
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, Outlook 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. 

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 All 
Programs menu, thus 
customising the way 
you run your computer 
and cutting down the 
endless number of 
shortcuts that most 
users seem to place on 
the desktop. 

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. 

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. 

AH 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 only 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), 
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. 

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. 

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 

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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Fig. 1.9 The Themes Screen of the Display 
Properties Box. 
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Fig 1.10 Quick Launch Activation. 

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 
sub-menu, shown on the left in 
Fig. 1.10, and left-click the 
Quick Launch entry. This 
displays three icons next to the 
start button; left-clicking one of 
these, launches its application 

(see next page for details). 

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

start 

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! 

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. 

a fly Palee,„ 

4111Mv DC•CUlietfl., 

té My v 

7 Kb, ctenpieti 

Fig. 1.12 Grouped 
Taskbar Entries. 

9 



Babani Computer Books 

Advanced 
Guide to 
Windows XP 

N. Kantaris and P.R.M. Oliver 
-,..41011MMIIMÉ 



Advanced Guide to 
Windows XP 



Advanced Guide to Windows XP 

Books Available 

By the same authors: 

BP550 Advanced Guide to Windows XP 
BP548 Easy PC Keyboard Shortcuts* 
BP546 Microsoft Works Suite 2004 explained 
BP545 Paint Shop Pro 8 explained* 
BP544 Microsoft Office 2003 explained 
BP538 Windows XP for Beginners* 
BP525 Controlling Windows XP the easy way* 
BP522 Microsoft Works Suite 2002 explained 
BP514 Windows XP explained* 
BP513 IE 6 and Outlook Express 6 explained* 
BP512 Microsoft Access 2002 explained 
BP511 Microsoft Excel 2002 explained 
BP510 Microsoft Word 2002 explained 
BP509 Microsoft Office XP explained 
BP498 Using Visual Basic 
BP493 Windows Me explained* 
BP491 Windows 2000 explained* 
BP487 Quicken 2000 UK explained* 
BP486 Using Linux the easy way* 
BP465 Lotus SmartSuite Millennium explained 
BP433 Your own Web site on the Internet 
BP341 MS-DOS explained 
BP284 Programming in QuickBASIC 
BP258 Learning to Program in C 

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

book and send it to Phil Oliver at the stipulated address. 

II 



Advanced Guide to Windows XP 

Advanced Guide to 
Windows XP 

by 

N. Kantaris 
and 

P.R.M. Oliver 

Bernard Babani (publishing) Ltd 

The Grampians 

Shepherds Bush Road 

London W6 7NF 

England 

www.babanibooks.corn 

iii 



Advanced Guide to Windows XP 

Please Note 

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

Notice is also given that if equipment that is still under 
warranty is modified in any way or used or connected with 
home-built equipment then that warranty may be void. 
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A catalogue record for this book is available from the 
British Library 

ISBN 0 85934 550 5 

Cover Design by Gregor Arthur 
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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 

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. 
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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). 

ix 



Advanced Guide to Windows XP 

• 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, .d11, . 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 (. d11 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 la 
(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. 

• 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. 
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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. 

• Outlook Express now includes the Attachment Execution 
Service which checks the safety of attachments in an 
effort to unify the approach to attachment security with 
that of Microsoft Outlook. Now, SP2 protects areas of 
memory where previously viruses could hide and 
execute without your knowledge. 

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. 
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1 Customising Windows XP 

Taskbar and Start Menu Properties 

T askbe Stan menu. 

Taskba appearance 

111M11111111111111M 
D Lock the taskbar 
O Auto-hide the taskbar 

0 Keep the taskbar on top of other windows 

pj Group stirrilar taskbar buttons 
[3 Show Quick Launch 

Notitcelon area 

Show the clock 

You can keep the notification sea unckttered by hiding icons that you 
have not cficked recently. 

E Hide inactive icons CUStOrnZe 

OK l I  Cancel  

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. 

Launch Windows Media Player. 

11.11.11111111. 
s 3 3 11 • 

7 0 10 11 la II 
1. IS 13 17 10 19 111 

tt r 
Ill ea 

ffre 

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 

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 Run... 

Fig. 1.15 The Lower Part of the Start Menu. 

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

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. 
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I 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 

Power Schemes Advanced Hibernate UPS 

Select the power scheme with the most appropriate settings for 
this computer. Note that changing the settings below will modify 
the selected scheme 

Power schemes 

Save As Debate 

Settings for Home/Office Desk power scherr 

Turn off monitor-. [After 20 mins 

T urn off hard disks: [ Never 

System standby. [ Never 

Cancel 

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. 
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Customising Windows XP 1 

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. 

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 L:11 
Schemes Advanced Filbert.le UPS 

.14 0 When yoct,:r,  conwiou,hut.eid Fa:ID:mates, and then sleds dwohneateveiv/ it ha: rro,nwyhenin , 

compile, canes out of hdosrnaten It returns to Bo prevrous state 

Hiben ate 

a Enable hioetrianon 

Disk spa, lei hibernation 

Free disk space 2215 MB 

Disk space reosired to hibernate 128 MB 

t OK Cancel 

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 I 
press the power button on my computer box and choose 
what you want to happen from the drop-down options list 
shown in Fig. 1.19. 
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1 Customising Windows XP 

Power Options Properties [JP 
owes Schemes. Advanced Hibernate UPS 

Select the power-savng setting you want to use 

ptOrr 

E] Always show icon on the taskbar 

.r.;.?"1 Prompt foi password when computer resumes from standoy 

Power buttons 

When I mess the power button on MY (=outer 

.S-h—ut down 

Do nothIno 4 
Ask me what to do 
Stand by 
Hbernate 

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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Changing the Logon/Logoff Settings  

To change the way you log on to your computer, double-click 
the User Accounts icon, shown here, in the Control 
Panel, to display the screen shown in Fig. 1.20. Use+ 

Ur Amount, 

learn 

.4) User ar,ount tee-

hoei Kee , 

U.n  

Pick a task. 

101 an account ta change 

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. 

Fig. 1.21 Selecting the Logon and Logoff Options. 
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I 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. 

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. 

Fig. 1.23 The Shut Down Windows Dialogue Box. 

Log off No Kantans 
Shut down 
Restart 
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2 

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. 

irly Documents 

File Eck View 

each - 

Addres 

Favorites Took Help 

My Documents 

File and Folder Tasks 

Make a new foldef 

ti %Wei this folder to 
the Web 

ij Share this folder 

Search Folders 

,AUFax 

Image Transrer 

UMy eBooks 

..t3My Music 
d My Pictures 
LâMy P5P8 Files 

UMy Received Files 

My Vldeos 

Roxio 

•:-desktop.ini 

1501_DVD.on 

Mobile Phone Book.pbf 

passport.pdf 

Fig. 2.1 The Toolbar of a Windows Application. 

Fig. 2.2 The View 
Sub-menu. 

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. 

Note that the above mentioned windows, 
as well as the My Computer, My Network 
Places, and Recycle Bin windows, have a 
Toolbar with browser-style forwards and 
backwards arrows similar to the Internet 
Explorer which is bundled with Windows 
XP. 
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2 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. 

I My Computer 
File Edit View Favorites Tools Help 

rnnut,— 

System 1 asks 

system inf of melon 

Add or remove programs 

rjr Change a 5ettinç 

Other Places 

ltkrA My Netwoik Places 

My Documents 

ci shared Dociments 

(octroi Panel 

Details 

My Computer 
System Fetder 

Search Folders 

Files Stored on This Computer 

Shared Noel Kantaris's 
Documents Documents 

Hard Disk Drives 

Local Disk (C:) Local Disk (D:) 

Devices with Removable Storage 

31/2 Floppy DVD-RW Drive 
(A:) (E:) 

Go 

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 
`31 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. 

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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2 Windows Folders and Files 

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. 

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 

-- 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 
on the toolbar, but also 
from the View menu. 
However, to control 
general settings, view 
options and edit the 
files you view, use the 
Tools, Folder Options 
menu command, which 
opens the Folder 
Options dialogue box 
shown in Fig. 2.6. 

To see what program 
associations are valid 
on your system, click 
the File Types tab. This 
opens the dialogue box 

shown in Fig. 2.7 on the next page. 

Fig. 2.6 The Folder Options Dialogue Box. 
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If you work your way down the list of Registered file types you 
can see the association details in the lower half of the box. Our 
example shows that a file with the .AU extension is a sound 
file. 

Folder Options 

Geneied ., View l• File lypes Offline Files 

Registered file types: 

Extensions File Types 

ASP ASP File 

ASX Windows Media Audio/Video shortcu .„ 
Aij AU Format 'iounct 

AuchoCD 

AVI 

,qBKF 

Video Clip 

Windows Backup Fife 

Details f or 'AU' extension 

fDelete 

Opens with: e Windows Media Player 1 Change 

Files with extension 'AU' are of type 'AU Format Sound' To 
change settings that affect all 'AU Format Sound' files, crick 
Advanced 

Advanced 

1> OK 

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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2 Windows Folders and Files 

Other Places 

Creating and Naming 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. 

la My Documents 

Edt VieW Favorites Tools Help 

New 

Shortcut 

Microsoft AutoRoute European Map 

te Briefcase 

:g1) Microsoft Word Document 

Close SI Lotus Word Pro 9 Document 

Rtkh thisflej Microsoft Office Access Application 

the Web OS Microsoft PoverPoint Presentation 

Share th's Fdd. â Paint Shop Pro Image 
iP2 Microsoft Office Publisher Document 

, fri Text Document 

Wave Sound 

Desktop Microsoft Excel Worksheet 

Shard EWA L Compressed (zipped) Folder 

o 

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. 
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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 

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. 

What do you want to search 
for ? 

Pttures, must, or video 

Documents (word 
processing, spreadsheet, 
etc.) 

j Alf r 

s cr people 

f,p) Infor matton n Help and 
Support Center 

Yeu may also want to... 

Search the Internet 

1,i) 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: 

Fig. 2.10 Specifying the Item 
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 

.hlp a hypertext help file 

.html a hypertext markup language file 

.jpeg or .jpg a graphic format file 

.rtf a rich text format file 

.sys a system file 

.tmp or .temp a temporary file 

.txt a basic text file 

.wav a waveform of a soundbite. 

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 
the file are listed, including its 
name, type, location, size, etc. 
You can also change the file's 
attributes, by making it, say, 
Read-only, to prevent accidental 
changes to its contents. The 
Properties dialogue box of some 
types of files has an extra tab 
which allows you to preview, or 
even play, their contents. 

blue hills imProparlies 

,. yrJe of fly. 1nG Image 

Coons we: élp Moose Ftato 

. e,10......d5e,eelUsers1Dononerel 

See, 27.0 (21,521 bee 

5xe cn elide 32.0K8 (32,760 be's) 

Created 10 February 2002, II.2321 

manxl:21AqI, 

10 Peru«, aree 

Fig. 2.11 The Properties Box. 
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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. 

er.eo- mhP8fl 91oo Pro e 
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Delete 
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Proper. 
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Mal Regal« 

,.ry Documents 

31/2 Eksse (A 

evoAw Ome 

Meer 

Fig. 2.12 Sending Folders and 
Files. 

Selecting the 31/2 Floppy 
(A:) option will copy any 
selected folders and files 
to a removable disc in the 
(A:) drive, as shown in 
Fig. 2.13 by the very 
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. 

Right-clicking selected folders, 
or files, will open the menu 
shown in Fig. 2.12. Selecting the 
Send To option opens the list of 
available destinations. In your 
case these are bound to be 
different, for example, DVD-RW 
Drive (E:) option might not be 
available to you. 

Copying... 

Noel KentereAvele 

Fran 'Address Book te 'Address Bork 

35 SeL011d5 Refniliare 
cancel I 

Fig. 2.13 Copying Folders and Files. 
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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. 

X 

The Recycle Bin  

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

Fig. 2.14 The Recycle Bin Window. 

File Edit View Favorites Tools Help 

ef Recycle Fin 
Album0.albm 

Recycle Bin Tasks .t.:1 Brittany ipg 
t‘j Yosemite ipg 

je Er( ph/ the Rerrytie gin 

111 Peeree all b^,erne 

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 
shown in Fig. 2.15. 

The Search View 
Use this to display the Search 
facility in the left pane of a My 
Computer window which is 
identical in functionality to the 
start, Search command. 

The Favorites View 
Use this to display a list of favourite 
links in the left pane of My Computer 
window (Fig. 2.16). It allows you to add 
and organise useful URL addresses, or 
access various pre-set media 
addresses on the Internet. To display 
the same list left-click the Favorites 
entry in the My Computer menu bar. 

The Media View 
Use this to be connected to the 
Internet (provided you have this facility) 
and display the Web site 
WindowsMedia.com in the left pane of 
My Computer, as shown in Fig. 2.17. 

en Favorites Tools Help 

Toolbars 
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Fig. 2.15 The Explorer Bar 
Options. 

Favorites 
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▪ Amazon.com Associates 

e AVG Anti-Virus System 
eBaban, Books 
e BEIC NEWS News 
J Car Tax Reforms 
e Cheap flights 
it) Currency Converter 

je dabs. com - Home 

Fig. 2.16 The Favorites 
Pane. 
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2 Windows Folders and Files 

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. 
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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 
music. 

Fig. 2.18 The Media 
Window. 

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 
see which 'pages' were visited 
recently , as shown in Fig. 2.19. It 
includes files and folders on your 
system, other computers connected 
to your system or sites on the 
Internet. You can select to see 
today's history or that of other 
periods as shown at the top of the 
display. 

The Folders View 
As we saw earlier (see page 20), 
clicking this option in the View, 
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. 

History 

View fa Search 

E 3 Weeks Ago 

E 2 Weeks Ago 

M Last Week 

Monday 
Tuesday 

E Wednesday 

Today 
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ji king (www.lang.org) 

mail05.onetel (mail05.onetel.... 

jJ mailzone.onetel (mailzone.on 

My Computer 

playlet. yahoo (playlist.yaho... 

j. tnt (www.tnt.com) 

ji webmail.registeredsite (web... 

windowsmedia (windowsmedi... 

Fig. 2.19 The History Pane. 

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. 

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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Fig. 2.22 A Pictures Folder Displayed in Thumbnail View. 
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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. 

ftl, and Sell..9.11.4oel Kantdr.,Wty umenl,IMy Pa lures 

31 



2 Windows Folders and Files 

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. 
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Fig. 2.23 A Picture's Shortcut Menu. 
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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 3/4 of the size of your screen. The result should look 
similar to that in Fig. 2.24. 
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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: 

Cr\Documents and Settings\User name\My pocuments\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 
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. 
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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. 
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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 Item Properties 

Detak 

Name: 002_Windows Fdes and Foldersiwp 

Type: Lotus Word Pro 9 Document 

Location (Archive Root Directory) 

Chnal Size: 10.905 KB 

Date 08/07/2004 1556 

Artribute 

DP Information 

CRC32 D 749E505 

Index: 3 

Compression: Deflated 

Packed Size: 3.957 KB 

OK 

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 .d11 (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. 
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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 riles and settings from your old 
computer to your new one. 

You can trainee' settings for Internet Explorer and Outlook 
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 settings 
is to use either a direct cable connection or a network Learn 
more about connect na your computers  

Please close any other programs before you continue 

To continue, click Next 

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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Controlling Peripherals 

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 all your peripherals. 

Fig. 3.1 The Control Panel Screen in Classic View. 

Printers and Faxes 

Prnters and 
i Faxes 

Speech Symentec System Taskbee and 
tneupdete Start Menu 

Double-clicking the Printers and Faxes icon, shown 
here, displays the screen in Fig. 3.2 on the next page. 
From here, you can add a printer, add a fax printer, or 
check their configuration. 
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Fig 3.2 The Printers and Faxes Folder. 

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: 

/be Pinter% and Fa .f.es 

• 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. 
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The razed needs to know whoch type cd printer to set up. 

Soled the option that desert*: the mete, you want to use: 
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7 Automatically datent and WIstall rny Plug and Play printer 
0 A netwoili printer, misprint« attached to another computer 

Tonal up a network minim there:not eached to ap,id sayer, 
use the "LocM minter" option 

< Back. Cancel 

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. 
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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 3W 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 LPT1: /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 

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 

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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Fig. 3.5 The Object Menu. 
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Fig. 3.6 The Printer Properties Window. 
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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. 

e HP t.erJet 515M PostScript 
Priter Document View Help 

Document Name 

21.] Word Pro - 003_Controlling Peopherals.1 p Prireng Noel Kantans 21 360 KB/5.91 MB 

Status Owner Pages Size 

document(s)k) 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 

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

Fonts below. 
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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. 

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

21 Symbol (OpenType) 
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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 
window, as shown in Fig. 3.11. This 
opens the Add Fonts dialogue box in 
which you have to specify the disc, folder 
and file in which the font you want to 
install resides. 

e Fonts 
Fee 

Close 
11.1 upiatNarrOW 

Anal Narrow Bold 

jAnal Narrow Bold Italic 

19 Anal Narrow Italic 
leaskerviee 

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

Fig. 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. 

