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Customising Windows XP

Switching on your PC automatically loads Windows XP (or
displays the dual-boot option, if you have another Operating
System on your hard disc). What displays next depends on
which method you have chosen, or was chosen for you for
logging on; the Welcome screen (the default), or the Classic
screen (similar to the one in Windows 2000). For the moment,
we assume that the Welcome screen method is in operation -
the one that allows users to log on by simply clicking their icon,
as shown in Fig. 1.1 below.

Fig. 1.1 The Windows XP Logon Screen.

Obviously if there are more user accounts on your computer,
each user will have their own icon for logging in after the
Welcome screen. By default, on installing Windows XP, two
accounts are created; the Administrator account, and the
Guest account. Other user accounts can be created later (page
131).
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The Windows Desktop

In Fig. 1.2, we show the default Windows XP working screen,
called the ‘Desktop’, with the Recycle Bin icon displayed on
the bottom right of it. In addition, the start button at the bottom
left corner of the Windows screen has been left-clicked to
display the two-column start menu. By default the left column
provides shortcuts to Internet Explorer, Outiook Express and
the six applications that have been used most often.

On the top of the right-hand column there are shortcuts to
such folders as My Documents, My Pictures, My Music and
My Computer, while on the bottom of the column there are
shortcuts to Control Panel, Printers and Faxes, Help and
Support and Search facility. These might be different for your
computer, as they can be changed.

Hovering with the mouse pointer over the All Programs
button, displays the first column of the cascade menu where all
Windows applications are to be found. In Fig. 1.2 below, the
System Tools options menu (part of the Windows Accessories)
is also shown open.
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Fig. 1.2 The Windows XP Start Cascade Menu.
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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. 1.3.
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Fig. 1.3 The User Accounts Dialogue Box.

From here you can choose a different picture for the current
user either from the ones supplied or from one of your own.
You can also change the Computer's theme, desktop, screen
savers, etc. Most of these facilities will be discussed shortly.

New to Windows XP is the ability of the first of its
two-column menus to adapt to the way you use your computer
- an adaptation of what was first introduced with Windows Me.
It keeps track of what features and programs you use the most
and adds them to the list on the left column. For example, if
you use the Notepad by selecting from the Accessories
sub-menu, next time you click the start button you will see this
application pinned to the bottom of the first column of the start
menu. This saves time as you don't have to scroll through
menu lists to find the application you want to use.

To remove an application from the first column of the start
menu, right-click it and select Remove from this List as
shown in Fig. 1.4 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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Fig. 1.4 The User Accounts Dialogue Box.

As can be seen, you
also have a menu
option to Pin to Start
menu any program.
This adds it to the top
of the 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 Al
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.

As seen in Fig. 1.4,
the list of programs
displayed here differs
from those displayed in
Fig. 1.2. The reason for
this is that Fig. 1.2
displays the default
menu options placed

there by the Windows Setup program, while the list displayed
in Fig. 1.4 is the logged user's choice of programs after lengthy

use of the Windows program.

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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The Windows Control Panel

The Control Panel provides a quick and easy way to change
the hardware and software settings of your system. To access
it, use the start, Control Panel menu command which opens
the Control Panel window shown in Fig. 1.5 below.

- B/
Fle Edt Vew Favorkes Toos Mo
B oo & ¥ D @ 4 & w
% Accessbilty Add Hardware  Add or Administrative Dote and Time  Dwsplsy  Folder Options.
Options Romov,,. Tools

s v P £ = O

Fonls Internet JavaPlugn  Keyboard Mol Modem

Cortrolers  Options Settings

W . ™
Mouss Network Phone and  Power Options Printers and  Regonal and  Scanners and

Connections ~ Modem ... Faxes Language .. Cameras

A 2 3

2 ¢ g P 4
Scheduled  Sound Effect  Sounds and Speech Symantec System Taskbar and
Tasks Manager  Audio Devices LiveUpdate Start Menu

28 W B 2 ¢ e <

User Accounts Wirsless Lnk  Automatic  Network Setup  Security Windowes Wreless

Updates Wiard Corter Frewal  Network Set

Fig. 1.5 The Control Panel Window.

Double-clicking the Control Panel icons allows you to add new
hardware, add or remove programs, change the display type
and its resolution, change the printer fonts, and change the
keyboard repeat rate. Further, you can change the settings of
your mouse, install and configure your printer(s), specify
regional settings, such as the formatting of numbers and dates,
and access a variety of system administrative tools. If your
system is connected to the outside world or supports
multimedia, then you can also configure it appropriately.

All of these features control the environment in which the
Windows application programs operate and you should
become familiar with them. The last 5 icons are added to the
Control Panel oniy after you have installed Service Pack 2, as
mentioned in The Windows XP Background section on page xi.
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Changing the Display Settings

If your VDU (visual display unit or screen) is capable of higher
resolution than the minimum required 800 by 600 pixels
(picture elements) by Windows XP, you might like to increase
its resolution to, say, 1024 by 768 pixels, or higher (we have
used 1440 by 900 for a wide screen PC). This will allow you to
see a larger number of icons on a screen when a given
application is activated.

To do this, use the start, Control Panel menu command, and
in the Control Panel window (Classic view),
g double-click the Display icon shown here. In the

Display Properties dialogue box, click the Settings tab
to display the dialogue box shown in Fig. 1.6 with the
settings changed appropriately.
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For the new settings to take effect, click the Apply button
followed by the OK button to close the dialogue box.
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Fig. 1.6 The Settings Screen of the Display Properties Dialogue Box.
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While the Display Properties dialogue box is open, you might
like to explore the other available settings. For example:

Click the Desktop tab to change the background of your
desktop, which by default was set to ‘Bliss’. We found the
Azul more ‘summery’ and changed it to that, as shown
stretched in Fig. 1.7. Additional Desktop choices can be
made available here by adding photos to the My Pictures

folder.
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Fig. 1.7 The Themes Screen of the Display Properties Box.

If you now click the Themes tab you will find that the theme
is listed as ‘Modified’. Other themes on the list are the
Windows Classic which presents you with a display more
akin to that of previous versions of Windows, the Windows
XP theme which displays the default screen of Fig. 1.2.

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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Click the Screen Savers tab to select a different screen
saver - you will be able to preview your selection. We
chose ‘My Pictures Slideshow’, as shown in Fig. 1.8, which
displays all the pictures in the My Pictures folder.

Display Properties
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Fig. 1.8 The Screen Saver Choice in the Display Properties Box.

From this screen you can also select power settings which vary
according to the type of PC. For example, you can choose from
various Power Schemes, set an Alarm and/or display a Power

é Select the powes scheme with the most appropriate settings for
h this computer, Note that changing the settings below wil modify
the sslected scheme.

Fig. 1.9 The Themes Screen of the Display
Properties Box.

Meter if you are a
laptop user, use the
Advanced tab screen
to select whether to
be prompted for your
password when the
PC resumes from
Standby, and whether
to Hibernate or not on
switching off.
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Taskbar Buttons

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

Before we go any further, right-
click an empty part of the
Taskbar, point to the Toolbars
) option which displays the

Task Manager . sub-menu, shown on the left in
v Lockthe Taskbar Fig. 1.10, and left-click the

e #  Quick Launch entry. This
displays three icons next to the
Fig. 1.10 Quick Launch Activation.  start button; left-clicking one of
these, launches its application

(see next page for details).

When you open a program, or a window, a button for it is
placed on the Taskbar, as shown in Fig. 1.11 below.

v". e G ;:':w? PA*;CGW.N G . My Gocurments
Fig. 1.11 The Windows Taskbar.

You can left-click your mouse on this button to make this the
active program, or window, which displays in a darker shade of
blue on the Taskbar. So, now you can always see what
windows you have open, which is the active one, and quickly
switch between them. As more buttons are
placed on the Taskbar their size shrinks
slightly, but up to a point. After that
common entries are grouped together with
a number indicating the number of open
windows. To see details relating to a
grouped button, left-click it to open a list of

components, as shown in Fig. 1.12. Try it! Fig. 1.12 Grouped
Taskbar Entries.

Another interesting Taskbar menu
option is Properties in Fig. 1.10. This allows you to change the
Taskbar and start menu options, as shown in Fig. 1.13 on the
next page.
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About this Book

Advanced Guide to Windows XP was written to help users to
come to grips with some of the more advanced areas of this
Operating System. The book covers both the Professional and
Home editions of Windows XP (Service Packs 1 and 2).

We start this book by discussing ways to Customise your
Windows environment, then look at a possible structure of your
data, how to keep your data safe, the filing system, how to look
after your hard disc, and how to keep your PC healthy, before
embarking on more advanced subjects such as Internet
Connections, Network Connections, the Registry, and
Scripting.

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 installing 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 books, 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 most of what there is to know
about the subject, when fewer pages with illustrated examples
can get you going quite adequately!

It is hoped that with the help of this book, you will be able to
get the most out of your computer, when using Windows XP, in
terms of efficiency and productivity, and that you will be able to
do it in the shortest, most effective and enjoyable way.

The book is rounded off with a fairly detailed glossary of
terms which should be used with the text of the book when
necessary. We also include some selected information in
Chapter 12 of material we often found ourselves needing to
refer to.

Finally, we hope you have as much fun reading this book as
we had writing it. Enjoy!
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The Windows XP Background

Windows*?

Professional

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, in 1992 Microsoft released Windows for
Workgroups 3.1 which allowed the control of small networked
groups of computers, followed in late 1993 with version 3.11
which included 32-bit file management and more networking
support.

In 1995 Microsoft released Windows 95 (the first 32-bit
operating system), followed in 1998 by Windows 98, a much
needed upgrade to Windows 95, which ran faster, crashed less
often, and supported a host of new technologies. In mid-1999
Windows 98 Second Edition was released. In late 2000,
Microsoft released Windows Me, as the direct upgrade to
Windows 95/98 for the home PC. Windows Me loaded faster,
ran more reliably, and if things went radically wrong through
user interference, could be made to return to a previous
working version of the Operating System.

Running parallel with the desktop Windows development,
Microsoft set up the Windows NT development team with the
mission to design and build a PC operating system, primarily
for the business server community. From the beginning, the
priority design objectives of Windows NT were robustness and
extensibility, and in mid-1993 Windows NT 3.1 was released.

viii
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Then, in mid-1995 Windows NT 3.51 followed which was
capable of supporting upcoming Windows 95 programs, and in
mid-1996 Windows NT 4.0 was released. Since then, Windows
NT 4.0 has changed a lot, as customer requirements evolved
to include support for Windows applications, Web services,
communications, and much more. These improvements came
in the guise of several Service Packs.

In early 2000, Microsoft released Windows 2000
Professional, together with two additional Windows NT
compatible versions of the software; Server and Advanced
Server. Users of Windows 95/98 could easily upgrade to the
Windows 2000 Professional version of this Operating System,
while users of Windows NT could upgrade to one of the other
two versions of the Operating System according to their
requirements.

Finally, in late 2001, Microsoft released Windows XP (XP for
eXPerience) which, however, is known internally to the
machine as Windows NT 5.1 - type ver at a Command Prompt
line to see this for yourself. Windows XP comes in two flavours;
the Home edition as the direct upgrade to Windows 98/Me for
home users and the Professional edition (with additional
functionality) for Windows 2000 or business users.
Nevertheless, users of either Windows 98/Me/2000 can
choose to upgrade to whichever versions of Windows XP they
prefer.

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 9).
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e 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 (similar to that under
Windows 2000) which prevents the replacement of
protected system files such as .sys, .dll, .ocx, .ttf, .fon,
and .exe files, so that installing software does not corrupt
the operating system by overwriting shared system files
such as dynamic-link libraries (.dll files) and executable
files (.exe files).

* 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.

Most home PC users will find, no doubt, that Windows XP
Home Edition contains all the facilities they will ever need or
want. Which version you choose will ultimately be your
prerogative with the price differential maybe the main factor to
be taken into account.

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 the following areas of Windows
functionality.

* Security issues, including the Windows XP Update
Package.

* Operating System reliability.

* Application compatibility.

* Improved Windows XP Setup.

This update and the subsequent release of Service Pack 1a
(SP1a) ensured that the Windows XP platform was compatible
with new releases of software and hardware, and included
updates that resolved issues discovered by customers or by

Microsoft’s internal testing team.

These updates were made available in the form of
downloads from Microsoft or on CD for a small fee.
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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.

Whichever way you choose to get this update, we
recommend you install it, but ensure that all other programs
are closed and that you have made a backup of your data
before you start. Installation is extremely easy; just follow the
instructions on the screen.

During installation, Setup inspects your current
configuration, archives your current files and updates them.
This includes making an inventory of your computer’s drivers,
backing up its registry, creating a restore point, installing the
new update files, updating the registry keys, and running
various processes. Finally, Setup performs a cleanup and you
are asked to restart your PC. The whole installation process
takes a good half hour.

Microsoft has made security the central theme of SP2,
although there are some additional features that are not
specifically geared to protecting your computer. The main
visible changes are to be seen in the form of additional Control
Panel utilities which allow you to:

* Automatically update windows XP by periodically
checking its servers for new updates. These can be
downloaded and installed automatically, or you could be
notified of their existence so that you could do so at your
convenience. This utility makes sure that you do not
forget to update your Operating System and thus
become compromised by virus attacks.

e Start a new, friendlier, Network Setup Wizard. The
Alerter and Messenger services (which were abused by
spammers, and annoyed users) are disabled by default.
Bluetooth support is now native, which makes
communication with suitably equipped PDAs and mobile
phones a lot easier.

xi
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* 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 or its renewal date is pending, 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.

* Access a new Wireless Connection Wizard that
simplifies the process of joining a wireless service with
encryption in place so that your data are protected.

* OQOutlook 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.

Taking everything into consideration, obtaining and installing
Service Pack 2 is well worth the effort, and we strongly
recommended it.

Note: Although we have installed Windows XP Service Pack 2,
the book is also valid for users with Service Pack 1, or indeed
for those who have not updated their Operating System at all.
The only difference you might notice occasionally, is that a
minority of screen dumps might not be exactly the same if you
have not installed the latest Windows update but, nevertheless,
the points under discussion at the time, which are illustrated by
these screen dumps, are not affected. If there is any additional
functionality due to the adoption of Service Pack 2, as there is
with security issues, then we will bring it to your notice.

Xii
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Customising Windows XP

Taskbar and Start Menu Properties f?”’;!

Taskbar | Start Menu

Taskbar appearance

O Lock the taskbar
{ [JAutohide the taskbar

Show Quick Launch
Notificahon aras-

[¥] Show the clock
‘You can kesp the natification area uncluttered by hiding icons that you

have not chicked recently
{¥] Hide inactive icons

[¥] Keep the taskbar on top of other windows
[¥] Group similar taskbar buttons

2 1internet.

