control |
right-click the Volume icon on your Adyust Audio Properties
System tray to display the two-item
menu shown in Fig. 5.3. Selecting the
Adjust Audio Properties option,
displays the screen in Fig. 5.4.

Fig. 5.3 Right-click box.

Sounds and Audlo Devices Properties

% Reatek ACS7 Audo
Device volume I
‘ 9, |
v
i
Low High
OMue b
[F] Prace vome icon in the taskbar !

Speaker teltings
Use the settings balow to change ndvidust
speaker volume and other settings

‘ [ Sposkervame | [ Advenced_ |

Fig. 5.4 The Expanded Volume Control Dialogue Box.

|

This multi-tab dialogue box gives you information specific to
your system, which you might need if you seek external help.
To check that everything is functioning correctly, click the
Hardware tab, then select from the displayed list the
appropriate audio device attached to your system and click the
Troubleshoot button.

If after all this you still have silent speakers, it might be time
to seek external help. At least you will be able to inform the
person helping you exactly what you have done, and what type
of audio devices are attached to your system.

10
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Changing the Keyboard
Language

Sometimes your system might be configured to a US keyboard,
even though visually it appears to be a UK keyboard. You will
know that this is the case when you type the £ key and the #

symbol appears

on your application screen.

To change the language of your keyboard, use the start,

Control

Panel command and double-click the

’ Regional and Language Options button, shown here,
- on the displayed screen. This opens the muiti-tab
dialogue box shown in Fig. 6.1.

[-]
i
E
e

Hepional and | ang

E_ Select an kem to mach he prelesenoes, of cick Customie io choose

Stardards and fowees == |

Ths aption alects how SOMS PIOgEaMS farmal rumbert. cumencees.
dates. and tme.

pous o lormats.

Hom

| [Malay B Davussstam) 2

Fig. 6.1 Selecting Regional Options.

1"



Changing the Keyboard Language

On this dialogue box, select English (United Kingdom) and
click the Apply button. Next, click the Languages tab and in
the displayed screen, shown in Fig. 6.2, click the Details
button to display Fig. 6.3.

Regional and Language Options X

| Rogonsl Options | Langusges | Advanced

1 -Text services and input languages - i
| To view ar change the languages and methods you can use to enter
text. click Detais
l i
Supplemental language suppart |

Most languages are instabad by detau To instal addibional Languages
selact the aporopnate check box below,

Um?mmmmhmmawwm [

[ instad fdes for E ast Asian languages

|

Fig. 6.2 The Languages Tab Screen.

Text Services and input Languages
g — 3
| Setting: | Advanced|

- Defaukt went language

I
Seiect one of the installed input language: to ute when you start your f

Englsh (United Stetes) - US S -

Instaded services
Seloct the services that you wani for sach input language showr in the
| it Use the Add and Remove bedtons to moddy th st

T Engich [United States]|

& Keyboard
» US
|
! ! femcve ‘
~ =
‘ - Prefeience:
| rasns
OK l Cancel Apply l

Fig. 6.3 The Settings Tab Screen.
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Changing the Keyboard Language

In Fig. 6.3, click the Add button to open the screen shown in
Fig. 6.4, in which we have already selected English (United
Kingdom) under the Input language.

Add Input language rﬂ&]

Ingnst language:

B Tin T |
.__ 2330 = - ‘ﬁ
K_e;boad lapout AME:

| United Kngdom -

ok J[ coms ]

Fig. 6.4 Selecting the Input Language.

This allows you to select English (United Kingdom - United
Kingdom in the Text Services and Input Languages dialogue
box under the Default input language, as shown in Fig. 6.5
below.

Text Services and Input L anguages

[ Settngs | Advanosd|
] Defaut nput language
Select one of the nstalled input languages to use when you start you
computer
| Engheh [United States) - US -

gg gmad States] -US [! l

Selact the services that you wart for each nput language shown in the
5t Use the Add and Remove buttons to moddy thes ist. {

) Engish (Ursted Kingdam)
@8 Keyboard
| + [limked Kingddm
[ | [EH English [United Stater)
@ Keyboard

4

Pigteronces

[(Lowusmta. | [ Kkeysemns ]

e —— s —— e —

Co ) o J oo J

Fig. 6.5 Selecting the Defauit Input Language.




6 Changing the Keyboard Language

Finally, you can now highlight the unwanted language under
the Installed Services, as shown in Fig. 6.6, and click the
Remove button.

Dot rput language =

Select one of the nstalled input languages 1o use when you star yous
computer

(Enghh Unded Kingdom) - UniedKingdon 8]
Instabed seraces

Sedect the setvices that you want for sach input language shown in the
list. Lise the Add and Remove bultons to modifty this st

P —
| Keyboard i
| Kaboud | )
| :
i___ A AT ] Piopars:
Prelerences
| [LtangugeBar. | [ KeySemngs |
{
Lok _J[{ Concel ][ 4w ]

Fig. 6.6 Removing the Unwanted Language.

For these changes to take effect, click the Apply button,
followed by OK. You might need to restart your computer to
make these changes permanent.
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7

Fixing the Caps Lock Key

How many times have you typed a sentence only to find that all
letters in it are in capitals (apart from the first one, that is)
because you accidentally touched the Caps Lock key - tHEN
YOU HAVE TO TYPE IT ALL OVER AGAIN?

One way of dealing with this is to use the Accessibility
option in the Control Panel and check the Use ToggleKeys
box, pointed to in Fig. 7.1 below.

Accessibility Options

Keyboard ‘59'"’"""9"?1_'_‘""75!"-1 ]

S6ckyKeys !

Use StickyKey § you want to use SHIFT, CTRL.ALT, or
‘Windows logo key by pressing one key at 3 time.

|
[JUse Suckykeys

{

‘FReKeys

Use FiterKeys ¥ you aare Windows 1o ignore briel of repeatec
keystiokes. of slow the repeat rate.

[JUse Fekeys Settngs

ToggleK eys

Usze ToggieKeyt § you want to heat tones when prestng
CAPS LOCK, NUM LOCK. and SCROLL LOCX.

E&m ToggleKeys

(0] Show extra keyboard help in programs

J

R e [

Fig. 7.1 The Accessibility Options Box.

Clicking the Apply button, activates the facility which emits a
slight sound when you touch one of the three keys mentioned
above. However, you must have good hearing, unless you turn
up the speaker volume which you might find unacceptable
when performing other operations.
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7

Fixing the Caps Lock Key

Re-mapping the Caps Lock Key

You can re-map the Caps Lock key to perform the function of,
say, the Shift key, thus disabling its normal function. However,
this requires you to change values in the Registry by using
some sort of program, of which there are several available,
either free or for the payment of a very small amount.

To see for yourself what is available, log on to google.com
and search for “Disable Caps Lock in Windows XP". A few of
the 8,000 plus sites that are found are shown in Fig. 7.2.

s ER  Vew Fovortes Took Help

O - © WRAG Powo Jrroem @ 3- %= J0 ~
wicron: 1) 9000, comjsomchieduatie: oolxm!@o ke ® st s B 0 -
Web Images Growps News Froogle Deskiop metes i

Google disabie caps lock in windows xp |{_Search | Aduansad Searsn

™15 3 eery common word snd was aot included in your search. idetails’

~ 02 Removing Thumbs. db Fites - Added 11/12/02 Enable / Disabls the Task ... Lock on 6 -
Num Lock and Scroll Lack on 7 - Caps Leck, Num Leck, and Scroll Leck on, ..

. puy. sl p_lips Mtm - 10tk - Cachpd - Simiia: paces

Dovnioad Capsl ockOff Q.90 - Disabie the Caps Lock key Sofipedia

«. 0ften have you wanted to just rip the Caps Lock key off ... 1o fix this problem would

Web Resuls - 10 of about #,130 for disabia caps leck in windews x5 ©.13 soconds) l

Il
Disable Caps Lock . Useful Suf  JohnHalier com d
- | decided to add some .REG files so you can disable your shil ... This method of disabiing ‘f
Caps Lock is knawn 1o work with the ... Windows XP - Works with Pro or Home ...
Johrhatie: comihiuseful_stuldisable_caps_ltock - Sk - Lached - limiar pages +
WindowsXP Tips lT

be 10 disable ft through .., effect 10 any window in Windows 2000 or Windows XP. ...
W sofpedia com/public/cat/t 38/13-8-110. shtm! - 88k - Cched - Simiin pages

Annovences org - re: Question about ‘Custormize Your Keyboerd ...

~ 09 am Windows XP Annoyances Discussion Forum Posted by Craig Leres (1 messages
posted ) Here's how | disabled the caps lock on my IBM X22 Windows XP system ...
www anncyances.org/e cecoruwinxp/i 1017256194 - B4 - CagJiad - Similar Gages

Annovances org - Windows XP Discussion Forum

- re” Cant Disable CAPS-LOCK with SHIFT KEY please help (Soyuz: FA, Nov 2, 2001,
214 pm). -, Networking in Windows XP (An: Wed, Oct 31, 2001, 703 am) ...

WWW, ennoYances. ofgfexecinrumAvinp/pageddd - 26Kk . L ached - Duriar pages

[ Mase reslle. Ram. . anoeyansds 219 |

S<ript to enable/disable Caps Lock
-.. Scnpt 1o enable/disable Caps Lock October 9, 2003 Author; Platform: Windows
NT{with WSH 20, and WMI 1.1 Windows 2000 Type:WSH, VBScagt | ...

e amem«:imchner SO IeR0uMC #3/8Cring ticke pho/J0BI3RY . Bk - Cached - Sitsigr gaoes - L=
= - - 1

Fig. 7.2 The Results of a Google Search.

As you can see, the choice is endless, so we leave it to you to
pick the one you trust.
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Inserting Special Characters in
Documents

The Windows Character Map

A useful feature in Windows is the Character Map, shown open

in Fig. 8.1 below. This should be found by clicking start, then
selecting All Programs, Accessories, System Tools,
Character Map from the Windows cascade menu.

Character Map -

Fot: O Ad r—— = C@
TV AT o & | « |« WWIWwI w]A] a[Ala[A] &,
AIATAA[K[E[Alal A A|a[A]a|A[3]Ala]E
olEIB|E[6|E[SIEIB[E[SIE|E[E[6[TT1]i O
N REHNEHEHEE OB EECE CEE
ol0foUlul0 el elOfw Ol alOlaurlu] Y] v|Y
y[YIy YTy 1] ]- Ti1.I'rr
e Arf T ' SRl VARERIN
T [F[epde €  [Ra™oje[%%
/6l 1| 4 |+ 3 31T (-1{/ w[L]N

=[#[=[<[2le[~[TITI={T el [H THA [ 2
D\uodastoeayli lSMI -...-,
[JAdvanced view
| Ue20AL: Euo Sign 0 Keystoke: ARe(7128

Fig. 8.1 Selecting a Character from the Character Map Utility.

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

17



Inserting Special Characters in Documents

To copy a special character, not found on your keyboard, into
your document, open
B Character Map the Character Map,

e = -1 select the Font, as
Font: | O Anal v q .
) B 1) g = st_10wn in Fig. 8.2, and
¢ gAbadlMT Condensed E xtta Bold + click the character to
Abadi MT Condensed Light H :
%10 Agency FB | enlarge it, as shown in
0 ﬁlgeuan Flg 8.1.
e .
o1 Anal Black Next, click the Select
___f(l)r zna::anow ' button, which places the
o\% B'a‘?ke:/:;;dedM e selected character in the
73 i Characters to copy
- —
t|© BeeskneesITC box, and when you have
Tg gi’ff::jsﬂpfmdens"d all the characters you
= g:nnsf ggthﬁ g want in this box, click
210 Boson MT the Copy button to copy
Ig R e them to the clipboard.
P O Book Antiqua Now, return to your
f i . .
aqg gzgtwvcs]%%ﬁ application, make sure
DrAdvg Botanical the insertion point is in
Us204{ ) Bradiey Hand [TC the correct position and
) R B
Fig. 8.2 Selecting a Font in Character Map. t‘:\aesrte the characters
e.

Character Map Shortcuts

The method described above of inserting special characters in
your document works well, but there are some shortcuts that
are extremely useful, particularly with respect to the Euro sign.

To insert the Euro sign in your document, just use the
Alt Gr+4 key combination where the Alr Gr key is found to the
right of the space bar, and the number 4 is the keyboard 4, not
the keypad 4. The advantage of this method (apart from being
less cumbersome), is that the font size is automatically
adjusted to the font size of the the rest of your document - just
like this; €.

Also note that using the Alt Gr key with any vowel will put an
acute accent on the vowel, such as the é in hélas. For all other
types of accents on letters you must use the Character Map.
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Adding New Software

To add new Windows programs to your computer’s hard disc,

Add or
Remove
Programs.

use the start, Control Panel command, and click the
Add or Remove Programs icon, shown here. This
examines your hard disc for installed programs and
displays its contents in a window similar to the one

shown in Fig. 9.1 below.

@ Ad-oare 6 Perscndd Sow

[ Adobs Acrobet - Reader 6.0.2 Updets Py
/i Adube Acrobet 6.0.1 tanderd Spe 20600
R Adcbe Atmosphere Player for Acrcbet 8nd Adcbe Reeder :
Pt Resiw 60 s 03w |
115 Acatel SpeedTouch U Sefowers s Loow
# ALPS Touch Ped Driver E
ol Aovle QuickTims brataler [N S D.78M
#5 ATI Dupley Driver

1 Contel USS AC Camara = 0900

© oW Sk 3.1.7 Se 070
ol Easy CD 6 OVO Creater 6 Sme 624.00M8
@ Google Desitop Search S 190
[l +# Photo and Imaging 1.0 - HP Photosmart Privker Series Sae TR
1@ Procstartican o See  19.2900
L oo Trareter S 6058

@ yidoear for Outiosh 1.2 See  10.067M8
[ irtarvideo WnOVD ¢ soe 16608
&) Josc Puirt Shop Pre @ e 3190008 o

Fig. 9.1 The Add or Remove Programs Screen.

In your case, this list of programs will most certainly be
different.




Adding New Software

Next, click the Add New Programs button on the left pane of
the displayed dialogue box, which changes to the one shown in
Fig. 9.2.

B Add or Remove Programs

%1 Add a program from CD-ROM or floppy disk
To add a program from a CD-ROM or flappy disk, dick CD or Plappy

Changs or 3
por & B (2epmw]
oyt Add programs from Microsoft

d To add new Windows festures, device drivers, and system updates the Internat, dick
B P o ! Wt 5 |
Add tisw
. Programs
AddfHamove
‘Wincowes.
‘Components

-

Fig. 9.2 The Add New Programs Screen.

This facility to add programs seems superfluous because
installing new Windows programs on your computer’s hard disc
is made very easy these days. Almost all Windows applications
are distributed on one or more CDs the first one of which uses
an auto-run program which in tum runs the Setup program.

Furthermore, most applications vendors give you
instructions that if the auto-run program does not start the
installation process, to click the
Windows start button, and

e o s o, select the Run command
o eme g | which opens the Run dialogue
' box shown in Fig. 9.3, and
= e J(s==_]| type in the Open text box the
command

Type the name of a program, Folder,
Intermet resource,

Fig. 9.3 The Run Dialogue Box.
e:\setup

where e: is our CD-ROM drive; yours will probably be different.
Clicking the OK button, starts the installation process.

In the end, which method you use, if the auto-run facility
fails, is up to you.
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10

Adding or Removing Windows
Features

To add or remove Windows features, use the start, Control
= Panel command, and click the Add or Remove
Sé Programs icon, shown here to the left. This examines
ssdo | your hard disc for installed programs and displays its
mogems | contents in a window similar to the one shown in

Fig. 10.1 below.
i 1
] & Currently st alied progy ams: ) Showwates Sort by: | e =)
i || .
Change or <
| Ramove T $6K MDC Moden: LI
— oo ||
% Q) ad-oware 6 Porsonal Ses  LoFE
Add thew Pt Adode Acrobat - Reader 6.0.2 Update Ske  5.64MB
Pragramw
[ Adobe Acrobat 6.0.1 Standard See  206.00MB
g: % 2dobe Atmosphere Player for Acrobat and Adobe Reader
AstRemove [ Adobe Reader 6.0 Sge  42.00M9
w""" B8 Acatel Spesdouch USB Software Swe  1.69M8
k" 1489 ALPS Toudh Pad Orver see
' 18 Acple QuikTime Instaber Ses  u.76MB
Set Prggram |
Access and Iﬁ‘“mm
Defads §5 Comtol USBRC Camers See 0500
1 v Sk 317 Spe 0708
5 Easy D 8 OVD Gestor 6 Sre  624.00M
@ Googe Desktop Search e LB |
£+ Photo and Imagng 1.0 - MP Photosmart Printer Series s Mewe o

Fig. 10.1 The Add or Remove Programs Screen.

The Add/Remove Windows Components icon, pointed to in
Fig. 10.1, allows you to install or remove specific Windows
components at any time. Clicking this icon, opens the dialogue
box shown in Fig. 10.2 on the next page. Next, highlight the
group that you think will contain what you want to add or
remove, and click the Details button.
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10

Adding or Removing Windows Features

Windows Components Wizard .

Window: Components
You can add o remove components of Windows XP.

To sdd a remove & componant. chck the checkbon Aﬁntdumn.r-MUJ‘
wnnm-‘uhﬂ&d To sow what't reaxind 1 @ comparant, cick

“a

T
i7MBe
30MB
aomp

15908 N

Descromon  Inchudee Windows Accessonss and Litiilies Ios yow compute.

Totel dsk woace requredt

201t WD
237729 M0

e e Ty

(oo [ netr ] [ coon ]

Fig. 10.2 The Windows Components Wizard.

This examines your system and lists the components of the
chosen group, as shown in Fig. 10.3. 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 or remove a cick the check box A shaded box means that anly part
dmw"uw&d'hmwxrdﬁdnacaw click Detasls.

Su of Accessones.
-

' 49 Character Map
SB 8 Cipboad Viewe:
=] i Dekiop Walpape:

a9Ime
QtmB
a3mB

QtmMB
04mMB
04MB M

2 ) Document Templates
£ RE Mouse Porters
2 Y Pan

Descrpbory  Enables you to perform calculations,

Tote disk space requred
Space avadable on diek:

aome D
2394MB
(ICIN |

Fig. 10.3 The Accessories Dialogue Box.

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

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, remember
that network policy settings may prevent you from completing
these tasks.

Hibernation Mode

When your computer is put into hibernation mode, everything
in the computer memory is saved on your hard disc, and your
computer is switched off. When you turn the computer back on,
all programs and documents that were open when you turned
the computer off are restored on the desktop.

To initiate hibernation, activate the Control Panel and
- double-click the Power Options icon shown here.
o —\ Then, in the displayed Power Options Properties
thj 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 tox is checked, as shown in Fig. 11.1
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 | press the power button on my computer box and
choose what you want to happen from the drop-down options
list in Fig. 11.2 also shown on the next page.
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Saving Power

Power Options Properties

| Powes Schames | Advanced | Hbernate |ups |

| When your computer hibemnates, # stores whatever it has in
memory on your hard disk and then shuts down. When your
computer comes out of hibernation, R returns to its previous state.

Hibermate
Enable hbernation

Disk space for habernation
Free disk space 2215MB
Disk space requred to hibemate: 128 M8

Lo J( coma ] =

Fig. 11.1 The Power Options Propertles Screen.

Power Options Properties

| Powes Schemes | Advanced | Hbemate | UPS |

; Q Select the power-saving settings you want to use

Options
[[] Aways show icon on the taskbar
[#] Promot for password when computer resumes from standby

‘Power buttons:
When | press the power button on my computer:
J IVShut down
Do nothing
Ask me what to do

oK ]ij Apply

Fig. 11.2 The Power Button Options List.
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Saving Power 11

Finally, click the Power Schemes tab, and select a time in
System hibernates, as shown in Fig. 11.3. If you set this to,
say, ‘after 1 min’, then you can sit back and see what happens.
With our system, after one minute we were informed that it was
safe to switch off the computer, which we did. When switching
on the computer a few seconds later, Windows XP started up
automatically and loaded all the programs that happened to be
loaded at the time of hibernation.

Power Options Properties

[Power Schemes | Advanced | Hibemats | UPS
Select the power scheme with the most appropriate settings for |
thes computer. Note that changing the settings below wil modity
the selected schame. 1
’ Power schemes: {
q — W ]
HoneOficaDesk g
[ saveas. | [ Dewete ]
1
Settings for Home/Office Desk power scheme !
Tun off montor Arer 20 m;n; B a_‘, |
Twr off hard disks "‘_bve:_ . = ~
.- R— »
\ System standby 1[‘_va1 3
System hibemates ‘[\evﬂ | ﬂ_°
T ok N[ cows |
W

Fig. 11.3 The Power Options Power Schemes Screen.

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.

25



B

1

Saving Power

If you decide that you do not want your system to hibemate,
just go through the procedure described above and uncheck
the selected option in the Power Options Properties screen of
Fig. 11.1. Finally, click the Power Schemes tab, and select
‘never’ for the time the System hibernates.

Standby Mode

When your computer is put into standby mode, information in
computer memory is not saved to your hard disc. You must
save all your work before putting your computer into standby
mode, because if there is an interruption in power, all
information in the computer’'s memory will be lost.

To initiate standby mode, activate the Control Panel and
click on the Power Options icon. In the displayed Power
Options Properties dialogue box, click the Power Schemes tab,
as shown in Fig. 11.3.

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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Configuring a 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. 12.1 below. This opens the
Properties dialogue box for the selected printer.

® Printers and Faxes

© Fle Edt View Favorles Tools Help r

O O 3 P e X9
0 0 e e

Printer Tasks

Fig. 12.1 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.
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12

Configuring a Printer

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.