Ile Printers and Faxes Pttig 
File Edit View Favorites Tools Help 

(4) Back - Search . Folders 771 -

Address 

IA Add a printer 

4> Install a lci•A  

Adobe PDF HP LaserJet hp photosmart Microsoft 
Si5M Pos... 7150 series Office Doc... 

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. 

Fig. 3.13 The New Fax Icon. 
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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, 
click start, then select All Programs, 
Accessories, Communications, Fax 
to display the available command 
options shown in Fig. 3.14. 

e Fax Console 

44 Fax Cover Page Editor 

tej Send a Fax... 

Fig. 3.14 The Fax Menu 
Ootions. 

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 Start Tne • 13117 Celle, ID Pages Status Sae CSC 

Juba> 

à Sere Items 

For H.se, press Fl 

Fig. 115 The Fax Console Screen. 

48 



Controlling Peripherals 3 

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. 

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 Ctrl key to group together fields you 
want to move together) and formatted accordingly. A simple 
example is given in Fig. 3.17 below. 

FAX MESSAGE 

To: {Recpent's Name} From: {Sender's Name} 

Fax I: {Rectsent's Fax 4P} Fax 0: (Sender's Fax t) 

Date/Tim (Date/Tune Sent) Address: (Sender's Aies} 

Subject: {Subject} 

Phone N: {Sender's Office Telephcne I} 

'Mote: {Note} 

Fig. 3.17 The Designed Cover Page. 

The designed template (we hope yours is more imaginative 
than ours) is saved in the My DocumentsPersonal 
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. 

sew Fax Monitor 

The cali was answeded 

The time elapsed is 0:11 

Reciehing tax 

Keep this dialog vistle at all tuneo 

L Hide H Disconnect Mae » 

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. 

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 
lnbox. 

— Fax Console 

Edit Tools the 

D Stet Tree !SID C ID Peon Stone See C511) 

Le 27,02/2002 le. I Success 22 FF For 

1 Item Roe» 

Fig. 3.20 The Fax Console Screen. 

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

Double-clicking the Keyboard icon in the Control Panel, 
shown here, displays the Keyboard Properties dialogue 
box with its Speed tab selected, as shown in Fig. 3.21. keyboard 

peed Meal...ate 

,S;bace,t1 nee, 

Repeal deley 

Lang Shen 

Ae‘,  Repeat mte 

Slow Fan 

Cick hem and told dawn a key to ten iepeat ftle 

Cuum 

None 

OK If Cenced 1 

Fan 

Fig. 3.21 The Speed Keyboard 
Properties. 

IMEME111111111 
ktudware 

>wet 

Name Tee 

'e4MZIBIMMSMEEZIMEIZMMMII 

De,e Fweees 

Mani actukat tStandard keyboads1 

Locabotv pL02.1 rd. ee  

Own. Status Th. deuce à wng Dwyer'",  

i rouble:hoot nPreoc -met  

LIK II Carmel  

Fig. 3.22 The Hardware Keyboard 
Properties. 

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, 

  shown here, in the Control Panel, to open the multi-
tab Mouse Properties dialogue box shown in Fig. 3.23 

e'ku'e below. 

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

to switch primary and secondary 

Mouse Properties 

Bun.. Pontes P 

Button ,-.49.xatoon 

Snech ornery and secondary buttons 

Select the check boo to make the button on the 
nee the one you use log gamey tunceons such 
as selecong end chew% 

tee Optoyr Wheel nederso 

c.cO ,ree,1 

Dotdoe-cck the told« to test your settng If the 
'Met does not open or close. tgy usng e sees., 
setteg 

Speed Slow Fast _J 

neldcck 

T um on ChckLock 

Enables you to heed Of drag oethout bolded down the mouse 

bet. To tot, toM15. Press the rouse button To telease. dick the 
douse tenon agan 

OK o 

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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Pordef Opens Wheed Hadease 

Mahon 

e Select a panted speed 

Stew Fast 

RI Enhance pointer precisen 

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 Preperttes r'› fYç 

'Minn 
8,dem, 

Lee 13. 

rit Re, Itpece 

Sacecut Menu 

GeMees 

Porte CIplens 

kloth Wk.   

ran 
Up Been 

jup scroi 

Demeter  

rOmen Seol 

Saul Ftneten 

r Swap left end VIb.lrn.01USB mum 

cuta: 
Onerlaban= Mo.«. 

Dedde Ckl. Speed 

Tee Al» 

ALPS 

Fig. 3.25 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  

 I Double-clicking the Phone and Modem Options icon 
in the Control Panel, shown here, displays the Phone and 

"  three-tab screen shown in Fig. 3.26 below. 

Phone and Modern Options rig 
Rulei Moderns Advanced 

The hst below displays the locations you have specified Select the ' 
location from which you are dialing. 

Locations 

Location 

o 
Area Code 

WTH 01209 

New Edit 

Cancel 

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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Phone end Madsen Options 

Dielen 

T lullowerig rivalled 
ikitte 

Modem .P.itiptheil 

•51;K MDC Modem Crti.42 
*Nokia Et» Senet 

Add f Renove 

OK 

lProp. ettes \ 

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. 

56K MDC Mo dem Properties rig 
Dr.ver Flesouice: Powei Managernenl 

General Modem Diagnostics Advanced 

1 cien, Intormat?,:r. 

Feld Value 

Hardware ID PO WEN_10390 EV_7013&S U B SYS_42C11 

Command Respon:e 

ATQOV1E 0 Succe, 
AT.GMM 56K MDC Modem 

Ver3 00 04E 
AT.FCLASSI, 01 8 
< 

rj Append to Log 

,Query Modern) 

View log 

OK Cancel 

Fig. 3.28 Performing a Diagnostic Test on your Modem. 
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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 

Scanners ard Scanners and digital Cameras are detected by 
' Windows XP when they are connected to your PC. 

Ale Edit View Favorites Tools Help 

Back • 

rnagung Tasks 

an irragmg deuce 

Search Folders 

eCamtel USB PC Camera 

)'Hewlett-Packard ScanJet 6300C 

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, 
IIIIEZMÉSIMM then click the appropriate option 

for that device. In Fig. 3.30 we 
show the shortcut menu for our 
scanner. 

IR 
‘ 111e5can 

Get picture using Scanner Wizeid 

Delete 

Rename 

Properties 

Fig. 3.30 The Scanner 
Shortcut Menu. 
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As you can see, in this instance we have three scanning 
choices; colour, grey-scale, or black and white. 

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. 

Fig. 3.32 Cropping a Scanned Picture in Preview. 

Choose Scanning %finances 
Choose you; scanrang preferences and then clek Pre 
the picture 
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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! 

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. 

Copy automatically 

1 

Start 

aSettings 

Cancel 

ItylPtle TP0t,a14,e, — 

NOW C...etjfrela 

46 

Cancel 

Fig. 3.34 Image Transfer Software. 

Fintsttecl. 

Close J 

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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Software Upkeep 

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 
Add or Remove Programs icon, shown here to the 
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 Amorosa Programs 

Ching. e 
Remove 
Pont erns 

Prostrate 

• n' 

Add/Remove 

Components 

Set Prgran, 
Access and 
Cef auks 

curre,dy matele0 Program' 

S6K MDC Modena 

to charge this program or remove e from your computer, dick Change/Ramona. 

le Ad-aware 6 Personal 

D Adobe Acrobat 6.0 standard 

re, Adobe Reader 6.0 
âAdvanced Modem Pessieed Recovery 

kg ALPS Touch Pad DeiVer 

19 Apple QumkTme Insider 

1.9 0,1'...Piay Dryer 

Ail Centel USA PC Camera 

Ghana/Remove 

Sae I.96M6 

See 206.00MS 

Size 43.07.16 

Sane 3.78118 

See 1.2EMB 

See 0.7693 

See 0.90M13 

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. 

ge Add or Remove Programs Iftflf5 

Add Door 
Programs 

AS:I a program from CD-ROM cr. floppy cask 

, To add a proçram from a CD-ROM or fkopy de*, c CD or Roppy 

Add programs from Mécrosoft 

bTo add new Winckevs feetees, device dnvers, and system updates over the Internet, dek 
Wi-dows Update 

ACkfilkeraffl 
endmvs 

Components 

windows yedate 

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 
select the Run command 
which opens the Run dialogue 
box shown in Fig. 4.3 and type 
in the Open text box the 
command 

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. 

C11111111111111111111111111•111M 
Type the ram cm` a proem, foklee, dccument, or 
Internet resaxce and Virod:ays or open* for you. 

Open, e,setup 

Fig. 4.3 The Run Dialogue Box. 
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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. 

Waldo,. Components 
'ou can add a mmove oomponeres & Windows XP 

To add or :move a component, olck the chockba> A sheded box means thet only 
o,, a the component eel be Installed Toce, other, rrAeled 'n a component. hok 
Details 

Components 

012=M321111111111111111111.1111111111111MIV 
e „by' Fa> 3mmces 37MB 

Indearp Segme OOMB 

e lannet Eophee, 00 MB 

47111,1,n. Inicaeseas Sejones (Del ITT MR TB 

Descnpeon InckelaeNtAndaws Acceseohes end Ubeies Ice you computer. 

Total desk space recneed 2111MB 

Space evadable on elsk. 237729 NB 

L< Back j 1;lete,_1 Carnet I 

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. 

T c add or remove a compone,4. oink the check boo A shaded boa means that only pat 
of the component will be ilstalled To .,e, what included ri o comperent. cick Deal, 

Subcomponents of Accessoner 

o. Chataclef Map 

CI Cease] Viewer 

• Desktop Wallpapei 

is) Document Templates 
Mouse Pointe's 

Desattpboo Enables you to peelorrn cakuletions 

Total dek space requsect 0 0 MB 

Space &wadable on disk 2839_4 MB 

0 9MB 

0 I MB 

0 3MS 

01 MB 

04 MP 

04MB a 

Dander—I 

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. 

Change or Remove Programs 

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. 
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512e 0.8IM0 

Site e net 

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. 

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. 
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For you 

Note Wndows Update does rot It any forrn of personally dennhaNe Information from your 
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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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a Microsoft Window, 1.1pBotr Mttrotolt Internet [ spinner 
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Fig. 4.9 The Windows Updates List. 
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Using the above screen you can Review and install updates 
you select from the displayed list, as shown in Fig. 4.10 below. 
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Fig. 4.10 The Windows Updates List. 
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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 
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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 n Control Panel, 
  shown here, or 

• by clicking the 
  link pointed to 

in Fig. 4.11 
above. Either of these 
actions opens the 

!redness texletes 

dialogue box in veryday et 03 00 

Fig. 4.12 in which you 
can set the day and 
time for the Automatic 
Updates. 
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Fig. 4.12 The Automatic Updates Box. 
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The Administrative Tools 

Double-clicking the Administrative Tools icon in the Control 
Panel, opens the folder, shown in Fig. 4.13, which 
provides shortcuts to certain Management tools and 
services. 

menneine *on 

Fig. 4.13 The Administrative 
Tools Folder. 
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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. 

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:WalueAdd\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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Nerd > Cancel 

Welcome to the Backup or 
Restore Wizard 

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

H you prefei, you can switch to Advanced Mode to change the 
settings used for backup or restoreles option is recommended 
tor advanced users only 

L' Always start in wizard mode 

To continue, click Next. 

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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Fig. 4.17 Backing Up Process. 
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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. 
The Backup Wizard asks 
you to select what and 
where to back up, give a 
name to your back-up file 
that means something to 
you in the future, gives 
you a summary of what is 
intended, and lets you 
start the process. The 
window shown in 
Fig. 4.17, keeps you 
informed during the 
backing up process. 
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Backup Types 
By default, during our demonstration, we have created a 
'Normal' backup of the selected files. To see what other types 
of backup exist, first return to the opening screen of the 
Backup or Restore Wizard, then click the Advanced Mode 
link to display the screen in Fig. 4.18. 
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Fig. 4.18 The Advanced Backup Utility. 

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

Options 
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Fig. 4.19 Selecting 
the Backup Type. 
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Normal Backup 

Copy 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. 

Differential Backup 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. 

Incremental 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. 

Daily Backup 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. 
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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. 
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Fig. 4.21 Selecting How to Restore. 
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Fig. 4.22 The Restore Progress Screen. 

A good choice would 
be to select the option 
to Replace the file on 
disk only if it is older 
than the backup copy'. 
After making an 
appropriate selection 
on file replacement and 
file security, pressing 
the Finish button 
causes the Wizard to 
start the restore 
process, as shown in 
Fig. 4.22. 

Hopefully you should 
by now be completely 
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. 
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Fig. 4.23 The Scheduled Tasks Window. 

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. 

If you are running 
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: 

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: 

Fig. 4.25 The Third Scheduled Task Wizard Screen. 
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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. 

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. 

Enka the name and password et a user. The task nel 
tun as á it were started by that uses 

Enter the use, name: I HOME -PC \ Noel Kantaris 

Enter the password 

Confirm password I 

If a password is not entered scheduled tasks might 
not run 

< Back 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. 
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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. 
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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, 
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 
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. 
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Fig. 5.1 Selecting a Drive. 

4.• Disk Cleanup tor 

Disk Cleanup more pop, 

You can use Disk Cleanup to tree up to 2.616.984 KB of disk 
,440 space on (C I 

Res to delMe 

F. in 
â Temporary Internet Files 

.9Il Offine Web Rages 

fri,I'j VI Microsoft Error Reporting Temporary Files 

C Office Setup Files 

Total amount of silk space you gain 47.293 KB 

Descripton 

Downloaded %gam Files are Active controls and Java apples 
downloaded automatically from the Internet when you view cedar 
pages. They are temporarily stored or the Downloaded Program 
Files folder on your hard disk. 

Dcasnloaded Program Files D 1.6 

47.253 KB 

3 KB 

1 KB 

279,532 K 

rVew Flies 

° L» Carrent 

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 
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. 
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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. 
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I. Backup Now  

OK Cancel 

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. 
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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, 
Accessories, System Tools menu. This opens the 
Welcome to System Restore screen shown in Fig. 5.6. 

System liesioro 

Welcome to System Restore 

you can use System Restore to undo harmful chu-pes to 
ye, computer and restore its settings and performance. 
System Restore retwns your computer to an easier tine 
Coaled a restore pure) without omen; you to lose recent 
wort, such as saved doomoents, email, or tustory and 
tonnes lists. 

Any changes thee System Restore makes to your corrouter 
me cmroieteM reverstée • 

yam computer eutornaticaley creates restore pores (caged 
system checkpoints), hut you can also use System Restore 
to creete your won restore pores. This s well if rut me 
ex* to meka a major dmrpe to yam system, suds es 
Instating a new Cru7mn an cheinginti yin, remstry. 

beitanangsteSeam 

to continue, select an option, and thon cick roe, , 

To began, select the task that you want to petlorm: 

ffistore comouter to all eerier tine 

0 Create a restore Do.nt 

Une My last restoration 

L.  rent  

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. 

t System {inhere 

The (clomp cabala &plays n bold al of the dates that have restore points malade. The lot cdspaYs the 
restore pants that ere evadable for the selected date. 

Pt:n*1e types of restore ponts arc system Meckpoints (scheduled restore ponts created by var canalted, 
make restore ponts (restore points created by you), end retallabon restore ports (automabc retrate ports 
created when ratan proverns are hstaled). 

I. On this calendar, rick • bald date. 2. On this bat cack a redore palet. 

n 
M825=51ZIEle, 
MEIMMEIMMIEJI113 There are no restore ports created yet for the day. To 

rem:« moddrately, ork another day and rastree port, 
old roer, by age. 

• 9ack ' Carcel 

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 

Volt stentor actomatcrEr creates restore cons at rro.boiy scheduled trees ce before tenon remmeem me 
rotated. Morrocuer you can use System itestore to create ye. own restore points et tram other than [Moe 
scheduled by yo' compute, 

Type a ciescrcton for mar restore port n the felloreng test boo Ensure that you &rose a descrobon that n 
easy to eiestCy n case you need to restore ray computer later 

Restate point description: 

After De-fragmentation 

the current date and tree are autornatcaly added to rest restore point 

ros restore port cannot be cnanued alter t es created Ber OM contr....a, ensure that yesc hove 
typed the tweet none. 

< Rack Efate Çarcel 

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. 

System Restore 

Restore Point Created 

rem restate poet 

IS tory TOO+ 
09:12,1fi Alter De- Fragmentation 

To perform another task, cic/ ,kete erne 1 CM:6 

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 %store Autornatec Updates 

ertere Computer N ame Hardware 

System 

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 rji 
System Restate Autornatc Updates Remote 

General Computer Name Harlem Advanced 

Wrodows uses the folowrg nformatton oIdentity your cOmPutet 
on the retwcels 

Computer descnphon. 

For example itatchen Compute," of "Hasp's 
Compute?' 