[ ok ][ cence |

Fig. 1.13 The Taskbar and Start Menu Properties Box.

If you have activated the Quick Launch option, there will be

three buttons displaying

next to the start button. These, in

order of appearance, have the following functions:

Launch the Internet Explorer Browser.

Show Desktop.

a Launch Windows Media Player.

Dot arvdd v Powpee
e e
' )
[r % w10 mazas
P1415 1617 10 19 2

iznvsan
inmx

e  #

Curvent theg sore. T andard Tow

Fig. 1.14 Date and Time
Properties Dialogue Box.

The Taskbar also shows the
current time to the far right, the
Windows Messenger, the Options,
the Restore and the Language
icons. Moving the mouse pointer
over the clock will display the date.
Double-clicking the clock, opens
the Date/Time Properties box,
shown in Fig. 1.14, so that you can
make changes, if necessary.
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Customising Windows XP 1

Exiting Windows XP

To exit Windows, click the start button and select the Turn Off
Computer option, as shown in Fig. 1.15.

All Programs b ) Run...
m Log O ‘I Turys OFf R:fxnpute;

idgstat. © B9
Fig. 1.15 The Lower Part of the Start Menu.

This opens an additional box, shown in Fig. 1.16 below.

Turn off computer

Fig. 1.16 The Turn Off Computer Box.

From here you can either put your computer in a Stand by
mode, Turn Off the computer, or Restart it. The Stand by
mode is used to save power by turning off your monitor and/or
hard disc after a specified time interval. If you press the Shift
key down while pointing to the Stand By icon, it will change to
Hibernate (we will discuss these two topics next). Selecting
the Turn Off option, exits all the open programs, carries out
any file saves you require and then tells you when it is safe to
switch off your computer. The Restart option is used if you
want to clear the memory settings and restart Windows XP, or
if you have a dual boot system the other operating system.

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

1
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Customising Windows XP

Standby Mode

When your computer is put into standby mode, information in
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 control 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. 1.17.

Power Options Properties
PowerSchemes | Advanced | Hbemate | UPS.

€ Select the power scheme with the most appropriate settings for
i@ thscomoutet Note that changing the ssttings below wilt modify

Tumn off monitor. w.

——

Tun off hard disks: i
= |
System standby: Nevet - g
System hibsmates Never i

Fig. 1.17 The Power Options Power Scheme Screen.

If you are using a portable computer, you can specify one
setting for battery power and a different setting for AC power.
In fact, you can adjust any power management option that your
computer's hardware configuration supports.

12



Customising Windows XP

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 control hibernation, activate the Control Panel and
double-click the Power Options icon shown here.
}5 Then, in the displayed Power Options Properties
dialogue box, click the Hibernate tab. If the Hibernate
tab is unavailable, then this is because your computer
does not support this feature. If it does, make sure the Enable
hibernation box is checked, as shown in Fig. 1.18.

Power Options Properties

ey
Lo
Q“’ ‘When your computer hbermates. i stores whatever it has in

memory on your hard disk and then shuts down. When your
computer comes out of hibemation, & retuins to its previous state

Hibernate
Enable hbemation
Digk space for hibemation
Free disk space 2.215MB
Disk space requred to hbemate: 128 MB

o0k || Concel |

Fig. 1.18 The Power Options Properties Screen.

Next, click the Advance tab and select what you want under
Options, then click the down-arrow button against the When |
press the power button on my computer box and choose
what you want to happen from the drop-down options list
shown in Fig. 1.19.
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Customising Windows XP

Pawer Options Properties

Power Schemes | Advanced | Hibemats | LIPS

ﬁk‘, Select the power-saving settings you want to use

Options
[ Always show icon on the taskbar
Prompt for password when computer resumes from standby

Power buitons-

‘When | press the power button on my computes;
Shut down

:
i
I

Stand by
Hibemate

I 0K Cancel |

Fig. 1.19 The Power Button Options List.

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

Occasionally, hibernation causes some programs not to
work correctly. If you come across such program
misbehaviour, then simply restart Windows which resolves
such problems.

If you decide that you do not want your system to hibernate,
just go through the procedure described above and remove the
check mark from the selected option in the Power Options
Properties screen of Fig. 1.18. Finally, click the Power
Schemes tab, and select ‘never for the time the System
hibernates.
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Customising Windows XP 1

Changing the Logon/Logoff Settings

To change the way you log on to your computer, double-click

2 User Accounts

B e scowaks
&) user st topen
B weditng wors

81 the User Accounts icon, shown here, in the Control
wenons|  Panel, to display the screen shown in Fig. 1.20.

¥ Yoy Accounts

Pickatask..
W R
F., Logots 2 bmom apickrs

S R

b

or pick an account to change

1R Mol

B R A

Fig. 1.20 The User Accounts Dialogue Box.

Next, click the Change the way users log on or off to display
the screen shown in Fig. 1.21 below.

Setactlogon and ingetf options

By g For added

Fig. 1.21 Sefecting the Logon and Logoff Options.
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Customising Windows XP

In the displayed dialogue box (Fig. 1.21) remove the check
mark from the Use the Welcome screen box, and click the
Apply Options button.

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. 1.22. In the User name box change the name of the
currently logged user to Administrator, type in the Password,
and click OK. If you have forgotten this password, please refer
to the ‘Note’ on the penultimate page of Chapter 9.

Log On to Windows

Uso) nane A
Passweord esssasse’

T T ot s Does. | | ot <
) (s pown | [ cotioos <

Fig. 1.22 The Log On to Windows Dialogue Box.

From now on, when you use the start, Shut Down option, you
will be given several different options for shutting down
Windows, as shown in Fig. 1.23. The currently logged user
appears as the first option.

Shut Down Windows

Hibarnate Help

T Al T =T

Fig. 1.23 The Shut Down Windows Dialogue Box.
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Windows Folders and Files

In the right-hand pane of the start menu you will find listed the
most frequently used folders in Windows, such as My
Documents, My Pictures, and My Music. The My
Documents window is shown open in Fig. 2.1 below.

#® My Documents
File Edt View Favortes Took Help

Qok - © - (F [ Oseach [ roders [~

Addrsss |E2) My Documents Y. Go

=13
&

: : A CFax LMy ¥ideos
File and Folder Tasks i_)Image Transfer .JRaoxio
& )My eBooks * desktop.ini
o Make 3 new Folder AMy Music = 1501_pvD.oni
(%) N e e 10 £2iMy Pictures {23 Moble Phone Book. pb
)My PSPB Fies % passport.pdf
kot Share this folder My Recerved Fies
v < >

Fig. 2.1 The Toolbar of a Windows Application.

To see the display exactly as it appears in
Fig. 2.1, you need to click the down arrow
against the Views button on the Toolbar and
select the List option from the drop-down
menu, as shown above. Try the different
display options available to you and see
which one you prefer,

Detais

Revange Teons by » Note that the above mentioned windows,
Choose Detais... as well as the My Computer, My Network
::;1 P Places, and Recycle Bin windows, have a

Toolbar with browser-style forwards and
Fig. 2.2 The View  backwards arrows similar to the Internet

Sl Explorer which is bundled with Windows
XP.
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Windows Folders and Files

As you can see from Fig. 2.1, Windows keeps, by default, the
My Pictures, and My Music folders within the My Documents
folder. In what follows, we will carry on with this structured
tradition, so that folders we create are also contained within the
My Documents folder. In this way, when you left-click My
Documents on the start menu, all the other folders will be
available to you.

The above folder structure makes it a lot easier to backup all
your valuable data by simply backing up the My Documents
folder, which will also backup all its sub-folders. It is possible,
of course, that you might have a partitioned hard disc (as we
do - see Fig. 2.3 - drives C: and D:), or more than one fixed
hard disc attached to your system in which you can keep your
data. Whether you have such additional discs or not, is not
important as the skills required to keep one organised can also
be applied to the others.

2 My Computer

Fie Edt View Favortes Tools Help o

W -3 ;:}Seych 4 Folders @.

Addrzss | i My Computer v Go
SRR Files stored on This Computer A
I System Tasks

&) View systen information u J

:.:1 Add or remoye prograns Shared Noel Kantaris's
3 change & setting Documents  Documents

— Hard Disk Drives
2 Other Places |

o

&g Wy Network Places ' e L
E L) My Documents | Local Disk (Ct) Local Disk (D)
¢y Shared Docunients

0 Corkrol Pans!
Devices with Removable Storage

Details \g \é

My Computer 3%Floppy DVD-RW Drive
(a) D)

System Folder

Fig. 2.3 The My Computer Window.
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My Computer

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

As we have seen on the previous page, left-clicking the My

... Computer icon on the start menu, gives you immediate

W visual access to all the disc drives in your computer, as

well as Shared Files and the logged user's Documents

folder. The My Computer window opens with the last settings
you selected, and a Web browser type toolbar.

To make the program function in a similar visual manner to
Windows Explorer, click the Folders icon on its Toolbar. To
see all the folders held on your computer's drive, click the
appropriate disc icon that holds Windows XP (in our case this
is Local Disc C:, yours could be different), as shown in Fig. 2.4.

Fie EM Vew Favorkes Tooks Hep
oo = 5 4 sexch Foders  [1])-
% e

i »~
- £l =7 7 B i< N ,.J ]
@ AppPatch assembly Cache Config Connection

- e § L ,J -1 I B ..3 J

5 st e - Oriver Cache  Forts

3 5 Program Fles

Fig. 2.4 The Contents of the WINDOWS Folder.

Note: If you select to open the WINDOWS folder that holds
Windows XP system files, as we have done above, the
message ‘This folder contains files that keep your system
working properly ..." appears in the right pane of the displayed
window. Left-clicking the View the entire contents of this
folder link allows you to have a look. But, as the warning tells
you, do not move, delete, or in any way change the content of
these folders or files - just look.
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To see the same display, but in hierarchical form, use the
View, Explorer Bar menu command and select the Folders
option, which displays a window similar to the one in Fig. 2.5.

™ WROOYS =
Fle E Vew Favortes Took Hebp &
e - L X G0 semn g poders | 1 Tl
Arkoss g EAWINDOWS %8s
x n *

e R R I I

§ g mcnwls :.:&nﬁ"' e v cusert o Program Fles

# 3 Internet Explorer ,

s@mueene | W W B 8 8 @ @

#* 1 lotus #6  Driver Cache Fonts Help me Java Mecka msagent
< > -

Fig. 2.5 The Contents of the Program Files Folder.

Folders are graphical devices, as shown here, similar to
directories in that they can contain files, other folders

U and also icons. To see a few files in the WINDOWS
folder, scroll down past all the folders.

Icon settings are easy
to change, not only
from the Views button

Folder Options

General (View | fh]jps Offine Fiez

Tasks

W (S Show common ks  oldrs on the toolbar, but also
EY USRS s from the View menu.

Browes fuidors _ _ However, to control

R o otk e some v | general settings, view

o options and edit the

r@ : files you view, use the

e Tools, Folder Options

15 Dondittie o e el o ) menu command, which

b opens  the Folder

o Options dialogue box
shown in Fig. 2.6.

| To see what program

[Cocn ) associations are valid
) - - on your system, click
Fig. 2.6 The Folder Options Dialogue Box. the File Types tab. This

opens the dialogue box

shown in Fig. 2.7 on the next page.

20



Windows Folders and Files

If you work your way down the list of Registered file types you
can see the association details in the lower half of the box. Our
example shows that a file with the .AU extension is a sound
file.

Folder Options

Registered file types
Estensions : Fie Types -~
HASP  ASPFie
@JASX  Windows Media Audio/Video shortout
P AL AU Foftat Sound
{)AUDI.. AudoCD
@IAavI Video Clip
GNBKF  Windows Backup File

AR Restcersonne Moo Eic

(_New ][ Do ]

o

Details for AU axtension
Opens with: Q%Wndows Media Plaper

Files with extension ‘ALI* are of type 'AU Format Sound”. To
change settings that affect all ‘AUl Format Sound' files, chek

Advanced
| Advanced

,.[. == .] ﬁc..;.( '|

Fig. 2.7 Program File Associations.

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

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

To create a new folder within, say My Documents, locate the
folder, left-click it to highlight it and either use the Make a new
folder entry on the Tasks pane (see Fig. 2.1), or the File, New
command in the hierarchical view and select Folder option, as
shown in Fig. 2.8 below.

& My Documents : ; @@]@
i_z

NN E 05 viowig 3 c koS JENT 00k SN EY) fowe
3 @ Shortcut o
g Microsoft AutoRoute European Map % Go
a Briefcase
@ Microsoft Word Document
Close 4§37 Lotus Word Pro 9 Document
a Puhsh this fol \Q] Microsoft Office Access Application
the web 3] Microsoft PowerPoint Presentation

ket Share this fold @ Paint Shop Pro Image
; 1) Microsoft Office Publisher Document

#  Other Places {6 jJoxtibecument

Q] Wave Sound
f (&) Desitop &9Y microsoft Excel Worksheet
¢ ) Shared Docum 1) Compressed (zipped) Folder ¥

Fig. 2.8 Creating 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 to the right.

Next, type a name, say, Photos, which replaces the default
name given to it by Windows. If this doesn’t happen, it must be
because you have clicked the left mouse button an extra time
which fixes the default name.

To rename a folder or a file, right-click the folder or file and
select the Rename option from the drop-down quick menu,
then type a different name to replace the existing one.

22



Windows Folders and Files

2

Searching for Files and Folders

To search for files, left-click the start menu and select the
Search option. This opens the Search Dialogue box, the left

L What do you want to search
b for?

| &3 Pictures, music, or video
| &3 Documents (word

processing, spreadshest,
etc.)

! ﬂw

| 3 comiUs orpeose
| @) Information in Help and
| Support Center
You may also want to.,,
4 Search the Internet
[} Change preferences

Fig. 2.9 Specifying Type of
Search.

Filename Convention

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

panel of which is shown in Fig. 2.9.
Next, click the All files and folders
entry in the Tasks pane (as shown
in Fig. 2.9).

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. 2.10.

. Search by any or all of the
criteria below.,

i Allor part of the file name:
P9 RO
A word or pherasa in the-flle:

PRt
What size is t7 -
More advanced options ¥

Fig. 2.10 Specifying the Item

NNEREEENER

and Drive for a Search.
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A filename can also include a file extension which is the
optional suffix following the period in a filename. Windows uses
this to identify the application program that created it. For
example, documents created with Microsoft Word have the
extension .doc added automatically to the saved file. In this
way Windows knows that this file was created by Microsoft
Word. Double-clicking such a filename causes Windows to
load Microsoft Word first then open the letter ready for any
changes you might want to make to it.

Below we list some of the popular filename extensions.