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 fo your printer,
double-click the printer icon on the right end of the Task bar, to
open its window.

& Hp Laserdet 575 PustSerign

Document Neme Retus Owner ] Pages Sae Submited Port
awd Pro - windowsXP_B_0D4.wp  Printing Noel Kantars 32 115 KB/6.68 MB 13:59:32 19/05/2003 LPT1L

1 document(s) N queue

Fig. 12.2 The Print Queue Window.

As shown in Fig. 12.2, 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
click the Install a local fax printer option in the Printer Tasks
box as shown in Fig. 13.1 below.

™ Printers and Faxes

Fle Edt View Favortes Took Help

Ot - O F P o [

Fig. 13.1 The Printers and Faxes Dialogue box.

This starts the Install Fax Wizard which might ask for the
Windows XP distribution CD so that required files can be
copied. Once that is done and you supply the information you
want to be included in your faxes, a Fax printer is installed in
the Printers and Faxes folder, as shown in Fig. 13.2 below.

e ! =Y -
g photosnert
¥ S£M Pos...
) Troubleshoct tr l

Fig. 13.2 The New Fax lcon.
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Installing a Fax Printer

The Fax Utility

To fax a text document or graphic image, use the Fax utility,
which supports scanned graphic images and will automatically
convert graphics to the appropriate file format before you send
them. To send and receive faxes, you need a fax device, such
as a fax modem - it must support fax capabilities, not just data
standards. Once the Fax Printer is installed, you can send
faxes from a local fax device attached to your computer, or with
a remote fax device connected to fax resources located on a
network.

If you have a fax device installed,
click start, then select All Programs,
Accessories, Communications, Fax
to display the available command
options shown in Fig. 13.3. Fig. 13.3 The Fax Menu

Ootions.

% Fax Console
42 Fax Cover Page Editor
4] Send aFax...

Use the Fax Console option to display incoming and outgoing
faxes and view and manage your faxes. Clicking this option
displays the screen shown in Fig. 13.4.

Fle ER Vew Took Help
‘ﬁﬂ«‘m’l&biblﬂg = | = - _ _ .
o Fax 0 Settm : 15D ClwDd Pagw et Sem. (SO

4] R

For o ress F1

__i Rem DoRmady —

Fig. 13.4 The Fax Console Screen.

Use the File menu options to send a fax (it starts the Send Fax
Wizard asking you for the recipient's name and other details -
you can use the information held in your Address Book, and
specify multiple recipients for the one fax), receive a fax now,
view, print, save and mall a fax. While a fax is being sent, you
can pause or resume its transmission, restart or delete it. You
can also import sent or received faxes into the Fax Console.
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Creating a New Folder

To create a new folder within, say My Documents, use the
start, My Documents menu option to display Fig. 14.1 below
(in your case the contents of this folder will most likely be
different). Then

« Point to the Make a new folder entry on the Tasks
pane and when it changes to a hand, as shown in
Fig. 14.1 below, left-click it.

n My Documents
. Fle ER View Favortes Toos Melp »

Qe ©Q 3 JOsewch [ ronens X 9 Gl

Adt’m@rybo:ums ‘_- e Pl | - _:_;_; Bd Go

Fax Mobide My My Data
Attachments Sources

2 ® 0 &

My Music My Pictures My Scans My Videos

¢

desktopJni  QDATAZ000... Thumbs.db

File and Folder Tasks A
Publsh twthe
L

b Share this folder

Fig. 14.1 Creating a New Folder.
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14  Creating a New Folder

Naming a New Folder

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)

Renaming a Folder or a File

Method 1

Left-click the folder or file you want to rename to select
it.
Left-clicking it once more will display the insertion

pointer within its name. Type a different name to
replace the existing one.

Method 2

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

Left-click the Rename this folder
entry on the Tasks menu, shown
in Fig. 14.2, which causes the
insertion pointer to be displayed
within its name. Type a different

name to replace the existing one.  Fig. 14-’30"‘;':9“'““9 a
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Expanding All items in a Folder

When you use My Computer to look at a foider, say My
Documents, the displayed screen might look something
similar, but not identical, to the one in Fig. 15.1.

74300 !1“"-
Fig. 15.1 The Contents of My Documents Folder.

If you now click the Folders icon on the Tools bar, pointed to in
the screen above, the display changes to the one shown in
Fig. 15.2 on the next page. The + sign in front of the My
Documents folder, pointed to in Fig. 15.2, indicates that there
are sub-folders associated with these folders which can be
seen by clicking the + sign. In our case, doing so reveals
sub-folders which will then have their + sign clicked to open
each in tumn.

To automatically open all the sub-folders below a chosen
folder, press the ' key on the numeric pad of the keyboard.
The result is shown in Fig. 15.3 on the next page.
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Expanding All ltems in a Folder
Q- Q & P a rooen | (-
Weﬂlanmmu . }&“
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I g6 - A CQEmmWarkBooks W Addess Book.was
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Fig. 15.2 The Folders View of My Documents.
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Fig. 15.3 The Open Sub- folders Under a Selected Folder.

Pressing the ‘-’ key and the ‘+' key on the numeric pad of the
keyboard, closes and opens, respectively, one level of sub-
folders under the selected folder. This method also works with
the Registry, after running regedit.

34



16

Searching for Files & Folders

In order to demonstrate how to search for files (or folders) we
need to aiready 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, click start and select the Search menu
option. This opens the Search Dialogue box, the left panel of

-

A

Mhﬁunﬂhm
for?
-ms,_-md:,uvﬂw
Documents (word
processing,
etc.) '
£3 Computers\or people
@) Information in Help and
Support Center
You may also want to...
£3 semch e st
[#) Change preferences

Fig. 16.1 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. 16.2.

which is shown in Fig. 16.1.
Next, click the All files and
folders entry in the Tasks
pane (as shown in
Fig. 16.1).

[e—

Search by any or all of the
criteria below.

All or part of the file name:
] |
Awordor phrase inthe fle:
|
Look in :
| G Local Disk (C:) v

-
when was it modified? ¥
What size is it? (¥}
More advanced optiens ¥

(= J ==}

Fig. 16.2 Specifying the ltem
and Drive for a Search.
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16 Searching for Files & Folders

In our search criteria we specified, in Fig. 16.2, that part of the
filename we want to search for is .jpg which indicates we are
interested in graphic files. Other popular flename extensions

are:
.bak a backup file
.exe an executable file
.hip a hypertext help file
.html| a hypertext markup language file
.jpeg or .jpg a graphic format file
rtf a rich text format file
.8YyS a system file
.tmp or .temp a temporary file
Axt a basic text file
.wav a waveform of a soundbite.

Left-clicking the Search button, produces the list of files shown
in Fig. 16.3 below.

Mo tB e Feotm Tok Wb »

O~ © 3 pmlu»«- X 9@ Yoo @ G

J Addrom | ) Sewch enss

Soarch Comparuan -
Vortec sace.px
e Phugec

rmm&anu- -

g hen 213 Purpie Aower. g
Vou moy dvo mant ta. ¥

E.----

Tuen.pg

lh-v-nl'nsfl' ~
famancd. 006 yons Fered evhiat
you wanted?

.mmm
:-:l-n--.n i
Mhm—--

:&-‘mmh

Fig. 16.3 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.
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Downloading Pictures from a
Camera

Almost all digital cameras come with software that helps you
download pictures to your PC. However, you can do the same
thing with Windows XP without having to install any additiona!
software. To achieve this, do the following:

e Connect your camera to your computer (usually via a
USB cable) and turn it on, which displays the screen in
Fig. 17.1.

Sony MemoryStick (F:) 3

Windows can perform the same action each time you msex
a disk of connect a device with this kind of fle:

a Pictues

What do you want Windews to do?

A, Print the picture:
using Phaoto Prirting Wizard

Unload pictwes
=L 1sng HP imaga Urisad Software J

Q Take no action @

DA);aytdﬂhesebctdwﬁm
OK_ {g (_cace |

Fig. 17.1 The Windows Auto Detect Utility.

The PC has detected the Camera’s Memory Stick, the contents
of which can be displayed by clicking the OK button, as shown
on the left panel in Fig. 17.2 on the next page.
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Downloading Pictures from a Camera

0’“'0 i’.juw‘_'.m‘ OM’Q k’ps«m > Foders
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P Get tares from comara
@ vaver

J Vow 25 3 sade show

) Ocder prirts onine

iy Pt thes picture

B St x dsicop background

Fle and Folder Tasks

W] Pevome thy by

@ nees i e

) ooy s fie

@ Publsh th fle o the
wet,

£ Emattus e

I Oeiete thes Fie

(a) (b)
Fig. 17.2 (a) The Memory Stick Contents and (b) A Test Folder on the PC.

On the right panel of Fig. 17.2 we show a Test Folder we
created on our PC’s hard disc in which we dragged one of the
picture files from the camera’s Memory Stick.

To copy all the files in the camera’s Memory Stick, highlight
them all and drag them to the chosen folder on your computer.
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Viewing Pictures & Other
Images

In Fig. 18.1 below, the contents of the My Pictures folder are
shown as Thumbnails with both the View sub-menu, and the
right-click menu of a selected image also shown open.

6 C:\Documents and Settingy\Nocl Kantapin\My Documents\WMy Pictures

Fle  Ede - Favortes Tool Heb
Toobars »

[« LES

Explorer Bar

Ea
Prrt

Refresh Thumbnal

Retate Clockwese

Ratate Counter Clockwise
Set as Desktop Backgrourd

%C}mﬂ!oMohePOF
W"'ngumnmwwa b

Szan with Norton AntiviFus
S=nd To 3

File and Folder Tasks

‘ Rerame the He
W Movethafie
{{) corvthefie
& Fubish this He to the Wed
3 E-maitis e
W elnte e fie

By the rver.ipg Ciff in Clouds..
Create Shortcut
Celote
F.ename
- B
Diagenai Sand. ipg Folow.1pg

Fig. 18.1 The My Pictures Folder Displayed in Thumbnail View.
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Viewing Pictures & Other Images

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. This can be very useful, particularly if you
have installed a graphics program that assumes you will be
using it to open all available image file types.

File Association

When you install a graphics program it might associate itself
with all the file types it uses, irrespective of any current file
associations. To change this, right-click on a given type of file,
say a .jpg file, and select the Properties option to open the
dialogue box shown in Fig. 18.2.

In the General tab sheet of the Properties box, click the
Change button to open the dialogue box shown in Fig. 18.3.
From here you can select the program you would like to open
this type of file.

Senerd 9 smary 7 LJ Chroose the program vou ment 1o use 1 apen Ovs Ml
“ re: seaoryg
@ { BeachiLipg S
3 ] i:wwq- -~
Type of fle:  FEG Image @ eamwene t
Cocrawt: () Windows Pare ard | @ | i gkm\:‘:’m’ . H
locaion:  €:\Documents and Setings o Kantaris Wy Doa ; e:‘rﬁommw
e 70168 (718,572 bytes) &) Pant Sap Pro 3
- { @) Ateen s
Szeondek:  TO4XE (720,49 bytes)
| ) !gommv--
Cened  August 2004, 08:23:06 | B Adobe sochete.c .
s
: BSOS A, DB e B S TR 10 0om TR ke T of B
Accamad:  07Oecember 2004, 15:3620 |
i I (o]
| awbuws [rssgaty [Jredten (atverces... |
e J
Ca (o ] ey
Fig. 18.2 The Properties Dialogue Fig. 18.3 The Open With Dialogue
Box. Box.

If you want the selected program to always open this type of
file, make sure the box to the left of the Browse button is
checked.
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Previewing an Image in the Picture & Fax Viewer

If you double-click an image or select Preview from its
right-click menu, then that image is displayed enlarged in the
Windows Picture and Fax Viewer (provided it was associated
with this type of file), as shown in Fig. 18.4.

% Beach02.§pg  Windows Picture and Fax Viewsr

QO ' NeR S P as XaWyg

Fig. 18.4 The Windows Picture and Fax Viewer.

The buttons at the bottom of the screen of the Windows
Picture and Fax Viewer can be used 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 Paint, 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.

41



18 Viewing Pictures & Other Images

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, as shown in Fig. 18.5.

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.

Fie ER Vew Favortes Took Hep

Qe O't’ )Js,.m =y Foders (7]
and X v

Addess |8 C:\D

Fie and Folder Tasks &

W) Rorems tis fie
Q Move this fie
) Coeythafie
Fubish this file to th
.w-h °

£ E-aat thes Bl
W Dolote the fle

Idlz,”
Augast 26, 2004, 8:2) s I A

Fig. 18.5 Photos Displayed in Filmstrip View.

You can also use the Picture Task 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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Copying Files & Folders to CD

What is demonstrated below with files, using the contents of
My Pictures folder, could also be done with folders, or a
mixture of files and folders within any folder.

Selecting Files and Folders

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

(a) If they form a contiguous list, left-click the first in the list,
then with the Shift key depressed, click the last in the list.

(b) To select random objects hold the Ctrl key down and
left-click them, one by one, as shown in Fig. 19.1 below.

e and Folder Tasks &
Move the seirted
al-ll

1Y Cowy the seiscted
ah!

) Publsh the selected
Foms o the Vieb

£3) E-mad the ssiected
Eors

Celate Uhe solocted
xlﬂ

Fig. 19.1 Selecting Items in a Foider.

(c) To select all the items in a window use the Edit, Select
All menu command, or the Ctri+A keystrokes.

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

Copying Selected Objects to CD

To copy (burn) 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 use the View, Details menu
option to make sure that the selected files or folder contents do
not exceed the CD’s capacity (650 MB for a standard CD).

Next, click the Copy the selected items link, pointed to
under File and Folder Tasks, as shown in Fig. 19.2, which
displays the size of the files.

Fie aui Poider Tasks

Egvpt. o 454 KB PES Image
Ly Movn 1 saincred i Folow. g SOKB  JPES Image
ko -9 420 PES tmage
0% (& hoothbo?.dat 8KB DALFe
- Lcoberg g 178KB  BE3 Image
.h_"“‘w";'w Kavion. g 676D PES Image
a[-’.*“d Mary Mother bwp 3,389 KB Pairt Shap Pro image
v Moteora.bmp 1,45KD  Pare Shop Pro Image
2 Delete the seocted Nolts.bmp 11,5638  Parc Shop Pro image
Rems wrde Arwame S7 VR WEG Imane
~ <€ >

Fig. 19.2 Copying Selected Files to a CD.

ETESENGT] O e dsplayed Copy
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Selact the place where you want to copy these 5 kems.,

ook e oy X Shray the CD Drive link, followed

[. ¥ My Compuer Py by the Copy button, to

M- ﬁf:mg;’ start the copying process -
& W Local Disk (0) you will be notified when it
“Qomegy i is completed. This method

l :g:,.”;:?j‘;"" is excellent for making
- —— 4 backups of your important

To view arry subloiders, dick a phs sign above. data.

(amrmerote | [ cop ] L"‘“‘jﬂ Fig. 19.3 The Copy Items Box.
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Compressing Files & Folders

Compressing files and folders allows you to greatly increase

Edt View Favotes Toos el
i) Colder i
GeseSuang | @ Fotak IQ
Oulste ) 1acosoft AutoRouts Eusopesn Mep B
fomae, .w(-ﬂ
ropertes.

S Btmap Image
Coss ] Moosoft Word Dooument
““_;U:hm £ Lotus word Pro 9 Doosment

the wet ) Mcrosoit Acoess Appicatior
bl Tunnte ke ' Mcrosolt Pcture 1 Coousment
4] Microsaft PowerPoint Preseatation
5 Part Shap Pro 7 mage
Other Elotol 1) Mcrosoft Publsher Doasment
B esiten B text Docment
3 Shared Docurer @1) Wave Sound
W 9y i Flac

Close

Fig. 20.1 Creating a Zipped Folder.

the storage capacity of
your hard disc and
increases the amount
of data you can copy
on a single CD.

To start the process,
open the drive or folder
in which you want to
create a compressed
folder, say within My
Documents, then use
the File, New menu
command, and select
the Compressed
(zipped) Folder option

from the drop-down menu, as shown in Fig. 20.1.

The created folder has the extension .zip and you must
retain this when renaming it. We renamed our folder My
Scans.zip because, as an example, we will use data held on
one of our computers, in a folder called My Scans which is just
over 50 MB in size, and send it to the compressed folder we
created. Of course, you could use your own folder for this

example.

Next, open My Computer and locate the original My Scans
(or your own) folder. In our case the folder is to be found in My
Documents. We then used the Edit, Select All menu
command and dragged the highlighted files into the newly
renamed folder, as shown in Fig. 20.2 on the next page.
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Compressing Files & Folders
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Fig. 20.2 Dragging a File into a Compressed Folder.

Releasing the mouse button displays the Compressing
dialogue box and starts the process. Other files and folders
can be sent to 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.

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. In our
example, the size of the original 34 files is displayed as 52.164
MB, while its packed size as 40.546 MB. Scme types of files
compress even more.

You can open files and programs in a compressed folder by
double-clicking them. If a program requires .dlI (dynamic link
library) or data files to run, then those files must first be
extracted. To extract a file or folder from a compressed folder,
simply drag it to its new location. To extract all files and folders
within a compressed folder, right-click the folder and select
Extract All. In the Extract 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.
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Compressing & Sending
Pictures via E-mail

Digital camera (or scanned) pictures can be extremely large in
size (over 2 MB each). Sending a few of these without
compressing them to a friend, might sorely test your friendship!

To reduce the size of each picture automatically, use My
Computer to locate them, select the ones you want to include
as attachments to an e-mail, right-click them and choose the
Send To option on the drop-down menu, followed by the Mail
Recipient option, as shown in Fig. 21.1.

2 g
O - O & P i @

Adkiress 123 My DocumerntslMy Pitures\SomersattBath

sy

LT T

Fig. 21.1 Sending Selected Pictures to a Mail Recipient.
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Compressing & Sending Pictures via E-mail

This opens the Send Pictures via E-Mail dialogue box in which
you can choose the Make all my pictures smaller option, as
shown in Fig. 21.2. The Show more options link lets you set
the picture size to send, from Small to Large.

Fig. 21.2 The Send Pictures via E-mail Box.

Clicking the OK button starts the shrinking process (provided
your e-mail program is not loaded), and after a few seconds
the new e-mail message screen, shown in Fig. 21.3, is
displayed ready with your re-sized attachments.

'. The measage is ready to be sent with the following file or link attachments:

DSC00249.IPG
D3CD0242.JPG

DSC00243.JPG
DSCO02 44.JPG
DSC00245.JPG
DP3C00247.JPG
DSC00248.JPG

ST o

Note: To protect against computer viruses, e-mail pPrograms may prevent sending Or
receiving certain types of file attachments. Check your e-meil security settings to
determine hov attachments are handled.

Fig. 21.3 The New E-mail Message with Attachments.

Note that the attached pictures have been reduced in size from
a total of 15.5 MB to about 700 KB. Clicking the Send button
sends the e-mail to the Outbox folder of your e-mail program.
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Adding ltems to the SendTo
Folder

As we have seen in the previous chapter, a very useful feature
of Windows is the ability to quickly send selected files and
folders to specific destinations by right-clicking such a selection
and choosing the Send To option on the drop-down menu,
which opens the list of available destinations, as shown in
Fig. 22.1

Open Containing Folder

Open
Run as...

Scan with Norton Antirus |
Pin to Start menu

~ Copy - | (@ Desktop (creats shortcut)
Create Shortout (&} My Documents
sl | & Floppy (A)
Rename |
. — ‘& CD Drive (3:)

Fig. 22.1 Sending Folders and Files.

It is easy to add more locations to the Send To menu, as it is
controlied 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. 22.2 below.

,McrowftWordDoament
| 21 Lotus Word Pro 9 Document

] 2o I {0 compressed (zpped) Folder
SendTo T — g ——

File Folder

““ﬁ".‘_’ﬂ"'. SR

Fig. 22.2 Adding a Shortcut to the SencTo Folder.

* Finally, follow the instructions on your screen.
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Moving Files & Settings

To move your data files and personal settings from your old PC
to the new one, without having to go through the same
configuration you did with your old PC, then you need to use
the Files and Settings Transfer Wizard. The Wizard can quickly
move your personal display properties, Taskbar and Folder
options, and Intemnet browser and mail settings. Other folders
and files that are also moved are My Documents, My
Pictures, and Favorites. The transfer can be carried out either
by a direct cable connection between the two computers, via a
floppy drive or other removable media, or a network drive.

To start the process, run the Files and Settings Transfer
Wizard on both your old and new PC. To do this on your old
machine, place the Windows XP distribution CD in its CD-ROM
drive and on the first installation screen click the Perform
additional tasks option to open the screen in Fig. 23.1.

: Welcome to Microsoft Windows XP

Fig. 23.1 Selecting the Transfer Files and Setting Option.
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Moving Files & Settings

On that screen, click the Transfer files and settings option to
start the Wizard on your old machine.

To open the Files and Settings Transfer Wizard on your new
machine, use the start, All Programs, Accessories, System
Tools command, then click the Files and Settings Transfer
Wizard option. This opens the first screen of the Wizard, as
shown in Fig. 23.2.

Files and Settings Transfer Wizard

Welcome to the Files and Settings
Transfer Wizard

This wizard helps you transter files and zettings from your old
computef to your new one

You can lransfer settings for Intemnet Exotorer and Outiook
Express, as well as desktop and display settings, dial-up
connections, and other types of settings

The best way to use this wizard for transferning fies and settings
is to use ether a drect cable connection or a network. Leain
more about connecting vour computers

Please close any other programs betore you continue.

To continue, chck Next

< Back l Next > :sll Cancel

Fig. 23.2 The Files and Settings Transfer Wizard.