Full computer name noels-home-pc 

Workgroup WORKGROUP 

To use the Network Identecation Weeed to per a 
dornan and create a local user account, click Netivotk 
ID 

To rename ho compute, of loon a domain. cick Charge 

I Network ID I 

[ Change  

OK Cancel 

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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File Action View Help 

re rP 3 
.amingeormis 

Batteries 

Computer 

A. Disk drives 

IC25N040ATMR04-0 

* Display adapters 

y MOBILITY RADEON 9000 
OVO/CD-ROM drives 

TOSHIBA DVD-ROM 5D-96112 

leo Floppy disk controllers 

' Standard floppy disk controller 

Floppy disk drives 

Floppy disk drive 

• gy IDE ATA/ATAPI controllers 
IEEE 1394 Bus host controllers 

• Imaging devices 

• Infrared devices 

Vi tie Keyboards 

• Mice and other pointing devices 

▪ It., Modems 

▪ i/ Monitors 

1111# Network adapters 

• e PCMCIA adapters 

▪ POrtS (COM & LPT) 

.16 Processors 

e. Sound, video and game controllers 
• 4 System devices 
•Universal Serial Bus controllers 

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 i  
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 Tab-sheet 

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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ff2 Microsoft Management Console Prtgl 
11 a 
Pride Back options 

Loiter* 'Index âearch 1 

:li• * Microsoft Management Console 

z lb Device Manager 

How To... 

,. Qj View Device Information 

eView devices and teso 

Le View the status of a de 
2) View power °Negations 

e VIL44 bandwidth aloca 

Print information about 

- Configure Device Propertie 

5 Enable a device 4 Disable a device 

e Change resource settir 
eChange network adapt jChange port settings 
4 Change PS/2 mouse s 45 Change IDE controlar 

Change region setting: 

!,,Il Change ISDN adapter 

3,  Change power nsanagi ii Enable or disable digitz 1 Configure multimecla d 
i a Upgrade from a unipm 

'- I.L.:1 Uninstal and Reinstall De. 
4 Uninstal a device 

Reinstal a Pkg and Fl 

Reinstall a non-Plug ar 

11 Roll back to the previo 

1.,1 Undock a portable cor 

L.2.1 Unplug 01 eject device 
- lij Update and View Device [ 

Update or change a di 

View information about 

4 Starr and stop non-Pka 

- (1.3 Concepts 

D 
.111 Configuring devices 

i1Uninstalling devices 
Hardware profiles overvier 

Dence Manager overvie, 

r--

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. 

it Warning 

• 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: 

• Determine whether the hardware on your 
computer is working properly. 

• Change hardware cordiouration settings. 

• Identify the device drivers that are loaded 
for each device, and obtain information 
about each device driver. 

• Change advanced settings and properties 
for devices. 

• 

• Disable, enable, and uninstall devices. 

• 

Install updated device drivers. 

Roll back to the previous version of a 
driver. 

• 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. 

its Warning 

• 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. 

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 E>1.1 
General Compute, Name , Hardware Advanced 

System Restore Automatic Updates Remote 

Select the ways that this computer can be used horn another 
. location. 

Remote Ássrstance 

FlAiow Remote Assistance invitations to be sent from tras computer 

Learn more about Remote Assistance. 

Remote Deskrue 

Allow used to connect remotely to this conmutet 

Full computer name 

noels-home-pc 

Learn more about Remote Desktop 

r Setect Remote Users,  

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 
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 
test, configure, 

or re-calibrate a 
controller you would 
select it from the list and 
click the Properties 
button. 

The Games Folder 
We will not spend long 
on this topic. In 
Windows XP the games 
folder can be reached 
from the start, All 
Programs cascade 
menu. 

a FreeCell 
gp Hearts 
• Internet Backgammon 

e Internet Checkers 

al Internet Hearts 

Internet Revers' 

40 Internet Spades 

• mnes,,,,,eeper 
eb PnbaIl 

Solitaire 

• Spider seem 

Fig. 5.16 The Games 
Folder. 

impressive 

These settings het, you configure the garne mimes instaiteg or, 
pour computer 

tated garne r.dreck, 

Caseate; 

dd 

Advanced 

S 

roublesIvaor  

Fig. 5.15 The Game Controllers Screen. 

The Games folder contains 11 games, 
as shown in Fig. 5.16. Of these, five 
games require you to connect to the 
Internet to find opponents of different 
skill levels, while the other six can be 
played without additional expense. 
Classic Hearts can be played over a 
network against real opponents or 
against opponents supplied by the 
computer. FreeCell is a patience based 
game, while Classic Solitaire, 
Minesweeper, Spider Solitaire are 
designed to help with mouse skills. 
Pinball is a 3D arcade type game with 

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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Internet Connections 

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. 

In the General tab sheet, you specify which page to 
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). 

1121=2111111111111111111111111111Eff 
Oene,,1 Sunty . Pmeacy Content Ccnneepra Progams Advanced 

You cse uhave wilch page to use lot you hallo page 

Ade,O MIC•9 

Pffle you view °nth. Idler.« re staed WIe spoeieoldor 
Gock virMng 

Delete Cooke, Chlete Setting.. 

T HeY dde, oore.obrk, to page, yo,2,.. upgod, to, 

DetokeeçpoPdee,2OQ Ck. tie.Y  

Coke,  Feo,  Ungo.q.,, 

I OK I 

Accessi›Tev 

(  

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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CZ111111 
aleck for newer verpore of staed pages, 

C, Every vait to the page 

Every tine you start Internet Explorer 

(1‘1)Autornaticarre 

Totçoo,y treenet files folder 

Current kcaton: E:‘Docurnents end  •...WM.& 
KentensEncal SettinissITemporary 
Internet FlesI 

Amount of disk space to use: 

I Msve Folder... 1 +Few Fies... 

297 be 4 

View Obiects.., 

Cancel 

Fig. 6.2 The Settings Dialogue Box. 

button to see 
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. 

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 
options for checking for 
newer versions of stored 
Web pages, and you can 
limit the amount of hard 
disc space used by them. 
Click the View Files 

a list of the temporary files held on your 

To view history links, click the History Toolbar 
button, shown here to the 
right, on a Windows XP 
application such as the Internet 
Explorer or My Computer (to do 
this, use the View, Toolbars, 
Customize menu command), to 
open the History panel, shown in 
Fig. 6.3. You can choose History 
links from Today to several Weeks 
Ago. 

History 

View • 4 Search 

33 Weeks Ago 
M2 Weeks Ago 

▪ Last Week 

•i.M Monday 

M. Tuesday 

.r.M Wednesday 

M Thursday 
Today 

campfirefoods (www.campfir..., 

44 'cantons (www.kantaris.com) 

111111111E1=1= 
Lij My Computer 

nominet (www.nominet.org.uk); 

oca.mtcrosoft (oca.microsoft... 
j secure l .nominet (secure I n... 

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. 

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. 

Inlp opt PrnpnrtioS 

Gained Pwacy Gyve. Ccreectere Fscgern Advanced 

Seiect sWeÓ cc.e. zona . specly Es xecuity reene 

lb SOO 
gam local simnel Tweed «es Restreted 

4 Wes 

Memel 110 Thu acne contra ai Web sin yen 
haven't diced is othes :on« 

let 7.ore 

Custom 
Kneen seems. 
• To charge the settee, cie Censase Level 
• To we We escarveended temps, dick Defeat Level 

t OK I Cancel 

Fig. 6.4 The Internet Security Screen. 

%ends: 

• gEDoleF ilessnloadlrellnctICAgned Icontrofs 

• 0 Casabas 

• Enable 

® Prompt 
Dwelled unsçned Active% contrces 

(€) >sable 

0 Enabie 

0 Prompt 

:à§ Intake and script AdeVée controls not marked es safe 
(4) Deal* 

Eneble 

0 Prompt 

is• 

keet custom genus 

Aeonttoz Medium 

Cancel  

Fig. 6.5 The Security Settings Screen. 
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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 

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 treated. 

Internet Propetties rf;t* 
Genet& Smutty PO.eC C.. Connechorn %germ Advanced 

Move the tided to select a save% rattan, n th. r î 
a. toes 

L4-T 

Modem 

• Blocks thedisarly cookies that 63 rat have a ennead 
PrratsY poky 
• Plonks theomoy =doe. that use peon* athreele 
epee, heel Yoot he,* “nete 
• Iltninert 'WerIy cooker that tere personally dentinal* 
nloonation naltat natrait comae 

I She.  leech LA_rrL__irrcedl 

Pens* Ettaket 453 Perna 11041 papa, wonders from *perm 
a else Pretattr heads.. j 

( OK Canner 

Fig. 6.6 The Internet Privacy Screen. 
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Fig. 6.7 The Advanced Privacy Settings 
Screen. 
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Internet Content 
Clicking the Content tab of the Internet Properties dialogue box 

displays the screen in 
Fig. 6.8. The most 
important option on this 
screen is the Content 
Advisor which helps you 
to control the Internet 
content that can be viewed 
on your computer. Clicking 
the Enable button displays 
the screen shown in 
Fig. 6.9, where you can set 
ratings on Language, 
Nudity, Sex, and Violence 
permitted to be viewed. 

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

Internet Properties 

General malty Povacy C evd Comet-eons %gams Advarued 

li Rahn> hst you ceeeol the I.ertet cont. thet can be 
e wowed on t., compote 

Enan 

Cote:Wes 

Use cedficales to posesvat .heteiyyoot.eL cet..ton 
euttunhee. and pares., 

LleatSSL Stetej  Certfloates  % Weds  

Pescrai veonsason 

!4:1
AdtoCoroplete 'taco pre,.g Otto.. 
and stoge,ts rile.thes tor you 

ketosoft Prolk Attleet stores your 
Amuse racomesson 

My Proles j 

L_9..Li I  Cancel  

Fig. 6.8 The Internet Content Screen. 
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Fig. 6.9 The Content Advisor Screen. 
ratings. 

Other options on the 
Content tab screen of the 

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

Clicking the Connections tab 

Internet Propertrea r, 
Geherel Sec.arty ,"rrvecy Content Co correr P"c«ems nnwneed . 
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LAN Settings do not apply to chew connect... ILAN Selene 
°mom Setenee above for riel-tes settnos 
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Fig. 6.10 The Internet Connections 
Tab-sheet. 

of the Internet Properties 
dialogue box displays the 
screen in Fig. 6.10. Under 
the Dial-up and Virtual 
Private Network settings 
you will see a list of our 
Internet connections which 
are already available on 
this computer. However, to 
show you how to make 
such connections, we will 
take you through the steps 
required. 

To set up a new Internet 
connection, click the 
Setup button which starts 
the New Connection 
Wizard shown in Fig. 6.11. 

New Connection Itii7ord 

Welcome to the New Connection 
Wizard 

This wizard helps you 

• Connect to the !Memel 

• Connect to a private network, such as your workplace 

net 

• Set up a home or small office network 

To conilnue ckck hent 

 j 

Fig. 6.11 The New Connection Wizard. 

As you can see, this Wizard can be used to connect to the 
Internet or a private network, or set up a home or small office 
network. For networking, see Chapter 7. 
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Below, we will look at, and guide you through, the two main 
types of Internet connection: Dial-up modem, and Broadband. 

Connection Using a Dial-up Modem 
To proceed with the Wizard, click the Next button, then: 

• In the first Wizard screen, select the Connect to the 
Internet option from those available and click Next. 

• In the second Wizard screen, select the Set up my 
connection manually option and click Next. 

• In the third Wizard screen, select the Connect using a 
dial-up modem option and click Next. 

• In the fourth 
Wizard screen, Car* Mar 

l.e.« ,be name ,M1ere.c..e.eove,eu.rem nemn,  

(Fig. 6.12), type in 
your ISP's name 
and click Next. 

• In the fifth Wizard 
screen, type in the 
phone number of 
your ISP. 

Tope new d pot,SP 11.• felemplarat 

itee nee,,,be the none canner. ye. art 

• In the sixth Wizard Fig. 6.12 The Fourth New Connection 

screen, shown in Wizard Screen. 

Fig. 6.13, type in 
the User Name 
and Password Interne. P.c.. In, omahan 

ra...e. ecae, nme<napes.c. ea 
given to you by 

Type or ISP sco. mew «Ape,* lime. dun 'la riomean end slow on 

your ISP, tick the W., 1.1 you nee* bpegon...stnp Arco. rune e mead mud 

boxes relevant to .... you, then then click Persmad 

Ca.ren patsoad   

Next. ., U. Ne att.". name atel Dimmeel...1 aryone ram., to. Ir.. boon 
Ow canpa 
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Now, whenever you activate Internet 
Explorer of your e-mail program, such 
as Outlook Express or Microsoft 
Outlook, the screen shown in Fig. 6.14 
is displayed on your screen, ready for 
you to make the connection to your 
ISP. 

Fig. 6.14 The Dial-up Connection Screen. 

Connections Using Broadband 
To use broadband, you must first select a Broadband ISP, who 
might or might not charge you a connection/installation fee, or 
provide you with a free broadband modem - see next page for 
choice of available modems, which are dependant on the type 
of connection required. A quick search on the Internet (try 
www.google.com) will unveil the most current offers, but before 
choosing, look at pricing and restrictions associated with 
particular connections. 

Monthly connection fees depend on a choice of connection 
speeds which can vary from 5 times to 15 times the speed of a 
dial-up (56 Kbps) modem, the most typical one being 10 times 
(512 Kbps) for domestic use. Other factors that control pricing 
can be the availability of e-mail addresses, mail filtering, and 
Web site hosting. However, keep an eye on restrictions - some 
providers only allow certain amount of Internet browsing a 
month, others do not allow you to play games on-line, while 
others only allow one computer to be connected to the Internet. 

Next, you must find out whether your premises are near 
enough to the exchange and whether broadband is available at 
that particular exchange. Both of these requirements can be 
found out quickly and easily by simply selecting the appropriate 
option on you chosen ISP's Web site, and typing in your 
postcode. 

If all is well, you can now select the type of broadband 
modem you require. Broadly speaking, there are three types of 
modems you might want to use as a domestic user. These are: 
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1. A simple broadband modem which connects to 
your computer's USB port. This is the type most 
commonly provided free by ISPs and can only 
connect a single computer. 

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

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

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

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

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

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

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

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

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

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

Therefore, it might be a good idea to research broadband 
modems before you commit yourself to any specific type. Find 
out what is available and what is more appropriate for your 
situation. As to the question of which make of modem you 
should be buying, we suggest you look up the customer 
reviews in such Web sites as www.amazon.co.uk before 
making up your mind. Try to select one with a built-in firewall. 

It is also vital to find out in which country the technical 
support of the modem you propose to buy is based. Phone 
them (before you buy) and ask a general question. See if you 
understand the answer! Some modem manufacturers' 
technical support can cost you dearly as it can be charged by 
as much as £ 1.50 per minute! A very high price to pay. 

Don't let us put you off broadband. You only need to browse 
the Web for a few hours to find out the answers to all the things 
we have pinpointed here. Once this is done, the rest is easy. 
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Installing a Broadband Modem 
The first thing you have to do after connecting your new 
broadband modem to your computer is to install the required 
drivers for the particular connection. We assume here that you 
selected to connect your modem to your computer via the USB 
port, as this is the most common connection. 

As most installations are Plug-and-Play, the moment you 
make the connection, Windows XP detects it and the message 
'Found New Hardware' is displayed at the bottom right corner 
of your screen. The Found New Hardware Wizard then starts 
which guides you through the installation procedure of your 

particular broadband modem. The same Wizard 
can be started manually, by clicking the Add 
Hardware icon in Control Panel, shown here, to 
display the screen in Fig. 6.15 

Add Hardware Wizard 

L.__P•I.La4_.,j I c—ei I 

Welcome to the Add Hardware Wizard 

1h,, iyaerd hebs you 

• instal sewed, to support the harchsaee you add to your 
ooripAei. 

• Troubleshoot problems you may be having with your 
hesdetese 

It pour hadwata came with an installation CD. 
it is recommended that pou click Lancet to 
cam this wizard and use the aanulacturees 
CD to install this hardware. 

To continue clokNect 

Fig. 6.15 The New Connection Wizard. 

If the modem is not recognised immediately by Windows, insert 
the manufacturer's CD in the CD-ROM drive and make sure 
the Wizard looks for the drivers on that drive. The next Wizard 
screen should then notify you that the USB drivers have been 
found and clicking Next proceeds with the transfer of the 
drivers to your hard disc. 

Optionally you can connect another computer using its 
Ethernet port, before going on to configure your connection. 
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Configuring a Broadband Connection 
In what follows, we assume that you have connected your 
broadband modem to your computer via the USB port, as this 

is the most common connection. We also assume that 
the required drivers for the modem for this type of 

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

here, then click the Connections tab of the displayed Internet 
Properties dialogue box to open the window in Fig. 6.16. 

To set up a new Internet 
connection, click the Setup 
button which displays the 
Welcome screen of the 
New Connection Wizard. 
Click the Next button, then: 

• In the first Wizard 
screen, select the 
Connect to the 
Internet option from 
those available and 
click Next. 

• In the second 
Wizard screen, 
select the Set up 
my connection 
manually option 
and click Next. 
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•Pro and Vaud PINate NeNeN we're 

411 *bed Indite Add, I 

Remove 

Choose Settings f ers melds tank's., a proxy I s.ti, 
s«,.. fox a connectron. 
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Local &tea Irrossork 'TANI *one 

LPN Soong. do rcs apply to dew ...nee... • LAN Slane 
Choose Seen% goes for deldes setthps. 

Fig. 6.16 The Internet Connections 
Tab-sheet. 