.bak a backup file

.exe an executable file

.hip a hypertext help file

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

rtf a rich text format file

.SYS a system file

tmp or .temp a temporary file

Axt a basic text file

.wav a waveform of a soundbite.

File Properties

To find out more about a particular
file, right-click it and select
Properties from the drop-down
menu to open the Properties
dialogue box, as shown in Fig.
2,11. Here, the full properties of T e =
the file are Iisted, inCluding its Sueondsk  R.0KB (2,78 byter)

name, type, location, size, etc. Cdod 0Pty 202, 12328

You can also change the file's | w= =eosmucoe
attributes, by making it, say, e
Read-only, to prevent accidental '
changes to its contents. The )
Properties dialogue box of some
types of files has an extra tab
which allows you to preview, or  Fig. 2.11 The Properties Box.
even play, their contents.
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Sending_; Folders and Files

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

- I Right-clicking selected folders,
et or files, will open the menu
g o0 shown in Fig. 2.12. Selecting the
e e Send To option opens the list of
e e N available destinations. In your
ol & tropto0uc e ) case these are bound to be
e St oo different, for example, DVD-RW
fel S | Drive (E:) option might not be
ah ] available to you.
Fig. 2.12 Sending Folders and
Files.

Selecting the 3%z Floppy
(A:) option will copy any =,

selected folders and files Nowl Kantark e
to a removable disc in the e e

(A) drive, as shown in |Simmees o=
Fig. 2'.13 by thg very Fig. 2.13 Copying Folders and Files.
decorative animated

window that appears while the process is being carried out.

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

To add a destination to the Send To menu, click the
Documents and Settings folder on the drive where Windows
XP is installed, then double-click the folder of a specific user.
Next, double-click the SendTo folder, use the File, New,
Shortcut command, and follow the instructions on your
screen. One useful application to add to the SendTo folder is
Notepad so that you can send text files to it, to see and maybe
edit them.
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Deleting Folders and Files

To delete or remove folders or files, first highlight them, and
then either select the Delete the selected items entry in the
Tasks pane, press the Del key on the keyboard, or press the
Delete button on the Toolbar, shown here, or use the
File, Delete command from the window menu bar. All of
these methods open the confirmation box which gives you

the chance to abort the operation by selecting No. Deleted
folders or files are sent to the Recycle Bin.

The Recycle Bin

To open the Recycle Bin, double-click its desktop icon, shown

;i here. The Recycle Bin window lists all the files, folders,
icons and shortcuts that have been deleted from fixed
drives since it was last emptied, as shown in Fig. 2.14.

LB

File Edit View Favorkes Tools Heip

J 7 Search g Folders @-
v ﬂ@

%W SRR I S A~ 1n)
Recycle Bin Tasks 2§ wlerittany.jpg

) Yosemite. jpg

2 Empty the Recvels Bin

E’ Hestors all tems

Fig. 2.14 The Recycle Bin Window.

Note: Windows keeps a record of the original locations of the
deleted items, so that it can restore them if necessary. To
restore specific files or folders from the Recycle Bin, first select
them then use the appropriate Tasks pane entry which
changes from the above to Restore the selected items (in the
hierarchical view, you will need to use the File sub-menu). This
will restore the selected files to the folder they were originally
in, even if you have deleted that folder. Pressing the Del
keyboard button, removes the selected items from the Recycle
Bin.
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To save disc space, every now and then, open the Recycle Bin
and delete unwanted folders or files. To delete all the files and
folders held in the Recycle Bin, click the Empty the Recycle
Bin entry in the Tasks pane.

Other Views in My Computer

It is perhaps worth looking at some additional views in My
Computer which greatly enhance its functionality. These are to
be found mainly in the View,

Explorer Bar menu options [l rovores Toos nep
shown in Fig. 2.15. ;ﬁs’; '
| Gobros ] s arE ]
P, e i
The Search View . =
Use this to display the Search | u.’ poosert
facility in the left pane of a My peeets Foiders
Computer window which is Areree Y Y, T oftheDay
identical in functionality to the | oo™,
start, Search command. | Refresh |
Fig. 2.15 The Explorer Bar
q . Options.
The Favorites View
Use this to display a list of favourite [ ... x
links in the left.pane of My Computer | @ au. & orgave..
window (Fig. 2.16). It allows you to add | z3rnenca s £
and organise useful URL addresses, or ks
access  various pre-set media | Z°°0
addresses on the Internet. To display | i aobe systems !
the same list left-click the Favorites gmtcowwm
H Amazon.com Associates
entry in the My Computer menu bar. e ek syt
"} Babani Books
. . 1 BBC NEWS News
The Media View ) Cor Tox Reforms
Use this to be connected to the gcc::::;m,
Internet (provided you have this facility) | & des.con-Home
and display the Web site

WindowsMedia.com in the left pane of
My Computer, as shown in Fig. 2.17.

?g 2.16 The Favorites
Pane.
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In this window click the Media Options down arrow at the
bottom of the screen to select which media you want to
connect to. For example, selecting Radio Guide displays a full
screen in the right pane of My Computer window, as shown
below.

Foatured Stations ¢ Vind Hore Salioos >
¥ & WindowsModia.com |0 OAGIeOM Bers edh (53h) $ rwme A sty g
Le mwytadiaccorm 7 WYY (50K) ¥ 7 K Sy ¥ ek
Toduy b —_Age b Classic fock
© Ortfusthadio,com (338) 5 P © Mewe ® Tulk
* radiclotDAE (330) ¥ b Altemiative Rock ¢ Editors P ..
» Utemete-201 ¥ #
, BartenPeta.com - Mg Rand Orginals and ¥ ST erer -
Hot Virtage Jass
+ ElasgicalMusichmence. com (386 ) b
L% MEN Radio - Classic Ana ¥
[+ sotange sem satsn ¥
£ 5 mosmankadio - Classic Mix ¥ [\g
b mEnnc ¥
| WK matioaal Bublie Radie L4
| °
£ econtly Playnd Stations o
i Lo
> | P

Fig. 2.17 The WindowsMedia.com Web Site.

If you are not connected to the Internet,
you can work off-line with files in My
Music or My Videos folder, as shown in
Fig. 2.18, by clicking the Go back to the
previous menu link on the displayed left
pane of the screen.

Selecting one of the radio stations and
clicking the Play button connects you to
it and opens up a separate Internet
Explorer window and the Media Player to
display information about the station and
provide a visual accompaniment to the Fig. 2.18 The Media
music. Window.

Mody Opliors

o‘ﬁa as L

However, unless you have a Broadband connection to the
internet, you will experience reception delays due to buffering
which is the process of sending a certain amount of information
to the computer before the content actually plays.
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The History View

Use this to display the History

facility in the left pane of My |...@

Computer window. It allows you to =0 .00

see which ‘pages’ were visited 2 wesks Ago

recently , as shown in Fig. 2.19. It | Zliastweek ]
includes files and folders on your | Elvenday . i
system, other computers connected | &Tuesdey

. B wednesday
to your system or sites on the Trodey

Internet. You can select to see z

today’s history or that of other £31 king (waw.king.org)

periods as shown at the top of the ) mailgS. onetel (mail0S.onetel..

d|sp|ay (%) mailzone. onetel (mailzone.on..
(58] My Computer

(] playlist, yahoo (playlist.yaho. ..
. (i3] tnt (www.tnt.com)

The FOIders Vlew ) webmail.registeredsite (web. ..
As we saw earlier (see page 20), EI P R,
clicking this option in the View, i 5 19The History Pane.
Explorer Bar menu, displays a

hierarchical 'system tree’ on the left panel of My Computer
window showing all the resources of your computer (see
Fig. 2.5), as well as those of a network you might be connected
to.

The system tree lists Objects which contain sub-folders with
a plus sign (+). Clicking a (+) sign, opens it up to reveal the
sub-folders beneath. When sub-folders are displayed, the (+)
sign changes to a minus sign (-), indicating that the parent
folder can be collapsed. This is shown in the example on page
20, Fig. 2.5, where the Program Files folder in the C: drive is
expanded.

The right-hand, or contents, pane is automatically displayed
when you select a folder from the tree. As with most Windows
XP system windows, you can change the format of the
information shown in the contents pane by clicking the Views
button on the Toolbar and selecting an appropriate option from
the drop-down menu.
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The Picture and Fax Viewer

New to Windows XP is the Picture and Fax Viewer. You can
use it to view, rotate, and perform basic tasks with all kinds of
image documents, including scanned pictures, downloaded
pictures from a digital camera, and fax documents, without
opening an image editing program. Such images can be
viewed as thumbnails or in a filmstrip, and fax documents can
be annotated.

To open the Picture and Fax Viewer, locate the picture you
want to view and double-click its filename. This displays your
picture in the Viewer, for us the stormy sea shown in Fig. 2.20
below.

< 5|

T2 Sad. i Wi A e amd f ox Vet

QO Y 2 ae mAUR S

Fig. 2.20 The Windows Picture and Fax Viewer.

Note the buttons at the bottom of the screen. You can use
these to navigate through your pictures folder, select the
viewing size, view the pictures in your folder as a slide show,
zoom in or out, rotate the image, and generally carry out
certain housekeeping functions, including the opening of the
picture in Microsoft Photo Editor so that you can edit it. The
precise function of these buttons is described in Fig. 2.21.
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Previous Image Zoom in Delete Copy To

Next image l Zoom Out l Print l Help
v v v v

OO el A7 an XaHE @

A
Best Fit : Close this program
est Fi Rotate Clockwise and open the image
Actual Size for editing

Start Slide Show Rotate Counterclockwise

Fig. 2.21 The Windows Picture and Fax Viewer Toolbar.

Clicking the Close this program and open the image for
editing button on the Windows Picture and Fax Viewer
Toolbar, displays the selected image ready for you to edit it.

The My Pictures Folder

In Fig. 2.22 below, we demonstrate some of these features by
displaying the My Pictures folder in My Computer as
Thumbnails. The other available viewing facilities are seen in
the View menu which is also open.

W C:\Documents and SettingsiNoat Kantar iy Documents\y Pictures
Y o Favorkes Tooks  Heo &

's.-mgvma-s -

fs\unl mn\m Do:un-ms\m Petures

Shed i Fod. B9 shed n garden. g Smokey Ligt. B9 Stonehenge.

B 19 and Foldes Vanks

g o cwwmacind
e

“25¢ the celin
B! ot

B b e ey
e by e Yor

Fig. 2.22 A Pictures Folder Displayed in Thumbnail View.
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Icons can be arranged by name, size, type, etc., from the View
menu, or can be previewed, rotated, set as desktop
background, or opened in a variety of imaging programs, from
a shortcut (right-click) menu, as shown in Fig. 2.23 below.

& CWocuments and Settings\WNoel KantarisWy DecumanisWy Piclures

Rotate Clockwse
Rotate Counter Clockwse:

Samera Or scanner
@ e B ke )
&) “noe: prinks cnina
il

fy Prexthe ptore

Set as Desktop Background

"% Corwert to Adobe POF

% Combine n Adobe Acrobat..
Open With 4
Scan weh Norton Antivrus

4 TN 1) oot oot oo P

%

b g
&) Tuvtad

Fir and Foddes Tasks

.giéw*g‘mz‘\ Py

3 Yene e e

@ e e e a 8 Desktop (create shortcut}
) Ssor b lie Copy £2) Orag-to-Drsc Drive (E) SN
] Rl b e o the Creats Shortcut i Ml Recpient
) bl e s Deiete My Documents
-t Rename
WK e i Th % 3% Foppy (4)
Hor Properoes 429 €O Orve (E:) *

Fig. 2.23 A Picture’s Shortcut Menu.

You can use this drop-down menu or the Pictures Tasks
menu, to select from a variety of options. For example, you can
view pictures as a slide show, set a selected picture as a
desktop background, print a selected picture, or copy selected
pictures to a CD. You can also carry out all the other functions
listed under the File and Folder Tasks.

One very useful facility is using the E-mail this file link from
the File and Folder Tasks menu. The same can be done from
the right-click Send To menu by selecting the Mail Recipient
option. Either of these options give you the choice to ‘make
your pictures smaller’ which automatically compresses pictures
to around 50 KB and automatically attaches them to a blank
e-mail, ready for you to type a few words before sending it.
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To see your pictures in another interesting display, use the
View, Filmstrip command. To get the full benefit of this view,
you need to increase the size of the displayed window to at
least % of the size of your screen. The result should look
similar to that in Fig. 2.24.

B ¢ \Wecuments and SellingsWoe! KantarisWly Documentsiby Pictures
Flo ER View Favorites Tooks Help

B+ de and Folder Yasis

W Feooms i He

i Mo tws i

i) Copy the e

& Pubha i o e
web

£ Cmai e s

¥ Ui s s

Other Places

£ 1 Ot
& Sared Porures
4 ™ Cooue

N 1y Mt 4y

Fig. 2.24 Pictures Displayed in Filmstrip View.

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

Note: If there are several people using the same computer,
then each person’s My Pictures folder is located in the drive
where Windows XP was installed (ours is in drive C:) as a
sub-folder to:

C:\Documents and Settings\User name\My Documents\My Pictures

If the folder is a shared folder then it will be found in:
C:\Documents and Settings\All Users\Documents\My Pictures
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Copying Files and Folders to a CD

New to Windows XP is the ability to copy files and 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, open My Computer and select the files
or folders you want to copy to the CD. Make sure that the
selected files and folders do not exceed the CD’s capacity
(normally 650 MB for a standard CD).

You can either use the Copy to CD option under the Picture
Tasks on the left pane of My Computer, or right-click your
selected pictures, choose the Send To entry from the
drop-down menu, and click the CD Drive option (see
Fig. 2.23).

Either action displays the | v'wm';**;"_“*;“m":;ﬂ
To see the fies now, chck thes balloon.

message shown in
Fig. 2.25 on the right end of
the Taskbar. Fig. 2.25 Message on Taskbar.

To see the files, which are held in a temporary area, before
they are copied to the CD, click the message balloon to display
a screen similar to that in Fig. 2.26.

Fle Edt View Favorkes Tools Help

‘t pseurd\ %’: Folders ?:j~

¥

f3dress [OFEY

VQGO

s@ 4 4 Kassos.pg

€D Writing Tasks 2B Mary Mother .bmp

& Meteora.bmp

(B winite thesn fles 1o O 18 voks.bmp

{. i Delete tampor ary files

Fig. 2.26 Files in Temporary Area Awaiting to be Burned onto a CD.

Now is the time to perhaps exclude some of these files (by
deleting them) before clicking the Write these files to CD
entry under the CD Writing Tasks panel.
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Compressing Files and Folders

Compressing files and folders allows you to greatly increase
the storage capacity of your discs with no extra hardware cost.
To use this much improved option in Windows XP, select the
file(s) and or folder which you want to compress in My
Computer, then right-click it and choose the Send To followed
by the Compressed (zipped) Folder options from the drop-
down menu shown in Fig. 2.27 below.