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

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

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

To go to the new computer with the newly created disc start
the Wizard and complete the transfer.
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Keeping a Hard Disc Healthy

Cleaning up a Fixed Hard Disc
To start the Disk Cleanup utility, use the start, All Programs,

Selact the deve you wert to cleen .
Daves:

- ) =
@E}

Fig. 24.1 Selecting a Drive.

cascade menu. The utility then

——— Accessories, System Tools menu, and click its icon,
shown here, on the

asks you to select the fixed drive you want to clean up,

as in Fig. 24.1. It then scans the
specified drive, and then lists
temporary files, Internet cache
files, and unnecessary program
files that you can safely delete,

as shown in Fig. 24.2 below.

& Disk Cleanup for {C:4

5 o e

You can use Disk Clesrup to hae up to 2.616.984 KB of sk |

G saceon ©)
Files 10 deiete ‘
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[] /S8 Ofine Web Pages 3k8 i
&) @y Microsot Ennor Reposting Temporary Fles 1KB
| 01 €3 Ottice Setup Fier 73ISRK G
1= ki«
Totsl amount of dak spacs yeu gaine Q.5 x8 '
Description

Downioaded Program Files «e ActveX conbioks and Java appiets
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page: They aie sy siored in the Downloaded Program
Fies toider on yous hardidied.

- o
Copg Lo )

Fig. 24.2 Files Found by Cleanup.
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Keeping a Hard Disc Healthy

In our case, we could free 47,253 KB of disc space by simply
deleting the Temporary Internet Files (Web pages stored on
the hard disc for quick viewing). The More Options tab allows
you to remove Windows components and installed programs
that you do not use any more.

Scanning a Fixed Hard Disc for Errors

To check, and if possible repair, the integrity of a fixed hard
disc, click My Computer then in the displayed screen right-
click the fixed drive you want to check, select Properties from
the drop-down menu and click the Tools tab to display the
screen in Fig. 24.3.

Local Disk {C:) Properiies [
Genecl] Tod [Hadnee] Shamnp] Gusa]
Ernorchecking i
5 ’ Thes option will check the volume for

enog.

O
3
A

I Detiagmeriation
‘: This option vl defragment fies on the volume
Defragment Now

Backup
! ‘ This option wall back up fles on the volume.

eSS

!
i

L — =

Fig. 24.3 The Disk Properties Screen.

§

You have three choices; Check Now for disc errors,
Defragment Now, or Backup Now. The last option is not
available by default in the Windows XP Home edition.

Before you start scanning your selected drive for errors, or
start defragmenting it, close all running programs and
applications on that drive.
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Using the Backup Utility

Windows XP comes with a Backup Utility which is installed by
default in the Professional Edition, but has to be installed
manually in the Home Edition. The Backup utility is included on
the Windows XP Home Edition CD-ROM in the ValueAdd
folder, but it does not support the Automated System
Recovery Wizard.

To manually install Backup:
»  Double-click the NTBackup.msi file in the
e:\ValueAdd\msft\NTBackup

location on the Windows XP Home Edition CD, where
e: is our CD-ROM drive (yours might be different).

« Follow the instructions of the Wizard and when installa-
tion is complete, click Finish.

The Backup utility is accessible via the start, All Programs,
Accessories, System Tools cascade menu. It is a utility that
can be used to back up both system set-up and data files from
the hard disc to another, removable storage medium, on a
regular basis.

Hard discs can ‘crash’ (but not as often now as they used t0)
and your computer could be stolen, or lost in a fire or flood.
Any of these events would cause a serious data loss,
particularly to businesses, unless you had backed it all up, and
stored it somewhere safely, preferably away from the vicinity of
your computer.
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Using the Backup Utility

Making a Backup '

To make a backup of your data, use the start, All Programs,
Accessories, System Tools, cascade menu

s command and click the Backup icon, shown here,

which starts the Backup or Restore Wizard, as

shown in Fig. 25.1.

Backup or Restore Wizard X
Welcome to the Backup or

% Restore Wizard

L) o B

This wizard helps you back up o restore the fles and
seltngs on yous computer.

llmm.mmmwg!mgggwmh
mwbmarwaﬁmmmmﬂw
for advanced users only.

[ Aays start in wizard mode

To continue, click Nest

{ Net> | [ Cancel |

Fig. 25.1 The Windows XP Professional Backup Welcome Screen.

Note the Advanced Mode link pointed to in Fig. 25.1 above.
Clicking on this link allows you to schedule backups. We will
look at this facility in the next chapter.

The backup procedure can be carried out on a tape, a floppy
disc, or a removable disc. Click the Next button to display the
second Wizard screen where you can choose to Back up files
and settings, while in the third Wizard screen you can select
what to back up. In the fourth Wizard screen, you can then
select the folders you want to back up by clicking the + sign to
open its structure in the left-hand pane, then double-clicking
any sub-folder to check it.
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Restoring a Backup

To restore folders or files that have been previously backed up,
place the first disc of the set in the disc drive, activate the
Backup or Restore Wizard and on the second Wizard screen
click the Restore radio button followed by Next. Again, click the
+ sign to open the file structure in the left-hand pane of the
Restore window, as shown in Fig. 25.2. In this way you can
choose to restore individual components of the backup set.

Backup or Restore Wizard ®
What (o Restore .
You can restote any combinatior of drives. folders. of fies. @

22505 Double cick an tem on the kit 13 see s contents. Then select the
E_t‘l chack box next to any dive. folosr, of file that you want 1o testore.

.
ltems to 1estore;
= D@ fe A | Name A
9 (@ My Pictuaes bk ciostec 117077204 318 (A Tl B hibspg 1)
s@@c ;E%thw.m
% B3 Documents-anc Settings 2 Britanypg
= 3 Eb Noel Kantars 2 By the fver.p0
E-Qa'MyDonmed: g Ban 00
0o 4 @ Cesktopni
- @ [Msm‘mg,
d i—————— - ¥ gty »

Fig. 25.2 Selecting the Backup Set to Restore.

Pressing the Next button, displays a Summary screen of the
restore procedure. Clicking the Advanced button on this
Summary screen, gives you a choice on where to restore the
selected items, then what to do when restoring files that
already exist, as shown in Fig. 25.3 on the next page.
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‘When restorng fles that ateady exist on yous Computer.
O Leave mesting fles [Recommendsd)

O Replace ewnsing Nes

Boackup or Restore Yizard X
How to Restore —

wadmtemwmmlolwueﬂmwae&mmmwg. iﬁ

® Replace existing fles i they are oider than the backup Nes

Fig. 25.3 Selecting How to Restore.

el & @I
Drve: fc ]
Labet My Pictues bi! created 11/07/2004 o 1827 |
Status: [H.gloing fles to yous computer... 1
Popese  [ueiioi —
Elapsed E stimated remaining
Processng. " ‘E: —— __f
Processed En‘-_n_-t
Fiee { o[ *|
Bytes I 2 16.465.127|

Fig. 25.4 The Restore Progress Screen.

A good choice
would be to select
the option to
‘Replace the file on
disk only if it is older
than the backup
copy’. After making
an appropriate
selection on file
replacement and file
security,  pressing
the Finish button
causes the Wizard
to start the restore
process, as shown
in Fig. 25.4.
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Choosing a Backup Type

To see what types of backup exist, first activate the Backup or
Restore Wizard by using the start, All Programs,
Accessories, System Tools, cascade menu
command and clicking the Backup icon, shown here.
') in the displayed Backup or Restore Wizard screen,
shown in Fig. 26 1, click the Advanced Mode fink
pointed to in the figure.

Backup or Restore Wizard _X'

Weicome to the Backup or
'% Restore Wizard
] 0 =

This wzard helps you back up or restore the files and
settings on your computer

llyoupld- you can switch to to change the
seltings used for backup or rest hes opbon 18 recommended
for advanced users only.

P Always siart in wizard mode

To cnntinue, click Next.

([ tew> ] [ cowe ]

Fig. 26.1 The Windows XP Professional Backup Welcome Screen.

Clicking on this link allows you to schedule backups and see
what types of backup exist on the displayed screen in
Fig. 26.2, shown on the next page.
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1% Backup Utility - [Untitled)

Welcome to the Backup Utility Advanced Mode
Mwud«.mw%mwlomwmmbdwmum

T Backup Wizard (Advanced) i
% Y&Boekwwhudhebcymumnbdwdmmamwﬂu

T Restore Wizard {Advanced)
a The Restore wizard helps you restore yous dels from & backup.

Automated System Recovery Wizasd

g Thﬁﬁhwmﬁud@xmamawmdmmlmaw&wm I
mwmm.mmmmm.mwdp‘b«awmm

. Fig. 26.2 The Advanced Backup Utility.

Next, use the Tools, Options command to open the Options
dialogue box shown in Fig. 26.3 below.

li.'ldr hwo?’ Backup Type f_idu_ol.q_l Enchude Flee|

“'-Daoaalow:ywlowbdadeﬁubackwlwa.mmm l
ywxebclhencdeoaﬂmhowwenyoubwkw,m«qdbyw
want to restore. and how much storage space you have

Detau Backup Typs:
Normal [

359,

Fig. 26.3 Selecting the Backup Type.
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The Backup utility supports five methods of backing up data on
your computer or network. These are:

Normal Backup

Copy Backup

Differential Backup

Incremental Backup

Daily Backup

Copies all selected files and marks
them as having been backed up. With
normal backups, you need only the
most recent copy of the backup file or
tape to restore all of the files. A
normal backup is usually performed
the first time you create a backup set.

Copies all selected files but does not
mark them as having been backed up.
Copying is useful if you want to back
up files between normal and incre-
mental backups because it does not
affect these other backup operations.

Copies files created or changed since
the last normal or incremental backup.
it does not mark files as having been
backed up. If you are performing a
combination of normal and differential
backups, restoring files and folders
requires that you have the last normal
as well as the last differential backup.

Backs up only those files created or
changed since the last normal or
incremental backup. It marks files as
having been backed up. If you use a
combination of normal and incre-
mental backups, you will need to have
the last normal backup set as well as
all incremental backup sets in order to
restore your data.

Copies all selected files that have
been modified the day the daily
backup is performed. The backed-up
files are not marked as having been
backed up.

61




26

Choosing a Backup Type

If the data files you are backing up are not very large in size,
then using a normal backup is the easiest method. The backup
set is stored on one disc or tape and restoring data from it is
very easy.

If the amount of your storage space is limited, then back up
your data using a combination of normal and incremental
backups; it is the quickest method. However, recovering files
can be time-consuming and difficult because the backup set
can be stored on several discs or tapes.

Finally, backing up your data using a combination of normal
and differential backups is more time-consuming, especially if
your data changes frequently, but it is easier to restore the data
because the backup set is usually stored on only a few discs or
tapes.
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Using the start, All Programs, Accessories, System Tools,

Fig. 27.1 The Scheduled Tasks Window.

cascade menu command and clicking the Schedule
& Tasks icon, displays the screen in Fig. 27.1 below.

From here you carry aut
several house-keeping
tasks, such as data
backup, or disc cleanup,
at times convenient to
you.

If you are running other
programs, such as Norfon
AntiVirus in our case, an
entry for that program also

appears in the Scheduled window (Fig. 27.1).

To add a scheduled task, 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. 27.2.

Scheduled Task Wizard <

Click e program you want Windows lo Re.
Te soe more programs, click Biowse
| verson I
11574
1580
51.26000 (..
20°.308
& Binnder 008.000.000..
3 Calcustor 5180000 o
[ VI &3 3NN N
< Back Ned > Cancel

Fig. 27.2 The Second Scheduled Task Wizard Screen.
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On the screen in Fig. 27.2, select the task to be scheduled
then click the Next button to display the third Wizard screen,
as shown in Fig. 27.3, in which you are asked to specify the
frequency at which you would like the selected task to be
performed (we selected weekly in our example).

Scheduled Task Wizard x
Type a name for this lask. The task name can be

the same name as the program name

IBaduo

Pestorm thes task:

¢ Day

G Weekly

¢ Monthy

€ One tme oy

" When my computer starts
€ when!logon

[ csex T Noauﬁf\‘%[ Concal |

Fig. 27.3 The Third Scheduled Task Wizard Screen.

Having done so, press the Next button to display the fourth
Wizard screen, shown in Fig. 27.4, where you are asked to
specify when you want the selected task to be carried out.

Scheduled Task Wizard x

Select the tme and day you want this task to start

Slart time:
1500 p---
Every ’1 5 weeks

Select the dayis) of the woek below:

™ Monday ™ Thuasdey

™ Tuesday ™ Fridey

[~ Wednesday ™ Saturdey
M Sunday

l < Back " Noo&}' Cancel l

Fig. 27.4 The Fourth Scheduled Task Wizard Screen.
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Obviously, your computer must be switched on at the specified
day and time. Having done so, press the Next button to display
the fifth Wizard screen shown in Fig. 27.5 beiow.

Erted the name and password of 8 user The lack wil
run as if @ weare started by that user

Erder the user name.  |HOME -PC\Noel Kantans
Enter the password: |“""
Confirm password: |"""

1f & password is not entered, scheduled tasks might
= netmn

e sem ml

Fig. 27.5 The Fifth Scheduled Task Wizard Screen.

As you can see on the above Wizard screen, you can enter the
name of a user and their password. The task is then run as if it
were started by the specified user. Clicking Next, displays an
additional screen (in the case of Backup), shown in Fig. 27.6.

i H CAWINDDWS T ssks\Backiss b

P F«mmmmu

_Bows |

| ot [COWINDOWS \system2

il

| Aunee 1MQEL5NUM5-PC\NMK‘ St paamwernd !

| Enabled [schaduled task nns ol speciied ma|

T e )

Fig. 27.6 The Sixth Scheduled Backup Wizard Screen.
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After providing additional information, click the OK button to
display 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 set correctly.

The newly created scheduled task now appears in the
Scheduled Tasks window, as shown in Fig. 27.7 below.

& Scheduled Tasks .
Fle Edt View Favortes Took Advanced Help 3

Q- O 3| Do Doeslil

Addvess |i2) scheduied Tasks N

Fig. 27.7 The Additional Entry in the Scheduled Tasks Window.

To edit a scheduled task, double-click its entry in the above
window, which opens the three-tab dialogue box of Fig. 27.6,
shown on the previous page, in which you can make changes
to the selected Task, its Schedule, and its Settings.
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Using System Restore

If your PC malfunctions, use System Restore to retum 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 access the System Restore utility, use the start, All

Programs, Accessories, System Tools and click on
C its icon, shown here, which displays the screen in
‘! Fig. 28.1. On this screen you can select to Restore your
PC to an earlier time, or create a manual Restore point
by clicking the Create a restore point option.

Welcome to System Restore

YO congAn ond Fuiire R SUNDYS and purdemmers. To hastn
.’;:_omnﬂ--a--

-&a‘-u—lmt-:.':i.v'l
ovartus iats. |

@ Aastors my comeAS 15 a0 sarie e

Cpme 8 sestre putnt
Arey changes that Sysem Rastere mabes ¥ your Computer © =
o comgistuly revearsiis.

Your computer atemsticaly Ceeies restare petts (caied

your ¢ you are
et 4 nghs & mager = yos sysim, axh &
rataling & new pregyem o Yo reginy.
‘cratiem Esties Jetiren | Q
|
|
|
|
|
To contsum, seiact o optien, @ud than ek vt o> ) [ gaee |

Fig. 28.1 The Weicome 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.
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In our example, shown in Fig. 28.2, we chose to call this After
Installing SP2, which together with the date given to it by the
Restore program, will give later a pretty good clue of the
circumstances surrounding its creation.

€ syptem Restore

Create a Restore Point

Your congrer mtomatialy restes restore ports al regularly schadiled tynes ar bef ore Cartan progrens e
ritalled. HOWEVS", YO AN (e System Restore to eete YOUF O restors POty & tmes other than those
schoduled by your camputer

Typs & descrotion for your restore point in the Falleang text box, Enmure thet you choose 8 descrption that &
685y t0 ety 0 Cas yous revd 0 reSioTe YOUY COREARSY lates .

Restore potnt description:
{Ae: instating 5P4
The csrent date o trme e attoneticaly added to pous restors port.

This cestore poirt cannot be hanged sfter & B Crested. fefore contirng, snase thet you have
typed the correct neme.

() (g Ui )

Fig. 28.2 Creating a Manual Restore Point.

Next, activate the Restore program, but this time choose the
Restore my computer to an earlier time option, then click the
Next button. This displays a further screen, as shown in
Fig. 28.3.

Select a Restore Point

The followtng calendar dspiys 1 bold & of the detes that have restare pornts avalabie The bt deplays the
restars pors that are avadatie for the selscted date.

Ponstie types of restore poNts are: system chadkpaints (scheduled restore pants crasted by yer computer),
marv.al restore omes (restiore pomts reated by you), and ratabanon cestare Pases (sfome restare parts
Ceated whan cartain prog ems are rutaled)

1.0 this calendar, click & bold date. 2. On tis Bst, click @ restore point.

7
IR 12l 1y e

C
I T B BT T 2
24 2§ 27
1 | s - -

Fig. 28.3 Creating a Manual Restore Point.

The dates shown in bold in the calendar are Restore points
created by Windows XP. These could have been created by
your computer, manually, or prior to installing certain
programs.
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Using the Windows Update

Update Prior to Service Pack 2

To automatically update Windows System files, if these
become available, from Microsoft's Web site, click start, All
Programs, and select the Windows Update menu option.

After connecting to the Intemnet through your Internet Service
Provider (ISP), you wil be connected automatically to
Microsoft's Web site, as shown in Fig. 29.1 below. If you have
installed Service Pack 2, please refer to the next section.

My fR Yow Ffevortes Toos el

Q- O \ﬂ@ﬁﬁm'ﬁ”ﬂ-¢-:®6%- s

e ‘.._ IV

Windows Update

Windae: [akurg  OMke Updets | Winduws tprdate Wrrtdende

Checking or the !atest version of the
windows Bpdate software...

Update
wihan thes verfication & compiste, select Yes & any Seasty
Warrey” daing boxes that apes -

Fig. 29.1 Connecting to Microsoft's Update Home Page.
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Next, click the Welcome link to get an appropriate list of
updates for your system. However, in order to be able to
download program patches to your system, the Windows
Update program needs to have information relating to your
system configuration, as shown in Fig. 29.2.

Fis tR ow Fovores Took  Mep
O O WRE G Puer fron @@ 3 B - L
~ien .m/wku—m- == - W - I

Windows Update

Home | Wndoirs Lalaing | (Whce Update | Winderes Updas Wartiwate

Welcome to Windows Update

Got the latest Lpdates o~ akabie for your comouter's aper atrg

O o cdtes o rered
Q) Revtow ot r5t ol contater

Wirddows Update S your comouter and prowades you with
@ selection of updatwr takored Rt for you.

Other Dpttons
Q wew rtddetir hestorr
0 Pervadee wandoms Lpdan

.
Lista-s (20R) | (k) 21 .

ces v i

W 43 A | (00]

T soantor wdaem

vl Lt Wrdows manage ortical uodates for you.
Tal me about atomes: updeting

See Mo
3 Abowt werdhowes Lipaste
O oot rformaton

Nate Windows Undats doss nat colect any form of personally
Gurttfigbin rformation from your compter.
et s grwvecy

Fig. 29.2 Connecting to Microsoft's Scan for Updates Screen.

Once this is done, you can select which software to download,
if any. 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. If you have
installed Service Pack 2, Windows will warn you automatically
if you do not update often enough as you might be
compromising your system’s security.
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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, to

smey gl_splgg ;he Windows Security Center screen shown in
ig. 29.3.

“—“m 2 Security essentisls

—— Mzn-mm-—mummmum::m?-,
+ Got e labest ooty @l vins eramdaioe, 1o retien i 300ty Contes e, apr, eric Panet.
hormun frem Mcres withas e & WK o b AT B RS

= Chuach fur e (ohest \guboties from:
Wadans Wpdute

W OON
ik ww 90N 5
* Qs Vo s secsty Corem .Q“B,lm OON

Manage securtty settings for: Y

@ Wodew Pt

Fig. 29.3 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, keeping Windows
up-to-date at all times, and using antivirus software.

Each of these essential security components has a traffic
light indicator; a green light means the security component isin
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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Clicking the Automatic Update link on the Windows Security
Center screen, displays the screen in Fig. 29.4

Windowes can requiarty check for moortart updetes and vral them for you.
{Tuveng on Actomatx Uipdates may sutomatcally Lpdate Windows Update
saftware frst, betore any other updates.)

)

() Automatic (recommended)
Automsticaly dowrinad recomarxind \pdates for mm
computer and entel them:

iBvery day e om _.
O Oonnines updstes for ma, ba Ist e (hoose when to Ftal tem.
O ncty me st dont stomaticady dowrbasd or st el them.

O Tum o msomers Updates.
Your computer wll b moro winerebis urisss you rtal
pdates regularky.

it d udates from the

o R

Fig. 29.4 The Automatic Updates
Dialogue Box.
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= Upxiate YOI COMOL® tD e what (Ddates e reguered

Nardware. Windows scars you
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£ Camtom tratalk Hgh resey and Oprional tndstes fer Yo Camoute
otxal, and sty pdater you compute
the updates on the ite, arxt review odetes before

Note that in this case,
Automatic Updates is turned
ON by default. From here
you can set the day and
time for the Automatic
Update to be activated.

Alternatively you can click
the link pointed to in
Fig. 29.4 to connect right
now to the Microsoft Update
Web site which opens the
screen shown in Fig. 29.5
below. The choice is yours.

fda m-..‘bAw&.m

What can you 40 K= 13 T ®
thet o gat Sarves Pack 27
Whiat X0 wwe Defore e kel
Wrndwes 4P Service Pack

Fig. 29.5 The Windows Update Screen under Service Pack 2.
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Installing a Second OS on the Same PC

Suppose you want to install an additional Operating System
(OS), say Linux, on your PC which already runs Windows XP.
Then before doing so, you need to prepare your system. There
are several things you have to do here.