• In the third Wizard screen, select either the Connect 
using a broadband connection that requires a user 
name and password option or the Connect using a 
broadband connection that is always on. Which 
option you choose depends on your ISP. We selected 
the first option, then clicked Next. 

• In the fourth Wizard screen, type the name by which 
you want the connection to be known. 

• In the fifth Wizard screen type in your user name and 
password, as shown in Fig. 6.17 on the next page. 
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New Connection Wilat d 

Internet Account Information 
You MI need an account name and password to sszn n to your Internet account 

Type an ISP account name and password, then write down this information and store it In a 
sate place ( It you have Tosten err existng account neme or password, contact your ISP.) 

U sot name 

Password 

Conn» password 

the this account name and password when anyone connects to the Internet from 
the computer 

FE Make thrs the detauk Internet connechcn 

Firm on Internet Connectscnfseetall for dar connection 

Back hese> CancelT 

Fig. 6.17 The New Connection Wizard. 

On this screen, you can select whether this account can be 
used by anyone using this computer, whether to make this 
connection the default Internet connection, or whether to turn 
on the Internet connection firewall. If your broadband modem 
incorporates a firewall, or you are using the Norton Internet 
Security software, you should deselect this last option. 

Programs for Internet Services 
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Clicking the Programs tab 
of the Internet Properties 
dialogue box displays the 
screen in Fig. 6.18. On this 
tab screen you can choose 
from drop-down lists which 
program Windows should 
be using automatically for 
Internet services such as 
HTML editor, E-mail, 
Newsgroups, Internet call, 
Calendar, and Contact list. 

Fig. 6.18 The Internet Programs 
Tab-screen. 
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Advanced Options 
You can use the Advanced tab of the Internet Properties 
dialogue box to select options on such diverse topics as: 
Accessibility, Browsing, Connection Protocols, Multimedia, 
Printing, Searching, and Security. 

We found that these options are normally set when you 
customise your printer, browser, media player, etc., therefore 
we will not spend any more time on this tab sheet. 

Publishing a File or Folder to the Web 
To publish a file or folder to the Web, open My Computer, and 
navigate to the file or folder, and click the file or folder you want 
to publish to the Web to select it, as shown in Fig. 6.19 below. 
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Fig. 6.19 Selecting Folder to Publish on the Web. 

Under File and Folder Tasks, click the Publish this folder to 
the Web link to start the Web Publishing Wizard. The second 
Wizard screen displays the contents of the folder, as shown in 
Fig. 6.20 on the next page, where you can select all the files or 
some of the files you intend to publish. Having made your 
selection, click the OK button. 
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Fig. 6.20 Changing the Selection of Files to Publish on the Web. 

The Web Publishing Wizard now initiates a connection to the 
internet and once you are connected the screen in Fig. 6.21 is 
displayed. 
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Fig. 6.21 Selecting a Service Provider to Host your Web Site. 

Note that there is no option to add to the list of Service 
Providers who could host your Web site. If you want to publish 
material to your own Web site, then you must use the File 
Transfer Protocol (FTP) procedure, to be discussed at the end 
of the next chapter (page 124). 
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The Windows SP2 Security Centre 

e 
Saver 
Center 

If you have installed Service Pack 2, you can click the 
Security Center icon in the Control Panel, shown 
here, to display the Windows Security Center screen 
shown in Fig. 6.22. 
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Fig. 6.22 The Windows Security Center Dialogue Box. 

The Security Center's job is to make sure that Windows users 
are kept secure by installing the Firewall, keep Windows 
up-to-date at all times, and use antivirus software. 

Each of these essential security components has a traffic 
light indicator; a green light means the security component is in 
place and is up-to-date, a yellow light indicates that you have 
disabled its monitor, and a red light means that there is a 
security risk and you are required to take action. 

Each security component can be managed by clicking the 
relevant link at the bottom of the Security Center screen. We 
very strongly advise you to use these security components if 
you want to avoid malicious attacks on your computer from 
hackers and viruses. 

110 



7 

Network Connections 

A network allows several people to share the same 
peripherals, such as printers, scanners, and centralised 
backup facilities. Chances are you already have some of the 
hardware you will need, and you may be surprised at how easy 
and affordable it is to share Internet connections, and 
information. 

Home and small business networking is very simple to install 
and manage, unlike the networks of large organisations. Most 
modern computers come network ready, which means all you 
need is the right type of cable to connect them together, and 
depending on the type of connection, you might also need a 
network hub. If your computer is not network enabled, then you 
will need to buy a network card. 

Network cards come in three different architectures, and 
which one you choose depends on the type of slot available 
within your computer (you will need to open up your computer 
to find out). Long black slots take an ISA type card; long brown 
slots take an EISA type card; short white slots take a PCI type 
card. If you are using a laptop or notebook computer, then you 
could use a PCMCIA network card, the size of a credit card, 
which fits in a specially designed slot on your laptop. 

Generally speaking there are two types of networks: 

Client/Server - used by large organisations, which need to 
network large number of computers (between 8 and several 
hundred). Networked machines can either all be in the 
same physical area, or scattered in different places. At the 
centre of a client/server network is the server machine (also 
referred to as the file server), which has to be a much more 
powerful machine than the client machines (also referred to 
as workstations). 
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The server machine usually has all the programs required 
by users installed on its hard disc (multi-user licences are 
required), and can also act as a print server. As such, the 
server machine has to be left on at all times and, therefore, 
must be fitted with an Uninterruptable Power Supply and 
have adequate backup facilities. Obviously, setting up and 
running such a network requires specialist knowledge and 
is normally carried out by a Network Administrator. 

Peer-to-Peer - used by home and small businesses, which 
only require to network a small number of computers (up to 
8). The most popular connection method is called Ethernet, 
but its drawback is the need to run wires from computer to 
computer. You can run up to 90 metres of special wire with 
little data slowdown. At 100 megabits per second (Mbps), 
Ethernet is easily fast enough to handle a broadband 
Internet connection and still move plenty of local data. 

The other option of connecting peer-to-peer computers is 
wireless. There are two popular options; the 802.11b (also 
known as Wi-Fi'), and the Bluetooth wireless technology. A 
wireless network is usually easier to install than an Ethernet 
network, but configuring the equipment can take a little 
longer. The speed of a wireless network is generally faster 
than a broadband connection, therefore you will not notice 
any slowdown even when large files are being transferred 
across the network. 

Lately there has been an upgrade to the 802.11b standard, 
namely the 802.11a, which operates at 5 GHz with a 
throughput of five times that of the 802.11b, but is rather 
expensive to buy. The latest entrant to these standards is 
the 802.119 which splits the difference in throughput 
between the other two standards, and is cheaper than the 
802.11a. 

With a peer-to-peer network, there is no centralised server 
machine; all computers on the network have equal status. 
Also, you don't need special software to run the network. 
Everything you need comes with Windows XP, and is very 
easy to implement. There is even a Network Setup Wizard 
to help you with the job at hand. 
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Using the Network Setup Wizard 

f you have installed the Windows Service Pack 2, you can 
start the Network Setup Wizard by double-clicking 
the additional Control Panel icon, shown here. 

If you have not installed Service Pack 2, you can 
still start the Network Setup Wizard, but in a 
slightly roundabout way. First, click the Network 
Connections icon in the Control Panel, shown 
here, to open the Network Connections screen 
shown in Fig. 7.1 below. To see a similar view to 

the one below, select the option List in the View sub-menu. 

Fig. 7.1 The Network Connections Screen. 

Next, click the Set up a home or small office network link to 
start the Network Setup Wizard, as shown in Fig. 7.2. 

Network Setup Wizard 

[ Cancel 

Welcome to the Network Setup 
Wizard 

This wizard will help you set up this computer to run on your 
network. With a network you can 

• Share an Internet connection 
• Set up Internet Connection Firewall 
• Share riles and folders 
• Share a printei 

To continue, click Next 

Next > 

Fig. 7.2 The Network Setup Wizard. 
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To proceed with the Wizard, click the Next button and do the 
following: 

• In the first Wizard screen, click the checklist for creat-
ing a network link, as shown in Fig. 7.3 

Network Setup Wizard 

Belote you continue... 

Beim You continue. 'enc.. the eesetiel21. .t9iikidirifig-

T hen. complete the foloreng steps 

• Instal the nehserk cards, modems, and cables. 
• Turn on el computers. ptintets. and external modems. 
• Connect to the Internet 

When you click Neat, the vazard sel snatch hDf a shared Internet connection re your network 

< lack INext > rTen—cei  

Fig. 7.3 The First Network Setup Wizard Screen. 

This activates the Help and Support Center and gives 
you a detailed screen on the steps you need to take to 
create a home or small office network. We suggest that 
you spend some time with this help screen. 

• In the second Wizard screen, select the Internet 
connection from the displayed list through which you 
would like to access the Internet, then click Next. 
Obviously, you need to have set up such a connection 
before it will appear in the list. 

• In the third Wizard screen, select the option that best 
describes your computer in terms of connectivity, then 
click the Next button. 

• In the fourth Wizard screens, type in a computer name 
by which your computer will be known, such as Study 
PC', etc., while in the fifth Wizard screen, provide a 
working group name, such as Home or Office. 

• In the sixth Wizard screen (SP2 only), you are asked 
whether or not you want to establish file and printer 
sharing. 
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• In the next Wizard screen, you are given a summary of 
the settings the Wizard will apply, as shown in Fig. 7.4; 
it might take a few seconds to do so. 

Network Setup Wizard 

Ready to apply network settings. 

The wizard e apply the fotowkno settings This process may take a few minutes to complete 
and cannot be ntenupfed 

Settings: 

Internet =medial settings 

Internet connection: Local Area Connection 
Internet connection sharng enabied 
Windows Fireyeall enabled 

Network setork2s 

Compute, descry:Aron 

To apt* these settings. click Next 

Study PC 

< Back j Next> ( Cancel 

Fig. 7.4 The Network Setup Wizard Summary Screen. 

• In the next Wizard screen computers are shown in an 
animated graphical display in the process of being 
connected to a group, as shown in Fig. 7.5 below. 

Fig. 7.5 Part of the animated Network Setup Wizard Screen. 

Please wart. . 

Pletre wat while the wizard corfigures this compute, tor home or small office networking lias 
process may take a few mutes. 
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At this stage, the Wizard under Service Pack 2, asks you to 
restart your computer so that all changes can take effect. Pre 
SP2 users have a few more steps to get through, as follows: 

• In the next Wizard screen, shown in Fig. 7.6, you are 
given information on what you need to do next. For 
example, you must run the Network Setup Wizard on 
all computers on the network which operate under 
Windows XP, or create a Network Setup disc to be run 
on computers which do not operate under Windows XP. 

Network Setup Wizard 

You're almost done... 

; • You need to tun the Network Setup Wizard once on each of the conputen on yea 
•,,41:4„) network To run the yezagd on computers that are not running Wirdows XP, you can use 

the Wmclows XP CD or a Network Setup Disk_ 

What do you want to do> 

(;) Create a Network S ehe Drsk 

Use the Network Setup Disk I ekeady have 

Use my Windows XP CD 

C. Just Ignrsh the wizard. I don't reed to run the wizard on other cornpufers 

[ Net > 

Fig 7.6 The Eighth Network Setup Wizard Screen. 

Obviously, there are one or two other choices available 
to you on this Wizard screen. 

• In the last Wizard screen, shown in Fig. 7.7 on the next 
page, you are given two links to the Help and Support 
Center. The first link provides information on how to use 
the Shared Documents folder, while the second link 
gives you an overview on shared files and folders. It is 
worth pursuing both these links. 

• Finally, you are asked to restart your computer so that 
all the settings take effect. 

116 



Network Connections 7 

Network Setup %Vizor d 

Completing the Network Setup 
Wizard 

You have successfully set up this computer for home Of small 
office networking. 

For help with home or small office networking, see the 
following topics in Help and Support Center 

• Using the Shared Documents tolder 
• Sharinq files and folders 

To see other computers on your network click Start, and then 
click My Network Places 

To close this wizard click Finish 

L≤Back j Finish 

Fig 7.7 The Final Network Setup Wizard Screen. 

As you can see, connecting your computers to a home or small 
office network is very easy to do, particularly with SP2. All that 
remains is to arrange for certain files and folders to be shared. 

Sharing Information and Hardware 

You can share files and folders stored on your computer, on a 
network, and on the Web. The method you choose for sharing 
information depends on whom you want to share it with and 
what computer they will use to access it. There are three main 
categories: 

Everyone who uses your computer can share informa-
tion by using 'Shared folders' which are counterparts to 
your personal folders, such as My Documents, with its 
sub-folders My Pictures, and My Music. Shared 
Documents, with its sub-folders Shared Pictures, and 
Shared Music provide a place for you to store files, 
pictures, and music that can be accessed by all users 
of your computer. 
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• You can also share information and resources, such as 
a disc, folder or printer, between computers on the 
same network and control whether the files on the 
shared folder can be modified by other users. 

• Finally, you can share your files online by publishing 
them on the Web in a private folder that you control. 

In what follows, we will examine in turn how you can achieve 
sharing under each category. 

Sharing Folders and Files on your PC 
To share a folder with other users of the same computer, first 
locate it (ours is a sub-folder in My Documents folder), select 
it and drag it to the 
Shared Documents link 
in Other Places. The 
folder will then be moved 
from its present position to 
within the Shared 
Documents folder. 

If you want to make a 
copy of the folder rather 
than move it, hold down 
the <Ctrl> key while 
dragging. You will be able 
to tell that the intended 
move will copy the folder 
by the display of the small 
plus (+) sign next to the mouse pointer, as shown in Fig. 7.8. 
When you release the mouse button a small dialogue box 

appears at the top-left of your screen, as shown 
here. To 
start the 

copying process, you must 
click the Copy Here entry 
which then displays the 
copying box shown in 
Fig. 7.9. 
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Fig. 7.8 Drag-copying a Folder. 
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Fig. 7.9 The Copying Information Box. 
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To move or copy a file into the 
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Fig. 7.10 The Internet Programs Screen. 
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Shared Documents folder, 
select the file and click 
either the Move this file or 
the Copy this file link. 
This opens the Move Items 
(or Copy Items) screen in 
which you select into 
which sub-folder in the 
Shared Documents you 
want to move or copy your 
selected file. 

It is a good idea to 
always move or copy an 
item into a meaningful 
sub-folder rather than 
moving or copying files 
into the main Shared 
Documents folder. If such 
a sub-folder does not 
exist, create it by using the 
Make New Folder button, 
while the Shared 
Documents folder is 
selected. The created 
folder will always be 
created within the folder 
you highlight in the Move 

Make New Folder 4 Move  I Cancel I 
or Copy dialogue box. To 

Fig. 7.11 The Move Items Screen, complete the Move or 
Copy command, select the 
sub-folder into which you 

want to place your file and click the Move (or Copy) button on 
the dialogue box in Fig. 7.11. As you can also see, the two 
folders, Shared Music, and Shared Pictures were created by 
Windows XP during installation for your convenience. 

If you now use My Computer and open the Shared 
Documents folder, you will find the file you chose to share 
inside the newly created sub-folder. 
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Sharing a Drive or Folder on the Network 
If you are connected to a network, you can share a drive or 
folder on your computer with others connected to the network. 
To start the process, you must log on as the administrator, 
then: 

• Use My Computer, and right-click the drive you want to 
share, and click the Sharing and Security option from 
the drop-down menu, as shown in Fig. 7.12 below. 
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Fig. 7.12 An Item's Shortcut Menu. 

• On the Sharing tab of the displayed dialogue box, click 
the If you understand the risk but still want to share 

the root of the drive, click here link. 

• On the displayed screen, shown in Fig. 7.13 on the next 
page, you now have the option of allowing the sharing 
of the selected folder (drive D: in our case) with other 
users on the network, by clicking the Share this folder 
on the network check box. The letter D appears 
automatically in the Share name text box. 
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To change the 
name of the folder 
on the network, 
type a new name in 
the Share name 
text box. This does 
not change the 
name of the origi-
nal folder on your 
computer. 

If the Share this 
folder on the 
network check box 
is not available to 
you, then either 
your computer is 
not connected to 
the network, or you 
are not logged in 
as the administra-
tor of this 
computer. 

To share a single 
folder with other 
users on the 
network, follow the 
same procedure as 
explained above, 
but this time right-
click the folder you 
want to share 
instead of right-clicking a whole 
jump straight to the dialogue box 
without opening the warning box in 

Fig. 7.14 The Sharing Folder Screen. 
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Fig. 7.13 The Sharing Properties Screen. 
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• In the dialogue box in Fig. 7.14 you have the option to 
allow or disallow network users to change your files by 
selecting or deselecting the appropriate check box. 
Think hard before allowing anyone to change your files! 

121 
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Sharing your Printer 
If you are connected to a network, you can share a printer on 
your computer with others connected to the network. Printers 
are not shared by default when you install them on Windows 
XP Home edition. To start the process of sharing a printer, you 
must log on as the administrator, then: 

• Click the start menu command Printers and Faxes. 

• On the displayed 
Printers and Faxes 
dialogue box, right-
click the printer you 
want to share and 
select Sharing on the 
drop-down menu 
shown in Fig. 7.15 to 
display the Printer's 
Properties Sharing 
screen (Fig. 7.16). 