Fle Edt View Favorkes Tooks Heb #

1 hle and!oidec Tasks

a=

’«':l Scan with Norton Antivirus

W G Desitop (create shortcut)
Bl Copy b Drag-to-Disc Orive (E)
&) Creste Shortcut ek Mot Recpient
?:;-e £ My Documents
i ey ) 32 Floppy (A1)

-
4
o ™

Fig. 2.27 Sending a File to a Zipped Folder.

After momentarily displaying an information box to let you know
the action being carried out, Windows creates a new folder
which has the extension .zip, inside which you will find your
compressed file. Should you rename this zipped folder, you
must retain the .zip extension.

You can add other files and folders to a compressed folder
by dragging them onto it. Selected files are then compressed
one at time before they are moved into the folder, while the
contents of the dragged folders are also compressed.
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To find out the size (before and after compression) of an
individual file which might be one of many inside a zipped
folder, double-click the compressed folder to display its
contents, then right-click the required file and select
Properties from the drop-down menu to display a box similar
to the one shown in Fig. 2.28 below.

Compressed ftem Properties

Name: 002_wfindows Files and Folders.iwp
Type: Lotus Ward Pro 3 Document
Location: [archive Root Drectory)

Original Size: 10.905 KB

Date 08/07/2004 15:56

Arrgates

ZIP Informanios

CRC32: D748E5D5

index: 3

Compression Deflated %
P#ed Size 3.957KB

Fig. 2.28 Compressed File Properties.

As you can see, compressing the present chapter of this book
has reduced its size from nearly 11 MB to nearly 4 MB - quite a
saving on disc space.

You can open files and programs in a compressed folder by
double-clicking them. If a program requires .dll (dynamic link
library) or data files to run, then those files must first be
extracted. To extract compressed files and folders from a
zipped folder, either right-click the compressed folder and
select the Extract All option from the drop-down menu, or
open the compressed folder by double-clicking it, then select
Extract all files under the Folder Tasks.

This starts the Extraction Wizard in which you can specify
where you want these files and folders to be extracted to.
When you extract a file or folder it leaves a copy of it in the
Zipped folder.
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Moving Files and Settings_

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

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

To start the process, you will need to run the Files and
Settings Transfer Wizard on both your old and new machine.
To do this on your old machine, place the Windows XP
distribution CD in its CD-ROM drive and on the first installation
screen click the Perform additional tasks option to open the
screen in Fig. 2.29.

Yelcome to Microsoft Windows XP

i What do you want to do?
3 Cet up Remiote Desitep Cotinestion
St up & home or small oftice network
% Transter fles ang -mf.mss
9 Biowse ihis GO
Yiow the releass notes

% Bsch

Fig. 2.29 Selecting the Transfer Files and Settings Option
from the Windows XP Distribution CD.
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On that screen, click the Transfer files and settings option to
start the Wizard on your old machine.

To open the Files and Settings Transfer Wizard on your
new machine, use the start, All Programs, Accessories,
System Tools command, then click the Files and Settings
Transfer Wizard option. This opens the first screen of the
Wizard, as shown in Fig. 2.30.

Files and Settings Transfer Wizard

Welcome to the Files and Settings
Transfer Wizard

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

You can transfer settings for tntemet E xplorer and Qutiock
Express, as well as desktop and display settings, dial-up
connections, and other types of settings.

The best way to use this wizard for transferring files and ssttings
is to use either a diect cable connection or & network Lean
more about gonnechng vouwr computers

Please close any other programs before you continue

To continue. click Next

[ Next L&’ [ Cancel

Fig. 2.30 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 finish, go to the new computer with the newly
created disc, start the Wizard and complete the
transfer.
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In this chapter we will examine how you can change your PC's
settings for printers, keyboard, mouse, modem, scanner and
camera. We begin by using the start, Control Panel menu
command which (in the Classic view) displays the screen in
Fig. 3.1 below. From here you can control ail your peripherais.

# Control Paasi "—'lgg
fe Edt Vew Favorkes Took Hep 4

&3 ;3 " sewch y - Fodes 7T

& ¥ D W ¥ & W

Accessbity  Add Hardware Add or Administrative Date and Time Lesany Folder Cptons
{3 senechrc Coregury view Options Remov. Tools

,;:‘ ';‘""t, 9 >’ L2 ".‘ Q

Game Internet Jave Plug-n Keybowd Mad Modem
Options

Fonts
% £ q 15 . <
) @ o 1 s - ,:3
Mouse Network Phoneam Power Options  Printers and Rmdu\d Sconners and
Connections Faxes Language . Cameras
&
=

@ e ¥ 2 @ @&

Scheduled  Sound Effect  Sounds and Speech Symantec System Taskbar and
Tasks Manager  Audo Devices LiveUpdate Start Menu

&sx&"&“@ﬁm

User Accounts Wireless Lnk  Automatic  Network Setup  Security Wirsless
Updates weard Center Fvewd Network Set

Fig. 3.1 The Controt Panel Screen in Classic View.

Printers and Faxes

Doubie-ciicking the Printers and Faxes icon, shown

“u | here, displays the screen in Fig. 3.2 on the next page.

mmes s From here, you can add a printer, add a fax printer, or
check their configuration.
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*® Printers and Faxes
Fle Edt View Favorites Tools

»

Printer Tasks

£3] Add a printer o
& Install alocai fax [k !
5 prirker

Fig. 3.2 The Printers and Faxes Folder.

Adobe PDF  HP Laserdet hp photosmart  Microsoft
SfSM 7150 series  Office Dox...

Nearly 1,000 different printers are supported by Windows XP
so, hopefully, you shouldn't have too much trouble getting
yours to work. The printer and printing functions are included in
a single Printers and Faxes folder, which you can also open by
clicking its entry, shown to the left, in the
start menu. Our Printers and Faxes folder,
shown in Fig. 3.2 above, has several printers available for use,
and a list of Printer Tasks. Items in this list provide an easy
way of adding new printers, installing a local fax printer, and
when a printer is selected entries are added to configure
existing ones, and manage all your print jobs.

Windows XP, just like previous versions of Windows,
supports the following printer set-up methods:

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

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

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

Installing an additional printer (not connected to your system,
but available to you, say, at work) allows you to use the
additional fonts available to this printer (we will discuss fonts
shortly). Below we will step through the procedure of installing
such a printer to your system.

To start installation, click the Add a Printer entry in the
Printer Tasks list of the Printers and Faxes window, shown in
Fig. 3.2. This opens the Add Printers Wizard, which makes
the installation procedure very easy indeed. As with all
Wizards, you progress from screen to screen by clicking the
Next button. In the second Wizard screen, shown in Fig. 3.3,
click the Local printer attached to this computer option if
this is the case and the printer is connected to your computer.

Add Printer Wizard

Lacal or Network Printer Y
The wizaid needs to know wiuch type of printer to set up S

Select the option that describes the prnter you want to use
8y Local pnter attached (o Ihis computel

] Automatically defect and instal my Plug and Plag printer
€5 A netwark printer, or & pririter aftached to another computes

2 To 2ol up a netwark printar that 11 nol attached to a pont server,
\l/ us= the "Local prirter optian

[ <Back || _Net> n [ Cancel
- i

Fig. 3.3 The Second Screen of the Add Printer Wizard.

The first time you activate the Add Printer Wizard, and after
pressing the Next button on the screen of Fig. 3.3, the Wizard
scans your computer for installed Plug and Play printers and
updates its built-in database. If it doesn't find one, it assumes
that you want to install a printer manually and asks you to click
Next to proceed.
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On the next Wizard screen choose FILE: as the port you want
to use with the printer and select it from the displayed
extensive list, as shown in Fig. 3.4. If your printer is not on the
list, then either use the disc provided by the manufacturer of
your printer, or go to the Internet for an update on the list of
printers.

Add Primer Wizard

Install Printer Software )
The manufacturer and mode! determine which printer software to use R\-?

Select the menulacturer and modet of your prnter [ your prnter came with an nsialiation
§ disk chck Have Disk. if your prnter is not ksted, consull yous printer documentation for

-

compatible pinter software.
Marufactures | Printers »
arc 5 b deskm B16c
é::fm ’QHP DeskJet 820Cse
s e poiiar i,
&M we| | S HP Desiuet 830C/832C -
Hiboimn Aran iminm i aam.in enn

£F This dirver is digtally signed
Tell e win dhicsr tering iz gncotacd

<Book [ Net> 1] [ Corcal

Fig. 3.4 Using the Wizard to Manually Select a Printer.

Documents prepared with this printer selection, can then be
printed to file on, say a 3'%" floppy disc, or a re-writable CD
disc, and later printed out on the selected printer (even if it is
not connected to your computer and does not itself have
access to the particular application you are using). Later you
can copy that file to the selected printer from its attached PC
by issuing the simple command

COPY A:\Filename LPTl: /B

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

Note that the PC which is connected to the additional printer
does not even have to operate under Windows for you to print
your work, as the command is given at the Command prompt.
if the PC does operate under Windows XP, you will need to
use the start, All Programs, Accessories, Command
Prompt command, then issue the COPY command.
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Configuring your Printer
All configuration for a printer is consolidated onto a tabbed
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Fig. 3.5 The Object Menu.

property sheet that
is accessed from its
icon in the Printers
and Faxes folder.
Right-clicking a
printer icon opens
the object menu,
shown in Fig. 3.5,
which gives control
of the printer's
operation.

As a newly
installed printer is
automatically set as
the default printer,
you might want to

change this by selecting the printer connected to your PC and
clicking the Set as Default Printer option on the object menu.
If you click the Properties option, the window shown in Fig. 3.6

e

HP Laserdot 5/58 PostScript Properties

Location

Model HP Laseset 5/5M PostScipt
Features

Color No Paper avalable
Double-sided: No A
Staple: No
Speed: 12 ppm
Matarnum resokstion: 600 dpi
| Pribing Prefaronces | | Print Test Page |
ok ][ camel |

Fig. 3.6 The Printer Properties Window.

opens and lets you
control all the
printer's parameters,
such as the printer
port (or network
path), paper and
graphics options,
built-in  fonts, and
other device options
specific to the printer
model. All these
settings are fairly self
explanatory and as
they depend on your
printer type, we will
let you work them
out for yourself.
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Once you have installed and configured your printers in
Windows they are then available for all your application
programs to use. The correct printer is selected usually in one
of the application’s File menu options.

Managing Print Jobs

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

& HP LaserJet 5/5M PostScript

Printer Document View Help

Oocument Name Status Owner Pages Size

{m] Word Pro - 003_Controling Peripherals.wp  Printing Noel Kanteris 21 360 KBfS.91 MB
$ . : >
1 document{s) in queue

Fig. 3.7 The Print Queue Window.

As shown in Fig. 3.7, 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.
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Using Fonts

Fonts
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Fig. 3.8 The Fonts Window.

In this menu, we have chosen the
three options; Status Bar, List, and
Hide Variations.

To see an example of one of the
listed fonts, double-click its icon in
the Fonts window to display a
screen similar to the one shown in
Fig. 3.10 on the next page.

Double-clicking the Fonts icon in the Control Panel,
shown here, displays the screen in Fig. 3.8 shown
below.

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

To control what you
see on the Fonts
window, click View to
display the drop-down
menu, shown in
Fig. 3.9 below.

m» » :& I
Toolbars »
v Status Bar
Explorer Bar »

Large Icons

® List
List Fonts By Similarity
Details

v Hide variations (Bold, Italic, etc.)

Go To »
Refresh

J
Fig. 3.9 The View Sub-menu.
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Below we show the Symbol (OpenType) font in three different
sizes.

Symbol (OpenType)

penType Fort, Digitally Signed, TrueType Outiines
Typeface name: Symbol
File size' 68 KB

‘ersion: Version 1 60
Typeface @ The Monotype Corparation pk. Data © The Monotype Corporation pic/Type Solutions Inc
’:290-1992 All Rights Reserved =

1P SEGYMPKAUVOTOPSTVTOE WS
ABXAE®THISKAMNOII®OPETYCQEYZ

123456789....(:*!73)
e

12 9 1KSa®s Aome uy fLy c'm& oo’e{;&pﬂusssw'i R
8 Joykdowo Aowe uy Py onnive o Buaptl. 123456890

Lo Sayrdawo Lowme ny Py onmuv o Buaptl.

Fig. 3.10 Font Size Sample Window for a Selected Font.

The Symbol font, as you can see, contains an abundance of
Greek letters, while the Webdings and Wingdings Fonts
contain special graphic objects.

Installing New Fonts

New fonts can be installed by selecting the File, Install New
Font menu command in the Fonts

g =l 3] window, as shown in Fig. 3.11. This
Fie S opens the Add Fonts dialogue box in
: *{  which you have to specify the disc, folder

and file in which the font you want to
' ; "E( install resides.

Unwanted fonts can be removed by
first highlighting them in the Fonts
— window, then using the File, Delete
AT O command. A warning box is displayed.
%] Arial Narrow Bold
] Arial Narrow Bold Ttakc

) Arial Narrow Ttak
[t} Baskervile

[ Fig. 3.11 Installing New Fonts.
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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. 3.12 below.

% Printers and Faxes
Fie Edit View Favorites Tools Help

Qe - &) ¥ j}seach§ Folders  [T31]-

inters and Faxes

LE&

» Bdoco

\ 2 72 0 A
. Adobe PDF  HP LaserJet hp photosmart  Microsoft
(8] add a princer 5/5MPos... 7150 series  Office Doc...

W, Al ia

S Instal
Frint=t

Fig. 3.12 The Printers and Faxes Dialogue box.

This starts the Install Fax Wizard which might ask you to
insert the Windows XP distribution CD in the CD-ROM drive so
that required files can be copied. Once that is done and you
supply the information you want to be included in your faxes, a
Fax printer is installed in your Printers and Faxes folder, as
shown in Fig. 3.13 below.

% Printers and Faxes

File Edt View Favortes

Tools Help

Qe - 0 (F Osewh [ rodes [~

Address 2. Prnters and Faxes b Go
s o P L@ *
Printer Tasks AR \g V @ w
Fax HP LaserJet hp photosmart
(3] Acd a printer [y S/SMPos..  7i0series
&) send afax .
: )y
= y o
See Also A Microsoft
Office Doc..
(2] Troublsshoct rinting 3 »

Fig. 3.13 The New Fax lcon.
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The Fax Utility

You can use the Fax utility to fax a text document or graphic
image as easily as clicking the Print icon on an open
document in a Windows-based program. Fax supports
scanned graphic images and will automatically convert
graphics to the appropriate file format before you send them.