If Linux is to be installed on a separate, but bootable
hard disc, then you don't need any preparation; you can
skip the rest of this section.

If your system has only one hard disc, then you need to
consider the following:

1.

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

If your hard disc is not partitioned and you have
enough free space at the end of it to load Linux,
then use the commercial software package
PartitionMagic to create a partition for Linux on
your hard disc. Such a program partitions your
hard drive without any loss of data.

If you have more than two partitions on your hard
drive, none of which is big enough to load Linux,
then make a complete backup of your hard drive,
then use PartitionMagic to rearrange and/or delete
such partitions to create a larger partition for Linux.
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Changing the Default OS in Dual Boot
To change the default Operating System in a Dual Boot facility,
do the following:

» Start by clicking System in the Control Panel.

* Next, click the Advanced tab on the displayed System
Properties dialogue box to open the screen shown in
Fig. 30.1 below.

System Properties |E

=)

System Restore i Automatc Updates 1 Remote
. Gonwel 3 CompimMape ) __Hudwwe | Advanced ’

You must be logged on as an Administrator to make most of these changes

¢+ Performance
| Visual effects, processor scheduling, memory usage, and virtual memory
:
i
User Profies
l Deskiop settings related to your logon

- Statup and Recovery -
System startup, system fadure, and debugging information

.

[ Envionment Vanables ][ Enor Reporting ]

3

(o J[ camcel = acr |

Fig. 30.1 The Advanced System Properties Dialogue Box.

* In this screen, click the Settings button, pointed to,
under the Startup and Recovery option to open the
screen shown in Fig. 30.2 on the next page.

74



Managing Windows Dual Boot

30

Startup and Recovery |

System startup
Def ault operating systerr ! :

—— —
L_—_—_ -

—
[7] Time to display st of operating systems: mR

To edt the startup options fle manually, cick EdR.

System fakse
. [Flwrke an event to the systemlog
[Pl send an admnistrative aert
[“}avtomatically restart
write debugging nformation

smkmemory Ao (6418) M

Smal dump drectory: =
| %Sy stemR oot % \Minidump |

{“lOvermwire any eantng fie
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Fig. 30.2 The Startup and Recovery Dialogue Box.

In Fig. 30.2, click the down-arrow against the Default
operating system entry and select the Operating
System you want to be the default from the drop-down
list. On this dialogue box you can also change the time
of display of the list of the operating systems.

Having made the required changes, click the OK button
so they can take effect.
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Removing the Windows Dual Boot

We assume that you have two Operating Systems installed on
your computer, say Windows XP and Linux (although the latter
could be any previous version of Windows), and you are using
the dual boot system to access them.

To remove the second operating system, say Linux in this
case, do the following:

Start by booting the system into Windows XP. Explore
your drives and find the one that contains Linux and
re-format the entire drive. You may need to confirm
your intention.

Next, select Run from the start menu, and in the Open
text box of the displayed dialogue box type msconfig
and click the OK button.

On the displayed System Configuration Utility dialogue
box, click the BOOT.INI tab, and then click the Check
All Boot Paths button. Your system will report that the
path used to launch Linux (the unwanted Operating
System) is not valid and offers to remove it. Click the
Yes button.

From now on, your system will boot directly to Windows XP.
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Removing Uninstalled Programs

Occasionally you might find that bits of programs are left on
your system which the Add or Remove Programs application
in Control Panel is unable to uninstall.

Although information on installed programs, as well as how
to remove them, is kept in the Registry, sometimes an error on
the program’s uninstall configuration can result in bits of the
program remaining in the system which might cause the
system to become unstable.

To remove all traces of such programs, you need to edit the
Registry. However, if you change the Registry without knowing
what you are doing, you may well make your computer
unusable. Therefore it is important to first make a backup of the
Registry key you intend to change, and know how to restore it
if things go wrong .

Backing up and Restoring a Registry Key
To export a hive or a single Registry key use the start, Run

command, type regedit in the Open box of the displayed
dialogue box, and click OK.

Next, locate and then click the key that contains the value
that you want to edit (either an entire hive, as showr in
Fig. 31.1 on the next page, or a single key). On the File menu
of the displayed dialogue box, click Export, and in the Save in
box, select a location where you want to save the Registration
Entries. In the Save as type drop-down selection box select
the .reg file type. Finally, in the File name box, type a file
name, click the All radio button, and click Save, as shown in
Fig. 31.2 also on the next page.
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Fle Edt Vew Favortes Help
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-2 SECURITY
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[My Compuier}EY | OCAL_MACHINE

Fig. 31.1 The Restore Wizard Screen.
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Fig. 31.2 Saving a Regqistry Hive.

Note the two radio buttons All and Selected branch. These
are used to copy the entire Registry tree, or to copy only the

key selected in the Registry and all branches below it
respectively.

The available file types can be seen by clicking the
down-arrow to the right of the
Save as type box, as shown
here. The significance of these
file types and their use is
explained on the next page.

i_l"iedst:tim Fi-es ('.vagl_

Win9x/NT4 Regstation Files ["reg)
Al Fies
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The Registration Files option creates a .reg file which can
be read and edited either within Notepad as a text file, or
directly using the Registry Editor. Once changes have been
made and saved within Notepad, right-clicking the file and
using the Merge command adds the changed file back into
the registry. However, any additions made to the registry
using regedit prior to merging, will not be removed.

The Registry Hive Files option creates a binary image of the
selected registry key, which cannot be viewed or edited in
Notepad or any other text editor. The purpose of such a file
is to allow you to import it back into the registry to ensure
any problematic changes you made are eliminated.

The Text Files option creates a text file containing the
information in the selected key. Its most useful purpose is
creating a snapshot of a key that you can refer back to if
necessary, but it cannot be merged back into the registry.

The Win9x/NT4 Registration Files option creates a .reg file
in the same manner used by the Registration Files option. It
is only used if you want to merge a key from XP into a
previous version of Windows.

Obviously, the most effective and safest method of backing up
the registry is to use the Registry Hive Files option. No matter
what goes wrong in your editing, importing the image of the key
will remove all problematic changes or additions.

A .reg file can be restored by navigating to where it is
stored, right-clicking it and selecting Merge from the
drop-down menu. Another option on the same menu is the
Open With command which displays the Open With dialogue
box with the Registry Editor selected. Both these restoring
options are also available from the File menu when the .reg file
is selected.

Whichever of the above methods you action, a warning box
will be displayed asking you whether you really want the
contents of the file to be merged with the equivalent Registry
key. The same waming box appears if you double-click the
.reg file, so take care with your response!
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The final method of restoring a .reg file is from the Registry
Editor menu bar using the File, Import command, then
navigating to where the .reg file is saved, selecting the file and
clicking Open. The contents of the .reg file will be merged into
the current registry followed by a confirmation dialogue box
informing you of the successful outcome! Although this method
forces you to consciously select the .reg file you want to
import, you must be extra careful to select the correct .reg file -
there is no warning if you don't!

Editing the Registry

To start the editing process, open the Registry, and use the
Edit, Find command and search for the Uninstall folder. Press
the F3 function key, until you reach the path:

HKEY_LOCAL_MACHINE!|SOFTWARE\Microsoftwindows\CurrentVersion\Uninstal

This sub-folder has entries which appear in the list of the Add
or Remove Programs application in Control Panel. Each
entry is displayed as a long name made up of letters and
numbers, as shown in the left pane in Fig. 31.3 below.
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"Im Ar (241100 000 (R MCXTH 4

Fig. 31.3 The Contents of the Uninstall Folder.

Highlighting each entry on the left pane displays a list of the
program details on the right pane of the Editor. When you find
the offending program, simply use the Ctrl key to highlight both
the Display/Name and the UninstallString keys and press the
Delete keyboard key.
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Removing Startup Applications

If you are trying to remove a program and can not find it in the
StartUp folder, by using the start, All Programs cascade
menu command, then it might be launching itself from the
Registry. The Registry keys you will need to examine are:
HKEY_LOCAL_MACHINE\SOFTWARE\Mia'oaoﬂ\WiMDws\CumNefsion\Run
HKEY_LOCAL_MACHINE\SOF TWARE MicrosoftiWindows\CurrentVersion\RunOnce
HKEY_LOCAL_MACHINE\SOFFWARE\Mia‘oson\WmuwstCunenWemm\RunOnoeﬁx

HKEY_CURRENT_USER\Software\Microsoft\Windows\CurrentVersion\Run

However, if you are going to try to change the Registry, we
recommended you make backups of your system and the
Registry (see previous chapter) before attempting the changes.

To change a Registry key use the start, Run command,
type regedit in the Open box of the displayed dialogue box,
and click OK. Next, locate and then click the key that contains
the value that you want to edit - for one of our computers, the
Registry screen, shown in Fig. 32.1, was displayed as follows.

Fi o
HKEY_LOCAL_MACHINE\SOF TWAREMicrosoftWindows\CurrentVersion\

Run Screen.
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Removing Startup Applications

On this particular computer the Hotkey application (the one
that allows you to configure a button on your keyboard to load
a preferred program when pressed), was loading and
displaying on the Windows Task bar, thus taking unnecessary
space. The offending entry in the Registry is pointed to in
Fig. 32.1 and shown magnified below.

| = crotiey REG_SZ mHothey axe |

To remove it, either highlight the entry and press the Delete
keyboard key, or double-click the entry and delete the value
associated with that application. Whichever method we chose,
it solved the problem at hand!

Three additional application entries in Fig. 32.1 were allowed
at some time in the past to load on this computer, which now
we would like to remove. These are displayed magnified in
Fig. 32.2 below.

[88)Share-to-Web Namespace Dasmon  REG_SZ C:\Program Files\Hewett -Packard\HP Share-to-Weblhogsownd exe
8}soundMan REG_SZ SOUNDMAN EXE
[#8]sunJavalipdatesched REG_SZ C:\Program Fles\Java\R2ret .4.2_(3ihin|jusched.exe

Fig. 32.2 Unwanted programs in HKEY_LOCAL_MACHINE\
SOFTWAREMicrosoft\Windows\CurrentVersion\Run Key.

To remove these from our system, we simply highlighted each
in tumn and pressed the Delete keyboard button. To take effect,
such removals require you to restart Windows.

Do remember that with some applications you'll also have to
check for entries in the

\SOFTWAREWMicrosoft\Windows\CurrentVersion\RunOnce

branch of HKEY_LOCAL_MACHINE, as well as the entries in
\Software\MicrosoftiWindows\CurrentVersion\Run

of the HKEY_CURRENT_USER branch.
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Changing the Registered Owner

When you first used Setup to install Windows XP, you were
asked to enter your name and Company name. Like most
people we gave our name and typed “Home PC" for the
Company name. This information is then assigned by Windows
to the Registered Owner of the PC and used by other installed
programs for registering purposes. To see this information, use
the start, Control Panel menu command and double-click the
System icon which displays the System Properties dialogue
box with its General tab selected. This screen is shown for one
of our computers in Fig. 33.1.

Pentumif] 4 CPU 3 06GH:
307 GHz, 512 MB of RAM

Fig. 33.1 The System Properties Dialogue box.
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Changing the Registered Owner

The Registered owner and Company details, as shown, cannot
be changed from within Windows, but you can change them in
the Registry. To change the Registered owner and Company
name, you need to open the Registry Editor and navigate to:

HKEY_LOCAL_MACHINE\SOF TWARE\Microsoft\windows NT\CurrentVersion

The values you need to change are RegisteredOwner and
RegisteredOrganization, pointed to in Fig. 33.2.

% Registry Editor fS)E
Fie Edt Vew Favorkes Habp
& 3 Curentversin # || Neme Tyoe Data -
B (3 Accessbity Bprod cthiame REGSZ  Mcrosoft Windows XP
T -
% || @RegteradOrganzation REG_SZ  Home PC
e dnmadoma REG_SZ NodKutus%
=P il QWtwaexm REG_SZ  SYSTEM
&) Compatiitys sourcepath REGSZ  E:I3®6
& &3 Console \ :_a&b\'usumbe: REGSZ »
& Orvers v || #systemroot REG_SZI  CAWINDOWS -
$ - L. O : ¥
[My Computer KEY_LOCAL_MACHINE\SOF TWAREIMcrosoft\windows NT\CurrrentVer sion

Fig. 33.2 The Registry Editor.

The CurrentVersion key, we are interested in here, is to be
found in the Windows NT branch, although you will find that
there is a similarly named key in the Windows branch. Both
branches are used by Windows XP, with the Windows NT
branch containing the more advanced settings.

To change a Registry value (make a backup of the Registry
key first - see previous chapter), double-click it which opens
the Edit String dialogue box shown in Fig. 33.3.

You can type what you
like in the Value data
box to replace the
current entry. Clicking
the OK button enters the
| new wvalue in the
Fig. 33.3 The Edit String Dialogue Box. Registry. You can repeat
this procedure to change
the RegisteredOwner value to something else, then open the
System Properties dialogue box again, as described earlier, to
verify that your changes have taken place.
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Using the Font Manager

Windows XP uses a Font Manager program to control the
installed fonts on your system. You can use the Font Manager
to install, view, or delete fonts.

To open the Font Manager, use the start, Control a
Panel menu option, and in the displayed screen
double-click the Fonts icon shown here.

This opens the Fonts window,
shown in Fig. 34.1. To control what
you see on the Fonts window, click
View to display the drop-down
menu, shown in Fig. 34.2. We have
chosen Status Bar, List and Hide
Variations.

T

v Status Bar
Explorer Bar >
Large Icons
® List

List Fonts By Simlarity
Details

—_— —

v Hide Variations (Bold, Ttalic, etc.)

Fonts

Go To »
Refresh

Fig. 34.2 The View Sub-menu.

Fig. 34.1 The Fonts Window.

To see an example of one of the listed fonts, double-click its
icon in the Fonts window (Fig. 34.1).




M4 Using the Font Manager

Below we show the Arial (TrueType) font in four different sizes.

IArial (OpenType)

Exr\‘rype Font, Digitally Signed, True Type Outlines
ypeface name: Arial

File size: 290 KB

Mersion: Version 2.95

Typeface © The Monotyps Corporation pic. Data © The Monotyps Corporation |
pic/Type Sohutions Inc. 1990-1962. All Righits Reserved

[gbcdefghijkimnopgrstuvwixyz
IABCDEFGHIJKLMNOPQRSTUVWXYZ
123456789.:,:(:*17)

L2 Theqld(umfoxmowrmluzydog 1234567890
s The quick brown fox jumps over the lazy

. The quick brown fox jumps ove
. The quick brown fox

Fig. 34.3 Font Size Sample Window for a Selected Font.

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

See page 17 to find out how such characters can be inserted
into a document.

New fonts can be installed by selecting |
the File, Install New Font menu |
command in the Fonts window, as 1
shown in Fig. 34.4. This opens the Add ‘
Fonts dialogue box in which you have to
specify the disc, folder and file in which J
the font you want to install resides.

Unwanted fonts can be removed by first
highlighting them in the Fonts window,
then using the File, Delete command. A
warning box is displayed.

Fig. 34.4 Installing New Fonts.
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Creating Private Characters

You can use the Windows Private Character Editor to create
your own fonts or logos in Unicode - a 16-bit data encoding
system that Windows XP and applications, such as Notepad,
WordPad and Microsoft Office, support.

To start the Private Character Editor, use the start, Run
command, type eudcedit in the Open box of the displayed
dialogue box, and click OK. This opens a very simple font
editor, as shown in Fig. 35.1 below.

S 123488V 8 0 a0CEEY

Fig. 35.1 The Opening Screen of the Private Character Editor.

Any characters you have already created are shown with their
hexadecimal code (in this case an omega with a tilde on top of
it against code E000). You can then click the next code (say
E001) that you would like to assigned to your new character. In
what follows, we will show you, as an example, how to create
the composite of existing characters shown above.
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Creating Private Characters

To start the process, click the code E001 on the grid of
Fig. 35.1, then click OK. This opens the Edit screen ready for
your drawing. You can use the tools on the left of the screen to
filsin squares on the grid, draw circles, ellipses, squares,
rectangles, use the freehand tool, or the eraser. Alternatively,
you could use the Edit, Copy Character menu command to
open the screen shown in the composite of Fig. 35.2, where
we selected the tilde and clicked the OK button, which
transfers the selected character to the Edit grid. What is shown
below is a composite of the actions you have to take and the
result of these actions.
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Fig. 35.2 Copying a Character into the Edit Grid Screen.

Next, use the Window, Reference menu command, as shown
in the composite of Fig. 35.3 on the next page, and on the
opened Reference screen, scroll down and select the omega
character as shown. Clicking the OK button, transfers the
character of the Reference grid. Again, what is shown in
Fig. 35.3 is a composite of the actions you have to take and the
result of these actions.

Next, select the omega by right-clicking at one corner
outside the character, and with right mouse depressed, drag
the mouse pointer to the opposite corner of the character to
form an enclosing rectangle, as shown.
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Fig. 35.3 Opening a Character In the Reference Grid Screen.

Releasing the right mouse button, changes the mouse pointer
from a cross (right pane) to a four-headed pointer. You can
now drag the enclosed omega character from the Reference
grid area to the Edit grid area to form the completed character,
as shown in the composite of Fig. 35.4.

ST ecED/ew]

!
|
|

Fig. 35.4 The Character Construction Process.
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Finally, all we have to do is save the constructed character. To
do this, use the File, Font Links menu command to display the
Font Links dialogue box, shown in Fig. 35.5, in which you can
choose to link this character to all the fonts or to a specific font.

RO e0BD /e

Fig. 35.5 The Character Construction Process.

To use this character, you need to activate the Character Map
by using the start, All Programs, Accessories, System
Tools cascade menu command. In the opened Character Map
screen, scroll to the All Fonts (Private Characters) entry on

T T the Font list, as shown in

LT - Fig. 35.6, click on the

¢ character we constructed,
A A then click the Select button,
gE,& followed by the Copy button.
== E-',_.“f:h::: | Next, open either Notepad,
18 S e 1 WordPad, or one of the
5;.._".;;": Office applications, and use

£ the Edit, Paste command to
Lﬁ:.ll_ﬂf(? o
transfer the character into
your document.

Fig. 35.6 The Character Map Screen.
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Using Windows ClearType Fonts

Microsoft ClearType is a new development in font display
technology that improves font display resolution and hence
screen readability. ClearType can improve the resolution of text
on colour LCD monitors with a digital interface, such as those
in laptops and high-quality flat desktop displays. Readability on
CRT screens can also be somewhat improved.

You can turn on ClearType and customise it so it looks best
on your screen, either through an online Web-interface, or by
downloading the ClearType Tuner PowerToy from Microsoft
which lets you activate and tune your ClearType settings via
the Windows Control Panel.

The online tuner can be found at:
hitp://www.microsoft.com/typography/ClearType/tuner/1.htm

while the ClearType Tuner PowerToy can be downloaded from
Microsoft's site by starting Internet Explorer, typing the
address:

hitp://www.microsoft.com/typography/ClearTypePowerToy.mspx

and clicking the Go button. Part of what displays on your
screen is shown in Fig. 36.1 on the next page. The Web page
explains what ClearType fonts are, and a lot more besides.

To download the ClearType Tuner PowerToy, click the link
Http://download.microsoft.com

pointed to in Fig. 36.1, which opens the dialogue box shown in
Fig. 36.2, also on the next page.
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e &t Vew Favorkes Tods ‘wp
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Fig. 36.1 The Microsoft Typography Web Page.

Do you wart to run or save this file?

Nams  setup exe
Type. Applcation, 2.47 M8
From  downioad. mcrosoft. com

An ][ see g | Cuos ]
L ;0 Mﬁﬂub&nﬂ’el’lﬂnﬂmbemdu.mlew;c;—

patertialy harm your compuder. § you do not trust the saurce., do not
un or save thig software. Yvhat ¢ the sk ?

Fig. 36.2 The File Download Security Warning Box.

We suggest you save the downloaded file in a convenient
folder (we created a folder in the C: drive and named it
Downloads) and after the download is completed, click the
Run button on the displayed dialogue box. After installation
you will be able to tune your display to its best resolution. After
restarting your computer you will find an additional
' icon in Control Panel, as shown here which can be
i used later to change the selected settings.
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Displaying Windows in Full
Screen

Whether you display a window using My Computer, Windows
Explorer, or Internet Expiorer you can use the F11 function
key to substantially increase the visible area, as shown in
Fig. 37.1.

0-O-Hat ke LES w-27]
Google

Wob images Gees Nem Emogie Dssides marms

Puimnes
Sawch I F s

Agwniung Srogams - Buiness Soiutons - Ahset Gesgle
Make Google Yeur Homesagel

G4 Gengie - Sosmibing 0508 SN b pages

R

Fig. 37.1 Displaying an Explorer Window in Full View.

Note that by default, the Explorer toolbar at the top of the
screen with the standard buttons, shown in Fig. 37.2, remains
visible, together with the Minimise, Restore, and Close
buttons at the top right comer of the screen - these three
buttons only display if Service Pack 2 is installed. The displayed
visible area of such a window, extends over the start button
and the Task bar.
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Displaying Windows In Full Screen

If you want to reclaim the area occupied by the Explorer
toolbar as well, right-click the toolbar and
select Auto-Hide from the drop-down
menu. Clicking anywhere in the main
window causes the toolbar to disappear.
To make it reappear, move the mouse to
the top of the window. To make the start
button and Task bar appear, move the

Fig. 37.2 The .
Right-click Explorer  MOUSe t0 the bottom of the window.