• The options you see 
on the Sharing tab 
differ depending 
whether 'sharing' is 
enabled. If you see a 
message stating that 
printer sharing must 
be turned on, you 
must run the Network 
Setup Wizard which 
can be started by 
clicking the link on the 
Sharing tab. 

• If the Share this 
printer option appears 
on the screen, as in 
Fig. 7.16, type in a 
name for the shared 
printer and click the OK button. 
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Fig. 7.15 The Printers and Faxes 
Dialogue Box. 
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Fig. 7.16 The Printer's Sharing 
Properties Screen. 
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File and Folder Permissions 

If you are connected to a network, you can set, view, change, 
or remove file and folder permissions for a drive or folder on 
your computer which you share with others connected to the 
network. However, you can only set file and folder permissions 
on drives formatted to use NTFS - the advanced file system 
that includes features not found in any version of FAT. To 
change permissions you must be the owner of the file or folder, 
or be the administrator of the system. Then do the following: 

• Use My Computer to locate, then select and right-click 
the shared file or folder, and click the Properties option 
from the drop-down menu, as shown in Fig. 7.17 below. 
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Fig. 7.17 An Item's Shortcut Menu. 

• On the displayed dialogue box, click the Security tab. If 
you are using NTFS and the Security tab does not 
appear on the Properties dialogue box, then do the 
following: 
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Click start, Control 
Panel, Appearance and 
Themes, and then click 
Folder Options. 

On the View tab, under 
Advanced settings, clear 
Use simple file sharing 
(Recommended), shown 
in Fig. 7.18. 

Fig. 7.18 The View Folder 
Options Screen. 

My Network Places  

You can use this option on the start menu to gain access to 
and get information on files and folders on other computers on 
a network. You can also use this facility to send files and 
folders to a Web site using FTP by doing the following: 

• Use the start, My Network Places menu command 
which displays the screen in Fig. 7.19 below. 

Fde Edit View Favonte5 Tools Help 

Search 

My Network Places 

Net-work rooks 

4„Z 
Ne, Vier occwork 

conrecoons 

5et op a home or (Ftlefill 

office network 

Vine/ wraloaroup 

comoulers 

row— >ç le) 
10 

Fig. 7.19 The My Network Places Screen. 
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• Click the Add a network place link under Network 
Tasks to start the Add Network Place Wizard, which 
helps you sign up for a service that offers online storage 
space, such as your Web site host. 

• On the second Wizard screen, shown in Fig. 7.20 
below, type in the Internet or network address. 
Examples are displayed on the Wizard screen, as 
shown below, by clicking the appropriate link. 

What is the addiess of this network place? 

Type the address of the Web site, FTP tile, or network iocanon that this shorten! MI open 

lof ernet or network addtess. 

Exampées: 

t\seryershere (shared folder) 
http://webserverishare (Web Share) 
ttp:llftp.microsoft.com (FTP site) 

Fig. 7.20 The Second Add Network Place Wizard Screen. 

What you type in the Internet or network address text 
box for uploading files using FTP should have been 
given to you by your Web site host. If it is a network 
address you are entering, then look at the examples 
above, or consult your network administrator. 

• On the third Wizard screen, you are asked to provide a 
suitable name for the connection which will appear in 
My Network Places, and can be anything you like. 
After typing it in, click the Next button to take you to the 
final Wizard screen, shown in Fig. 7.21 on the next 
page. 
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Fig. 7.21 The Final Add Network Place Wizard Screen. 

• If the Open this network place when I click Finish is 
checked, the Wizard connects you to the specified 
address when you click the Finish button. 

In future, when you want to connect to the network place, use 
the start, My Network Places menu command and 
double-click the required entry, as shown in Fig. 7.22 below. 
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Fig. 7.22 The My Network Places Screen. 
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User Accounts 

In this chapter we will examine how you can create and 
change user accounts settings and passwords, 
and how to increase security on your PC. We 
begin by double-clicking the User Accounts icon 
on the Control Panel, shown here, to display the 

screen in Fig. 8.1 in Classic View. 

User Accounts 

The Computer Administrator 

In the User Accounts screen, shown below, click the 
Computer administrator link under the or pick an account to 
change entry to display the screen in Fig. 8.2. 
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Fig. 8.1 The User Accounts Screen. 
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Fig. 8.2 The Computer Administrator's Account Screen. 

Obviously you need to log on as the computer's administrator 
before most of the options on the administrator account screen 
can be accessed or acted upon. From here, you can change 
your name, change the picture representing you (see pages 3 
and 131), or create a password, as shown in Fig. 8.3 below. 
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Fig. 8.3 Creating a Password for your Account. 
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Do have a look at the topics listed under Learn About on the 
left panel of the screen in Fig. 8.3. It is worth finding out how to 
create a secure password and how to remember it. Another 
option in Fig. 8.2 allows you to change the account type, as 
shown in Fig. 8.4 below. 
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Fig. 8.4 Picking a New Account Type. 
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As you can see, you 
must assign another 
user on this computer 
with an administrator's 
privileges before you 
can change the currently 
logged in user's account 
to a different type. This 
is to ensure that this 
computer has at least 
one administrator. In 
Fig. 8.5, we display the 
screen you will get if you 
click the link under 
Learn About in Fig. 8.4. 

Fig. 8.5 User Account Types. 
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This screen can also be opened by clicking the second link 
under Learn About in Fig. 8.1. The other two links on this 
screen display information on 'User accounts' and 'Switching 
users', as shown in Fig. 8.6 and Fig. 8.7 below. 
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Fig. 8.6 The User Accounts Help Screen. 
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Fig. 8.7 The Switching Users Help Screen. 

Obviously, before you can switch between users you must first 
create their accounts, as we shall see next. 
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Creating a New Account 

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

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

To create a new user account do the following: 

Log on as the administrator, then use the start, Control 
Panel menu command and double-click the User 
Accounts icon. In the displayed window, shown in 
Fig. 8.8 below, click the Create a new account link 
under the Pick a task entry. 

Fig. 8.8 Creating a New Account. 
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Galatea...at 

• In the displayed 'Name the new account' window, 
shown in Fig. 8.9, type in the name of the new account 
holder and click the Next button. 

Ilse, Accounts 

o 

Name the new account 

Type a none kr the new «core: 

Emma 

the c." tzar 

¡Neat, I 

Fig. 8.9 Naming a New Account. 

• If the person in question is too young, it might be a 
good idea to select Limited as the account type, as 
shown in Fig. 8.10, and click the Create Account 
button. 

Pick an account type 
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Fig. 8.10 Selecting a New Account Type. 

• On the next displayed window, shown in Fig. 8.11 on 
the next page, click on the newly created account under 
the or pick an account to change. 
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or pick an account to change 

Fig. 8.11 Picking an Account to Change. 

On the displayed 'What do you want to change' window, 
shown in Fig. 8.12 below, click the Change the picture 
link (pointed to). 
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Fig. 8.12 Changing an Account Picture. 

• In the displayed 'Pick a picture' window, shown in 
Fig. 8.13 on the next page, select an appropriate picture 
and click the Change Picture button. 
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Fig. 8.13 Selecting an Account Picture. 
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• Next, the window of Fig. 8.12 is displayed once more 
where you can Create a password or click the Home 
Toolbar button to return to the 'Welcome screen' shown 
in Fig. 8.14 below. 
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Fig. 8.14 The New Welcome Screen. 
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Switching Accounts 
In Windows XP there are two simple ways of switching users 
without having to restart the computer. However, if you are 
using Offline Files, you can only switch users by using the 
start, Log Off command and restarting the computer. 

To use Fast Switching, you will have to disable the Offline 
Files option as follows: 

• Log on as the administrator, then use the start, Control 
Panel menu command and in the displayed User 
Accounts screen, shown in Fig. 8.15, click the Change 
the way users log on or off link (pointed to) under the 
Pick a task entry. 

Fig. 8.15 Changing the Way Users Log On or Off. 

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

• On the next window to open, shown in Fig. 8.16, select 
the Use fast user switching option and click the Apply 
Options button. 
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Fig. 8.17 The Log Off 
Windows box. 
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Fig. 8.16 Selecting Log On and Log Off Options. 

Now using the start, Log Off command displays the box 
shown in Fig. 8.17 below. Clicking the Switch User option 

displays the Welcome screen 
shown in Fig. 8.18, showing all the 
users of the computer so that you 
can select one. 

A faster method of getting to the 
Welcome screen is by pressing the 
Windows logo ( ) and L keys 
together. 

Windows 

Fig. 8.18 The Windows Welcome Screen. 
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Using an E-mail Program 
When the newly created user first attempts to use the e-mail 
facilities provided by, say, Outlook Express, the first screen of 
the Internet Connection Wizard, shown in Fig 8.19 below, is 
displayed. In this and subsequent screens you need to provide 
the new user's e-mail connection details. 

If the Wizard does not open, or if you want to change your 
connection details, use the Tools, Accounts menu command 
in Outlook Express, select the mail tab and click the Add 
button and select Mail. 

Your Name 

Wean you send e-rnae you narre tail appeal e We From Wid at Ifte oulgung message 
Type you name as you woUd lee it to voice 

Displey neat 

Foi example John Smith 

Fig. 8.19 The First Internet Connection Wizard Screen. 

In the first screen of the Wizard, type the user's name in the 
text box, shown above, and click the Next button to display the 
second screen, shown in Fig. 8.20 on the next page. Enter 
their e-mail address in the text box, if they have not organised 
one yet you could always sign up for free e-mail with Hotmail 
(see the extreme right column of the screen dump in Fig. 8.24). 
Hotmail is a free browser-based e-mail service owned by 
Microsoft. 

In the third Wizard screen enter the e-mail server details, as 
shown for us in Fig. 8.21, also on the next page. To complete 
some of the details here you may need to ask your e-mail 
provider, or your system administrator, for help. 
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Internet E lead Address 

You e read addre:s a Me address AA. peopie ,Ae b send ems,' messages hn you 

&mar address Emma@mcco WTI 

For wen* tonneneencroscAcorn 

Fig. 8.20 The Second Internet Connection Wizard Screen. 

The details given here must be unique to the specified user, 
and should be different from those of other users of this PC, 
otherwise you might receive e-mail not intended for your eyes! 

E acted Server Names 

nrccannd Illed Mee,. POP3 

Inromng mai (POP3. MAP or HTTP) server 

mad onetel re, 

•de SPIV°, 

An SAITP serve a the server Mt Is used le you curdcang e marl 

°Ligon; mai ISMT9 oarvar 

marl oreter re, 

< seck ! Cancel  ; 

Fig. 8.21 The Third Internet Connection Wizard Screen. 

The next Wizard screen asks for a user name and password. 
Both these would have been given by your e-mail provider. 
Type these in, as shown here in Fig. 8.22 on the next page, 
and click the Next button. 
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If you select the Remember password option in this box, you 
will not have to enter these details every time you log on. BUT 
it may not be wise to do this if your PC is in a busy office - for 
obvious security reasons. 

Internet Mail Lemon 

Type the account name ancl passivoid your interne mince ponder hat given you 

Accoint name 'Emrnakan 

Passwed •••••.,1 
flameinbei password 

lye,, Intemet service ryoyidet (mires you 10 lale Secure Password Autl abon 
ISPA) to access you mad recant, select the tog On Limn Sect. Password 
Atihenticiabon iSPAr check bac 

rj Log on ustm Secure Passwoid Authentication ISPA) 

<Back 

Fig. 8.22 The Fourth Internet Connection Wizard Screen. 

This leads to the final Wizard screen informing you of your 
success, which completes the procedure, so press Finish to 
return you to the Network Connections dialogue box, asking 
you to select a connection. These connections to the Internet 
via an Internet Service Provider ( ISP), are the same for all 
users of this PC and were first established by the computer's 
administrator. 

Nitwork Coo,irwtiotr, 

You (ibi a >Jow) tseve requested isloaruhrm from coaled nel.tilc 
Which csneyuction do you wail to we, 

Gamesmen. 

Oiled net 

LI Don't 61i( ne. aeun unti the nadtirne flog an 

f" Seems  

Fig. 8.23 The Internet Accounts Dialogue Box. 
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Once a connection is established, you can click the Read Mail 
coloured link, or the lnbox entry in the Folder List on the left 
side of the Outlook Express opening window. Both of these 
actions open the lnbox, which when opened for the first time, 
will probably contain a message from Microsoft, like that shown 
in Fig. 8.24 below. 

slebe 
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• Mee. •eeunts and Identote, 
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• adeee. Pee end emcee, 

• o oond Inbon rules 

1111111111 

MOIL 
T.r. tnann• •no, e 
reed «ea. twel, feet 
on 'our housenonl• 

men reed re, oonaol non', 

melange, oiourread wade,. onto< too c. 

Fig. 8.24 The Inbox Outlook Express Screen. 

This shows the default Outlook Express Main window layout, 
which consists of a Folders List to the left with a Contacts List 
(from the Address Book) below it, a Message List to the right 
and a Preview Pane below that. The list under Folders 
contains all the active mail folders, news servers and 
newsgroups. 

Clicking on one of these displays its contents in the 
Message List, and clicking on a message opens a Preview of it 
below for you to see. Double-clicking on a message opens the 
message in its own window. 

If you want to know more about Outlook Express, may we 
suggest you have a look at our book Internet Explorer 6 and 
Outlook Express 6 explained (BP513), also published by 
Bernard Babani (publishing) Ltd. 
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Activating the Guest Account 

You can provide limited computer access to guests to your 
home who might require to look at and process their e-mail, by 
activating the Guest account. To do so, however, you must log 
on as the computer administrator, and then on the User 
Accounts window click the Guest icon as shown in Fig. 8.25. 

tiger Accounts !..pl!rx 

',on Abut 

er,yet nrees 

Pick a task.. 

E .:•nyys rs.. n..e,ye 

or pick an account to change 

Fig. 8.25 Activating the Guest Account. 

This opens the screen shown in Fig. 8.26 below in which you 
click the Turn On the Guest Account button. 

Fig. 8.26 Turning on the Guest Account. 

Do you want to turn on the guest account? 

you turn on the pm* account, P.30018 who do rot rove on acme* can use the guest meant to 
bo on to do ccrrçuter. Passvord-prctected fees, folders, ro settings are not accessible to guest 

linne the Guest Acco.rt J 1C  

kuto,,,p..est mess to this computer.] 
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As with other users of this computer, a Guest account needs 
information about the person's e-mail provider, as discussed 
previously. An alternative option would be for the guest to use 
the Microsoft Hotmail facility, but to do so they must be online. 
Whichever e-mail facility you choose, as a Guest user you 
cannot connect to the Internet - they must get another user of 
this computer to first connect to the Internet before they can 
proceed. The same applies to disconnecting from the Internet 
after use. 

As mentioned earlier (and when connected to the Internet), 
clicking the Get a free Hotmail account link at the extreme 
right column of the Outlook Express Inbox screen (see 
Fig. 8.24), displays the screen in Fig. 8.27 below. 

Fig. 8.27 The MSN Hotmail Sign-in Screen. 

The same screen can be displayed by starting Internet 
Explorer and typing www.hotmail.com in the address box. 
From here you can either sign up for a free e-mail account or 
sign-in, if you already have an account established. One word 
of caution; you must use a newly signed up account within 10 
days after it becomes activated, and after that you must use it 
at least once every 30 days if the account is not to be lost. 
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Increasing Computer Security 

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

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

In the displayed Select lagon and logoff options' 
screen, shown in Fig. 8.28, click the Logon options 
link under the Learn About entry on the left panel of 
the screen. 

o la Heft 
Reated tasks 

rem Mori 

Select loon and logolf oplions 

DUee the Welcome screen 
By tore the urekorne screen, you con simply clek roe account 005to kg on For retied 
senety, you con turn off te fuhre end toe d, e data bpre prompt edad, requires users to 
type a wer account owe. 

E Use Feet tber Switching 
Ynth Foot Use 5etcneb, YOU can web vetch to once. user comet rethout haying to 
dose any oroyerns. Ihen, when the the user a freed, you can pee beck to you OWII 
apart. 

Fig. 8.28 Selecting Log On and Log Off Options. 

The displayed screen, shown in Fig. 8.29 on the next 
page, contains information on what happens when 
either or both of the check marks in Fig. 8.28 are 
removed. 
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Fig. 8.29 The Learn About 
Log-on Options Screen. 

Guest user is barred from 

Obviously, disabling the 
Fast User Switching 
option adds a bit more 
security to the system 
and allows you to use 
Offline Files, but it still 
retains the friendly way 
of logging in, as it allows 
you to click your name 
on the Welcome screen 
and type a password, if 
you have one, to log on. 

However, if Fast User 
Switching is disabled, 
using the Windows 
Logo ( ) and L keys 
together, locks the 
computer and only the 
administrator of the PC 
can unlock it. Also the 

browsing the Web or using any 
e-mail facility, because when a user who has access to the 
Internet logs off, the connection is shut down automatically. 

If now, in addition to disabling the Fast User Switching 
option, you also disable the Welcome screen option, you 
increase security even more as you eliminate the possibility of 
a Trojan horse (a rogue program that collects information from 
your computer) disguising as a system log-on and retrieving 
user names and passwords that the writers of the Trojan horse 
can later use to break into your system when you are 
connected to the Internet. 