To send and receive faxes all you need is a fax device, such
as a fax modem - it must support fax capabilities, not just data
standards. As we saw in the previous section, installing a fax
printer driver is easy. You will have to go through the described
procedure as Windows XP does not install the fax printer driver
during Windows Setup. Once this is done, you can send faxes
from a local fax device attached to your computer, or with a
remote fax device connected to fax resources located on a
network.

If you have a fax device installed, [ raxconsoe
click start, then select All Programs, L4 Fox Cover Page Editor
Accessories, Communications, Fax 4] Send 2 Fax...

to display the available command T
options shown in Fig. 3.14. Fig. 3.14 The Fax Menu
Obtions.

Below we give a brief explanation of each fax command option.

The Fax Console: Displays incoming and outgoing faxes
and allows you to view and manage your faxes. Clicking
this option displays the screen shown in Fig. 3.15,

# Fax Console

o os
& f Fax (1} Start Ture 180  ColerID Pages  Sahus See . CSID
g Incorng
@ Outbox k
X3} Sent Ttems
For bielp, ross Ft T 1 Teom Ready = = = T

Fig. 3.15 The Fax Console Screen.
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The File menu options allow you to send a fax (it starts the
Send Fax Wizard asking you for the recipient’s name and
other details - you can use the information held in your
Address Book, and specify multiple recipients for the one
fax), receive a fax now, view, print, save and mail a fax.
While a fax is being sent, you can pause or resume its
transmission, restart or delete it. You can also import sent
or received faxes into the Fax Console.

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

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

The Tools menu options allow you to enter sender
information, create, open, copy or delete personal cover
pages, display the fax printer's status, start the Fax
Configuration Wizard, or display the fax properties and
monitor screens.

The Fax Cover Page Editor: Creates and edits cover
pages used when sending faxes. The editor allows you to
design a template (it also includes drawing facilities), to be
used each time you send a fax, as shown in Fig. 3.16
below.

B Cover Page - Fax Cover Page Editor
[Iabl \ o Messago » ELEITUT By 3N WK gt
e
§
2
0! BMRecpents Na .
cn
= I"ec' A Syl -
w

Fig. 3.16 The Fax Cover Page Editor.
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As demonstrated previously, you must use the insert menu
command to insert what you would like to appear on your
fax template, such as recipient's name and fax number,
sender's name, fax number, company, address and other
details - the field Note is where you type the body of your
fax. Inserted options can be moved to the desired position
on the plate (use the Ctril key to group together fields you
want to move together) and formatted accordingly. A simple
example is given in Fig. 3.17 below.

=)

To: {Recpent's Name} From: {Sender's Name}
Fax #: {Recplent's Fax #} Fax #: {Sender's Fax £}
Date/7im  {Date/Time Sent} Address: {Sender's Address}

Subject:  {Subject)

Phone #: {Sender's Office Telephane #}

Note: {Note}

Fig. 3.17 The Designed Cover Page.

The designed template (we hope yours is more imaginative
than ours) is saved in the My Documents\Personal
Coverpages folder with the .cov extension.

Send a Fax: Sends a fax that consists only of a cover
page. Clicking this menu option starts the Send Fax
Wizard. This facility should only be used for short
messages. If you want to fax a document you should use
your word processor and print the document to the Fax
printer.
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Receiving a Fax

If your computer is switched on and is attached to a fax device,
such as a fax modem, a fax sent to you is intercepted by
Windows XP which displays the Fax Monitor box shown in
Fig. 3.18 below.

® | ax Monitor

2
The call was antwered
The time elapsed i 0:11
Recamng fax
[Tk eep this dialog visble at all imes

[ Hde || Dissonnect | | Moe> |
Fig. 3.18 The Fax Monitor.

Once the transmission is complete, a warning message
appears on the right of the Taskbar, as shown in Fig. 3.19.

v

»QJ New fax received from Fax Message To
Click here to view the fax.

Fig. 3.19 The Fax Warning Message.

Clicking the Fax received icon on the Taskbar opens the Fax
Console, shown in Fig. 3.20 and displays the contents of its
Inbox.

== Fax Consols

Fie Zdt vew Tooks Hep
S w b s

Fig. 3.20 The Fax Console Screen.

Double-clicking an Inbox entry, opens the selected Fax in its
own window.
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The Keyboard

Double-clicking the Keyboard icon in the Control Panel,

Keyboord Properties

Speed Herdware

Chanocier tapeat

g Ropeat delay
Long 3_... Short
A Repeat 1ate

Slow *“* Fast

fickheand ol orriafavio e 5

Fig. 3.21 The Speed Keyboard
Properties.

Keyboasrd Properties

Speed Hardware

Usvce Frpeiten

Mandactiser [Standard keybowds)
Location phuggead o heyboard port

Device Stahu This devies i warking peopetly

o [ Coem |

Fig. 3.22 The Hardware Keyboard
Properties.

#. | shown here, displays the Keyboard Properties dialogue
word | DOX With its Speed tab selected, as shown in Fig. 3.21.

You can use this dialogue
box to adjust the amount
of time that passes before
a character begins to
repeat, and the speed at
which a character repeats,
when you hold down a
key, and also adjust the
speed at which the
insertion pointer blinks. All
these adjustments can be
carried out by dragging
the appropriate slider.

Clicking the Hardware
tab, opens the screen
shown in Fig. 3.22. Under
Devices, the name of the
keyboard is listed, and
under that the name of its
manufacturer. If the device
is not working properly,
click the Troubleshoot
button.

Clicking the Properties
dialogue box, opens a
two-tab dialogue box (not
shown here), in which you
can either use the
troubleshoot facility again,
or get information about
the device driver and
update it if necessary.
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The Mouse

To adjust or troubleshoot your mouse, click the Mouse button,
prey shown here, in the Control Panel, to open the multi-
\) tab Mouse Properties dialogue box shown in Fig. 3.23
Mse | below.

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 SHEE O

Q s ons -
between clicks when = el o fﬁ
you double-click the ofeind i ool \)
primary mouse button,
or lock the primary e i B g
button after a single e e A ey S0 S
click, so that you can Speed Siow o Fom |
select or drag items
. q Tickbock
without having to £ Tumon CickLock ey
continuously hold down e e e it
the mouse button. Click TR N
again to release
ClickLock. To change ok J[ coms ]

the time interval before
ClickLock takes effect,
click the Settings
button.

Fig. 3.23 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 held in the Cursors
folder.

Use the Pointer Options tab screen shown in Fig. 3.24 on
the next page, to make it more convenient for you to work with
the mouse.
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T —— )

§ Bdaatind 8 ol | Hadware
Mobon
Select a ponier speed:
Sow T
[} Enhance ponter precision
Snap To

_,d [J Automatically mave pointer to the defauk button n &
\\\ dhalog box

Visblity
f\é}“ {7] Display pointer trals

= &
Dsmmummnmwcrmm
(o o= -

Fig. 3.24 The Mouse Pointer Options Screen.

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. 3.25 in place of the

screen shown in Fig. 3.23.

Mouse Properties r? {8
Tagprg Goshses Others.
Butore | Parwers [ PorteOphrm  Qaeetson f  Hadwers

Suttorn lonie Cheh Spaad
LaEnmi A Test dooa
F EEe———

“ ﬁzﬂ!-‘m #’.
.-v-muNa‘u Sl ==
Sahbvore oy
Ao Serod =l '

(8l ]al s ot
Up Duston
{Up Scrol 3J Sl Furction
Do oo
I ool N 7"; g |
- Seltnge |
7 S it st ighe bustemn hurctorss of U510 mouse
O l ALPS
IS | I

Fig. 3.26 The Mouse Properties Screen.

Most of the options on
this dialogue box are
self-explanatory  and
similar to those shown
in Fig. 3.23 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. 3.25.
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Phone and Modem Options

in the Control Panel, shown here, displays the

L Double-clicking the Phone and Modem Options icon
e three-tab screen shown in Fig. 3.26 below.

Phone and Modem Options

Dialing Rules : Modems | Advanced

“ The list below displays the locations you have specified Select the
&v location from which you are dialing.

Locations
* Location Area Code
lolwTin ; 01209

[New. |[ Ea
o) (oo

Fig. 3.26 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. 3.26), then in
the displayed dialogue box, shown in Fig. 3.27 on the next
page, click the Properties button, which opens the Properties
dialogue box for the installed modem.
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Phane and Modem Options

e [ Remove m(ﬂs
(o [ coea ]

56K MDC Modem Properties Ewg;

<

Command Response

ATQOVIED Success

AT+GMM 56K MDC Modem
Ver3.00.04E %

AT+FCLASS=? 0.1.8

Driver Resouces Powes Management
General Modem . Diagnostics Advanced
Modem Intormation

Hardware ID PCAVEN_10334DEV_701 3SUBSYS_42011

Next, select the
Diagnostics tab and
click the Query Modem
button, as shown in
Fig. 3.28 below in
which we show the
action to be taken and
the result of this action.

If under ‘Response’ it
displays the word
‘success’ your modem
is working fine.

Fig. 3.27 The Modems Tab
Screen of the Phone and
Modem Options Screen.

=]
1B

uery Modem,

View log

C o ) (o)

Fig. 3.28 Performing a Diagnostic Test on your Modem.

56



Controlling Peripherals

3

Scanners and Cameras

Double-clicking the Scanners and Cameras icon in the

—— Control Panel, shown here, opens the Scanners and

} @ Cameras folder shown in Fig. 3.29. Plug and Play

Eﬁ'..“:.f“ Scanners and digital Cameras are detected by
- Windows XP when they are connected to your PC.

> Scanners and Cameras

Fle Edt View Favorites Tools Help i

Qﬁack M=~ ’ ’,/") Search Folders v

Adely rs and Cameras "§ Go
(e L T }? # @ Camtel USB PC Camera
Imaging Tasks e § 3 Hewlett-Packard ScanJet 6300C

A

Fig. 3.29 The Scanners and Cameras Folder.

Getting Pictures from a Scanner

After installation, you can start the Scanner Wizard by
right-clicking the scanner entry in the Scanners and Cameras
folder to display a shortcut menu,

R then click the appropriate option
o e using Scanner Wizerd for that device. In Fig. 3.30 we
o show the shortcut menu for our
Rename scanner.
Properties
If your scanner is not Plug and
Fig. 3.30 The Scanner Play, follow the instructions that
Shortcut Menu. came with that device. It is

possible, however, that you
might need to get the latest driver for your device which is
compatible with Windows XP.

To begin the scanning process, place the picture you want to
scan on your scanner’s glass plate, then select the Get picture
using Scanner Wizard option from the shortcut menu in
Fig. 3.30. This starts the Wizard and opens the dialogue box
shown in Fig. 3.31 on the next page.
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As you can see, in this instance we have three scanning
choices; colour, grey-scale, or black and white.

~ Scon using, Howlet! Pockard Scandet 63000

What do you want to scan?

Sedoct an opbion hotows los 1he type of pictiae you |
wiard lo scan.

:J (3) Color prote
il C Geayscate peture ;
_i_@] 7 Black and whie pohae o test
!_J ) Custorm Seitngs

You can aleo
Y : )

[mm:.\‘)[ Sean || Concet ]

Fig. 3.31 The Scanner Dialogue Box.

Clicking the Preview button will activate the scanner and a
preview of the object will appear on the right side of the
Scanner dialogue box, as shown in Fig. 3.32.

=~ Scannar and Camera Wizard

Choose Scanning Preferences .
Choose your scanning preferences, and then click Preview 1o see how your preferences affect B3 {
the picture

(%) Color pacture
) Gragecaia pchuae

]
_&LJ ©) Black and white picture o text
£

[ Peven_] =

coax ) vets ) [ Cowel )

Fig. 3.32 Cropping a Scanned Picture in Preview.
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In the picture preview in Fig. 3.32 on the previous page, we
also show how you can crop the size of the scanned image to
the required size of the picture by dragging the square handles
to the correct position.

Clicking the Next button displays additional Wizard screens
asking you to specify the name of the picture and where you
would like its file to be saved. As usual, you move through
successive Wizard screens by clicking the Next button, until
the penultimate screen where you are asked whether you
would like to ‘Publish the picture to a Web site’, ‘order prints
from a photo printing Web site’, or do ‘Nothing’ because you
have finished. Selecting the last option, saves your picture in
the specified folder, opens the folder and highlights its
filename.

Double-clicking the selected filename, displays your picture
in the Windows Picture and Fax Viewer, as shown in Fig.
3.33 - it looks better in colour!

the river, jpg Windows Pictire and fax Viewsr

QO HeR AF an x;qu:a

Fig. 3.33 A Scanned Picture in the Windows Picture and Fax Viewer.

Clicking the button pointed to at the bottom of the picture,
closes the Picture and Fax Viewer and opens the displayed
picture in the Microsoft Photo Editor where you can use your
editing skills to completely transform it.
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Getting Pictures from a Camera

If you have a digital camera, Windows usually detects it the
moment you plug it in and loads the appropriate driver for it.
Also, digital cameras are sold with their own software on CD,
on which you will find not only the correct driver for your
camera, but also other application programs that make it easy
to download pictures to your computer.

One of our cameras displays the three screens shown in
Fig. 3.34, in succession, when it is connected to the PC and is
switched on. It automatically finds the pictures in the camera,
copies them to the PC, and ends the process.

IMings Trunnter [~ %

imuge Tranutor " Imniie Trunstar

Mew Capgiog Finished.

[ Ganeer )

f Close .,J

Fig. 3.34 Image Transfer Software.

The pictures in our camera are downloaded to the folder we
specified in the Settings menu option of the software. To see
these pictures, navigate to the appropriate folder and use the
View, Filmstrip menu command.

In your case the downloading procedure will most likely be
different, unless you happen to have the same camera
supported by the same software as ours, but we expect it will
be just as easy.
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In this chapter we will examine how you can install or remove
programs and Windows components from your computer, how
to update Windows in order to keep your operating system
fine-tuned, how to use the Backup program to protect your
data, and how to schedule tasks to automate certain
processes.

Adding New Software to your PC

To add new Windows programs to your computer's hard disc,
use the start, Control Panel command, and click the
5 | Add or Remove Programs icon, shown here to the
S?}:m left. This examines your hard disc for installed

programs and displays its contents in a window similar

to the one shown in Fig. 4.1 below.