Toolbar Menu. Pressing F11 again will return Windows

Explorer to normal view. If this does not
work, click the Restore button shown at
the right of the screen in Fig. 37.2. If you
do not have Service Pack 2 installed, and
pressing the F11 function key does not
restore the window, then use the
Alt+Space bar key combination to open
Fig e = the menu shown in Fig. 37.3. From here
Alt+Space bar you Restore, Minimize, or Close the
menu. expanded Explorter window.

As you can see, with Service Pack 2 installed, you can use the
F11 function key to toggle between full screen and its previous
size screen, whether the latter was a maximised screen or not.
Perhaps another good reason to install SP2.
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Managing Internet Options

Click the Internet Options icon in the Control Panel, |
shown here, to open the dialogue box in Fig. 38.1. o

| Temporaty Internet fles
P’ Pages you view on the intemet are storet in & toacaal folder
L ! for quick viewing later

(Ot Cookme..] (Dot e, ] [ Sotrgn. ]

History

The History tolder contains brks to pages yau've vated. b
quick access 1o recently vewed pages

W ()
] (tanguagee | [(Accersbiy ]

(coon. ] [ Foma

Days to keep pages o history

Fig. 38.1 The Internet Properties Dialogue Box.

In the General tab
sheet, you can
specify which page to
use for your Home
page (the one that is
displayed when you
first open Internet
Explorer). You could,
for example use your
own Web site, or one
of the Web search
engines, such as
google.com, or any
other Web site.

From this tab
sheet, you can also
Delete Cookies,

which is information
created and stored

on your hard disc by Web sites you visited. Furthermore, you
can also Delete Files which are temporary Internet files
holding information on pages you visited before on a Web site.
These files allow you to browse quickly through such pages
because your Internet browser checks and uses them (if the
information in them has not changed) in preference to
downloading them from the Internet, which takes much longer.
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Settings

J OEvery vist to the page

® Ausomatrcaly
ONnev

Terporary [nternet fles folder
Current location;

internet Fias\
Amount of disk space to use:

-
b

(ﬂ' w Chack for newer versions of stored pages:

O Every time you start internet Explorer

£:\Documents and Settings\Noel
Kantars\iocal Settngs\Tempor ary

_zsl7|bl[k

Obviously such temporary
Internet files can take a lot
of hard disc space, but
you can control this by
clicking the Settings
button to open the
dialogue box shown in
Fig. 38.2. In here you can
select  from several
options for checking for

newer versions of stored

|

Web pages, and you can
limit the amount of hard

Fig. 38.2 The Settings Dialogue Box.

disc space used by them.
Click the View Files

button to see a list of the temporary files held on your
computer. Occasionally you might need to delete such
temporary files, particularly if the space allocated for them is
full, as it might have ramifications in other areas - see next

chapter.

Going back to the General tab sheet of the Internet
Properties dialogue box, you will see options at the bottom of
the box dealing with History. This is a folder that holds links to
pages you have visited, for quick access to recently viewed

Mistory x
View ~ & search
baa Weeks Ago
EJ 2 weeks Ago
EJLast week
Emondsy
Tuesday

[E) Wednesday

) camofrefoods (www.campft...

G kant aris (www.kantaris.com)
N e ris’ Hon

| 3™y Computer

33 nominet (www.nominet .org.uk)|

@) oca.microsoft (oca.microsoft...

-’j]secuvel.m (secwrel .n...

Web site pages without having to
connect to the Internet.

To view history links, click the
History Toolbar button,
shown here to the right, on a
Windows XP  application
such as the Internet Explorer or My
Computer (to do this, use the View,
Toolbars, Customize menu
command), to open the History
panel, shown in Fig. 38.3. You can
choose History links from Today to
several Weeks Ago.

Fig. 38.3 The History Panel.
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Internet Security

If you want to stop people getting at your data or tracking what
you are doing, then Intemet security is important to you.

| Selmcl & Wb conient rorne fo ecly & secusty efrgs i
® § 0 & |
EEE  locoroerst Tnoioduios  Aessciad !

|
Irkmerent I

Tha rore conler ol Web s you
haven? placed in afhes zones

Sarunty el o the oem

Custom

Cimtarn sstngs
T change he weitings chok Custom Levsl
- T st e recomemendad salrgs chok. Deimit Lovel

(ommion ) (o ) |

Fig. 38.4 The Intemet Security Screen.
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| [ Irmiaen and script ActiveX controls not marked as safe |
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Rarsat custom settings
Mot 01 [vechan W[ ]
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Fig. 38.5 The Security Settings Screen.

Clicking the Security tab of
the Intemet Properties
dialogue box displays the
sheet shown in Fig. 38.4. As
each item under Select a
Web content zone to
specify its security
settings at the top of the
screen is selected, its
security settings are shown
below the selection area.
For example, when Internet
is selected, you are told that
‘This zone contains all Web
sites you haven'’t placed in
other zones'. To change the
settings, click the Custom
Level button to display the
Security Settings dialogue
box shown in Fig. 38.5. In
this screen you can select
settings for various ActiveX
controls. These are
potentially risky actions, with
some of the options not
providing a Prompt setting.

None of these options
apply to FTP folders, which
are folders you upload or
downioad to or from Web
sites using the File Transfer
Protocol which, however,

does not use encryption or other security mechanism to protect
your password when you log on to a server.

97




38

Managing Internet Options

Internet Privacy

Clicking the Privacy tab of the Internet Properties dialogue box

displays the screen in Fig. 38.6.

| Gorwse] Secusty| Py | Cortrt | Comactirs | Propsne | Adverced
§ o Setngs -

Move the tider 10 telec! 8 Drivacy tertry for the intemel
sore

Modnm
“ Blocks thwd-party cookues that do nat have @ compact
v acy poloy

* Biocks thed aty cookass thal use perionally Kertatle
riormaton whout you mpkct coneent

+ ety ksl asty cookses that use partonally dentiatie
Siormaton vahout rpbct consernt

L"‘—__-J[E

| Papup Biocker i

’ G
= e

Fig. 38.6 The Internet Privacy Screen.

kdvanced Privacy Settings ke 3
You can choote how cocksas are handied in e Intesnet
handing

) Biock poo

h zone  Thia ovendes ssamshc cooks
Coalue:
[ Overmae atomate cooke handing
Fost-party Cookins Thed-party Cookues
@ Acoept @ Accept
O Biock O Block
© Pramet O Prampe
[J2awarn show sension coakies
(corem ] |
Fig. 38.7 The Advanced Privacy Settings
Screen.

Here you can specify the
security level for the
Internet zone. As you
move the slide up a notch
at a time, you impose
higher and higher security,
while moving the slide
downwards diminishes it.
An explanation on what is
allowed and what is not, is
given next to the slide as
you move it to a different
level. You can also
override cookie handling
for individual Web sites by
clicking Edit and filling in
the displayed sheet.

Clicking the Advanced
button, displays the screen
shown in Fig. 38.7, in
which you can control
cookies. If the override box
(pointed to) is not checked,
the options under it are
greyed out. In that case,
the Web site's privacy
policy, if it exists, is
displayed by Internet
Explorer, which tells you

what kind of information the Web site collects, and how it uses
it. Also, Web sites might provide a (P3P) (Platform for Privacy
Preferences Policy), in which case Internet Explorer might be
able to compare your privacy settings to that of the P3P privacy
policy, and determine whether or not to allow the Web site to
save cookies on your PC. If you check the override box, then
you must decide how first-party and third-party cookies should

be treated.
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Internet Content

Clicking the Content tab of the Internet Properties dialogue box

; Gonosl Somalt | Povew | Lortert | Commmetions | Pragrams | Advesed
Ratings hetp you contralthe inemet convent that can be
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I
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Fig. 38.8 The Internet Content Screen.
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Fig. 38.9 The Content Advisor Screen.

displays the screen in
Fig. 38.8. The most
important option on this
screen is the Content
Advisor which helps you
to control the Internet
content that can be viewed
on your computer. Clicking
the Enable button displays
the screen shown in
Fig. 38.9, where you can
set ratings on Language,
Nudity, Sex, and Violence
permitted to be viewed.

You set these ratings by
selecting each option and
moving the slide to the
right a notch at a time,
which lowers the level of
restriction. What is allowed
to be viewed is displayed in
the Description box as
you move the slide. Once
you have set ratings to all
the listed options, click the
Apply button followed by
OK. This displays the
Create Supervisor Pass-
word dialogue box so that
you can protect these
ratings.

Other options on the

Content tab screen, allow you to use Certificates to identify
yourself, change the AutoComplete settings, or specify
Personal information you can share when a Web site
requests information from its visitors.
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Internet Connection

Clicking the Connections tab of the Internet Properties
dialogue box displays the

infernet Properties

—— "8 screen in Fig. 38.10.
LR ——— ‘Iq) | Upder the. Dial-up and
' . Virtual Private Network
Diakp and Vitual Private Hetwork setirgs i - 5
| Jreammuia settings you will see a list
pol (e of our Internet connections
e Tt oot i ors vy | (Samgiegl which are already
O hever il 2 cormection . available on this computer.
©® Dt whenever & rstwork cormection i ot presert
o] comvecton
e iy To set up a new Internet
connection, click the
t:‘;;‘;‘;&:ﬁ;‘;m — Setup button which stgrts
R P the New Connection
Wizard shown in
(o) coms ] Fig. 38.11.
Fig. 38.10 The Internet Connections As you can see, this
Tab-sheet.

Wizard can be used to
connect to the Internet or a private network, or set up a home
or small office network.

New, Connection Wizard

.

Welcome to the New Connection
wizard

This wzard holps you

¢ Connect to the Intemet

¢ Conneci to a private network. such as yow warkplace
network.

* Set up & home or small oifice network

To continue, chck Next

(o) Cemen

Fig. 38.11 The New Connection Wizard.

To continue, click Next and follow the instructions on the
screen.
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Using a Broadband Connection

To use broadband, you must first select a Broadband ISP. A
quick search on the Internet (try www.google.com) will unveil
the most current offers, but before choosing, look at pricing
and restrictions associated with particular connections. Look
out for the following points:

« Do they charge you a connection/installation fee.

« Do they provide you with a free broadband modem -
see next page for choice of available modems, which
are dependant on the type of connection required.

e What are the monthly connection fees. These depend
on a choice of connection speeds which can vary from
5 times to 15 times the speed of a dial-up (56 Kbps)
modem, the most typical one being 10 times (512 Kbps)
for domestic use.

» Does the pricing include the availability of e-mail
addresses, mail filtering, and Web site hosting.

e What restrictions are included in the pricing - some
providers only allow a certain amount of Internet brows-
ing a month, others do not allow you to play games
on-line, while others only allow one computer to be
connected to the Internet.

Next, find out whether your premises are near enough to the
exchange and whether broadband is available at that particular
exchange. Both of these requirements can be found out quickly
and easily by simply selecting the appropriate option on your
chosen ISP's Web site, and typing in your postcode.
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If all is well, you can now select the type of broadband modem
you require. Broadly speaking, there are three types of
modems you might want to use as a domestic user. These are:

1) A simple broadband modem which connects to your
computer's USB port. This is the type most commonly provided
free by ISPs and can only connect a single computer.

2) A broadband modem that provides both a USB and an
Ethernet (LAN) connection. This type can use either
connection for broadband, or use the LAN port to connect two
computers together and the USB port to connect to broadband.

3) A four-port Ethernet (LAN) broadband router that uses one
of the ports for broadband connection and the other ports for
networking additional computers.

The above broadband modems are usually referred to as
ADSL (Asymmetric Digital Subscriber Line) modems. Such
modems allow high-speed connection to the Internet and also
voice transmissions over the same telephone line. ADSL
modems can be of the wired type or wireless type, with the
latter being more expensive.

Other types of high-speed services which you might have
come across are:

* |ISDN (Integrated Services Digital Network) - a high-
speed digital telephone service than enables connec-
tion to the Internet with a speed of 128 Kbps.

e Cable connection requiring a cable modem - a device
that enables a broadband connection to the Internet by
using cable television infrastructure with access speeds
of as much as 10 Mbps.

* DSL (Digital Subscriber Line) - similar to ADSL. DSL
modems can be internal or external. Internal DSL
modems are plugged into an expansion slot in the
computer and do not require a network adapter. Exter-
nal DSL modems use a network adapter to connect to
the computer, therefore your PC must be network
ready.
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Retuming to the ADSL broadband connection, you should be
aware of additional limitations which may not come to light until
well after you have signed up with a provider and were given or
bought a modem.

For example, you need to be aware of the following facts:

If the distance between the main BT socket into your house
and the extension where your computer is connected, is
greater than 10 metres, a USB connection to the broadband
modem may not work - there will not be a strong enough
signal for synchronisation. In that case, a broadband
modem with an Ethemet connection might solve the
problem, but the type 1 modem, as specified on the
previous page (sometimes given to you free by your
broadband supplier), may not be of much use.

if you bought a type 2 modem, as specified on the previous
page, with one USB and one Ethemet connection port and
you had to use the Ethemet port to connect to the
broadband modem because of signal synchronisation
problems, then you can not connect anything else to the
Internet unless you also buy an Ethermet hub.

Therefore, it might be a good idea to research broadband
modems before you commit yourself to any specific type. Try to
select one with a built-in firewall. It is also vital to find out if
technical support is charged as extra. Some ISPs can charge
as much as £1.50 per minute!

Installing a Broadband Modem

In what follows, we assume that you connected your modem to
your PC via the USB port, being the most common connection.

As most installations are Plug-and-Play, Windows XP
automatically detects the modem and the message ‘Found
New Hardware’ is displayed at the bottom right comer of your
screen. The Found New Hardware Wizard then starts which
guides you through the installation procedure. The same

3 Wizard can be started manually, by clicking the Add
wresw| Hardware icon in Control Panel, shown here.
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If the modem is not recognised immediately by Windows, insert
the manufacturer's CD in the CD-ROM drive and make sure
the Wizard looks for the drivers on that drive. The next Wizard
screen should then notify you that the USB drivers have been
found and clicking Next proceeds with the transfer of the
drivers to your hard disc.

Optionally you can connect another computer using its
Ethernet port, before going on to configure your connection.

Configuring a Broadband Connection

In what follows, we assume that you have connected your
broadband modem to your computer via the USB port, and that
the required drivers for the modem for this type of

? connection have been installed. Having done so, click
mere | the Internet Options icon in Control Panel, shown

¥== 1 here, then click the Connections tab of the displayed
Internet Properties dialogue box to open the window in
Fig. 39.1.

Internet Properties X To set up a new
| Gl Sty | Py [ Gt Corrcirs | gams | Adverced In.ternet connection,
.s To set up an Internst connection, dick m CI'Ck the .Setup
| B e button which displays
e i e the Welcome screen
B ot
— of the New
P T i | 'l Connection Wizard,
I comagion. and follow the
O Never dal 5 connection Ny 5
| | © Dbliwhensaves.» netwerk conriodfion s not raserd instructions on the
| © Aways dal my detak connection screen.

Current OneYel Broadband

Local Area Network (LAN) settings

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

] (o ) Comm )

Fig. 38.1 The Internet Connections Tab-sheet.
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Saving Web Pictures

The following problem can arise if you are using Microsoft
Intemnet Explorer 6.0 Service Pack 1, with Microsoft Windows
XP Home Edition.

While browsing the Internet, you might find an image that
you would like to save a copy of, so you right-click it and select
the Save Picture As option from the drop-down menu, as
shown in Fig. 40.1.

In the displayed Save Picture
dialogue box, you may find
that you are unable to save
the file to its original filename
extension (such as GIF or
JPEG), and the only image
format offered is that of .bmp.
The reason for this might be:

(a) The Temporary Intemet
cache on your PC is full. To
delete such temporary files,
use the start, Control Panel
it menu command and click the
woreem. | Internet Options
Pt icon shown here. In L
the General tab sheet [ &=
of the displayed
dialogue box click the Delete
Files button - see the previous chapter.

Fig. 40.1 The Save Picture As Option.

(b) You may have the option Do not save encrypted pages to
disk selected in the Advanced Tab sheet of the Internet
Options dialogue box under the Security section and are
loading the page over a secure connection (https).
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Saving Web Pictures

To solve the problem, click
the Do not save
encrypted pages to disk
to remove the check mark,
then click the Apply button,
as shown in Fig. 40.2.

System and Explorer
Versions

To find out which Service
Pack of the Operating
System you are running,
use the start, Control
Panel menu command and
in the displayed window
9 double-click the

System

| Gonar | Secasty | Pivecy f Corear | Conmctorn | rogras | Mdvarcad |
{
© Daplay reetts and go to e most tkaty s
© Do not sewrch vom U Aatrese by
) it Sy the oaclty i the man wincow
@ Just 9o to the moat ety e
S Secsy
] Mow sxtwe cortert from CDBto nae on by Computer
] Mow active cortart to an in fles on My Computer
[0 Mow sotwern 1o s or el even § th sigratise ig swabd

& |

o) Cerm ] Cam g

Fig. 40.2 The Advanced Tab Sheet of
the Intemet Properties Screen.

System icon shown here. This opens the System
Properties dialogue box and on the General tab

screen you will find information relating to your system, as

shown in Fig. 40.3.

Pertastf) 4 CPU 3 0GH
107 Ghe. 512 M6 of RAM

ey

To find out which version of
Internet explorer you are
using, activate the program
and use the Help, About
Internet Explorer menu
option to open the screen
shown in Fig. 40.4 below.

.

versan: 4.3.2900 2380 ap g0l _rem 0403 J19

Quhe Srenghh. 1808

Praduct [D;552 M-OBM-00442%S 40877

Updem Varworw; P2

S o PCSA MMM HCSA Mausic{TM). mas ,§
K |88 e Notonal Covier oy Spmameaing |

Fig. 40.3 The System Properties
Screen.

iRpchcatr® at e oversty of Bruss of Lrbere-
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Fig. 40.4 The About Internet
Explorer Screen.
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Saving a Desktop Image

Apart from cutting, copying and pasting operations in Windows
applications, you can also use the Clipboard to copy the
contents of an application’s window, or to copy Windows
graphics images, so that you can transfer such information to
other applications. There are two ways of copying information:

« Press the Print Screen key (usually found to the right
of the F12 function key) to copy onto the Clipboard the
contents of a whole Windows screen, even if that
screen is a DOS application.

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

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

Copying a Full Windows Screen
Use the start, Control Panel menu command, then

« Move the Control Panel displayed window next to the
Recycle Bin but without obscuring its icon on the
desktop.

* Press the Print Screen key, then activate Paint using
the start, All Programs, Accessories, menu
command, then select the Paint option, [EI
shown here, and finally use the Edit, Paste
menu command on the displayed screen.

What now appears on the Paint screen, or something like it, is
shown in Fig. 41.1 on the next page.
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Fig. 41.1 The Contents of the Clipboard.

Copying the Contents of a Current Open Window

Open Control Panel, then

* Press the Alt+Print Screen key, then activate Paint,
then use the Edit, Paste menu command. What is
displayed now is the current window only.

Copying a DOS Screen

Use the start, All Programs,
Accessories menu command, then

* Click the Command Prompt
option on the cascade menu
shown in Fig. 41.2.

» Start your DOS application, then
continue as above.

DOS applications can run in a window or
in full screen. You can switch from one to
the other by pressing Alt+Enter.

@ Accesstry
@ Commurscations
@& Ertortanment
€2 System Took
) Address Book

i Calndator
B noteosd
¥ Pant
%5 Program Compatbity Weard
5B Scarner and Camers Wizard
@ smdvome
O Towr windows
£ Windows Explorer
B windows Movie Maker
A wodpad

v o v w

Fig. 41.2 The
Accessories Menu.
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Using the On-Screen Keyboard

To activate the On-Screen Keyboard, use the start, Run menu
command, then type osk in the Open box of the Run box, as
shown in Fig. 42.1 below.

This displays the screen
shown in Fig. 42.2 below.
B s ot it i The virtual keyboard

ARSI allows users with either

coen: [H
e £e ae YT mobility impairments, or

Lo (o I awen-- ] users of a tablet PC, to

type data using a pointing
Fig. 42.1 The Run Dialogue Box. device or joystick. The
result is exactly as if you

were using the actual keyboard.

Fie Keyboard Settings Help

FI|F2|F3| Fa FS| F6| F7| FB Al [ak (3l bk
1{2]3]4|5]|6]j7]|]8]|9%]0)-]-~ bkep fins | hm '8 e
b Jqlwle]vjtlp]elifjolro]l}]] 8 jdel 71019
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Fig. 42.2 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.




42

Using the On-Screen Keyboard

Scanning mode - the On-screen keyboard continually scans
the keyboard and highlights areas where you can type
keyboard characters by pressing a hot key or using a
switch-input device.

Hey.
v Alwayson Top
v Use Click Sound
Typing Mode ...

Font ...

Fig. 42.3 The
Settings Menu of
the On-Screen

The three typing modes are selected by
choosing the Settings Typing Mode menu
command, as shown in Fig. 42.3. This
opens the Typing Mode dialogue box
(Fig. 42.4) in which you click the option you
prefer and, if appropriate, the time interval
before the command is actioned.

Also, you can select from the Settings

Keyboard. menu to have the virtual keyboard appear
Always on Top of all other

Typine, Made sl windows displayed on your
O ik o seboct screen, and select to Use
© Hoves 10 seloc Click Sound which is useful
M e o hover 100 soconds 1 if you are wusing the

O Joystick or key to select

Hovering option of typing.

. etngs ik
® Enhanced Keyboard
E E Standard Keyboard
Fig. 42.4 The Typing Mode of the ® Regular Layout
On-Screen Keyboard. Block Layout
® 101 keys
There are several types of On-Screen 102 keys
Keyboards which are chosen from the 106 keys
Keyboard menu (Fig. 42.5). These are the Fig. 42.5 The

Enhanced Keyboard that includes the
numeric keypad, and the Standard
Keyboard that does not include the
numeric keypad.