• P. 
PO 

In other words, increasing security decreases convenience 
of use of your computer, and vice versa. The choice is yours to 
make! 
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The Windows Registry 

The Microsoft Windows XP Registry is a hierarchical database 
in which the operating system stores most of its settings. For 
example, it defines how the operating system starts, how the 
Start menu and Taskbar work, and what you see on the 
Desktop, to mention but a few of the operating system's user 
interface. It also contains information about what hardware is 
installed on the system, such as printers, modem, scanner, 
etc., and the ports that are being used. 

The Registry is also where programs store their settings. It is 
continually referenced during operations, such as determining 
profiles for each user, the applications installed on the 
computer and the types of documents that each user can 
access or create, and holds information on file associations, 
the settings for folders and application icons. 

A lot of the Registry entries are changed automatically when 
you change settings in the Control Panel. Such changes take 
place behind the scene, so to speak, and you don't need to 
know anything about either the Registry itself or how to edit it 
directly. This is mostly referred to as the software method of 
changing the Registry. 

Some badly behaved software can add entries to the 
Registry which can change the smooth operation of your 
computer in which case restoring your PC to an earlier Restore 
point might eliminate the problem. Other software, when 
uninstalled, tend to leave entries in the Registry which bloats it 
and slows down your computer's operations. It is in such cases 
that learning how to change settings in the Registry directly 
can improve the performance of your PC and enhance your 
knowledge of Windows XP. However, changing the Registry 
directly is very dangerous unless you have a valid backup of it 
and you know how to restore it correctly. 
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The Windows XP Registry Structure 

At this stage we will just take a quick look at the Registry, but 
be very careful not to change anything - not until you learn how 
to Backup and Restore it, which we will cover shortly. If you are 
tempted to change anything without knowing exactly what you 
are doing, you may well make your computer unusable, so be 
warned! 

Run r-7Ni 
Type the name of a program, folder, document, or 

' Internet resource, and Windows will open it for you. 

Open: regedit 

(4.1 Cancel Browse. . 

Fig. 9.1 The Open Dialogue Box. 

To have a look at the 
Registry and see its 
structure, use the 
start, Run command, 
and type regedit in 
the Open box of the 
displayed dialogue 
box as shown in 
Fig. 9.1. 

Clicking the OK button displays the Registry Editor Screen 
shown in Fig. 9.2 below. 

Registry Editor Is .7 I rtrT I rk 
File Eck View Fayortes Help 

7 Ai My Computer 

e 
HKEY_CURRENT_L)SER 

FKEY_LOCAL_MACHINE 

HKEY_USERS 

FKEY_CURRENT_CONFIG 

Flee ROI)T 
Name Type 

(Default) REG_SZ 

Data 

(value not set) 

My Computer‘FKEY_O.ASSES_ROOT 

Fig. 9.2 The Registry Editor Screen. 

The Registry Editor regedit.exe is an executable file (an 
application program) supplied by Microsoft so that you can use 
it to view and change the values held in the Registry. The 
editor's interface is similar to that of the Explorer with two 
panes, with the left pane displaying the five root keys. Each 
key can be expanded using the plus (+) icon to display its 
contents, then collapsed using the minus (-) icon (see Fig. 9.3). 
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Regislry fditor 

Fie Edit New Favontes 11* 

riacrosoft 
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:f Cj Instahed Co 

It Cj ActiveMoyle 
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* j ASF Stream Des 

rj Automap 

—„ 

My Computer‘hKEY_CURRENT USER \ Softwese SampleView 

Name Type Data 

b(Default) REG_SZ (value not set) 

MDispiay Settings REG_DINARY 64 00 00 00 

Fig. 9.3 Expanding and Collapsing Registry Keys. 

As seen above, the left pane of the Registry Editor behaves in 
a similar way to the folders pane of the Explorer, but instead of 
expanding and collapsing folders, it does the same thing to the 
contents of each of the five root Registry keys, including their 
sub-keys. The path of a selected item is displayed on the 
bottom-left corner of the Registry Editor. 

In Windows XP there are five root (top or main) keys (see 
Fig. 9.2), each containing a specific portion of the information 
stored in the Registry and starting with the letters HKEY. These 
are: 

HKEY CLASSES_ROOT — contains all your file types 
as well as Object Linking and Embedding (OLE) 
information for all your OLE-aware applications. 

HKEY CURRENT USER — points to the part of 
HKEY_USERS appropriate for the current user. 

• HKEY LOCAL_MACHINE — contains information 
about all of the hardware and software installed on your 
computer. 

• HKEY USERS — contains certain preferences (such as 
colours and control panel settings) for each of the users 
of the computer. In Windows XP, the default key 
contains a template to be used for newly-added users. 

• HKEY CURRENT CONFIG — specifies the current 
hardware configuration, as it is possible to have more 
than one hardware configuration. 
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The right pane of the Registry Editor, however, differs to that of 
the Explorer in that it does not display files but individual items 
called values. Every value has a name and is capable of 
holding one of several types of data. Furthermore, every key 
contains a value named (default) and if it does not contain any 
data, it is displayed as (value not set), as shown in both 
Figs 9.2 & 9.3. 

The value types of the Registry are listed below. Each value 
has a common name and a symbolic name, shown in 
parentheses in the following list. 

• String Values (REG_SZ) - they contain strings of 
characters (text). They are of prime interest to us here 
because they display in plain English and are easy to 
understand and edit. 

• String Array Values (REG_MULTI_SZ) - they contain 
concatenated strings. Each character within a string is 
separated by a single null character (ASCII code 00), 
while multiple strings are separated by three null 
characters in a row. Such values cannot be created in 
the Registry Editor, but can be edited. 

• Expanded Sring Values (REG_EXPAND_SZ) - they 
contain variables, such as °/0SystemRoot°/0, into which 
Windows substitutes information, such as c:\windows\, 
before handing it over to the owning application. Such 
values cannot be created in the Registry Editor, but can 
be edited. 

• Binary Values (REG_BINARY) - they contain data in 
hexadecimal code in which each individual character is 
specified by a two-digit number in a base- 16 number 
system represented by the digits 0 through 9 and the 
letters A (equivalent to decimal 10) through F (equiva-
lent to decimal 15). 

• DWORD Values (REG_DWORD) - they contain a 
number, such as 0 for ' no' and 1 for 'yes'. The DWORD 
format, like the binary one, is a hexadecimal number 
but in an easier representation. 
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Backing up the Registry 

Before you do anything to the Registry (apart from just 
looking), you must learn how to make a valid backup and, if 
things go wrong, know how to restore it. 

There are two distinctive ways of backing up the Registry, 
depending on your requirements and storage capabilities. If 
you are backing up the whole Registry, use the Windows 
Backup utility, while if you are backing up a Registry hive (such 
as HKEY USERS), or single key, use the Export method. 

Backing up the Whole Registry 
To back up the whole Registry, use the Windows Backup utility 
to back up the System State - the Registry, with its main five 
keys and all their sub-keys, the COM+ Class Registration 
Database, files under Windows File Protection, and boot files. 

As discussed on page 70, but repeated here for the sake of 
completeness, 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:WalueAdd\msft\NTBackup 

location on the Windows XP Home Edition CD, where e: is our 
CD-ROM drive (yours might be different). Next, follow the 
instructions of the Wizard and when installation is complete, 
click Finish. 

The Backup utility is accessible via the start, All Programs, 
Accessories, System Tools cascade menu. On the first 
screen of the Backup or Restore Wizard, click the Advanced 
mode link shown in Fig. 9.4 on the next page. This displays the 
Welcome screen of the Advanced Mode Backup Utility shown 
in Fig. 9.5, also on the next page. 
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Backup or Restore Wizard 

Welcome to the Backup or 
Restore Wizard 
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Fig. 9.4 The Backup or Restore Wizard. 

tracisup Utility 11.1ntitledi 

TOO Edit V., Tools Melp 

Welcce, Beek, Rotten end klerage kleiss Schedule Jobs 

Welcome to the Backup Utility Advanced Mode 
It you çoS.. amo cou notch to Wand In4 to use smiled sellens fee backup o estore 

Backup Wined 'Advanced) 
The Seekte, eared h.,s no cosate bark al yen ocean and It. 

„. Restate and fe , The Resrore razed helps you I ettue yuts as. horn a backup 

Araorwded Spawn Recover, Wineed 
The ASR Pepaanon vezead helps ',au neate s two•pat backup d you *Inn, e ndeee ein he to,, 
you system teems and other made dud conans a Ead,up secu loud system pardon 

he n*, pa,  

Fig. 9.5 The Advanced Mode Backup Utility. 

Clicking the Backup Wizard (Advanced) button, pointed to in 
Fig. 9.5, displays the first screen of the Advanced Backup 
Wizard which has a setting to back up the System State either 
to one of the hard drives or to a different media of your choice. 
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If the registry does become corrupt, the System State backup 
is used to restore the system. If you are using the Professional 
Edition of Windows XP, you can use the Automated System 
Recovery Wizard button to help you create a two-part backup 
of your system. However, this facility is not supported in the 
Windows XP Home Edition. 

Continuing with the Advanced Backup Wizard method, 
select the Only backup the System State data option and 
click the Next button to display the third Wizard screen in 
which you can choose the place were you want to save your 
backup and what name to give it (you could even choose to 
save it on 31/2" floppy discs!). We chose an external hard drive 
F: and called our file System State Backup. Clicking the Next 
button, displays the final Wizard screen shown in Fig. 9.6. 

Backup Wizard 

< Back II h4. 

Completing the Backup Wizard 

You have created the following backup settings' 

Description Set created 06/06/2004 at 19:21 

Contente Back on only the system state. 
Location. File 

Media: F: System State Backup bkf 

When: Now 

Verify oil, Do not use hardware compression, 
Append to my media, Nounal backup. 

To close this wizard and start the backup, click Finish. 

To spedy additional backup options, 
cïck Advanced. Advanced 

Cancel i 

Fig. 9.6 The Final Backup Wizard Screen. 

Clicking the Finish button, starts the backup as shown in 
Fig. 9.7 on the next page. 

As you can see, in less than 2 minutes the whole System 
State was backed up. It could not be easier. Furthermore, 
since the actual size of the backup file is less than 380 MB, you 
could have used your CD-ROM writer to burn it onto a CD. 
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Fie fwt 4flssF  

Fig. 9.7 In the Process of Backing up the System State. 

Restoring a System State Backup 
To restore the whole Registry from a backup file, locate it on 
the media you used to save it, and double-click it. This starts 
the Restore Wizard, the third screen of which is shown in 
Fig. 9.8. To start the process, you must select the actual 
System State file, as shown below, before clicking Next. 
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Fig. 9.8 The Restore Wizard Screen. 
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Exporting a Registry Hive or Single Key 
To export a Registry hive or a single key, follow the procedure 
outlined below. 

• Use the start, Run command, type regedit in the Open 
box of the displayed dialogue box, and click OK. 

• Locate and then click the key that contains the value 
that you want to edit (either an entire hive, as shown in 

Fig. 9.9, or a single key). 
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Data 
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Fig. 9 9 The Restore Wizard Screen. 

• On the File menu, click Export. 

• In the Save in box, select a location where you want to 
save the Registration Entries, and in the Save as type 
drop-down selection box select the .reg file type. 
Finally, in the File name box, type a file name, click the 

All radio button, and click Save, as shown in Fig. 9.10 
on the next page. 

Note the two radio buttons All and Selected branch which are 
used in the following circumstances: 

• To copy the entire Registry tree, select All. 

• To copy only the key selected in the Registry and all 
branches below it, click Selected branches. 
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Fig. 9.10 Saving a Registry Hive. 

The available file types can be seen by clicking the down-arrow 
to the right of the Save as type 

I  box, as shown here. The reg) 

significance of these file types Registry Hive Files (' ) 
Text Fees ('. txt) 

and their use is explained below. Wm9x/N T 4 Registration Files r. regt 
411 FIIK 

R »be s _re t 

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

• The Registry Hive Files option creates a binary image 
of the selected registry key. Such an image file cannot 
be viewed or edited in Notepad or any other text editor. 
The purpose of such a file is to allow you to import it 
back into the registry to ensure any problematic 
changes you made are eliminated. 
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• The Text Files option creates a text file containing the 
information in the selected key. Its most useful purpose 
is creating a snapshot of a key that you can refer back 
to if necessary. It cannot be merged back into the regis-
try like a Registration File. 

• The Win9)dNT4 Registration Files option creates a .reg 
file in the same manner used by the Registration Files 
option. It is only used if you want to merge a key from 
XP into a previous version of Windows. 

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

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

Whichever of the above methods you action, a warning box 
will be displayed asking you whether you really want the 
contents of the file to be merged with the equivalent Registry 
key. The same warning box appears if you double-click the 
.reg file, so take care with your response! 

The final method of restoring a .reg file is from the Registry 
Editor menu bar using the File, Import command, then 
navigating to where the .reg file is saved, selecting the file and 
clicking Open. The contents of the .reg file will be merged into 
the current registry followed by a confirmation dialogue box 
informing you of the successful outcome! Although this method 
forces you to consciously select the .reg file you want to 
import, you must be extra careful to select the correct .reg file - 
there is no warning if you don't! 

155 



9 The Windows Registry 

Editing a Registry Key 

Now that you have hopefully learned how to back up and 
restore a Registry key, it is safe to start experimenting with 
editing - but back up first! 

Warning: Using the Registry Editor incorrectly can seriously 
damage your operating system which might require you to 
reinstall it. Even Microsoft cannot guarantee that problems 
resulting from incorrectly editing the Registry can be solved. If 
you find yourself in a situation in which Windows refuses to 
start up and you have a valid backup of your Registry, please 
refer to Chapter 10, before reinstalling Windows. 

We hope you are still courageous enough to follow us in our 
exploration of the Registry. We had to present you with the 
worst possible scenario in case you are the one person who 
might be tempted to start changing values in the Registry 
without having a valid Registry backup. 

Some Editing Examples 
1. Changing the Registered Owner 
When you first used Setup to install Windows XP, you were 
asked to enter your name and Company name. Like most 
people we gave our name and typed "Home PC" for the 
Company name. This information is then assigned by Windows 
to the Registered Owner of the PC and used by other installed 
programs for registering purposes. To see this information, use 
the start, Control Panel menu command and double-click the 
System icon which displays the System Properties dialogue 
box with its General tab selected. This screen is shown for one 
of our computers in Fig. 9.11 on the next page. 

The Registered owner and Company details, as shown, 
cannot be changed from within Windows, but you can change 
them in the Registry. You might be selling your computer and 
you don't want your name to remain on the PC, or you might 
even want to impress the person who is buying your computer 
by changing the registered name to theirs! 
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System Properties 

System Restore Automatic Updates 

General Con¡Wief Name Heedwafe 

System 

Microsoft Windows XP 

Professional 

Version 2002 

Service Pack 2 

Remote 

Advanced 

Registered to. 

Noel Kantairs 

Home PC 

55274-OEM -0044265-44627 

Computer. 

Intel(R) 

Penteurn(R) 4 CPU 3 06GHz 

307 GHz, 512 MB oi RAM 

Cancel  

Fig. 9.11 The System Properties Dialogue box. 

To change the Registered owner and Company name, you 
need to open the Registry Editor and navigate to: 

HKEY_LOCAL_MACHINE \SOFPNARE \Microsoft \Windows NT\CurrentVersion 

The values you need to change are RegisteredOwner and 
RegisteredOrganization, pointed to in Fig. 9.12. 

Regietry Editor 

He UR Meer Favontes Help 

• CurrentYerslon 

Accessiality 

AeDelanj 

AreornoatElaos 

• J Aar 

Classes 

Cornperbity 

CO * y32 

2_1 Cores,* 

>ryes 

A Herne Type Data " 

17.•.b, P r a i u t t N a n e REG_SZ MKrosoft Wedgy., XP 

1.1.4„.1ReoDone REG_SZ 

eRegsterectOrwrazaten REG_SZ lime PC 

EtRegStered0ffler REG5Z Noel Kantans 4 
eSoftwereType REG_SZ SYSTEM 

if-b1SourcePath REG_SZ E U386 1386 

1,41SubVersoonNumber REG_SZ a 

SysterrRoot REG_SZ C: t WINDOWS u 

My CornouterXEY_LOCAL_MACIeeSOFTWAREVetIOSOft‘Wrxtows TirtGaTertererstOD 

Fig. 9.12 The Registry Editor. 
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The CurrentVersion key, we are interested here, is to be 
found in the Windows NT branch, although you will find that 
there is a similarly named key in the Windows branch. Both 
branches are used by Windows XP, with the Windows NT 
branch containing the more advanced settings. 

To change a Registry value, double-click it which opens the 
Edit String dialogue box shown in Fig. 9.13. 

fdit String [Ye 
Vakre name: 

RegisteredOrganization 

Value data: 

IZZEM 

OK Cancel  

Fig. 9.13 The Edit String Dialogue Box. 

You can type what you like in the Value data box to replace 
the current entry. Clicking the OK button enters the new value 
in the Registry. You can repeat this procedure to change the 
RegisteredOwner value to something else, then open the 
System Properties dialogue box again, as described earlier, to 
verify that your changes have taken place. 