& Add or Remove Programs

1
Wi Currently nstaled programs: Sortby: Name L3
Chngeor | {434 56K MDC Modem #»
Remove
Programs
r’fi' Yo change this program or remave & from your computer, cick ChangefRemove. -W\;
Add bow @ ad-swace 6 personal Ses  L98MB
Programs ==
3 Adobe Acrobat 6.0 Standard Size  205.00MB
o~ & Adobe Reader 6.0 e 43.338
WJ 23 Advanced Windows Password Recovery See  370M8
Windows 1 ALPS Touch Pad Driver R Sze  1.20MB
Coorponents
3 Apple QuIkTme Installer e 0.76MB
@K {8} AT1 Dvsplay Drver
Set Program 3 Comtel USB PC Camera Sze  0.90MB
Access ond
Defaudts
“

Fig. 4.1 The Add or Remove Programs Screen.
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Next, click the Add New Programs button on the left pane of
the displayed dialogue box, which changes to the one shown in
Fig. 4.2,

¥ Add or Remoye Programs

3
Wi % Add & program from CD-ROM or floppy disk
ok To add a program from a CD-ROM or floppy disk, click CD or Floppy D or Flopoy |

Add programs from Microsoft
To 3dd new Windows features, device drivers, and system updates over the Incerner, cick [ o= 2"
‘0 Windows Update Midons pipdete 3

R

Fig. 4.2 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 turn 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

i ool o ool select the Run command
Coun | esstic ~ | which opens the Run dialogue
box shown in Fig. 4.3 and type
o pJl e Jloame. || in the Open text box the
command
Fig. 4.3 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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Adding/Removing Windows Features

The Add/Remove Windows Components icon in Fig. 4.1,
allows you to install or remove specific Windows components
at any time. Clicking this icon, opens the dialogue box shown in
Fig. 4.4. Next, highlight the group that you think will contain
what you want to add or remove, and click the Details button.

Windows Components Wizard @
‘Windows Components —
‘You can add of remove components of Windows XP. e

To add or emove & companent, cick the checkhiox. AWMMWW
m&nmuiuw T see what's inchuded # a companent, chick.

Component:

% B Acceinaios ad Lk L
1 {8 Fax Services 37M8
[ @ Indexng Service 00MB
' i Intermet Explover 00MB
KB vt Iofovmation Sanoes. 8L, ... . 25amMp ¥
Descaption: inchudes Windows Acossecnen and Libiies for yous computer,
Total dak space reguirad 201 M8 Dotads,
Space ayaksbie on dak BN
<ok J| Wew» | Cacdl |

Fig. 4.4 The Windows Components Wizard.

This examines your system and lists the components of the
chosen group, as shown in Fig. 4.5. 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.

Agcessories

T add o temove a componert. cick the chock bax A shaded box means that ony pwt
of the component will be inclallad To 182 wial's included in 3 component, chck Datals

Suboorponents of Accestones:

02 1™ Calcudaran 2

{iv! §3 Character Map 09MB

# # Cioboard Viewer 01MB
(¥ Y Desktop Wallpapet 03MB

& i) Document Templates 01Me

¥ X% Mouse Pomnters naMB

@ ¥ Paint = 04MB ¥

Dascnptiorr  Enables you to perform calcudations

Total disk space requied 00MB
Space avasable on sk 28394 MB

Fig. 4.5 The Accessories Dialogue Box.
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You will need to have the original Windows XP CD available,
and when you have made the selections you want, keep
clicking OK to carry out the required changes. It is easy to use
up too much hard disc space with Windows XP features, so
keep your eye on the Total disk space required entry.

Chan:ge or Remove Pr%rams

The Change or Remove Programs icon on the left pane of
the Add or Remove Programs dialogue box (Fig. 4.6) only
works for programs on your system that were specially written
for Windows and are listed in the displayed window.

To change or remove a listed application, highlight it, then
click the Change/Remove buttons to the right of the
highlighted area as shown in Fig. 4.6 below.

B Add ar Remove Programs

B Currenty nstalied programs: gort by: Name -
Chengeor i o s6k MOC Modem £
Remove
Programs | () Ad-awere 6 Personal Sze  1.998
[ Adobe Acrobat 6.0 Standard Sze  206.00M6
"‘b {4 Adobe Reader 6.0 See  43.3M8
Add New <o
Picgrems l} Advanced Windows Passwaord Recovery Size 3798
$5 ALPS Touch Pad Driver Size 1288
" 2 Agple GuickTime Instalier p
7
AddfRemove
geraows
Canponects To chirige e (g s o Famone & i e tingester
@ #3 ATt Dsplay Drver
Sstirogran 1 Comtel USBPC Camera See  0.90M0
'“L;?;:;ﬂ £23 DVD Decrypter (Remave Only) See  081ME
€ ovo shrink 3.1.7 See  0.70MB

Fig. 4.6 The Add or Remove Programs Screen.

A warning box will be displayed before a program is removed,
giving you the chance to change your mind. If you confirm your
decision to remove the highlighted program, a Wizard will start
and the program will be uninstalled.

Using this option removes all traces of the selected program
from your hard disc.
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Reinstalling a Program

If you attempt to reinstall an already installed program, by
either using the auto-run facility or any of the other two
methods discussed earlier, you will be given the chance to
either install additional features to the program, reinstall it
completely, or remove it from your hard disc. Obviously, not all
programs give you the same facilities. For example, in Fig. 4.7,
we show the first screen that displays if you attempt to reinstall
the Microsoft Works 2004 suite of programs.

% Microsoft Works Suite 2004 Setup

Wo
20 Works
Welcome backi

The Setup can heip you modify your installation of
Microsoft Works Sute 2004.

Remove Permanently removes Micrasoft Works Suite 2004
I——J programs from the computer.

Custom | Installs only the Microsoft Works Suite 2004 programs.
YOu want

Fig. 4.7 The Microsoft Works Welcome Screen.

As you can see, the program has detected a current
installation and displays the message Welcome back! The
facilities offered here are Add, Remove, or Custom.

The Windows Update Utility

An essential part of keeping your Windows system healthy and
up-to-date is the Update program. Microsoft provides fixes and
updates to Windows XP and its many other components on
their Web site. The Update program behaves differently for
pre- or post-Service Pack 2 installation.
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Update Utility Prior to Service Pack 2

To run the Windows Update Utility, click start, All Programs
and select the Windows Update option on the cascade menu.

When you first invoke the Update program you are asked to
connect to the Internet, if you are using a Dial-up Connection.
Once connection is established, the screen in Fig. 4.8 is
displayed.

3 Mictosoft Windows Update - Microwtt Lotecoet Explorst

| Wandnwes tpdatn Werldmidn

Weicome to Windows Update

Get the latest updates avalable For your computer's operating system, software, and hardware.

ww&aunmcMUMWMsmwamdwd&stduedm
or You.

e

. Note Windows Update does nat cobect any form of personally identifiable information from your
i computer.
4] 7~od our prvacy stakement

Fig. 4.8 The Windows Update Screen.

Clicking the Scan for updates link, starts the process by first
looking into your computer's configuration to see what your
system might need, before displaying the updates relevant to
your system. In our case the screen in Fig. 4.9 on the next
page was displayed. In your case the contents of this screen
will most certainly be different from ours. It all depends on
when you updated your system last time, and what you
selected to download from the site at the time.
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2 Mic tosott Windows Update - Microsalt latersit Dplarar

Pick updates to instail
‘Windows Update has found | atical updates for your computer
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.
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]
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Fig. 4.9 The Windows Updates List.

Using the above screen you can Review and install updates
you select from the displayed list, as shown in Fig. 4.10 below.

2 Microsott Windows Update  Miccasoft litermet Laplores
Floe EQ Yew Favortes Toos Heb

Om - O W @0 P fproote Pt & - Ga- @

8] 10 ive wedowscpdate sroslt. comfenidel s 2 5o B> L

Windows Update

it WRebisn pdwte: inidmiibe

Wandows Update Total Selected Updates

Review and install your selected updates
Reviow the list of kems you have chosen to download and install on your computer, You con
remove any Rem you dont want.

O wenoen
E1 Ak onastes to netes

O Lritsad Updates {1}
£ windows XP (8}
me'ﬂf)

Inatall Now Total: 1 = 2.8 M8, 13 mtes

Fig. 4.10 The Windows Updates List.

World Radio Histor
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Update Utility with Service Pack 2

If you have installed Service Pack 2, invoking Windows
Update, displays the screen in Fig. 4.11

3 Micromiy Windaws Update  Wicrasalt Intarnet Eapinrer
FHo Edt Wew Favortes Tools Ml

Qw0 RAG Swm oo @ 355 AU B

soves i nemips e moosoh Lamiconns

v D= " s it o | @)

Itﬁ"w"l"‘ ) Raorh MoTaan com fue

+ Wishown, tipdite

Home Windows Femily  Windows Cetalag  Office Family

Terned 08,

Qs fptians

(3 vers vt tetire Your computer n: ek to recenve.
sasnes et the fatost updates avalable for your computer’s cperating system, softwares, and  38CUrRy B kel updetes
2 Rarchware. Windows Updat scans your Compuer to see what updates o reured  SACmeKely
: e e and provdes you wkh 3 kst of updates tadored st for you o
L deinis e conee: {‘:7
{1 v oz oo
L) Fesqorrsiy mwdt Enpress Instad (fec oomsemded)i tag FTarey LDORES Fr Soue Coroutn M e
amtions Choote thes for the Fastest uodating. Quidkdy scan for, downioad, and nstad only
the crical and security updates yous computer needs. Wk S0 o B3 vove 1 ervcre
that 7 gat e e Facr 2%
£ Crstom Instatt 1 Pty and ten Lt es tae SuE Compxtn
Qmﬁel’l’lﬂk.\’wm crical, and seCUty Updates YOr Computer — e
choosa from o the updates on the site, and review updates before
LS PR S8 Laran

1©2004 Mcrosoft Corporaton. Abnghts reserved. Lo (e - #emy ¥

) O Sl T AT B

Fig. 4.11 The Windows Update Screen under Service Pack 2.

Note that in this case, Automatic Updates is turned ON. This
has been configured either by clicking the Automatic Updates
icon in Control Panel,

shown here’ or Automatic Updates
% by clicking the ‘ Help protect your PE: tum on Automatic Updates
Auomatic N A b
== | link pointed to

in Fig_ 4'1 1 WL AlRometi: LDast s, Winioms < routnaty deo for the laecest

oot upciates For your comouter, snd sl them atometcaly. These
above. Either of these

\poates can ndude seCurty Updstes, ORXS UGS, S0 Service D09,
why sl §achadde Suto0al Wedataa!
actions opens the

dialogue  box in e e
Fig. 4.12 in which you
can set the day and I it collctnthl b e 0 orRfy Y o om0

time for the Automatic s
Updates. o _p. ] [viors Optine. | (5ot tp tate

Fig. 4.12 The Automatic Updates Box.
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The Administrative Tools

Double-clicking the Administrative Tools icon in the Control

%

Tooks

P Adwministathen Took

Fis Edt Vew Fovorkes Toos Help

O

& sewen 0 vien [T0-

Tools Folder.

Fig. 4.13 The Administrative

Panel, opens the folder, shown in Fig. 4.13, which

el Provides shortcuts to certain Management tools and
services.

For example, Component
Services provides access to
Management Services which
host administrative tools that
you can use to administer
networks, PCs, services, and
other system components;
while Computer Manage-
ment provides access to a
collection of administrative
tools that you can use to

manage a single local or remote PC.

Clicking the System Monitor shortcut displays a colourful
screen which shows the detailed monitoring of the operating
system resources, as shown in Fig. 4.14.

1‘:,.1 Performance

PP e Ak Vew Fovortes Window Heb

T QYO Q@ tXe ReE On @

= @l Pecformance Logs and Alerts |
4 Counter Logs "
bl Trace Logs {
[#] Alerts

100

43539 Mnmum 0.000

Fig. 4.14 The System Performance Monitoring Screen.
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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 to)
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 PC.

Making a Backup

We will step through the procedure of backing up, and then
restoring, a selection of files. You should then be happy to
carry on by yourself. Using the start, All Programs,

& Accessories, System Tools, cascade menu

command and clicking the Backup icon, shown here,

starts the Backup or Restore Wizard, as shown in
Fig. 4.15 on the next page.
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Backup or Restore Wizard @

Welcome to the Backup or
Restore Wizard

This wizard helps you back up or restote the files and
settings on your computer

If you prefer, you can switch to Advanced Mode to change the
settings used for backup or restote%his option is recommended
for advanced users only.

Always start in wizard mode

To continue, click Next

L Next > _J I Cancel

Fig. 4.15 The Windows XP Professional Backup Welcome Screen.

Note the Advanced Mode link pointed to in Fig. 4.15 above.
Clicking on this link allows you to schedule backups. We will
look at this facility later.

The backup procedure can be carried out on a tape, a floppy
disc, or a removable disc. Clicking the Next button displays the
second Wizard screen where we chose to Back up files and
settings, and in the third Wizard screen we selected the Let
me choose what to back up option. In the fourth Wizard
screen, shown in Fig. 4.16 on the next page, we selected the
My Documents folder by clicking the + sign to open its
structure in the left-hand pane, then double-clicking the My
Pictures folder to check it.
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Backup or Restore Wizard

Itoms to Back Up
You can back up any combination of drives, folders, or fles

B e

i box next to any drive, foider, o file that you want to back up

Items to back up

= B MyDocuments & | Name Tope A
# [0 Fax B £ Bhue hikspg JPEG Image
u? D"—) Image Transfe “ _!gBoal nfiver.ipg JPEG Image
% 1) My eBocks B ¥ Biitony.pg JPEG Image

. 9§ ::meu B Eytheivepg  JFEG imsge
4 D_) My PSPB Fies B #jCWnCoudsipg  JPEG Image

. Desktop ini Conhgurato
% [Ji_3 MyReceved B ; )

# ()i MyVideos ¥ | B4 i Disgonal Sandipg  JPEG Image X
< RN B >

[ «Back nm>%j[ Cancel |

Fig. 4.16 Selecting items to Back Up.

To select, or deselect,
individual files, tick in their
boxes in the right-hand
pane, as shown above,
and press the Next button.

. — = .

5 — The Backup Wizard asks
Label My Pictures bkl created 11/07/2004 ot 1805

i you to select what and

{Backing up ties trom your computer g .

=T where to back up, give a

o N1 L LU -—'| name to your back-up file

e e that means something to

: IEERERE T - s

: 145 you in the future, gives
Processng (A iy Documentsby PetresWioisbes | |y g summary of what is

i Pootrad ) famaet | intended, and lets you
2 15 i

- —_*7—5 -~ =1 start the process. The
e LT A8 window shown in

Fig. 4.17, keeps you
informed  during the
backing up process.

Fig. 4.17 Backing Up Process.
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Backup Types

By default, during our demonstration, we have created a
‘Normal’ backup of the selected files. To see what other types
of backup exist, first return to the opening screen of the
Backup or Restore Wizard, then click the Advanced Mode
link to display the screen in Fig. 4.18.