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
keys), or a Japanese characters keyboard (106 keys).
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Using the Microsoft Magnifier

To activate the Microsoft Magnifier, use the start, Run menu
command, then type magnify in the Open box of the Run box,

as shown in Fig. 43.1 below.

Type the name of » program, foider, documet, &

Internet resource, and Windows wil apen 1t B you.

(xmrﬂ

e [\J[ carncet | [ vowme...

Fig. 43.1 The Run Dialogue Box.

Microsofl Magnifier

The displayed Magnifier
screen is shown in
Fig. 43.2 below. The
display of the Microsoft
Magnifier message can be
prevented from displaying
by clicking the Do not
show this message again
box.

Mqﬁud&&dbw&cmwwdm\&y

mparments wil need a magrificationautily program with higher

,,Ail for user's with shght visual mmpaiment: Mbst users with visual

functionality tor dady use

For a st of Windows-based magnéic stion utiles. see

Micios ot Web ste

[ D0 not show this message agan

10 6 e & et i it >
M e s

O |

Fig. 43.2 The Magnifier Screen.
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Using the Microsoft Magnifier

However, before closing this message, note that it is magnified
at the top of the screen, as shown in Fig. 43.2, 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,
by dragging one side in the direction you want to increase its

size.

W juapnifier Settings [« x

Magriicaton leve! | FEINEREEN v
Tiacking ==
Follow mouse cursor %
[ Folow keyboard focus
[¥] Follow text editing
Presentabon
[Jirvert colors
[ Stant Miramized
Show Magnifier

[t ][ ex ]

Fig. 43.3 The General Magni-
fier Settings Box.

After closing the  Microsoft
Magnifier message box, the
Magnifier Settings dialogue box
becomes fully visible, as shown in
Fig. 43.3. From here you can set
the Magnification level from 1
(low) to 9 (high), and select
Tracking and Presentation
options. Clicking the Exit button
removes the Magnifier facility from
your screen,

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.
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Controlling the Mouse

To adjust or troubleshoot your mouse, click the Mouse button,

Mouse

shown here, in the Control Panel, to open the muiti-
@ tab Mouse Properties dialogue box shown in Fig. 44.1.

Use the Buttons tab screen to switch primary and

secondary buttons, depending on whether you are right- or

left-handed, adjust the
amount of time
between clicks when
you double-click the
primary mouse button,
or lock the primary
button after a single
click, so that you can
select or drag items
without having to
continuously hold down
the mouse button. Click
again to release
ClickLock. To change
the time interval before
ClickLock takes effect,
click the Settings
button.

By eanpunc=n

| [[] Swich prmary and sscondary utions | § .i
| Select this chack box 1o maks the bution on the |
| nght the one you use for prmary hunctions such |
&t sebecteng and dagung. \ 1 :

|

| Doublechck smed
Double-chck. the lokder 1o lest your seting. [f fhe
lnider doss not open o close, ity usng & slowet
Speed Slow j Fant L.J
CickLock
] Tusm on Clickbock.

E.nd*?wbw o drag vathout holding down the mowuse
iuston To set, bally press the mouse bution. To rslease. click the

et baton agan
ke
Co J( e ] -
Fig. 44 .1 The Mouse Properties Screen.

Mouse Pointer Options

Use the Pointers tab screen to see the default set of pointers
used by the system to indicate what action is being carried out
at any given moment. You can even build your own set of
pointers by using the Browse button on the sheet to display
and choose from the alternative pointers heid in the Cursors

folder.
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Mouse Properties
= e
Bustons | Peirtss | Poirtes Options | wheel| Harowers|

|| Moton

| @ Select & pointes speed:

Slow F Fas

‘ [ Enhance porrter reciion

Snap To

i [JAutomaticaly move porer 10 the defaudt bution in &
dalog box

Vizdty
| % [0 Disoley pointes rads
(S e ot e yring

[0 Show tocabion of ponier when | press the CTRL key

oo )

Fig. 44.2 The Mouse Pointer Options Screen.
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Fig. 44.3 The Mouse Properties Screen.

The Pointer Options
tab screen (Fig. 44.2),
makes it easier to
work with the mouse.
For example, you can
adjust the distance
that the pointer moves
with respect to the
distance covered by
the mouse; you can
automatically make
the pointer snap to the
default button in a
dialogue box; you can
add a trail to the
mouse  pointer to
make it more visible;
or you can show the
location of the mouse
pointer when you
press the Ctrl key.

If you are using a
laptop computer, you
will most likely be
using its touch pad. In
that case, clicking the
Mouse button on the
Control Panel,
displays the screen in
Fig. 44.3 in place of
the screen Fig. 44.1.

Most of the options on
this dialogue box are
self-explanatory and
similar to those shown

in Fig. 44.1 as already discussed. In this particular Mouse
Properties dialogue box, there is even a test area for you to
practice double-clicking which displays the animated imagery

pointed to in Fig. 44.3.
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Using the Address Book

The Address Book can be used not only with the Fax utility, but
also with Outiook Express (the E-mail utility that comes with
Windows XP). Although Fax numbers are straightforward 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 Programs,
: Accessories menu command, and select the
M4  Address Book option. In Fig. 45.1 below, we show
part of an example.

o *-»rl - I ____E

= @ X B &

" Sred Contacs | Tape o o solct from et

Fig. 45.1 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. 45.2 below.

Phil Oliver Properties

_Sumematy | Name | Home | Business | Personal | Other | NetMeeting | Dighal IDs |

! @ Enter home-related information about this contact here.

Street Address: Phone:
l P 01209 T:wss
| cr: | Moble: R
| StatejProvince:
Zip Code: :
| Country/Region: I
Ooefaur
| .
Web Page: lhttm// - @
. - —_—
Lok J[ coce ]

Fig. 45.2 A Recipient’s Properties Sc-een.

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.
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E-mail with Outlook Express

To use Outlook Express 6 (the e-mail and news facility

program) built into Windows XP, left-click the
menu option on the start menu, shown here.
The program should already have been added to your PC by
Setup. If you can't find it there, use the start, All Programs,
Outlook Express menu option. Some users might prefer to
have a shortcut to Outiook 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!

Clicking any of these actions opens Outiook Express and
displays the screen shown in Fig. 46.1 below.

There are 1 unread Maid messeges m your lnbos

& et
| B creas ¢ nam Mail message
i =
Hrwigreups .
| 241 4R 3 NETIRrRuns Siount.
Lortacty = = -
_Fivactae fabary Lamadts oo sl A o Ar
L1 hni Karews R
AP O 88 open the Address Book.. SIS
=% e
B find paccie . =y e
|r’mwsxm-m 90 drectly t my Inbo: !
foaplars the o fokder, - ERL

Fig. 46.1 The Outiook Express Opening Screen.
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E-mail with Outlook Express

Obviously, to send and receive electronic mail over a modem,
you must make an arrangement with a commercial server.
Once you have registered with such a service, you will be
provided with all the necessary information to enter in the
Internet Connection Wizard, so that you can fully exploit all the
available facilities.

Connecting to your Server

To tell Outlook Express how to connect to your server's
facilities, you must complete your personal e-mail connection
details in the Internet Connection Wizard, which opens when
you first attempt to use the Read Mail facility pointed to in
Fig. 46.1.

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 in Fig. 46.2 below.

Sard anc facenre .
Py g Smavoaen
S Srrcrvorae rose

Foldrs
L Outroch R
P P
B
B oven
W Sert Dome

B orers

— e -

Fig. 46.2 The Internet Accounts Options Screen of Outlook Express.

Once your connection is established, you can click the Read
Mail coloured link, or the Inbox entry in the Folder List to read
your mail. Opening the Inbox for the first time, will probably
display a message from Microsoft, like that shown in Fig. 46.3
on the next page.
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...... 3\. 'w:'“; "'T: = B iy m-:.t_" :::‘___-!_:': 1818 '.:.._':.:..:_:":" e ”‘_-_ ..
Framw Mesoudt Outionk Eormss Tews  Toe Mew Outionk Exgress Lser
Subject: Wekoma to wtiaok Express & i

=" T
Fig. 46.3 The Inbox Outiook Express Screen.

This shows the default Outiook 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.

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. 46.4.

1 0 ¥ Fom  Receved |

E3Nosl Kantaris Tasting my frst o-mel 6/10/2004 13:48

Fig. 48.4 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, a list of which is shown
in Fig. 46.5 below.

The Message Status Icons

The message status icons together with their meaning are
listed below.

This

icon

8

“POLEKECHWDED - -

Fas<py ©

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 heading appears in bold type.
The message has been replied to.

The message has been forwarded.

The message is in progress in the Drafts folder.

The message is digitally signed and unopened.

The message is encrypted and unopened.

The message is digitally signed, encrypted and unopened.

The message is digitally signed and has been opened.

The message is encrypted and has been opened.

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

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

The message and all of its responses are expanded. Click the icon to hide 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. 46.5. Table of Message Status Icons.

Of these, the most important, for most users, is the one that
indicates tnat the message has one or more files attached.
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Using E-mail Attachments

If you want to include an attachment to your main e-mail
message, you simply click the Attach toolbar button in the
New Message window, as shown in Fig. 47.1 below.

© Fle Edt View lnset Format Toos Message Help aeh E.4
@B X DR W Yy IS

: Send Con Faste  Unde Check  Speiing Priorty W‘_

@7 fuy-sddressgmyserver com b

@ |

Subject:  [E-mal with sttachment

C— oy ARSI EE |

This is a test to demonstrate e-mail sttachments

Jim i

L

Noel Kantaris

o ]

L

Fig. 47.1 Adding an Attachment to an E-mail.

This opens the Insert Attachment dialogue box, shown in
Fig. 47.2 on the next page, for you to select the file, or files,
you want to go with your message.

In Outlook Express the attached files are placed below the
Subject text box. In Fig. 47.3, also displayed on the next page,
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.
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Insert Attachment

File name: .Ammpg
Flozoftype: |AFies) -
[OMake Shortout to thes e

Fig. 47.2 The Insert Attachment Dialogue Box.

& F-mail with attachment
| Fle ER vew Inet Fomst Toos Message e ¥
»

2 X909 s g .3 3

@0 foy-addressPmyserver.com
@ce |
Subject: [E-mad with attachment

Artach:  [}address.doc (23.0 KB) gifAsmn. g (64.7¥8)|

L1

o v, E 1B £ U A TS sk eE % -~ QB
-
This is a test to demonstrate e-mail attachments
/
Noel Kantaris
my-address@@myserver.com

o _—— r

Fig. 47.3 Adding an Attachment to an E-mail.

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, shown here, puts
each e-mail (with its attachments, if any) in Outlook’s
(b Outbox folder. Next time you click the Send/Recv
Sed toolbar icon, Outlook Express connects to your ISP
(Internet Service Provider) and sends all the e-mails

stored in it.
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Receiving E-mail Attachments

To demonstrate what happens when you receive an e-mail
with attachments, we have sent the above e-mail to ourselves,
then a minute or so later we received it back, as shown in
Fig. 47.4 below. This is a good way of testing your e-mail

settings.

@ Cl v i e ——— i R — =

g::n- ::;::_::-:;:’::‘m-a '
Gprias " ¥
el |
_"ma‘
Ixm-),um 'l‘ = §§ s ortre.

Fig. 47.4 A Received E-mail with Attachments.

s Note that the received e-mail shows

Dromposssm ‘&1 the graphics (.jpg) file open at the
bottom of the Preview pane, but
there is no indication of any other
attachments. To find out how many
attachments were included with the
received e-mail, left-click the Attach
(paper clip) icon pointed to in
Fig. 47.5 to display all of them.

@) Adwress dax (23.6 )

Fig. 47.5 E-mail Attachments.
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Using E-mail Attachments

Left-clicking a graphics
(.ipg) file opens it in the
Photo Editor, while left-
clicking the document file
opens the Warning box
shown in Fig. 47.6. Each
attached file can be
opened in situ or saved to
disc by selecting Open it
or Save it to disk.

Copent

W

Extorior of putersion. PG

Soma fies can conten anses o othersse be harméul to
yousr camoater. Tt i mgertant to be cartein that this fle &
from a trustworthy sourte.

What would you ke to 30 with this e?
@ semRtods

[Flabwars ask befors wering tes type of fio

o (e

Fig. 47.6 The Open Attachment
Waming Window.

Attachments and Security

Most viruses are usually associated

Folder Options

 General| View [ Fis Types | O Fise|
Folder views -
‘You can apply the view [such as Dotads or Tdes) that
! @ you are using fox this folder to all tolders.

[ Apob o AFoiders | [ AesetaFolders | [

Advanced settings
] Disptay the hu path in the title bar
[J Do not cache thumbnads '
=3 Hidden files and folders
® Do not show hxdden fles and foiders
O Show hidden files and folders

ide protected operating system files (Recommended)
[ Launch folder windows in & separate process
{¥] Remember each foider's view settings
[ Restore previous folder windows at logon l
[ Show Control Panel in My Computer

7] Show encrypted or compressed NTFS files in cor 8 |

(essting] |
lox]c«wm

Fig. 47.7 Making Visible the Extensions of Known
File Types.

with attachments.
Therefore, the first

golden rule is
‘never open an
attachment unless
you know the
sender”, The
second rule is to
switch on the
extensions of

known file types
SO you can see
the true extension
of  attachments.
To do this, use My
Computer, select
Tools, Folder
Options on the
menu bar of the
displayed window,
click the View tab,
and remove the
check mark from

the Hide extensions of known file types box, pointed to in

Fig. 47.7 with its View tab selected.
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Controlling E-mail Connection

If you have a modem connection to the Internet, it can be
annoying when Outlook Express goes into dial-up mode when
you start the program. To change the program settings, start
the program, then open the Tools, Options, Connection

tabbed sheet, shown in Fig. 48.1 below.

WA Options l'_?__&;

Ask before switchng dial-up connections
D Hang up after sending and recsiving

Intemet Connection Settings

, Outlook Express shares your Intemnet Connection settings with Internet
Explorer.

Genwal | Resd | Recsipls | Gend | Compose | Sigrotues

i Click the Change button to modify these settings E&

o ) can ]| 2o

Fig. 48.1 The Options Connection Dialogue Box.

This gives you some confrol of what happens when you open
Outlook Express, depending on your connection settings for
Internet Explorer. To look at these settings, click the Change
button which displays the dialogue box in Fig. 48.2 shown on

the next page.

j

8
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Controlling E-mail Connection

Internet Properties

@, To set up an Internet connection, click
‘:- Setup.

‘Diakup and Vitual Private Network settings ;
— ]
| |

| Choose Settings F you need to configure a proxy
server for 8 connection,

@) Nevsr diat & cor on i
Dial whmenever a nelwork cennectior: i not present
vays dial ty deiault connection
Neng Set Defait l

« Local Asea Netwark (LAN) settings

| LAN Settings do ot apoly to diaku connections. {LAN Setings. | |
Choose Settings above for diak-up settings,

Lok J[ comca ] aom

Fig. 48.2 The Internet Properties Dialogue Box.

Next, select the Never dial a connection option so that you
only ‘go on line’ (as long as you have not chosen to Work
Offline from the File menu option), when you click
_5_'_ * the Send/Recyv toolbar icon shown here. If you have
more than one Internet connection, the down arrow

to the right of the icon lets you select which one to use.

If, on the other hand, you have a permanent Internet
connection, like broadband, you might like to deselect the
Never dial a connection option.
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Using Phone & Modem Options

b Double-clicking the Phone and Modem Options icon
in the Control Panel, shown here, displays the
three-tab screen shown in Fig. 49.1 below.

b The Bt below cheplays the locations you have speciied Select the

locabion from wiech you are dialing.
Locabonx
Locabon Area Code
v o e L e

& . =

Fig. 49.1 The Phone and Modem Options Screen.

Use these tabbed sheets to add new dialling locations to your
computer, or edit existing dialling locations; install a new
modem or display and change information about a selected
modem; display or configure installed telephony providers on
your computer, add to the list, or remove from the list.

Before using your modem, check to ensure it is configured
correctly. To do this, click the Modems tab (Fig. 49.1), then in
the displayed dialogue box, shown in Fig. 49.2 on the next
page, click the Properties button, which opens the Properties

|
dialogue box for the installed modem.
\
|
|
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Using Phone & Modem Options

Phone and Modem Options

Dising Flos | Modems | Advanced!

Next, select the
Diagnostics tab and

L The folowng modems are. installed
L
4 S5 MDC Modem

& Nokia 8o Senes Not present

lf Remove m{’l‘
(oc J[ coes ] wm

button, as shown in
Fig. 49.3 below in
which we show the
action to be taken and

’ click the Query Modem
the result of this action.

I If under ‘Response’ it
displays the word
‘success’ your modem

Fig. 49.2 The Modems Tab Screen of the
Phone and Modem Options Screen.

56K MDC Modem Properties

__ Driver | ﬁeiouc’eil - qu_&annm
General Modem Diagnostics Advanced
|~ Modem Information
" Field Vale
Haidware ID  PCIWVEN_10338DEV_701 BSUBSYS_42011;
¢ ¥
Command F!Ing—m-
ATQOVIED Success
AT +GMM 56K MDC Modem
Ver3.00.04E [\\S ”
AT+F0LASS=? 018 x
& R
Query Modem
| Logging
DlaspendtoLog
Lok ][ cace ]

is working fine.

Fig. 49.3 Performing a Diagnostic Test on your Modem.
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Controlling E-mail Sources

The Blocked Senders List

With Outiook Express there is a very easy way to prevent
messages from a problem source ever disturbing you 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. 50.1 below.

Fig. 50.1 Blocking Messages from a Single Source.

This can be a very powerful tool, but be careful not to block
messages that you really would rather have received!

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, as shown in Fig. 50.2 overieaf.

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.
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mmmumummmmm

1. Selectthe Condiions for your ne-
|

| O Where the Subject ine cortains speciic words
| 0 Where the messege body #c wordks
(O Whentho Tokwcortanspege @

{ [J Move 210 the speciied folder A
| O Capy & 1o the spociied folder
| O Delete 2

| O Forward & o people o

3. Rude Description (cick on an undedned vakue to edt 1)
lApply this rule afer the message armives
[Where the From ine "

4. Name of the rule
New Mal Rue

Lok ][ cmee ]

Fig. 50.2 Creating Message Rules, Box 1.

Using Message Rules

If you receive junk mail and you want to be in control, 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. 50.3 on the next
page, use the Tools, Message Rules, Mail menu command
and select the criteria you want your incoming messages to be
processed by.
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1. Select the Conditions for your nde:
[0 Whesa the From line contans peeple
B4 Whese the Subject ine contains specific words
[J Where the message body contains =pecific words
() Whee the To ine contains peorle

]

Select your Conditions and Actions first. then specify the values in the Description.

2 Select the Actions for pour nde:
[0 Move i to the specified folder

[ Copy it to the specified foldes

%]

[ Forward it to peaple

S.MDmbhkﬂm-;MWhﬂﬁ

iApply this rule after the message arsives

ﬁmahwhm&w
Delete t

4, Name of the nie:

{New Mai Rule 1

|

L_ox_J [ Concel |

Fig. 50.3 Creating Message Rules, Box 2.

In the first box, shown in Fig. 50.3, 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. 50.4, shown 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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'Where the Sublect ine contains ! Remove |
l'sex' gt
!u Yor sale’

I

Lok ] [ coxa ]

Fig. 50.4 Entering Words to Act Upon.

When finished clicking on OK twice opens the Message Rules
dialogue box shown in Fig. 50.5 below.

Fig. 50.5 The Message Rules Box.

In this box 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.
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Sending Video Clips via E-mail

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 can be viewed on your PC's Media Player, but can be
rather large (2.54.5 MB) in size to send as an e-mail
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, use start, All Programs,
Accessories, and select the Windows Movle Maker option
from the displayed cascade menu. The program is loaded and
displays on your screen as shown in Fig. 51.1.

Fig. 51.1 The Movie Maker Screen.
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Sending Video Clips via E-mail

Note: The various screens in this chapter might be different
from yours, unless you have also installed Windows Service
Pack 2. Nevertheless, this is not crucial, as the principle is the
same.

Next, click the Import Video link under the Movie Tasks list to
open the Import File dialogue box, then navigate to the video
you want to send as an e-mail attachment, select it, and click
the Import button. The screen will now look similar to the one
in Fig. 51.2 below.

Fle £t Vew Tooh Op Py Hep
DEW 9 O [ mie | cotertirs B 30
Collecwon: 3 Runners

1. Capwe Video C A
Caotire from video device
mport video
frpont pcares
Mot autho or ek
2. Edit Movie Irum.,

2, Finlsh Movie @

Movie Making Tips @ 1‘
How 1o captice video Q
How to edt cos

How 10 add Stles, effects, rawbons
How to save and share movies

ar 3 Rurners 002
| T show Tmetve

L

Fig. 51.2 Imported File into Movie Maker.

Next, drag the frames of your video to the Storyboard (the film
strip at the bottom of the screen) to begin making a movie (you
could use the Edit Movie option and look up the Movie
Making Tips on the left pane if you want to add special effects,
although you don’t have to), and when ready, click the
down-arrow against the Finish Movie entry to display available
options, as shown in Fig. 51.3 on the next page.
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Caphre o swdeo device .
oot wdeo
Import pactures:

o't ado @ susc
2. Edil Movse ] FRurners 00
3 Finsh Movie @

Save Ay comoute
Save to CD

Sent oY) web.
Send B OV camecs

Movie Making Tips @ - Brumers 002

Fig. 51.3 Dragging the Clip onto the Movie Maker strip.

Next, click the Send in e-mail link pointed to in the screen
above. This starts the Save Movie Wizard which shrinks the
video clip, as shown in Fig. 51.4, ready for attaching it to an
e-mail. If you have not installed SP2, save the shrunk video on
your PC, then attach it to an e-mail in the usual way.