Note: Before closing the Registry Editor, left-click to highlight 
the CurrentVersion key. Next time you open the Registry 
Editor, this key will be expanded and displayed - the Editor 
remembers its previous position. In this way, if you need to 
make more changes to the values of this key, you will be 
assured that the correct key is selected automatically. Note 
also that the Favorites menu option, which works the same 
way as in the Internet Explorer, can be used to bookmark 
frequently accessed Registry keys. 
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2. The Auto-complete feature in Internet Explorer 
The auto-complete feature was first introduced by Microsoft in 
their web browser Internet Explorer version 5. In the earlier 
versions, it was limited to the auto-completion of web 
addresses that you type in the browser's address bar. The later 
versions of Internet Explorer included auto-complete support 
for various form elements including form filling, e-mail 
addresses and passwords, etc. 

If enabled, auto-complete lists possible matches for the 
entries you have typed before in Web-based forms. It can be 
enabled or disabled by using the Internet Explorer's Tools, 
Internet Options, command to display the dialogue box shown 
in Fig. 9.14 with its Content tab selected. 

Internet Options rtg 
G eneral ecurey Privacy L prrtece Connections Programs Advanced 

Content Pero: 

ite Ratings help you control the Internet content that can be 
viewed on this computer 

Enable  

fî Use certificates to positively idenhfy yourself, certification 
authorities, and pubishers 

( Clear SSL Stale  

Personal inf9imation 

Certificates... 

AutoComplete stores previous entries 
and suggests matches fa you 

poblisheis...  

[AutoCompleir  

Microsoft Profie Asustant stores your My Profile... 
personal Information 

OK Cancel  j 

Fig. 9.14 The Internet Options Dialogue box. 

Clicking the AutoComplete button, displays the dialogue box 
shown in Fig. 9.15 on the next page, from which you can 
enable (turn ON) or disable (turn OFF) the auto-complete 
feature for web addresses, forms and user names and 
passwords on forms. 
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You can also clear previous auto-complete entries on forms 
and passwords by clicking the appropriate buttons on the 
AutoComplete Setting dialogue box. Individual auto-complete 
entries can only be deleted from the Registry as we shall see 
shortly. 

AutoComplete Settings 

AutoComplete hsts possible matches from entries you've 
typed before 

Use AutoComplete for 

El Web addresses 
Forms 

E User names and passwords on forms 

k' Prompt roe to save passwords 

Cear Pr..Y: 0 Complete nistc y 

Clear Forms I Clear Passwords 

To cksar Web address entres, on the General tab n 
Internet Options, click Clear History. 

( Cancel 

Fig. 9.15 The Internet Options Dialogue box. 

To delete Web address entries, click the General tab on the 
Internet Options dialogue box ( Fig. 9.14) and click the Clear 
History button. 

To illustrate how it works, first we cleared the Web address 
entries in the General tab of the Internet 
Options dialogue box, then we typed the 
letter k in the Explorer's address bar, as Search foll= 

shown here. The Explorer immediately 
offers the address of the Web site which also happens to be 
the chosen 'Home Page' for this PC. Had we removed the 
check mark from the Web address box of Fig. 9.15 nothing 
would have been displayed by AutoComplete. 

To activate the in-line AutoComplete feature for Web 
addresses, use the Internet Explorer's menu command Tools, 
Internet Options, click the Advanced tab, and under 
Browsing, click the Use inline AutoComplete check box, and 
then click OK. 
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To delete individual entries from the auto-complete list, go to: 

HKEY_CURRENT_USER \Software \Microsoft \Internet Explorer 't TypedURLs 

This opens the screen shown in Fig. 9.16 below. 

Regisity E.düor 

Fie 51a F>,ontes Help 

I 

_J' 

—1=221 

__J KeybFy ' 

Meckaia,e, 

Hama 

te..)(Default) 

itt]or14 

Typo 

REG_SZ 

REG_SZ 

REG_SZ 

REG_SZ 

REG_SZ 

REG_SZ 

REG_SZ 

REG_SZ 

Mr ConputerV-KEY_CURRENT_JSER‘SoftwareeKtOS 4Internet Explore\ TypedLPLs 

Data 

(value not set) 

http,,Pyrny.dyla goy.nYinewved.htrr 

dabs.torn - Hane.url 

Taclylonlabc-bactoWarehouse.orl 

http://yovow.bosve.mt 

http://ynyw.bardaYcard•CO.uki 

http://www.baloanbookaccoi/ 

http:llwww.bbE.c0.P1s/ 

Fig. 9.16 The TypedURLs Key. 

Obviously, the typed URLs will be different for your computer 
from the ones shown above. To remove an unwanted typed 
URL from the list, select it in the right pane of the Registry 
Editor, and press the Delete keyboard key. Needless to say, 
you have made a backup of the TypedURLs Registry key 
before you start deleting individual keys! 

Below, we show a list of saved Registry keys and their 
relative size, starting with a full System State Backup of more 
than 368 MB, followed by two root keys of between 10 and 59 
MB, down to a single key of 1 KB and its parent key of 44 KB. 
As you can see, you don't need large backup media to save a 
single key, or its parent key, so there is no excuse for not doing 
so! 

aSystern State Backup.bkf 

HKey_Local_Machine.reg 

ijHKey_Current_User.reg 
ël Internet Explorer reg 

i0jTypedURLs.reg 

368,620 KB 

58,903 KB 

10,122 KB 

44 KB 

1 KB 

Windows Backup File 

Registration Entries 

Registration Entries 

Registration Entries 

Registration Entries 

Fig. 9.17 The Relative Size of Registry Keys. 
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Searching the Registry 

The Registry is very large and very complex - it could contain 
more than 100,000 keys and values. Although the keys are 
organised into five major or root branches, the same keys can 
be found in more than one major branch. 

For example, the branch HKEY_CURRENT_USER is a 
sub-branch (or symbolic link) of HKEY_USERS. Similarly, the 
branch HKEY_CLASSES_ROOT is a sub-branch (or symbolic 
link) of HKEY_LOCAL_MACHINE\SOFTWARE \Classes. Both 
of these are shown as root branches purely for convenience. 
Therefore, when you are looking for a certain key, you might 
find it in more than one of the five main Registry branches. 

You can use the Registry Editor to help you find Registry 
keys, values, or data. Simply highlight a root key and use the 
Edit, Find command and in the displayed Find dialogue box, 
type the key to search for. It is here that you can specify where 
to look (Keys, Values, or Data) and what type of Match you 
require. In our example, shown in Fig. 9.18, we typed URL in 
the Find what box, selected Keys only and clicked the Find 
Next button. To continue the search for the same key, press 
the F3 function key. Before long the key TypedURLs will be 
highlighted, as shown in Fig. 9.16. 

- ,Íg My Computer 
hKEY_CLASSES_ROOT 

• HKEY CURRENT _USER 

, FKEY LOCALMACHIFE 

t. Ci FKEY_U5ER5 
• hKEY_CURRENT_CONFIG 

Fig. 9.18 Finding the URL Key. 

The only way of finding your way around the Registry is by 
searching it and looking for keys that mean something to you. 
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Removing Startup Applications 
If you are trying to remove a program and can not find it in the 
StartUp folder, by using the start, All Programs cascade 
menu command, then it might be launching itself from the 
HKEY_LOCAL_MACHINE registry key. To find it, go to: 

\SOFTWAREMicrosoft\Windows\CurrentVersion \Run 

For one of our computers, the Registry screen, shown in 
Fig. 9.19, was displayed as follows. 
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, 
;.¡J3 IPCcehig, 

• 1•Cœttelndex 

• merathap• 
• j1.5-005 &Nee. 

e.),egvf 
NetCachr. 

• Ootontleywot 

_j 

REG_SJ 

RE4JJ 

UG-51 
REG_SI 

UG_S2 
REG.SE 

'ene. Lan> .EGSZ 

,ra01 ,alébeg MIRY REG_SZ 

e • ,00maKaroorent . PoxxibufaCenbal nG_S2 
_j J,xe . PtovoCeweaCtec 1,15_5‘ 

PunOrcex .e."..nEr.,neutttr Pfj..5.2 

• ..J SeluD , 51....re-to.Wel.Nereso-Ke Daeron REGS? 
...j Woe., ektrstke 

• 

•4.0..11.1Crrj..X.J..1.1,e5OPiwaleebesatnwIrdemICunntvegorneur. 

tee 

(5•Je 

Cl.ne.ra FIlestAp.R.,4*.irt.exo 
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▪ ta• 
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Y 14.1. PA:toured I I 
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'Prove. FM:Vie.,,I.J.,111-C, 550.-0 *05)5502.55 

1.? 

Fig. 9.19 The 
HKEY_LOCALMACHINE\SOFTWARE\Microsoft\Windows\CurrentVersion\ 

Run Screen. 

On this particular computer the Hotkey application (the one 
that allows you to configure a button on your keyboard to load 
a preferred program when pressed), was loading and 
displaying on the Windows Task bar, thus taking unnecessary 
space. The offending entry in the Registry is pointed to in 
Fig. 9.19 and shown magnified below. 

[.*criotkey REG_SZ mliotkey.exe 

To remove it, either highlight the entry and press the Delete 
keyboard key, or double-click the entry and delete the value 
associated with that application. Whichever method we chose, 
it solved the problem at hand! 
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Three additional application entries in Fig. 9.19 were allowed at 
some time in the past to load on this computer, which now we 
would like to remove. These are displayed magnified below. 

4t Share-to-Web Namespace Daemon REG_SZ 

L....1]Sclunciftlan REG_SZ 

rSiSuniavaUpdateSched REG_SZ 

C \Program files \ Hewlett-Packard Share-to-Web \ hogs2rend. ere 

SOUNDMAN.EXE 

C: )Program Files lava)}2Tel.4 . 2_03 \ ten busched.ere 

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

With some applications you'll also have to check for entries 
in the 

\SOFTVVARE\Microsoft\Windows\CurrentVersion\RunOnce 

branch of HKEY_LOCAL_MACHINE, as well as the entries in 

\Software\MicrosoffiWindows\CurrentVersion\Run 

of the HKEY_CURRENT_USER branch. 

Adding Startup Applications 

To get a program to start automatically when starting Windows, 
open the Registry and go to: 

\Software\Microsoft\Windows\CurrentVersion\Run 

of the HKEY_CURRENT_USER branch and create a new 
string value by right-clicking empty space and using a 
descriptive name, and set its value to the program executable 
file. For example, to automatically start Notepad, add the entry 
shown in Fig. 9.20. 

Registty I duos r--tg 
Fie Edit Mew Favor*. Help 

Internet 5ettonys 

t Pokes 

r :.J Sett.), 

• sre Extern., 
• Syrecmqr 

Name Type 

',"22(Default) REG_SZ 

NortonI5 REG_SZ 

±_b REG_SZ jfrotePad  

..115vmantec NetDnver Monte, REG_SZ 

< 

Data 

(value not set) 

"C: \ Program Fies \ Common 

C.WAndows \ notepad. exe 

C,1PROGRA—ISymanteill 

> 
My Computer \ MKET_CURRENT_USER EoftwatermosoftWit  ICurrentVetston \Run 

Fig. 9.20 Creating a New String Value. 
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Removing Uninstalled Programs 
Occasionally you might find yourself in a situation where bits of 
programs have been left on your system and the Add or 
Remove Programs application in Control Panel is unable to 
uninstall them. 

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

To remove all traces of such programs, you need to edit the 
Registry. To start the process, open the Registry, and use the 
Edit, Find command and search for the Uninstall folder. Press 
the F3 function key, until you reach the path: 

HKEY_LOCAL_MACHINE \SOFTWARE1,Microsoft \Windows \CurrentVersion\Uninstall 

This sub-folder has entries which appear in the list of the Add 
or Remove Programs application in Control Panel. Each 
entry is displayed as a long name made up of letters and 
numbers, as shown in the left pane in Fig. 9.21 below. 
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Changing the Default Administrator Ownership 
Sometimes, Windows XP might assign the ownership of some 
file system objects to the Administrator account, instead of to 
users who have Administrative rights. To change this, open the 
Registry and go to: 

\SYSTEM\CurrentControlSet\Control\Lsa 

of the HKEY_LOCAL_MACHINE branch and change the 
DVVORD value of the NoDefaultAdminOwner key from 1 to 0, 
as shown in Fig. 9.22. 

Vakie name: 

!nodefradiackinomer 

Vdue data 

® Hexadecimal 

()Decimal 

Fig. 9.22 Changing the DWORD of the NoDefaultAdminOwner Key. 

Finally, exit the registry, and restart Windows for the change to 
take effect. 

Starting a Program as an Administrator 
If you want to set up a workstation or member server, then you 
must use the Administrator account, before creating an 
account for yourself. The Administrator account is a member of 
the Administrators group on the workstation or member server. 

The Administrator account is the only account that cannot be 
deleted, disabled, or removed from the Administrators local 
group. Because of this, you can never lock yourself out of the 
computer by deleting or disabling all the administrative 
accounts. This feature makes the Administrator account 
different from all other members of the Administrators local 
group. 
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To start a program as an Administrator, do the following: 

• In Windows Explorer, click the program executable file 
that you want to open. 

• Press the Shift key and hold it down, then right-click the 
program icon, and then select the Run as command 
from the drop-down quick menu. 

• In the displayed dialogue box, shown in Fig. 9.23, click 
The following user radio button to log on using the 
Administrator account. 

Run As 

re Which user octant do you wart to use to n-e, thiF P.Or 

Current user (NOE t5+101,1E•PC‘Noel Koreans) 

Ci;) The folowen user 

us., norm: 

Password: 

e Adrrentst- rator 

0( Cancel 

Fig. 9.23 The Run As Dialogue Box. 

Use this procedure if you want to perform administrative tasks 
when you are logged on as a member of another group, such 
as Users or Power Users. 

Note: It is possible that you have been running your computer 
from an account under your own name which has 
administrative rights, and by now you have forgotten what you 
typed in as the Administrator password when you first used 
Setup to install Windows XP. If that is the case, not only you 
will be unable to carry on with the above procedure, but worse 
still, you will not be able to log onto the Recovery Console, as 
discussed in Chapter 10. 

However, don't despair, there are programs out there that 
can help you find the forgotten password! Try searching the 
Internet for 'forgotten password'. 
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We used, and recommend, the Advanced Windows Recovery 
Password program from www.elcomsoft.com. There is a free, 
although restricted version (you can only find passwords up to 
three letters), but with excellent help files. The full version of 
the program can be activated once you have paid a modest fee 
for it, and it can deal with any length of forgotten passwords, 
not only within Windows XP, but also within other major 
Windows applications. Good luck! 
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Windows Recovery 

Some of the information at the beginning of this Chapter is 
taken from the Windows Help files which you will not be able to 
access if Windows will not start. So being able to read this 
information on paper might be of help to you. 

Startup Options 

If Windows will not start for some reason, then turn off your 
computer and then back on again. As soon as any information 
starts being displayed on the screen, press the F8 key. This 
displays the screen in Fig. 10.1 below. 

e:ect the operating system to start: 

Micr,Jsuft Window RP Profeecional 

Lee the up and down arrow keys to move the highlight to your choice. 
Press ENTER to choose, 

troubleshooting and advanced startup options for Windows, presu F. 

Fig. 10.1 The First Startup Screen. 

On this first screen you have two options; press Enter to start 
Microsoft Windows, or press F8 again to access the advanced 
startup options. Pressing F8, displays the contents of Fig. 10.2 
on the screen. 
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Windows Advanced Options Menu 
Please select an option: 

Safe Mode 
Safe Mode with Networking 
Safe Mode with Command Prompt 

Tenable Root Loggina 
Enable VGA Mode 
laat Known G<xxi Configuration siciur most recent settings that worked 
Directory Services Restore Mods Windows domain controllers only) 
Debugging Mode 

Start Windows NQrmally 
Reboot 
Return to CS Choices Menu 

Use the up and down arrow keys to move the highlight to your choice. 

Fig. 10.2 The Advanced Startup Options. 

The various startup options allow the following capabilities: 

Safe Mode 
If your computer will not start, you might be able to start it in 
safe mode. In safe mode, Windows uses default settings (VGA 
monitor, Microsoft mouse driver (except serial mice), monitor, 
keyboard, mass storage, base video, and default system 
services, but no network connections. 

This starting mode is used if your computer will not start 
after you install new software, which can be removed after 
starting your computer successfully in this mode. If a symptom 
does not reappear when you start in safe mode, you can 
eliminate the default settings and minimum device drivers as 
possible causes of the computer's inability to start. 

If your computer does not start successfully using safe 
mode, you might need to use the Recovery Console feature to 
repair your system. This method will be discussed shortly. 

Safe mode with Networking - Starts using only basic files 
and drivers, and network connections. 

Safe mode with Command Prompt - Starts using only 
basic files and drivers. After logging on, the command 
prompt is displayed instead of the Windows graphical 
interface. 
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Enable Boot Logging - Starts while logging all the drivers 
and services that were loaded (or not loaded) by the system 
to a file. This file is called ntbtlog.txt and it is located in the 
`YowindircY0 directory. Safe Mode, Safe Mode with 
Networking, and Safe Mode with Command Prompt add to 
the boot log a list of all the drivers and services that are 
loaded. The boot log is useful in determining the exact 
cause of system startup problems. 