2. Backng Utifity - [Untitled]

Backup Wizard (Advanced}

>

Restore Wizeed {Advanced}

Welcome to the Backup Utility Advanced Mode
1 you prefer, pou can switch to Wigad Mods to use amplfied settings for backup o restore

_—é The Backup wezard helps you croale o backup of yous programs and fles

;-é The Reclore wizard helps jou testors you deta iom & backup
<

Automated System Recovery Wizaed
ﬂ The ASR Prepassbion wizard helps you craate 8 two-part backup of your syatem. & foppy disk that hes
o your system seitnge. and other media that containe a backip of yous local system partiton

Fig. 4.18 The Advanced Backup Utility.

Next, use the Tools, Options command to open the Options

Thes page allows you to select a default backup type Which options
you select here depend on how olten you back up. how quickly you
want to restore, and how much storage space you have

Defauk Backup Type.

dialogue box shown in
Fig. 4.19.

The Backup utility
supports five methods of
backing up data on your
computer or network.
These are listed on the
next page.

Fig. 4.19 Selecting
the Backup Type.
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Normal Backup

Copy Backup

Differential Backup

Incremental Backup

Daily Backup

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

Copies all selected files but does not
mark them as having been backed up.
Copying is useful if you want to back
up files between normal and 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 on the day the daily
backup is performed. The backed-up
files are not marked as having been
backed up.
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If the data files you are backing up are not very large in size,
then using a normal backup is the easiest method. The backup
set is stored on one disc or tape and restoring data from it is
very easy.

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

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

Restoring your Files

To restore files that have been previously backed up, place the
first disc of the set in the disc drive, activate the Backup or
Restore Wizard and on the second Wizard screen click the
Restore radio button followed by Next. Again, click the + sign
to open the file structure in the left-hand pane of the Restore
window, as shown in Fig. 4.20. In this way you can choose to
restore individual components of the backup set.

Backup or Restore Wizard &.
What to Restore
You can festore any combination of drives, folders, ot files @

173 Double chck an ilem on the fefl t see its contents. Then seiect the
ﬁ!‘i check box next to any dive. lolder. o fle that you went Lo testate

BTW!;7
Iteens to restore
& Ligy) Fie A | Name ~
5 @ My Pictures.bkf created 11/07/2004 2 18 2 2 Blue hits pg o
& a@ 8 . ] ._ﬁﬂﬂodnwel"pg
& QQ Docunents ar-d.Settngs B = Bitanying
& BALD Noel Kertaris B T8y the rveripg
& £3E3 My Documents & o CHin .
o T Clouds.
[ Pt & M Doskiop

% | B3 [T Disgonal Send ipg o
<

< ¥ ¥

[_<Book J[_New> 1 [ Concat ]

g
Fig. 4.20 Selecting the Backup Set to Restore.
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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. 4.21.

Backup ot Restare Wizard

How to Restore
‘You can choose how you want to festore fles that are akeady on your computer 1 -'__

\Wher restoring Hies that sirsady ess! on your computer

0 Loaye enstng fios Racommended|

) Replace ssistng fles § they ate cider than the backuo fikes
) Feploce martng fes $

| < Back ][ No-n]‘tmj

Fig. 4.21 Selecting How to Restore.

A good choice would
be to select the option

) & \:‘ to ‘Replace the file on
g

disk only if it is older
than the backup copy'.

DR € ! After making an
et My Picures bk created 11/07/2004 & 1827 appropriate  selection
S Restoing lles foyou compuder.. on file replacement and
Pogesr  [iRREERE — file security, pressing

p— Exmated iemaning the  Finish  button

Tive RETeT I | i : causes the Wizard to
e start the restore

' LAt process, as shown in
Fies B[ 5| Fig. 4.22.
Byes s ez Hopefully you should
: " by now be completely
Fig. 4.22 The Restore Progress Screen. sold on the Backup
utility.
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Scheduled Tasks

Using the start, All Programs, Accessories, System Tools,
cascade menu command and clicking the Schedule
Tasks icon, shown here, displays the screen shown in
Fig. 4.23 below.

The Scheduled Tasks
window allows you to
carry out several
Windows XP house-
keeping tasks, such as
data backup, or disc
cleanup, at times
convenient to you.

v

St = If you are running
Fig. 4.23 The Scheduled Tasks Window. other programs, such
as Norton AntiVirus in
our case, an entry for that program also appears in the
Scheduled window (Fig. 4.23).

To add a scheduled Windows XP 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. 4.24 below:

Scheduled Task Wizard

Click. the program you want Windows 1o run.
To ses mote programs, chck Brovese.

aton i Version J'\
13 AudioCentral 1.1.274
¥ AvRack 1500
5.1.2600.0 (x
K& Backup Image Browses 20.1.303
& Birdes 008 000,000
{ ) Calculator 5.1.2600.0 (x
]fa hae nabas M s R12CONN .
Browse |

< Back Nest > Cancel

Fig. 4.24 The Second Scheduled Task Wizard Screen.
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On this screen (Fig. 4.24), select the task to be scheduled then
click the Next button to display:

Scheduled Task Wizard "_K”l

Typa & name for this task.  The task rame can be
the came nome as the program name
[Backer
Perfermn this task

 Day

v Weekly

7 Monthly

7 One time only

" \When my computer starts

 When | lbgon

cBack || Next | Cancel
<Back ] | Cencel |

Fig. 4.25 The Third Scheduled Task Wizard Screen.

On this screen (Fig. 4.25) you are asked to specify the
frequency at which you would like the selected task to be
performed (we selected weekly in our example). Having done
so, press the Next button to display the fourth Wizard screen,
shown in Fig. 4.26, where you are asked to specify when you
want the selected task to be carried out.

Scheduled Task Wizard 'Z]

Select the time and day you want this task 1o start
Start time.

[1500 B
Evey 1 E e

Select the day{s) of the week beiow

™ Monday ™ Thursday

I Tuesday ™ Friday

™ Wednesday |7 Satuday
¥ Sunday

[ <Bax | Nmn%] chm J

Fig. 4.26 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. 4.27 below.

Scheduled Task Wizard

Entes the name and password of 2 user. The task wil
un as i it were started by that user.

Enter the usernome:  |HOME -PC\Noel Kantaris
Enter the password: i"

Confum password ™™
I a password is not entered. scheduled tasks might
not jun

< Back I Nem)éi Cancel i

Fig. 4.27 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), as shown in
Fig. 4.28.

: % CAWINDOWS Tasks\Backupiob

| Rux {C WINDOWS \system32\ntbackip exe

s |
Start o [CAWINDOWS\system32 I= a2
Comments. i

H
i
i

Run as {NDELS-HOME PC\Noel Ka Set password.. 3

¥ Enabled [scheduled task runs at specihed time)
L‘m i Eansl
Fig. 4.28 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 showing the same
time as your watch, otherwise you might get some unexpected
surprises!

The newly created scheduled task now appears in the
Scheduled Tasks window, as shown in Fig. 4.29 below.

& Scheduled Tasks r:!@lﬁ_a
Fle Edt View Favortes Tools Advanced Heb &

Folders  [T77]~

v Go
LR Add Schadiiad Tash
&Low Battery Alarm Program
a’Norton AntiVirus - Scan my computer

, : St ec NetDetect
t O cowolpans B:c":;
ad My Documents
Y Shared Documents
xj My Network Places :
-

Fig. 4.29 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. 4.27,
shown on the previous page, in which you can make changes
to the selected ‘Task’, its ‘Schedule’, and its ‘Settings’.
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Adding Hardware to your System

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

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

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

If the new hardware is not recognised, start the Wizard by
double-clicking the Add New Hardware icon in the Control
Panel, shown here, and follow the instructions. The

= Wizard searches your system for anything new,

rMivede | which takes a few seconds to complete. Then, if the

new hardware is not recognised, a list of the

installed hardware is displayed and you are asked to specify
the type of new hardware.

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

The first thing that the Disk Cleanup utility does after

Select Drive

Selact the dove you want to clean up
Deives:

o ] [ e ]

- (C) v

Fig. 5.1 Selecting a Drive.

activation, whether from the Scheduled Tasks or by
\‘ clicking its icon, shown here, in the start, All

Programs, Accessories, System Tools menu, is to
ask you to select the drive you want to clean up, as

shown in Fig. 5.1. 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. 5.2 below.

- Disk Cleanup for (C:)

Descripton

Disk Cleanup | More Options

You can use Disk Cleanup to lree up 10 2.616.984 KB of disk

'«J spaceon (C)
Fies to delsle
[ = Wu:a&--: Fogranm 'viez ; (LR ~
i [V] ) Temporasy Intemet Files 47.253KB
| [138 Offine Web Pages 3KB
[¥] ¥ Microsoft Enor Reporting Temporary Files 1KB
[ 23 Office Setup Fies 279532K &

Total amount of disk space you gain

Downloaded Program Files are ActiveX conlrols and Java applets
downloaded automatically from the intemet when vou view certan
pages They are temporarly stered n the Downloaded Program
Files foldes on your hard disk.

47.253%8

Cogy

Fig. 5.2 Files Found by Cleanup.

As you can see, in our case, we could free 47,253 KB of disc
space by simply deleting the Temporary Internet Files (Web
pages stored on your 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.
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De-fragmenting your Hard Discs

The Disk Defragmenter can also be scheduled to optimise a
_ hard disc by rearranging the data on it to eliminate
% ; :

ﬁ. unused spaces, which speeds up access to the disc by
Windows operations. You can also activate this utility
by clicking its icon, shown here, in the start, All Programs,
Accessories, System Tools menu.

You don't need to exit a running application before starting
the Disk Defragmenter. Once activated, choose which drive to
de-fragment and you can do so in the background while
working by minimising the utility onto the Task bar. On the
other hand, you can watch the process of the operation.

For example, having selected a drive and clicked the
Analyze button, you will be told whether de-fragmentation is
needed or not. Next, clicking the Defragment button, starts the
process which is shown in Fig. 5.3 below.

% Disk Defragmenter

U ML

MW 1T r

I Fragmented fies I Contiguous fes BB Unemoveble Hes  [[] Free space

Fig. 5.3 De-fragmentation in Progress.

On your screen you can see which files are fragmented (shown
in red) and which files are not fragmented (shown in blue),
while free space is shown in white. For large drives this
process can take a long time, so make time for it!
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Scanning a Hard Disc for Errors

Windows XP incorporates a utility that can check the integrity
of your hard disc, and if it finds any errors, it can attempt to
repair them. To start this utility, click My Computer then in the
displayed screen right-click the drive you want to check, select
Properties from the drop-down menu and click the Tools tab
to display the screen in Fig. 5.4.

Local Disk {C:] Properties

Enorshechng - -

Al This option wil check the volume for
»  efTONs.

[Thecb Now.
8y

Defragmentation
&: This option will defragment files on the volume

| Defragment Now

Backup
@ This option wel back up fies on the vokume {

| Backup Now.

oK [ Capel |

Fig. 5.4 The Disk Properties Screen.

As you can see, you have three choices; Check Now for disc
errors, Defragment Now, or Backup Now. The last option is
not available in the Windows XP Home edition.

Before you can start scanning your selected drive for errors,
all running programs and applications on that drive must be
closed. If you start this utility while a program on that drive is
running, you will be informed of the fact in a warning box. If
your disc or disc partition is formatted as NTFS (see next
section), Windows automatically logs all file transactions,
replaces bad clusters, and stores copies of key information for
all files on the NTFS disc or disc partition.
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Drive Conversion to NTFS

If you did not choose to convert your Windows XP drive from
the FAT file system to the NTFS file system during installation,
you can do so at any time. However, before doing so, you must
consider the various advantages and disadvantages
associated with such a conversion.

» Do not convert your Windows XP drive to the NTFS file
system if you intend to retain your Windows 95/98/Me
installation, and you want to exchange document files
between the two systems (in both directions).

» Convert to NTFS if you want to get better file security,
including the Encrypting File System (EFS) which
protects data on your hard drive by encrypting each file
with a randomly generated key.

* Convert to NTFS if you want better disc compression
and better support for large hard discs.

*» Convert to NTFS if you have a large hard drive and
don’t want its performance to degrade as it does with
the FAT or FAT32 system.

Finally, from an NTFS partition you can browse, read and write
to files on the FAT or FAT32 partitions, but Windows 95/98/Me
cannot detect the NTFS partition, so it cannot interfere with its
settings. However, the conversion to NTFS is one-way,
therefore, you will not be able to convert back to FAT or
FAT32.

To convert your Windows XP FAT or FAT32 drive to NTFS,
click on Start then select All Programs, Accessories,
Command Prompt option, then type the following commands
in two lines, pressing the Enter key at the end of each line, as
shown in Fig. 5.5 below.

LB o

»!l Convert C:/fs:ntfs

Command Prompt

Fig. 5.5 Command Prompt.
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System Restore

The System Restore sheet of the System Properties screen,
allows you to turn off System Restore (not advisable) or
change the drive settings or the amount of disc space available
to System Restore on a selected drive.

If things go really wrong, System Restore can be used to
return your PC to the last date it was working properly. Every
time you start to install a new program, Windows XP takes a
snapshot of your system prior to starting the new installation.
Alternatively, you can force Windows to take a snapshot any
time you choose.

To examine the System Restore utility, click the System
Restore icon, shown here, in the start, All Programs,
ii Accessories, System Tools menu. This opens the
Welcome to System Restore screen shown in Fig. 5.6.

¥ System Restore

Welcome to System Restore

You can use System Restore to undo harmiul changes to
your computer and restore its settings and performance.
System Restore retuns your computer to an earler tme:
(called a restore point) without causing you to lose recont

such as saved documents, e-mad, or hestory and
Favorkes bsts.

To begin, select the task that you want to perform:

@ Smstore my comosker to an earler tme
{) Crgate arestore pont ¢
£ Undo my last restoration

Any changes that System Restore makes to your computer
are completely reversbie.

Your computer automatically crestes restore ponts (called
system checkpaints), but you can also use System Restore
to create your own restore paints. This 15 useful f you are
about to make a major change to yous system, such as
instaling & new program or changing your regstry

|
I
I
|
Sysdem Restore Settingg ‘

To continue, select an option, and then cick Next [Coert> ) [Cooncal )

Fig. 5.6 The Welcome to System Restore Screen.

As you can see, you can select to Restore your computer to an
earlier time, or create a Restore point.
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As an example, we chose the Restore my computer to an
earlier time option, then clicked the Next button. This displays
a further screen, as shown in Fig. 5.7 below.

¥ Systom Restore

Select a Restore Point

The followsng calendar displays n bold ol of the dates that have restore pomts avaiable. The list displays the
restore ponts that are avadlable for the selected date.