Saving Movie €
Your movie 8 beng saved. Me your movie hiaa been saved. & wil be ready to send a8 N |
0 attectwent in an e-mel message

LJ

Fig. 51.4 The First Save Movie Wizard Screen.
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The second Wizard screen, shown in Fig. 51.5, gives you the
opportunity to either Play ... the shrunk version of the video, or

Save a copy ... of it on your PC.

Your movie was created successtuly. To send your movie in an e mail message by
usng your defaul e-mai program. cick Next

Optonal:

Bay e movie)
Save a cooy of my movie on my comouter,

To send your movie as an attadvnent in an e-mal message, dick Next.

'8

Ready to Send By E-mail

]

<ooct [Comayp] [cmon ]

Fig. 51.5 The Second Save Wizard Screen.

To see the quality of the shrunk movie, you could choose the
Play the movie option, otherwise click the Next button to open
the Outlook Express e-mail box with the movie clip ready
attached, as shown in Fig. 51.6 below. All you have to do is

add a short message and send it on its way.

| Movie.wmy {1 M)

Fig. 51.6 The E-mail Window with a Movie Attachment.

Note that in this case, the video clip was shrunk from its

original size of 6.74 MB to a mere 1 MB.
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Creating a New User Account

If more than one person is to use your computer, then you may
want to create an account for each person. Windows XP allows
each user on your computer the means of customising their
account to their own requirements. For example, they can
customise their desktop, and they can customise the way
windows display on screen.

Each user also benefits from having their own documents
folder so their personal files are kept separate from those of
other users, they have separate Intemnet settings, separate
favourites and separate e-mail folders. Individual users can
also password protect their accounts so everyone can feel safe
in the knowledge that their individualised settings will not be
changed by accident or intent. Most definitely, the computer
administrators should password protect their accounts.

To create a new user account do the following:

» Log on as the administrator, then use the start, Control
Panel menu command and double-click the User
Accounts icon. In the displayed window, shown in
Fig. 52.1 on the next page, click the Create a new
account link under the Pick a task entry.

e In the displayed ‘Name the new account’ window,
shown in Fig. 52.2 also on the next page, type in the
name of the new account holder and click the Next
button.

« If the person in question is too young, it might be a
good idea to select Limited as the account type, on the
next screen, and click the Create Account button.
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SN & Name and &N SCCOUNE by L0 & Wow account.

Fig. 52.1 Creating a New Account.

Name the new account

Type a name for the new account:
[Emma ]

Fig. 52.2 Naming a New Account.

* On the next displayed window, shown in Fig. 52.3 on
the next page, click on the newly created account under
the or pick an account to change.
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Fig. 52.3 Picking an Account to Change.

On the displayed ‘What do you want to change’ window,

shown in Fig. 52.4 below, click the Change the picture
link (pointed to).

What do you want to change about Emma's
account?

Changn tha name: [—
~mitad stccont
Croate § Dassward
».\xm’mg-u
Change the acoxrt type

£ Ueleta the account

Fig. 52.4 Changing an Account Picture.
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52 Creating a New User Account

* In the displayed ‘Pick a picture’ window, shown in
Fig. 52.5 below, select an appropriate picture and click
the Change Picture button.

Pick a new picture for Emma's account

The pacture you choose wil appesr on the \Welcome screen.

& trowss for more petses
T et o picturs from @ cxnow s o warne

Fig. 52.5 Selecting an Account Picture.

* Next, the window of Fig. 52.4 is displayed once more
where you can Create a password or click the Home
Toolbar button to return to the ‘Welcome screen’ shown
in Fig. 52.6 below.

8 User Accounts

Pick a task

or pick an account ta change

Noet b wtamn tmma

@

Fig. 52.6 The New Welcome Screen.
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Switching User Accounts

In Windows XP there are two simple ways of switching users
without having to restart the computer. However, if you are
using Offline Files, you can only switch users by using the
start, Log Off command and restarting the computer.

To use Fast Switching, you will have to disable the Offline
Files option as follows: Log on as the administrator, then use
the start, Control Panel menu command and in the displayed
User Accounts screen, shown in Fig. 53.1, click the Change
the way users log on or off link (pointed tc) under the Pick a
task entry.

Fig. 53.1 Changing the Way Users Log On or Off.

On the displayed Offline Files Settings dialogue box, remove
the check mark from the Enable Offline Files box, then click
the Apply button followed by the OK button.
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Switching User Accounts

On the next window, shown in Fig. 53.2, select the Use fast
user switching option and click the Apply Options button.

Select logon and logoft options

Fuse the welcome screen

By using the Wekcome screen, you can amoly dick your account name to log on. For added
SecuUrty, yOu Cain bum off this festure and use the classi: logon promet which requires users to
type & user account name

FUse Fast User Switching

WEEh Fast User Switching, you can quickly swatch to anatier user accourt withowt having to
dose arvy programs. Then, when the other user & Freshed, you can switch back to your own
account.

(e e ) (Gonw

Fig. 53.2 Selecting Log On and Log Off Options.

Now using the start, Log Off command displays the box
shown in Fig. 63.3 below. Clicking the Switch User option
displays the Welcome screen shown
in Fig. 53.4, showing all the users of
the computer so that you can select
one.

A faster method of getting to the
" Welcome screen is by pressing the
Fig. 53.3 The Log Off

Windows box. Windows logo (@) and L keys
together.

Fig. 53.4 The Windows Welcome Screen.
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Activating the Guest Account

To provide limited computer access to guests to your home,
who might require to look at and process their e-mail, for
example, you need to activate the Guest account. To do so, lcg
on as the computer administrator, and then on the User
Accounts window click the Guest icon as shown in Fig. 54.1.

£ tlscr Accounts

@ User Acconmts

Pick a task...

or pick an account to chang

Nord K asit arms. Enwns

ok

o
Fig. 54.1 Activating the Guest Account.

This opens the screen, shown in Fig. 54.2 on the next page, in
which you click the Turn On the Guest Account button.

As with other users of this computer, a Guest account needs
information about the person's e-mail provider, as discussed
previously. An alternative option would be for the guest to use
the Microsoft Hotmail facility, but to do so they must be online.
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Activating the Guest Account

Do you want to turn on the guest account?

¥ you tum an the guest accaut, pecpie who do not heve an scoowt can use the guest accast to
109 0n to the Comoater. Password-protected fes, folders, or settres re ot accessbie to guest
asers.

Turn On the Guest Acoort Cancet
le

Fig. 54.2 Turning on the Guest Account.

Whichever e-mail facility you choose, as a Guest user you
cannot connect to the Internet - they must get another user of
this computer to first connect to the Intemet before they can

proceed. The same applies to disconnecting from the Internet
after use.

To use Microsoft Hotmail, start Internet Explorer and type
www.hotmail.com in the address box. This displays the screen
in Fig. 54.3 in which you can either sign up for a free e-mail
account (it must be activated within 10 days) or sign-in, if you
already have an account established.

S e e feete Tean

U 0 Hd#6 P @ 3 eRUE

el T

R0 on?irmanel s

ma HOtmail == o

- crein e ot @ e 2T
o

et e it e vt 0 A
Bl o ey

© 2002 Mot Coperstmn. M pes vesmt
NN U8 TAle Semrvrac ey

s - -~ e S

Fig. 54.3 The MSN Hotmall Sign-in Screen.
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Increasing Computer Security

You can increase your computer's security by first disabling
fast switching between users. To do so, log on as the
computer's administrator, log off all other users by switching to
their account and using the start, Log Off command, then do
the following:

e Use the start, Control Panel menu command and click
the User Accounts button. On the displayed screen
click the Change the way users log on or off link.

» In the displayed 'Select logon and logoff options’
screen, shown in Fig. 55.1, click the Logon options
link under the Learn About entry on the left panel of
the screen.

Select logon and logotf options

B use the Walcome sreen
By g the Wekme scresn, you can siegly dick your account nass to fog or. For added
eosty, off the d logon prempt which mquires users o

'y YOU
TyD® 8 user sccOUNE N,

Fluse #est User Switching
WhPast Ustr Swiixhing, Yo can @uihly suiich In arcther user acceurt wihat heving to
close any programs. Than, whan the ether user is Arished, you can swich badk t your own
accmet.

Fig. 55.1 Selecting Log On and Log Off Options.
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Increasing Computer Security

* The displayed screen, shown in Fig. 55.2 below,
contains information on what happens when either or
both of the check marks in Fig. 55.1 are removed.

EEEEEESEEY) Obviously, disabling the

@8 Loson options Fast User Switching
Locra & o o s s v o option adds a bit more
— i - security to the system,
Thare s two weys 0 g o 0 the computer: but it still retains the

friendly way of logging in,

The Weicome ecrean ¥ . .

:;.‘,ﬁ':.:::':,:.s, as it allows you to click
czard nene ad g your name on the
e Welcome screen and

type a password, if you

ey have one, to log on.
i e s However, if Fast User
Switching is disabled,
%ﬁ&%’x:‘“ using the Windows
e Logo (@) and L keys
o s ot e ezt R together, locks the
computer and only the
Fig. 55.2 The Leam About administrator of the PC
Log-on Options Screen. can unlock it. Also the

Guest user is barred from
browsing the Web or using any e-mail facility, because when a
user who has access to the Intemnet logs off, the connection is
shut down automatically.

if now, in addition to disabling the Fast User Switching
option, you aiso disable the Welcome screen option, you
increase security even more as you eliminate the possibility of
a Trojan horse (a rogue program that collects information from
your computer) disguising itself as a system log-on and
retrieving user names and passwords that the writers of the
Trojan horse can later use to break into your system when you
are connected to the Internet.

in other words, increasing security decreases convenience
of use of your computer, and vice versa. The choice is yours to
make!
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Paging File Security

When you try to run a program that is stored in a file, it is first
copied into memory so that the CPU (Central Processing Unit)
can execute the instructions it contains - it cannot be run
directly from within the file it is stored in. Also data being
processed by such a program must also reside in memory.

If a program uses up all the available memory (RAM) of your
computer, portions of the program that are in memory, but
have not been used recently are copied by Windows XP into a
special file called pagefile.sys, known as the ‘paging file’. This
is the same as the ‘swap file’ in earlier versions of Windows.

Examination of this file with a disc editor can reveal to an
unauthorised person the data you have been working with. If
this is unacceptable for security reasons, then you can use a
Windows option to wipe clean the paging file on shutting down
the system. To do this, use the start, Run command, and in
the displayed Run window type gpedit.msc, and click OK. This
opens the Group Policy dialogue box shown in Fig. 56.1.

- [}

Gl S el R
= Computer Configuration
23 Software Settngn
:gmm Select ar item 1o view its . =
@ () Adwinstrative Templotes z:u-m
—"-m Candigpeation

Fig. 56.1 The Group Policy Dialogue Box.
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Paging File Security

Next, expand the Windows Settings entry on the left pane, by
clicking the + sign against its name, followed by the Security
Settings, and the Local Policies entries. Finally, click the
Security Options entry to display a large list on the right pane
and scroll down to Shutdown: Clear virtual memory pagefile
pointed to in Fig. 56.2.

~ |y "ﬂ"v%‘h__.
| [Bpetwork occess: Sares st canbe axcessed monymashy COMCFG.0FS§

Eretvort accese: Swrng and seasrty model for ol accounts.  Guest ordy - local u.

Eretvort seastty: Do not stre L AN Manager hash vale onn...  Disabled

mmr\u\m Force Jogoff when iogon hours expre Dmabhed
gmmm LAN Mansger authentbaton level Serud LM ANTLMre...
ammumy LDA? chent Sgring requr ements. fegotiate siging

a&m\mmmmhmwb- No rerenr:
weaurty: Mrerum tesmon secmty far NTUM SSP bas...  No mewnur

cormole: Alow astomstc admimt rtve ogon Owabled
lm«myw Alow Aoy R0y and access to o Orves a... Dwabled
% Gl SoRware Restnction Poboes | BB srutdovne Alow sysiem to be shut down ot having fo1...  Enabled
% ) P Searity Pokoes on Local Computer
% 03 Admreustve Templawes {8 System crvptony achy: ne FIPS cumphrs algorttwes for eng...  Dwatled -
o User Configreton }v‘_‘ >

Fig. 56.2 The Security Options of the Group Policy Dialogue Box.

Double-clicking this entry, displays the screen in Fig. 56.3, in
which you can change its Security Setting to Enabled.

EESTSSESTIESUNEE)  \Vhen this  policy s

U Sacumy Soms | enabled, it causes the
) e s | system pagefile to be
| cleared when you shut

@ tratied | down your PC. If you
Optass [ enable this security option,

the hibernation file

: (hiberfil.sys) is also

T zeroed out when

- i . N hibernation is disabled on a
Fig. 56.3 The Pagefile Properties Box. portable computer system.
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Sharing Files & Folders

To share files and folders with other users of the same
computer, first locate the files or folder you want to share (ours

is a sub-folder in My
Documents folder),
select it and drag it to the
Shared Documents link
in Other Places. The file
or folder will then be
moved from its present
position to within the
Shared Documents
folder.

If you want to make a
copy of the file or folder
rather than move it, hold
down the Ctrl key while
dragging. You will be able

ﬁﬂh
Om - O & jimes irim XMW °

bt 3 et w ey et s %, (£ 08

Fig. 57.1 Drag-copying a Folder.

to tell that the intended move will copy the file or folder by the
display of the small plus (+) sign next to the mouse pointer, as
shown in Fig. 57.1. When you release the mouse button a
small dialogue box appears at the top-left of your screen, as

Sa—— shown here. To start the copying process, you
E must  click

the Copy
Here entry which then
displays the copying box
shown in Fig. 57.2.

Fig. 57.2 The Copying Information Box.
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Sharing Files & Folders

To move or copy a file into the Shared Documents folder,
select the file and click either the Move this file or the Copy

rep

Qu: O & Pmoiram [

Mo B Vew fovortes Took

Fle are) fobder Tasks 2

o Rorn the fae

B covens)

dnh thes fie by the
o\hﬂ

2 teavum
X Ceere Jmbe

Fig. 57.3 The Internet Programs Screen.

Seiect the place where you want to move Nathale
Viakn,wmy'. Then click the Move button.

& < Local Disk (D:) -
# £ Roxo10 (E2)

& Camtel USB PC Camera
&5 ed Cocuments |

% {29 Adobe POF 6.0

D My Scans
® @ shared Music
&@snaedmes =

To view any subfoiders, dick a phus sign above,

LMMF@&[! L move ][ caxe ]

Fig. 57.4 The Move Items Screen.

this file link (Fig. 57.3).
This opens the Move
Items (or Copy Items)
screen in which you select
into which sub-folder in the
Shared Documents folder
you want to move or copy
your selected file.

It is a good idea to
always move or copy an
item into a meaningful
sub-folder rather than
moving or copying files
into the main Shared
Documents folder. If such
a sub-folder does not
exist, create it by using the
Make New Folder button,
while the Shared
Documents folder is
selected. The created
folder will always be
created within the folder
you highlight in the -Move
or Copy dialogue box. To
complete the Move or
Copy command, select the
sub-folder into which you
want to piace your file and
click the Move (or Copy)

button on the dialogue box in Fig. 57.4. As you can also see,
the two folders, Shared Music, and Shared Pictures were

created by Windows XP during

convenience.

installation for your

If you now use My Computer and open the Shared
Documents foider, you will find the file you chose to share

inside the newly created sub-folder.
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FTP Files & Folders

You can use this option on the start menu to gain access to
and get information on files and folders on other computers on
a network or send files and folders to a Web site using FTP
(File Transfer Protocol).

To begin the process, use the start, My Network Places
menu command which displays the screen in Fig. 58.1 below.

¥ My Network Places
{ Fle Ed View Favortes ook Help 2

Q- O § P e X 9 [

; address @ My Network Places i B

b
Fig. 58.1 The My Network Places Screen.

Next, click the Add a network place link under Network
Tasks to start the Add Network Place Wizard, which heips
you sign up for a service that offers online storage space, such
as your Web site host.

On the second Wizard screen, click the Next button to
display the third Wizard screen shown in Fig. 58.2 on the next

page.
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FTP Files & Folders

On this screen, type in the Internet or network address.
Examples are displayed on the Wizard screen, as shown
below, by clicking the appropriate link.

Add Network Place Wizard x
What is the addiess of this network place? n
Type the address of the Web tte, FTP ste, or network location that ths shortc. will open
Intemet or network address

-
Examples:
\\server\share (shared folder)
http:fjwebserverjshare (Web Share)
fep:ffftp.microsoft.com (FTP ske)
o=

Fig. 58.2 The Third Add Network Place Wizard Screen.

What you type in the Internet or network address text box for
uploading files using FTP should have been given to you by
your Web site host. If it is a network address you are entering,
then look at the examples above, or consult your network
administrator.

On the fourth Wizard screen, you are asked whether you
want to log on anonymously or provide a user name. To have
full access to your Web site you should choose the latter option
and provide the user name given to you by your Web site host,
as shown in Fig. 58.3 on the next page
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Add Network Place Wizard X

User Name and Password
Some skes require you to apecify a password and user name:

Most FTP servers alow usen to log on anonymously with bmited access to the server. Do you wart 0 log on
anorymousty ?

[ Log en anomymously

User name: 5117865!1_

You wil be prompted for your password when you conned to the FTP server.

BTN W

Fig. 58.3 The fourth Add Network Place Wizard Screen.

On the fifth Wizard screen, you are asked to provide a suitable
name for the connection which will appear in My Network
Places, and can be anything you like. After typing it in, click the
Next button to take you to the final Wizard screen, shown in
Fig. 58.4 below, in which you are asked to type in your
password.

p Could not login to the FTF server with the user name and password spedfied.

FTP server: fip. ficfoods. co.uk

User name:  |B11765581 .

Password: ssssses|

After you log on, you car add thrs server to your Favontes and retum to it easdy.
& FTP does not enaypt ar encode passwords or data before sendng them to the

server. To protect the seasity of your passwords and data, use Web Folders

(WebDAV) nstead.

Learn more about using Web Folders.

[tog on anonymously O save password

[ioson [ coms |

Fig. 58.4 The Log On As Wizard Screen.
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FTP Files & Folders

In future, when you want to connect to the network place, use
the start, My Network Places menu command and
double-click the required entry. Alternatively, you could place a
shortcut on your desktop by right-clicking the entry and
selecting the SendTo option from the drop-down menu, as
shown in Fig. 58.5.

Flr Eft Vew Fovots Yook e

Q tipotome o wad
office netword

_ 0 Compressed (spped) Foider
& ot s wdem netvt _— —
for & home or vl office Cut
Capy &) oragoDac Orve (B
Create Shortout &) i Recper
o &) My Documents
Rgname
4B v Fomoy (A}
Prapevtes

Fig. 58.5 The My Network Places Screen.

You could also drag the file to the desktop with the right button
depressed, then on releasing the button, select the Copy here
option from the displayed options.
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Using the Command Prompt

If you are an experienced PC user, you may well prefer to do
much of your specialised work by entering instructions in the
Command window. Windows XP still lets you do this.

To display the Command Prompt window, click start,
All Programs, Accessories and select the Command 8
Prompt option from the cascade menu. This opens the
window in Fig. 59.1 below.

Command Prompt

Fig. 59.1 The Command Prompt Window.

If you use this method of working often, you might find it more
convenient to place a shortcut to the Command Prompt icon
on your desktop. To do this, right-click its entry on the cascade
menu, then select Send To, Desktop from the displayed
drop-down menu.

Note the absence of the toolbar on the above window from
that of previous versions of Windows. However, most of the
commands that were provided by such a toolbar can be carried
out from the command menu.
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Using the Command Prompt

To illustrate this, let us change the appearance
of the Command Prompt screen so that you
can display, say, black lettering on a white
background. To do this, click on the Command
button (to be found at the upper left corner of

X Close the window) which displays the drop-down

== »| menu shown in Fig. 59.2 to the left. Next,
. Defouits select the Properties menu option which
oo displays the dialogue box in Fig. 59.3.

Fig. 59.2 The Command Shortcut Menu.

"Command Prompt” Properties 7 Here we show the
Colors tab sheet in

Ogliors | Fort | Layou  Colon .
! which we made the

& Scizen Vet Selected Color Vahues L o
Hspiony L R following selections:
: P Geon  [53] Screen Text: Black

B B [35 Screen Background: White

Popup Text: Blue

WEEENEET MR L] ([ Porun Backoround: Grey.

In the Options tab sheet,
you can select the
Cursor Size, Display

Setocted Popus Calors Options (window or full
g;;ﬂ-::bm> dgln) 18-01-99  S:@ sc;reen), Commanq
Senna vos PIRS . 1R-GL720 oS History, and Edit

|| Options. In the Font tab
s || sheet you can select
Font Size and Font
Style. In the Layout tab
sheet you can select Screen Buffer Size, Window Size, and
Window Position. Pressing the OK button, displays an
additional dialogue box, asking you to select between ‘Apply
properties to current window only’, or ‘Modify shortcut that
started this window’. Choosing the latter will make your
selections default for all sessions of the Command Prompt.

Fig. 59.3 The Properties Dialogue Box.

In Windows XP you use DOS commands in the Command
Prompt window. To illustrate the point, type dir and press the
Enter key. What is displayed is shown at the top half of the
screen in Fig. 59.4 on the next page.
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Using the Command Prompt

Hicrosoft W ws X Vers 5.1.26
C» Copyright 1985-2081 Microszoft Corp.
E:\Documeats and Settings'MNoel Mantarisddir

Volune ia drive E has no label.
Voluns Serial Mumber h 2378-15D2

y of E:D and Settings\Neel Nantaris
11:54 <DIR> -
11:54 <DIR> .
11:28 <DIR> Start Menu
11 <DIR> Ny Decuments
IS 38 - £
1113 skte
14:1? <DIR> Ullﬂ
@ Pile(s)> 0 bytes
? Dirds) 2.327.789.568 bytes free
:\Documents and Settings'Meel Kantaris>_ =l

Fig. 59.4 The Structure of the Disc Holding Windows XP.