Possible types of restore pomts are: system checkpoints (scheduled restore pomts created by your computer),
manual restore pomts (restore points created by you), and nstallaion restore pomts (automatic restore points
created when certain programs are instaled).

1. On this calendar, ciick a bold date. 2. On this list, click a restore point.

E 5
[ Mo | tioe [wed] the [ #11 | 5a¢ [ sen !
| 1] 2| 3| | Tere oenorestore ponks crested yet for thes day. To |
: pick another day and restore point,
s| s 71 8 9 10 u and then try agan
12| 13| 14 16| 17
ol 21 22 2| 25
6| 27| n 29 . 31 ]
| ]A,

e pack H_mﬂx_s&l

Fig. 5.7 Selecting a System Restore Point.

The dates shown in bold in the calendar are Restore points
created by Windows XP. The three possible types of Restore
points are:

» System Restore points created by your computer

* Manual Restore points created by you

» Restore points automatically created prior to installing
certain programs.

If you select to create a Manual Restore point, Windows XP
asks you to give a description of this Restore point so that you
can identify it easily at a later stage, as shown in Fig. 5.8 on
the next page.
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T System Restore

Create a Restore Point

Your computer sutomatically craates restare ports at reguiarty scheduled times or before certan programs are
. However, YOu can use System Restore to create your Own restore points & times other than those
schoduled by your compager.

Tyoe & descrpbon For your restare ponk in the Followsng text box. Ensure that you choose a description that ks
8asy to identify in case you need to restore your computer later.

Restore point description:
After De-fri

The current date and tme are sutomaticaly added to your restore port.

Thes restore pont cannot be changed after & is created. Before conbinuing, ensure that you have
typed the correct name.

[EJEWCE

Fig. 5.8 A Manual Restore Point.

Having typed in a Restore point description, click the Create
button to create it. This will show today's date with the
description attached to it so that you can easily identify it later,
as shown in Fig. 5.9.

. Systom Restose

Restore Point Created

New restore patnt:
15 July 2004
09:32:16 After De-ragmentation

To perform another task, chck Home. _me | @

Fig. 5.9 The Created Restore Point.

The importance of Creating Restore points cannot be stressed
enough (see Chapter 11).
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System Properties

Clicking the System icon, shown here, in the Control [
Panel, displays the System Properties dialogue box &

shown in Fig. 5.10 below. —

System Properties

System
Microsoft Windows XP
Protessional

& P Setvice Pack 2
[M,g Registered to
WE—— Noef Kantaris

Home PC
55274-0EM-0044265-44627

Computer:
IntekR}

Pentium(R] 4 CPU 3.06GHz
3.07 GHz, 512 MB of RAM

N

Fig. 5.10 The General Tab-sheet of the System Properties Screen.

The System Properties multi-tab dialogue box provides you
with basic information about your computer, its operating
software, and its peripheral drivers. Some, but by no means all,
of this information you can change. Below we give a short
description of each tab sheet.

The General Information Tab-sheet

The General sheet of the System Properties screen, displays
which version of Windows is installed on your PC, as shown in
Fig. 5.10 above. It also specifies registration information for
your copy of Windows, and specifies the type of processor and
the total physical memory of your PC.
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Computer Name

The Computer Name sheet of the System Properties screen,
provides a space for you to type a descriptive name for your
PC. It also identifies the group to which it belongs and provides
you with the means to change it.

System Properties

For example: "Kitchen Computer” of "Mary's

Full computer name noels-home-pc
Workgroup: ‘WORKGROUP
To use the Network |dentification Wizard to jon & Network 10 |
'%oma'n and create a local user account, chek Network /

To rename this computer of join & domain, cick Change Change ]

——

N

0K l‘wj

Fig. 5.11 The Computer Name Tab-sheet of the System Properties Screen.

The Hardware Tab-sheet

The Hardware sheet of the System Properties screen, allows
you to use the Hardware Wizard to detect new hardware and
change device properties. You can also use the Device
Manager to change the properties and resource settings of
hardware devices, and to copy or rename a hardware profile.

Clicking the Device Manager button on the Hardware
tab-sheet, displays the screen shown in Fig. 5.12 on the next

page.
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* Se» IC25NO40ATMR04-0
= 1§ Display adapters

* § MOBILITY RADEON 9000
& g DVD/CD-ROM drives

* b TOSHIBA DVD-ROM SD-R6112
2} & Floppy disk controllers

) Standard floppy disk controller
2§ Floppy disk drives
3 Floppy disk drive

i ) IDE ATAJATAPI controllers
;-4Gg IEEE 1394 Bus host controlers
+ 8 Imaging devices
@ M Infrared devices
® > Keyboards
%75 Mice and other pointing devices
g L Modems
s % Monktors
4 I Network adapters

8 PcMCIA adapters
+ Y ports (COM&LPT)
+ 4R Processors
+ @ Sound, video and game controllers
. System devices
7% 4 Universal Serial Bus controllers

A

The Advanced Tab-sheet

On this screen, all the devices
connected to your computer
are shown. Clicking the &
box appearing in front of a
device, displays additional
information about that
particular device. All the
opened devices here are
shown as working OK - there
are no marks of any kind
against their name.

If a device attached to your
computer does not work,
check here to see if a
large yellow question
mark displays against the
particular device. If it does,
then this indicates that the
device does not work properly.
One solution might be that you
need to upgrade the device'’s
driver - but not necessarily the
only reason.

Fig. 5.12 Devices Connected to your
Computer.

The Advanced sheet of the System Properties screen, allows
you to change settings for program resources, visual effects,
and memory usage. You can also change the default operating
system that starts when you turn on your computer.

Note: Before you change anything, be it a device driver or any

of the settings that you can reach from the Device
£ | Manager, do read carefully the relevant help pages
provided by Microsoft, by clicking the Help icon on the

Device Manager’s toolbar pointed to in Fig. 5.12 above. One
screen of this extensive Help facility with appropriate warning,
is shown in Fig. 5.13 on the next page.
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2’ Microsoft Management Console

Hide Back QOptions

Contents | index | Gearch|

u Mictosoft Management Console
= (3 Device Manager
= (3 How To
2 () View Device Information
{B) View devices and reso

i8] View bandwacth alloca

’::_]) Print information about
= ({3 Configue Device Propertie

%] Enable adevice

{£] Disable a device

{£] Change resource settr

1,9 Change network adap!

(1] Change port settngs

{£] Change PS/2 mouse s

,_i_] Change IDE controler

1] Change power manage
#]En&hudubledjte
:£] Configure mulimedia d
:E] Upgrade from a unipros
= {3 Uninstall and Reinstal Dev
i;]Un‘mla!adevice
5] Reinstal a Plug and PI
Ejﬂe‘mldanonﬁagu
%y_l_]Holbeck!olheplevio
‘#] Undock a portable cor
i#] Unplug or eject device
< () Update and View Device [
@Upddeolchangeadt
i¥] View information about
{1} Start and stop non-Pha

{E] Uninstaling devices
8] Hardware profiles overview

Device Manager overview

Device Manager provides you with a graphical
view of the hardware that is installed on your
computer. You can use Device Manager to
update the drivers (or software) for hardware
devices, modify hardware settings, and
troubleshoot problems.

& Warning

o Incorrectly altering your hardware
configuration can damage your system. Be
sure to read the appropriate instructions
before making changes to your hardware
configuration,

You can use Device Manager to:

e Determine whether the hardware on your
computer is working properiy.

Change hardwars confrqueation settings.

1dentify the device drivers that are loaded
for each device, and obtain information
about each device driver.

e Change advanced settings and properties
for devices.

e Install updated device drivers.

o Disable, enable, and uninstall devices.

e Roll back to the previous version of a
dniver.

e Print a summary of the devices that are
installed on your computer.

You will typically use Device Manager to check
the status of your hardware and update device
drivers on your computer. Advanced users who
have a thorough understanding of computer
hardware might also use Device Manager's
diagnostic features to resolve device conflicts
and change resource settings.

& Warning

e Changing resource settings improperly can
disable your hardware and cause your
computer to malfunction or be inoperable,
Only users who have expert knowledge of
computer hardware and hardware
configurations should change resource
settings. v

Fig. 5.13 The Device Manager Help Screen.

As you can see, there is a lot of help here, as well as a lot of
‘Warnings’. So, before you do anything, spend some time
reading as much as necessary!
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The Remote Tab-sheet

The Remote tab-sheet of the System Properties screen, shown
in Fig. 5.14, allows you to activate remote assistance which
allows a friend in another location to connect to your computer
from another computer running a compatible operating system.

System Properties r1|81

o e,

%=1 Select the ways that this computer can be used from another
“}g location

Remote Assistance
{7 Aow Remote Assistance mvitations to be sent from this computer
Leam more about Alamole Assistance

Remote Deshtop
[ Alow users to connect remotely to this computer

Full computer name:
noels home-pc

Leam more about Bemote Deskicp

[ Select Remote Users._ |

ok [ [ Comel ]

Fig. 5.14 The Remote Tab-sheet of the System Properties Screen.

After connection, your friend can view your computer screen
and, with your permission, assist you to correct a problem by
taking control of your PC.

Finally, you could use the Automatic Updates tab-sheet to
keep your computer up to date, as we discussed in Chapter 4,
page 68.
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The Game Controllers

Clicking the Game Controllers icon in Control Panel, shown

Game
Controlers

test, configure,
or re-calibrate a

here, opens the dialogue box in Fig. 5.15. Normally, if
- you had any game controllers installed on your
computer they will be listed here. If you wanted to

Gamw: Cantrollers

controller you would | s s e e corfise e gune cortoles nesled
select it from the list and s oo St
click the Properties Conirole Stone
button.

R
The Games Folder
We will not spend long A |
on this topic. In : T ]
Windows XP the games [ agwe | [ otiegen
folder can be reached o]
from the start, All
Programs cascade Fig. 5.15 The Game Controllers Screen.
menu.
1B Freecel The Games folder contains 11 games,
W Heats as shown in Fig. 5.16. Of these, five

& Internet Backgammon
& Internet Checkers

{ i Internet Hearts

€@ Internet Reversi

& Internet Spades

a Minesweeper

&2 Pinbal

i@ sSolikare

& Spider Solkare

Fig. 5.16 The Games
Folder.

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

impressive sounds that tests your reactions.

All of these games come with quite good Help sections and
we will leave it to you to explore them at your leisure!
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In this chapter we will examine how you can connect your PC
to the Internet, before discussing how to publish a file or folder
to the Web, followed by how to change user accounts settings

and passwords.

The Internet Options

Clicking the Internet Options icon in the Control Panel,

, shown here, opens the dialogue box in Fig. 6.1 below.
Ir:-?d In the General tab sheet, you specify which page to
o | Use for your Home page (the one that is displayed

when you first open Internet Explorer). You can also
Delete Cookies (information created and stored on your hard

disc by Web sites you visited).

Mome page
Ywmmvlmwwmrummw

Addess | TENNEMCLICEEN
""""" (Gt ¥ s |
Temporacy irteins? fies.
Pages you view on the Intamet are stored n » special fokdr
for quick viewing later
[ Deloto Cookus...| { Delete Files.. | [ Seumgs. |

Hemtory
. Tmnmmwmnswpmmwmu

auck access to iacently viewed
Deyitokeeppagesintwory 20 5
e 3 oo ]

m

Fig. 6.1 The Internet Properties
Dialogue Box.

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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{0 Evary visk to the page

(+} Auomaticaly
L. Never

Tarporary Intomat Hes foider

Curvert ocabion
Internet Files)

Amenunt of disk space to usa:

\i Check for newer versions of stored pages:

() Every time you start Internat Explorer

El\Documents and Sattings\Noal
Kantars\ ocal Settings\Tempor ary

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. 6.2. In here you can
select  from several

R BT G e “ R | options for checking for
[(overolder.. | [ vewrdes.. ] [ viewobjects... | newer versions of stored
Web pages, and you can

x JlLcexs 1| imit the amount of hard

Fig. 6.2 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.

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
Web site pages without having to connect to the Internet.

To view history links, click the History Toolbar

History X

View ~ § 5

33 Weeks Ago

)2 Weeks Ago

B Last week

E]Monday

E] Tuesday

£ wednesday

5] thursday

Today
{@3 compfirefoods (www.campfir...;

£33 kantaris (www kantaris.com)

'} The vartarls’ Home Page
(@1 My Computer
{B) nominet (www.nominet.org.uk)
{#] oca.microsoft (oca.microsoft...
0 secure} nominet (secure1

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. 6.3. You can choose History
links from Today to several Weeks
Ago.

Fig. 6.3 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 Internet security is important to you.

Generel Secuty | Prvacy § Contant | Connoctons | Programs | Advanced
Selact & Web content zone to speciy is sacurly settings

This zone containe al Web stes pou
havent placed i ather zones.

Secudy lovel (v s Yone

Custom
Custom sektngs.
- T change the settings, click Custam Level.
Ta wse the recommended seitngs, cick Defauk Lovel

[Cowontove ) [ Dotmtiove ]

(s ]
Fig. 6.4 The Internet Security Screen.

Settings:
ol sctivt comircts snd ok | =
¥ Downkoad signed ActiveX controls
) Disable
) Enasbls
. © promet
{9 Download unsigned Activex controls
) Disable

O Enable
© prompt
i} Initialize and script ActiveX controls not marked as safe
(&) Dusable
() Enable
O promet
i€ 3 >

k.

Rt custom settngs

Resst to: | Medum w [_Reset |
ke

Lo I o |

Fig. 6.5 The Security Settings Screen.

Clicking the Security tab of
the Internet Properties
dialogue box displays the
sheet shown in Fig. 6.4. 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. 6.5. 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
download 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. If you want such
security, then use Web folders instead.
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Internet Privacy

Clicking the Privacy tab of the Internet Properties dialogue box
displays the screen in Fig. 6.6. On here you can specify the

LN ove the sider o select & prvacy settng for the Intemst

Medum

- Blocks thed-party cookies that do not have a compact
prvacy pokcy

- Blocks thed-party cooksos that use personaly denifisble
wformation without yous smplick consent

~Restrics fwst-parly cookies that use personally identfiable

'“'*I"W‘HM!

Popp Blocker
Prevent most popsp windows from sppesmng.

G

(2 J Come ]
Fig. 6.6 The Internet Privacy Screen.

(& Block pop-ups

Advanced Privacy Settings

e You can chooss how coockoes are handied in the intemel
Y 2006 Ths oveaides aulomatc cookoe handing.

Coshies
() Dvenxie sutomatic cookie handing
R
Fast-padty Dookies Thud party Conkns
@ Accwpt ) Accept
O Bioch ) Block
O Promot ) Promgt
[T Adwas sy semon cookies

T

Fig. 6.7 The Advanced Privacy Settings
Screen.

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. 6.7, 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