This, of course, is a typical DOS screen. To prove the point,
type dir /w and press the Enter key. In fact, with Windows XP,
the facility of using DOS commands in the Command Prompt
window is mainly provided for backward compatibility and,
therefore, if you want to adopt this method of working, we
assume that you must be familiar with DOS commands,
switches, filters, and batch files. Such files are most likely to be
written by the System Administrator, to perhaps advertise to
the network users, rules, events, or new packages.

All the available DOS commands are shown in Fig. 59.6,
and can be displayed in the Command Prompt window by
typing help followed by Enter. Information on individual
commands can be displayed by either typing help
command_name, or typing command_name /?. Either will
produce an extensive list of command switches with
explanation, as shown in Fig. 59.5.

\Documents and Settings\Moel N
Converts FAT velumes te NIFE.

COMUERT volums /F8:NIPS [A) [/CvtArea:filename] [/MoSecurityl [/X]

vo lume l-el!ho th drive httor (felleved by a celem).
or Ve
/PE:NTPS lpeunn that the velune 1t tg b ceaverted te WIPS.
Specif that Convert should be run in verbese mede.
A)otﬁronxlﬂ:u—

ifiss a cemt us file in the rect directery te be
lace holder fer NIFS system files.
/MNeSscurity Ipc ies the convertsd files and directeries sssurity
tings te be accessible by everyone.
e hnn ths velume to dismount first if necess
811 sponed handles te the volume would thes be avalid.

E: \Documents and Settings“Moel Kantaris>

Fig. 59.5 Getting Help with DOS Commands.

|l
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59 Using the Command Prompt

Command Prompt

:\Documents and Settings\Noel Kantarisdhelp

For more information on a specific command, type HELP command-—name

§S0C Displays or modifies file extension associations.
Schedu{es commands and programs to run on a computer.
Displays or changes file attributes.

BR Sets or clears extended CTRL4C checking.

ICACLS Displays or modifies access control lists CACLs) of files.

ICALL Calls one batch program from another.

iCD Displays the name of or changes the current directory.
ICHCP Displays or sets the active code g:so number.
ICHDIR Displays the name of or changes t current directory.

ICHXDS K Checks a disk and displays a status report.
CHKNTFS Displays or modifies the checking of disk at boot time.
CLS Clears the screen.
ICrD Starts a new instance of the Windows command interpreter.
ICOLOR Sets the default console foreground and background colors.
CONP Compares the contents of two files or sets of files.
COMPACT Displays or alters the compression of files on NTFS partitions.
CONVERT Converts FAT volumes to NI'ES You cannot convert the
current drive.

COPY Copies one or mure files to another location.

TE Displays or sets the date.

EL Deletes one or more files.
IR Displays a list of files and subdirectories in a directory.
ISKCOMP Compares the contents of two floppx disks.

COPY Copies the contents of one floppy disk to another.
EY Ed!ts conmand lines, recalls Windows commands, and creates macros.

()] Displays messages, or turns command echoing on or off.
LOCAL Ends localization of environment changes in a batch file.
SE Deletes one or more files.
Quits the CMD.EXE program (command interpreter).
Compares two filles or sets of files, and displays the differences
between thea.
FIND Searches for a text string in a file or files.
IFINDSTR Searches for strings in files.
IPOR Runs a specified command for each file in a set of files.
FORMAT Formats a disk for use with Windows.
FTYPE Displays or modifies file types used in file extension associations.
Directs the Windows command interpreter to a labeled line in a
batch program.
RAFTABL Enables ll!ndovs to display an extended character set in graphics
mode .
Provides Help information for Windows commands.
Performs consuionul processing in batch programs.
ABEL Creates, changes, or deletes tﬁc
Creates a directory.
Creates a directory.
Conf igures a system device.
Displays output one screen at a time.
Moves one or more filoes from one directory to another directory.
Displays or sets a search path for executable files.
Suspends processing of a batch fils and displays a message.
Restores the previous valus of the current directory saved by PUSHD.
Prints a text file.
Changes the Windows command prompt.
Saves the current directory then changes it.
Removes a directory.
Recovers readable xnfornatlon from a bad or defective disk.
Records conments (remarks) in hatch files or CONFIG.SYS.
Renames a file or files.
Renames a file or files.
Replaces files.
Removes a directory.
Displays. sets, or removes Windows environment variables.
LoCAL Begins localization of environment changes in a batch file.
Shifts the position of replaceable parameters in batch files.
Sorts dinput.
Starts a separate window to run a specified program or command.
fissoc iates a path with a drive letter.
E Displays or sets the srstan time.
LE Sets t window title for a CMD.EXE session.
Graphically displays the dinctorx structure of a drive or path.
Displays :L contents of a text file.

volume label of a disk.

Displa the Windows version.

ERIFY Tells rmdous whether to verify that your files are written
correctly to a disk.

(| Displays a disk volume label and serial numbes.

M COPY CopTOI files and directory trees.

:\Documents and Settings\Moe] Kantaris)

Fig. 59.6 The Available DOS Commands.
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Assigning Keyboard Shortcuts
to Programs

Sometimes it is much easier to assign a keyboard shortcut to a
Windows application and start the program with the shortcut,
than it is to navigate through the cascade start menu. As an
example we will use the Command Prompt application,
although one could apply the technique to any other program.

Normally, to start the Command Prompt program you will
have to click the start button, then select All Programs,
Accessories and select the Command Prompt option from
the cascade menu, as shown in Fig. 60.1.

B Accesatory [
& »§ ) Commnatos »
€3 Adearced Mraoes: 3 5]
. Acto Me Checer » 5 T »
izlm-.«m a o
) Camwi USBSC Camern +§ W Addrem Bock
&_,w, Dop sl € OO Stompe -Maowan » Calnsotor
£ 20 ek » |
§ Microselt Ot €. Open
2003 € Gomes ‘B rowowd Ane..
. ) reviett Pecar: of 4 peen Scan with Moy b Activvis
W) Oreamwesver MUl oy v Scaniet Softwar e » @ Program Compathiity Mrwd Pt STt v
%" - 2 P Sare-oweb v B Scarver and Comera Wazard sena To I
J € T 802.11b VA AN LMY LB} + 1 @ swovenze o
EMW € image i arwter v @ ror wwoom @ Coor
) inBoxry Mook Addr o § (3 wodows Explwes Creete Sroros
mmw;u D imer e WOVO 4 o § G swrcous Movie Maker el
QAename
) Janc Solware 1B worw
&mm e e St » b
B innwh - & ’
a""“"‘” ) “ooeof works »
n 7 oroe At >
Wi WOV
Ty PowerQuest Drve image 2.0 » :
ﬁmmtf&- @ P nwemet Prang .
o Quden » J
€ Reshen Sound Manager ’
) 2w tasy D o 070 Cmeter & »
) SONY Protoasewol »
b

Y SowedTouch Us8
= swro L3 |

TaaCac 2003 ’

Fig. 60.1 The Cascade Start Menu.
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Assigning Keyboard Shortcuts to Programs

If instead you right-click the Command Prompt entry, an
additional quick menu is displayed as shown in Fig. 60.1. On
this menu click the Properties option to open the dialogue box

shown in Fig. 60.2 below.

[Ganwet St | Qpmere [ Fort | Loy | Coee | Compennty |

-Cmn'.\dﬁuw(

Target typer  Apphcation
Target location” system1?

Torget -WMI\;“-M o

Smtin [*xHOMEDRIVEY. 2HOMEPATHY

Shotcut key | Nanef h
| R [ Momat window T - -
| Commeni: Pertorme text based tcommandine) functions

(L nd Temgms ] [ Crangw icon.. ] [_dvencna. ]

- e —

[ o€ J( coes ]

|

Fig. 60.2 The Command Prompt
Properties Dialogue Box.

TN T T

press to start or switch to a program. Shortcut keys
automaticaly include CTRL+ALT. Press the key you want to
add to this combination. For example. to define the shortcut
key combination CTRL+ALT+H, press H. You cannot use
ESC.ENTER, TAB, the SPACEBAR, PRINT SCREEN
DELETE, or BACKSPACE

Fig. 60.3 Information Relating to the

Shortcut Key of the Properties Dialogue

Box.

Provides a space for you 10 type a keyboard shortcut that you

No other progsam can use this key combmation. If the shortcut
key conficts with an access key in a Windows-based piogram,
the access key does not work. An access key is a letter or
number that, when used in combmabon wath the ALT key,
carmies out the same command as clicking the command with
the mouse

To see information
relating to the Shortcut
key pointed to in
Fig. 60.2, click the
button, then place the
modified mouse pointer
in the Shortcut key box
and left-lick. This
displays the information
shown in Fig. 60.3.

So, all you have to do
is type one letter, say P
for Command Prompt,
the Ctri+Alt key
combination is then
supplied by the program
itself. Next, click Apply,
followed by OK.

To test your newly
created shortcut, press
the Ctri+Alt keys down
and while holding them
depressed, press the P
key.

We further allocated
the shortcuts Ctri+Alt+C
to Character Map, and
Ctri+Alt+N to Notepad.
It does make activation
of these programs much
easier.
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Running DOS Programs

With Windows XP, the easiest way to issue a single DOS
command that involves running a program, is in the Run
window, shown in Fig. 61.1,
opened from the start menu.
Iimtte e f oy, b, . x| Its big advantage is that all
previous commands are ;
remembered. Clicking the |
e e ) ) down arrow, opens a small
‘database’ of your most used
Fig. 61.1 The Run Window. commands, including path
and file names, etc. The
command itself is actioned in a ‘one off Command Prompt
window, as shown in Fig. 61.2 below.

Oper: | D:\QB45108.EXE -

Fig. 61.2 Running a DOS Program in a Command Prompt Window.

To switch between full screen and a window, use the
Alt+Enter key combination.
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The MS-DOS Editor

Windows XP includes the Edit text editor, to be found in the
\WINDOWS\system32 subdirectory, as shown in Fig. 61.3.
Users of MS-DOS will find the
editor very familiar, as the

S e, [ version provided in Windows
L ————m o | XPis identical to that provided
- with earlier Windows versions.
C o) Com ] (oome ] Improvements over much

earlier versions of the program
Fig. 61.3 Running the Windows Edit.  gre:

* You can open up to nine files at the same time, split the
screen between two files, and easily copy and paste
information between them.

* You can open files as large as 4MB.

* You can open filenames and navigate through the
directory structure just as you can in the rest of
Windows.

The editor is opened, as one would expect from its name, by
typing Edit at the Command Prompt, as shown in Fig. 61.4.

Command Prompt - edi! -0 E

Fig. 61.4 The MS-DOS Text Editor.

The file opened in the editor's window above, is a readme.txt
file in the background and a Cursor Movement Commands
screen on the foreground, obtained by pressing the F1 function
key. To clear the screen, press the Esc key.
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Copying Text from Old DOS Programs

You can copy text created in old DOS word processing
programs and paste it in the latest and most favoured Windows
application easily. To illustrate the process, we use below a
letter we wrote more than five years ago, using our then loved
Q&A word processor. You can follow the technique by using
your own DOS word processed document.

First use the Run command to locate and load the DOS
program, then open a document. Ours is shown in Fig. 61.5.

Fig. 61.5 Marking Text in a DOS Word Processing Program.

Next, click the Command button to open the drop-down menu
and select the Mark option. This allows you to mark part or the
whole of the document then use the Edit, Copy command to
copy it onto the Windows clipboard, as shown in Flg 61.6.

d
Select QA1 b ||

napuscript b 0 § n:
oice for un.- tht b0 h Pluu ln e -.- when you
VM 1 Ln-; the rt.huh until sach time as we

Fig. 61.6 Copying Text from a DOS Word Processing Program.
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Finally, open your favourite Windows word processor and use
its Edit, Paste command, to paste the contents of the clipboard
into your new document. We used the WordPad application, as
shown in Fig. 61.7 below.

_‘g T ’ ‘]! =5y
R R BB R n'iEﬂ SEROETE }51!

| enciose the ipt for the M i’ Ofice book, tog
mhmwmobnﬁlmlhhodt thumbwmnyw
receive it. | am also retaining the originals, until such time as we

hear from your reader regarding any comections.
ipeerts lpbowd cortents,
Fig. 61.7 Transferring Text into WordPad.

It is as easy as that. Perhaps this will prove the most useful
and time-saving capability of the Command Prompt for most
users.
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Using Windows Startup Options

If Windows will not start for some reason, then turmn your
computer off and then back on again. As soon as any
information starts being displayed on the screen, press the F8
key. This displays the screen in Fig. 62.1 below.

Please select the operating system to start:
Microscft Windows XP Professional

Use the up and down arrow keys to move the highlight to your choice.
Press BNTER to choose.

Por troubleshooting and advanced estartup options for Windows, press F8.

Fig. 62.1 The First Startup Screen.

Here you can press Enter to start Microsoft Windows in the
normal way, or press F8 again to access the advanced startup
options which displays the contents of Fig. 62.2 on the screen.

Windows Advanced Options Menu
Please select an option:

Safe Mode
Sale Mode with Netwosking
Safe Mode with Command Prompt

Enable Boot Logging

Enable VGA Mode

Last Known Good Configuration (your most recent settings that worked)
Directory Services Reatore Mode (Windows domain controllers only)
Debugging Mode

Start Windows Normally
Reboot
Return to 08 Choices Menu

Use the up and down arrow keys to move the highlight to your choice.

Fig. 62.2 The Advanced Startup Options.

165



62

Using Windows Startup Options

The various startup options allow the following capabilities:

Safe Mode

If your computer will not start, you might be able to start it in
safe mode. In safe mode, Windows uses default settings (VGA
monitor, Microsoft mouse driver (except serial mice), monitor,
keyboard, mass storage, base video, and default system
services, but no network connections.

This starting mode is used if your computer will not start
after you install new software, which can be removed after
starting your computer successfully in this mode. If a symptom
does not reappear when you start in safe mode, you can
eliminate the default settings and minimum device drivers as
possible causes of the computer’s inability to start.

If your computer does not start successfully using safe
mode, you might need to use the Recovery Console feature to
repair your system. This method will be discussed shortly.

Safe mode with Networking - Starts using only basic files
and drivers, and network connections.

Safe mode with Command Prompt - Starts using only
basic files and drivers. After logging on, the command
prompt is displayed instead of the Windows graphical
interface.

Enable Boot Logging - Starts while logging all the drivers
and services that were loaded (or not loaded) by the system
to a file. This file is called ntbtlog.txt and it is located in the
%windir% directory. Safe Mode, Safe Mode with
Networking, and Safe Mode with Command Prompt add to
the boot log a list of all the drivers and services that are
loaded. The boot log is useful in determining the exact
cause of system startup problems.

Enable VGA Mode - Starts using the basic VGA driver.
This mode is useful when you have installed a new driver
for your video card that is causing Windows not to start
properly. The basic video driver is always used when you
start with any of the Safe Mode options.
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Last Known Good Configuration

This startup option uses the Registry information and drivers
that Windows saved at the last shutdown. Any changes made
since the last successful startup will be lost. Use the Last
Known Good Configuration option only in cases of incorrect
configuration. It does not solve problems caused by corrupted
or missing drivers or files.

Directory Service Restore Mode - This is for the server
operating systems and is only used in restoring the
SYSVOL directory and the Active Directory directory service
on a domain controller.

Debugging Mode - Starts while sending debug information
through a serial cable to another computer.

If you are using, or have used, Remote Installation Services to
install Windows on your computer, you might see additional
options related to restoring or recovering your system using
Remote Install Services.

Using the Recovery Console

If Safe mode and other startup options do not work, you can
consider using the Recovery Console. This method is
recommended only if you are an advanced user who can use
basic commands to identify and locate problem drivers and
files. In addition, you must be an administrator and your
Windows Setup disc must be current, that is, if you have
updated your system to Windows Service Pack 1 or 2, then
your Windows Setup CD must also contain this update,
otherwise Windows will refuse to load an earlier version.

Using the Recovery Console, you can enable and disable
services, format drives, read and write data on a local drive,
and perform many other administrative tasks. The Recovery
Console is particularly useful if you need to repair your system
by copying a file from a floppy disc or CD-ROM to your hard
drive, or if you need to reconfigure a service that is preventing

your computer from starting properly.
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There are two ways to start the Recovery Console: (a) You can
run the Recovery Console from your Setup CD - see next
chapter how to make your PC boot from the CD-ROM drive, or
(b) you can install the Recovery Console on your computer to
make it available in case you are unable to restart Windows.
You can then select the Recovery Console option from the list
of available operating systems on startup.

To install the Recovery Console as a startup option, you
must be running Windows, then insert the Setup CD into the
CD-ROM drive, click start and select Run. In the displayed
Run dialogue box type the following where e: is the CD-ROM
drive letter (yours might be different):

e:\i386\winnt32.exe /cmdcons
then follow the instructions on the screen.

Now each time you start your computer, the screen in
Fig. 62.3 is displayed.

Please select the operating system to start:
Microsclt windows XP Professional
Microsoft wWindows Recovery Console
Use the up and down arrow keys to move the highlighi to your choice.

Preas BNTER to choose,
Seconds until highlighted choice will be started automatically: 22

For troubleshooting and advanced startup options for windows, press Fe.

Fig. 62.3 The Startup Options Screen.

Note: To run the Recovery Console, you must be logged on as
an administrator or a member of the Administrators group in
order to complete this procedure. If your computer is
connected to a network, network policy settings may also
prevent you from completing this procedure.
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Making a PC Boot from the
CD-ROM Drive

The latest computers are automatically configured to start from
the CD-ROM drive, if the CD disc in it is a bootable disc.
However, slightly older computers might not be so configured,
in which case you will have to do it yourself.

To make your computer bootable from the CD-ROM drive,
switch your computer off then on again, and while the boot
program is checking the PC's memory, press the Del key (or
whatever key you are told on your computer's display - it
appears at the bottom left corner of the screen). This displays
the first screen of the CMOS SETUP UTILITY program. The
screen of one such program is shown in Fig. 63.1 below -
yours might look quite different.

RGM PCIAISA BI10S (2059F M40)
CHOS SETUP UTILITY
AWARD SOFTWARE, INC.

S TRNDRRD CM OS SETUA INTEGRATED PERIPHERALS

B10S FEATURES SETUP SUPERVISOR PASSWORD
CHIPSET FEATURES SETUP USER PASSWORD
POWER MANRGEMENT SETUP 106 HDD AUTO DETECTION

PP/PCI CONFIGURRTION SAUVE & EXITSETUP
LORDSETUP DEFAULTS EXITWITHOUT SAVING

Esc ¢ Quit Te  : Select et
F10 : Save & ExitSetup (Shithf2 : Chanae Color

Vitus Metection, Boot Sequence ...

Fig. 63.1 The CMOS Setup Utility Screen.
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Making a PC Boot from the CD-ROM Drive

From here, select the BIOS FEATURES SETUP option which
displays the screen in Fig. 63.2. Other CMOS UTILITY
programs might have a Boot option available on the first
displayed screen of the utility, which when selected shows the
boot sequence.

Continuing with the CMOS SETUP UTILITY of the sllghtly
older PC, scroll down to
the Boot Sequence
option and select
CDROM L C' A' by Virs Varning

CPU listesmal Cache

pressing the Page Down Quict Power On Seh Test
key (_agam the key ':mght Swap Floppy llmv : Disabled
be different but it will be r:oot Un‘:‘bwy Seed :::bhd
: ) (] 1} 2 (]
listed at the bottom of the Dett B Voo koet et .

i i Gate A20 Opftion : Fast
screen) until this e e
sequence appears on the PS12 mouse tinction catrol : Enabled
screen 0S Select For DRAM » 648 : Hun-0S™

. RepottHo DD For WIN 95 HU

Finally, press the Esc
key to retumn to the screen
in Fig. 63.1, and select the
SAVE & EXIT SETUP option. The sequence for saving your
changes and exiting the program might be different in your
case, but it will be displayed on your utility's screen quite
clearly.

Fig. 63.2 Boot Sequence.

Your PC should now restart automatically, and after the
memory check, will boot from the CD-ROM drive provided you
have inserted a bootable disc in it, such as the Windows Setup
disc.
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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 belcw,
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 e, Sub-total B
AdAress ........ccoovvvvveieieeeennans = P&P

(@ 45p/disc) _——

Total Due [ A—

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 pubtishers of this book
accept no responsibility for the supply, quality, or magnetic contents of the disc, or in respect of any
damage, or injury that might be suffered or caused by its use.
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Babani Computer Books

How did | do that... in Windows XP

How often have you carried out a task on your computer
and then a few months later could not remember how
you did it!

For example, when you prepared that quotation in
Euros, how did you get your PC to print out the Euro
sign (€), and get it to match the type size of the rest of
the text? How did you manage to make your Caps Lock *
key emit a sound when touched, so you did not acci-
dentally type whole sentences in the wrong case? How
can you change the registered owner of your PC?

et

These types of problems and many more are discussed I
and explained in this book, which covers both Home
and Professional editions of Windows XP including the
latest Service Pack 2 update.

You can probably find this sort of information by spend-
ing considerable time delving through several books or
instruction manuals. But this book should help you to
find the answers you need simply and quickly and be a
useful reference guide to all Windows XP users whether
' they are complete beginners, more experienced or

advanced users.
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/B—P 557 ISB 0-85934-557-2

IN m Il l
” £7°99 9 1780859345576 Il ‘