Enable VGA Mode - Starts using the basic VGA driver. 
This mode is useful when you have installed a new driver 
for your video card that is causing Windows not to start 
properly. The basic video driver is always used when you 
start in Safe Mode (either Safe Mode, Safe Mode with 
Networking, or Safe Mode with Command Prompt). 

Last Known Good Configuration 
Starts using the Registry information and drivers that Windows 
saved at the last shutdown. Any changes made since the last 
successful startup will be lost. Use Last Known Good 
Configuration only in cases of incorrect configuration. It does 
not solve problems caused by corrupted or missing drivers or 
files. 

Directory Service Restore Mode - This is for the server 
operating systems and is only used in restoring the 
SYSVOL directory and the Active Directory directory service 
on a domain controller. 

Debugging Mode - Starts while sending debug information 
through a serial cable to another computer. 

If you are using, or have used, Remote Installation Services to 
install Windows on your computer, you might see additional 
options related to restoring or recovering your system using 
Remote Install Services. 
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Using the Recovery Console 

If Safe mode and other startup options do not work, you can 
consider using the Recovery Console. This method is 
recommended only if you are an advanced user who can use 
basic commands to identify and locate problem drivers and 
files. In addition, you must be an administrator and your 
Windows Setup disc must be current, that is, if you have 
updated your system to Windows Service Pack 1 or 2, then 
your Windows Setup CD must also contain this update, 
otherwise Windows will refuse to load an earlier version. 

Using the Recovery Console, you can enable and disable 
services, format drives, read and write data on a local drive 
(including drives formatted to use NTFS), and perform many 
other administrative tasks. The Recovery Console is 
particularly useful if you need to repair your system by copying 
a file from a floppy disc or CD-ROM to your hard drive, or if you 
need to reconfigure a service that is preventing your computer 
from starting properly. 

There are two ways to start the Recovery Console: 

• If you are unable to start your computer, you can run 
the Recovery Console from your Setup CD. 

As an alternative, you can install the Recovery Console 
on your computer to make it available in case you are 
unable to restart Windows. You can then select the 
Recovery Console option from the list of available 
operating systems on startup. 

To install the Recovery Console as a startup option, you must 
be running Windows, then insert the Setup CD into the 
CD-ROM drive, click start and select Run. 

In the displayed Run dialogue box type the following where e: 
is the CD-ROM drive letter (yours might be different): 

e: \ i386 \winnt32.exe /cmdcons 

then follow the instructions on the screen. These are as 
follows: 
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1) A dialogue box is displayed informing you that the 
Recovery Console requires 7 MB of disc space. You are 
asked whether to proceed or not. 

2) You are asked to allow connection to the Internet so that 
the latest update to the Recovery Console can be obtained. 

3) If you allow connection the necessary updates are 
downloaded, otherwise the existing files on the CD are 
used. 

4) Files are copied onto your hard disc and a minute or so 
later, the following dialogue box is displayed. 

The windows Recovery Consort, has been success/ uly Instakd. 

To use the Wrdows Recovery Console, restart your computer and then select Wndows Recovery Console from the Startie Menu. 

Foe e ist of commends you can use we the Recover y Console, type maP et the Reran"' y Console command prompt. 

OK 

Fig. 10.3 The Windows XP Setup Screen. 

Now each time you start your computer, the following screen is 
displayed. 

,',lease select the operating uystmm to start, 

Microsoft Windows XP Professional 
Microsoft Windows Recovery Console 

Use the up and down arrow keys to move the highlight to your choice. 
Press ENTER to choose. 
Seconds until highlighted choice will be started automatically: 22 

For troubleshooting and advanced startup options for Windows, press F6. 

Fig. 10.4 The Startup Options Screen. 
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Note: To run the Recovery Console, you must be logged on as 
an administrator or a member of the Administrators group in 
order to complete this procedure. If your computer is 
connected to a network, network policy settings may also 
prevent you from completing this procedure. 

The console provides commands you can use to do simple 
operations such as changing to a different directory or viewing 
a directory, and more powerful operations such as fixing the 
boot sector. You can access Help for the commands in the 
Recovery Console by typing help at the Recovery Console 
command prompt once you are running the Recovery Console. 

Recovery Console Commands 
The following commands can be used with the Recovery 
Console: 

Command 

Attrib 

Batch 

Bootcfg 

ChDir (Cd) 

Chkdsk 

Cls 

Copy 

Delete (Del) 

Dir 

Meaning 

Changes the 
directory. 

Executes the 
the text file. 

attributes of a file or 

commands specified in 

Boot file (boot.ini) configuration and 
recovery. 

Displays the name of the current 
directory or changes the current 
directory. 

Checks a disc and displays a status 
report. 

Clears the screen. 

Copies a single file to another location. 

Deletes one or more files. 

Displays a list of files and sub-
directories in a directory. 
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Disable 

Diskpart 

Enable 

Exit 

Expand 

Fixboot 

Fixmbr 

Format 

Help 

Listsvc 

Logan 

Map 

Mkdir (Md) 

More 

Net Use 

Rename (Ren) 

Rmdir (Rd) 

Set 

Systemroot 

Type 

Disables a system service or a device 
driver. 

Manages partitions on your hard drives. 

Starts or enables a system service or a 
device driver. 

Exits the Recovery Console and 
restarts the computer. 

Extracts a file from a compressed file. 

Writes a new partition boot sector onto 
the specified partition. 

Repairs the master boot record of the 
specified disc. 

Formats a disc. 

Displays a list of the commands you 
can use in the Recovery Console. 

Lists the services and drivers available 
on the computer. 

Logs on to a Windows installation. 

Displays the drive letter mappings. 

Creates a directory. 

Displays a text file. 

Connects a network share to a drive 
letter. 

Renames a single file. 

Deletes a directory. 

Displays and sets environment 
variables. 

Sets the current directory to the 
systemroot directory of the system you 
are currently logged on to. 

Displays a text file. 
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Finally, you might be able to use the Recovery Console to 
access System Restore as follows: You start the Recovery 
Console, create a temporary folder, back up the existing 
registry files to a new location, delete the registry files at their 
existing location, and then copy the registry files from the repair 
folder to the System32\Config folder. When you have finished 
this procedure, a registry is created that you can use to start 
Windows XP. This registry was created and saved during the 
initial Windows XP installation, but changes that took place 
after the Setup program was finished are lost. The procedure is 
described in Microsoft's Knowledge Base Article 307545. 

The article assumes that typical recovery methods have 
failed and access to the system is not available except by 
using Recovery Console. If an Automatic System Recovery 
(ASR) backup exists, it is the preferred method for recovery. 
Microsoft recommends that you use the ASR backup before 
you try the procedure described in the article. 

Note: Microsoft warns you not to use the procedure described 
in the article if your computer has an OEM-installed operating 
system, as the system hive on OEM installations creates 
passwords and user accounts that did not exist previously. 
Using the procedure that is described in the article, might 
prevent you from logging back into the Recovery Console to 
restore the original Registry hives. If your PC uses an OEM 
installation get in touch with the manufacturer. 

As you might be unable to refer to Microsoft's Knowledge Base 
should disaster strike, we suggest that you access Article 
307545 while your computer is functioning normally, print it and 
put it in a safe place for future reference - it is far too 
complicated to summarise in this Chapter. 

Finally, should you want to remove the Recovery Console 
from your hard disc, use the start, Help and Support menu 
option, and type Recovery Console in the Search box. In the 
displayed Search Results list, click the Recovery Console 
overview link, then click Related topics select the Delete the 
Recovery Console option, follow the displayed instructions 
and restart your computer. 
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Other Methods of Recovery 

Below we discuss some alternative methods of recovery, one 
that you can download free from the Internet, and three that 
are classed as commercial, because you have to pay for them. 

Bart Pre-installed Environment 
Bart's Pre-installed Environment (BartPE) builder helps you 
create a bootable Windows CD-ROM or DVD from the original 
Windows XP (or Windows Server 2003) installation CD. Once 
this is burned onto a CD or DVD, it can be used to carry out 
many PC maintenance tasks. 

To start the process, you need to connect to the Internet to 
Bart's Web site at www.nu2.nu/pebuilder and download the 
latest version of pebuilder, saving it on your hard disc. Once 
the download is complete, navigate to the location where you 
saved the download, and double-click the pebuilder.exe file. 

oVownloadepebukler3031 

Ffle and Folder Tasks 

P•same Ile He 

▪ mswe t 

Cooytte ,4 

es) He tc the 

▪ >4 the !,:e 

X [.,e,e,e 0-45 

doc 

'VeZP64n 
rib« tpe.exe 

bartpe.txt 

dianges.txt 

.de 

GF..K1Ol.txt 
=mlosof s exe 

nu2.bmo 

p pebuider.exe 
pebuider . hip 

,‘Pebulder.rif 
_ Pebulkler.txt 

wetzom.ed 

wffleern.st 
pebuider.GID 

Fig. 10.5 The Downloaded BartPE 

Ps*, to Windows insteJlalion Idoc 

Md tiestioidert hom (=tom) &sexy 

You will be asked to insert your Windows installation CD in the 
CD-ROM drive, after which the Information message box 
appears on your screen, as shown in Fig. 10.5 above. Clicking 
OK starts the process of building the required image. 
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On the next screen, you are asked to enable or disable various 
utilities and plug-ins, including network access, Nero Burning 
CD-ROM, McAfee's command-line virus scanner, and many 
more. In Fig. 10.6 we enabled the highlighted option. 

Fig. 10.6 Selecting Utilities and Plug-ins for the PE Builder. 

Ad A.are 
Adeptec ASP 
ackgand nto Ibgni01 

13adPE Heidcksk 
Bart's Stuff Tee (free edemn1 

Check DIsk Ichicdsk exer 
Custom. 
DIsk Commander v1 1 
Dos 16-brt support trukirreE 
Dove SnapShor 
DSK HP,Compaq Smarr Array 5,r and Sr Dover 

Next, the program asks where to save the ISO image, as 
shown in Fig. 10.7, and proceeds to extract the core operating 
files from your Windows XP installation disc and uses them to 
create an ISO disc image. 

Fig. 10.7 Selecting the Drive to Save the ISO Image. 

After some reading and writing activity the image is created, 
which you should burn on your CD-ROM as an image (not a 
file); this is important. 

Not only can the BartPE see your primary hard drive, even if 
it has been converted into NTFS, but you have access to your 
network and CD-ROM drive once you have copied it onto your 
hard drive. You then need to be familiar with DOS commands. 
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Commercial Recovery Options 
There are several commercial disaster recovery programs on 
the market; the most notable being Norton's Ghost, and Power 
Quest's Drive Image. Both of these can create a complete 
image of your hard drive which is by far the most secure 
method, with the advantage that it is independent of the state 
of your computer after disaster strikes. Such an image can be 
burned onto a CD or DVD using appropriate file compression. 

On one of our computers we use Power Quest's Drive 
Image, making regular backups onto an external hard disc 
drive. The procedure is not dissimilar to the one used by 
Norton's Ghost. After installing the program, starting it displays 
the screen in Fig. 10.8 below. 

e Pam rQuelil Drive linage / O DiOt1S-110Mt-1() 

rtterout 

O o Beck Up Dnve 

* Rest* Des ere F 

Reeee Dnve 

COpy >we 

Peelmeilege 

Fig. 10.8 Drive Image's Opening Screen. 

Plck a backup task 

RetoreFiIr or Folder!, 

IMelkire 116lit e 

Restore e Or, 

dmt .ve a 

of upgrade your hard drive 

Copy One Drive le Another 

—fieolecere,. ,o, Is ,se 

From here, you can back up your drive, restore individual files 
or folders, restore an entire drive, or copy one drive to another. 
The program has very detailed help files which explain exactly 
what you can do and how to do it. 

As we mentioned previously the program has the same 
capabilities, more or less, as those in Norton's Ghost. Which 
you use is a matter of preference. 
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Somewhere in between Bart's Pre-installed Environment and 
the above mentioned two programs lies a utility called VCOM 
Recovery Commander (www.guildsoft.co.uk). This program 
creates regular 'checkpoints' of your system, by saving the 
Registry, boot record, and other important files. The program 
can also create an ISO image file that you can burn on your 
CD-ROM which can then be used to provide access to the 
computer and its saved checkpoints. 

Note: We strongly suggest that you investigate a drive imaging 
method of System Recovery. You might not believe that 
anything bad could happen to your computer, but given time, it 
will. For example, your hard disc might malfunction, or your 
computer might be stolen, to mention but a few of many 
possible and unforeseen disasters. With an image of your hard 
drive sitting somewhere safe, the problem could be overcome 
in less than 30 minutes. Without it you could spend weeks 
getting your programs and data back in order. Imagine having 
to first reinstall Windows, then reinstall the latest Service Pack 
and all the critical updates, then reinstall all your application 
programs, then configure all of them, before you could find and 
mount your precious data! 
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Windows VBScripts 

The ability to write scripts is of paramount importance in 
computing. Scripts allow you to automate repetitive tasks and 
prior to Windows 98 this could only be achieved with the rather 
limited batch files under DOS. 

With the release of Windows 98, Microsoft made available 
the Windows Script Host (WSH) which, at first, provided a way 
to automate Windows-based graphical applications using the 
two scripting languages VBScript and JScript. However, since 
the first release of WSH, third-party add-ons made this script 
host capable of running scripts written in other languages, such 
as Perl and Python, to mention but a few. You don't need the 
full scripting programs on your computer to run such scripts, as 
WSH has all the necessary libraries, etc., required to 
accomplish the task. 

Today, the latest version of WSH can be used to create 
complex scripts to automate not only Windows-based graphical 
applications, such as running of XML encoded scripts natively 
within the operating system, but also network login, Registry 
access, and Desktop tasks. Since WSH was first provided to 
host VBScript and JScript, knowing something of the 
background of these two languages is a good starting point. 

Early Windows Scripting Support 

JScript 
JScript is an interpreted, object-based scripting language. 
Although it has fewer capabilities than fully-fledged 
object-oriented languages like C++, JScript is more than 
sufficiently powerful for its intended purposes. 
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JScript, although distantly related to Java, is not a cut-down 
version of it or any other language. It is, however, limited in that 
you cannot write stand-alone applications in it, and it has no 
built-in support for reading from, or writing to, files. 

Scripts written in JScript can run only in the presence of an 
interpreter or host', such as Active Server Pages (ASP), 
Internet Explorer, or Windows Script Host (WSH). 

VBScript 

Microsoft Visual Basic Scripting Edition (VBScript) brings active 
scripting to a wide variety of environments, including Web 
client scripting in Microsoft Internet Explorer and Web server 
scripting in Microsoft Internet Information Service. 

If you already know Visual Basic or Visual Basic for 
Applications (VBA), VBScript will be very familiar. Although we 
can show you what VBScript can do in just a few pages, we 
cannot teach you how to become a programmer in the space 
available in this book. If you want to learn how to program in 
Visual Basic, may we suggest our book Using Visual Basic 
(BP498) also published by Bernard Babani (publishing) Ltd. 

Scripts can be created in a text editor such as Notepad and 
saved as ANSI (text) format. If you use Word or Wordpad, save 
the script as a text file, not in their native format. In all cases, 
the file extension relates to the language the script was created 
in, for example, .vbs for VBScript. 

Below, we demonstrate the creation and execution of a very 
simple script. First open Notepad and type the information 
shown in Fig. 11.1. 

r My first script.vbs Notepad rt-firkl 
FM Edt Format Mew Hee 

this is a comment line by itself 
strwame-"Jo" ' assigning text to a variable name 
strsurname,-"Bloggs" 
wscript.echo "Your full name is", strwame , strsurname 

Fig. 11.1 A Very Simple Script. 
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As you can see, the first and second lines of the script includes 
a comment by preceding it by a single quote ( i). Comment 
lines are used to remind you what you were thinking at the time 
of writing the script, and are essential particularly for larger 
scripts. 

On the second and third lines of the script we assign a text 
to a variable. A variable is used to store information for use 
during the processing of the script - it can be text information 
such as a name, a number, a date, or a reference to an object. 
A variable name can be any combination of letters and 
numbers, but it cannot contain spaces. 

It is usual to give variable names descriptive names, and prefix 
them with a few characters to identify the type of variable. In 
the table below, we give examples of variable name prefixes. 

Prefix Type Example 
str String - any letters of numbers or characters 

that are available on a keyboard 
strName 

num Number numAge 
int Integer - whole number without decimals intCount 

dat Date datBirthDate 
b Boolean - with values of True (- 1 or any 

positive number) or False (0) 
bFlag 

obj Object objEmail 

Variables do not have to be declared explicitly in VBScript, 
unlike other languages, such as C++ where this is a must. 
However, it is a good idea to declare variables before using 
them for two reasons; clarity and debugging purposes. You 
declare a variable with the statement 

dim variablename 

It is also wise to force explicit declaration of variables by 
adding the satatement 

Option Explicit 

At the beginning of a script. This will cause VBScript to 
generate an error if a variable was misspelled due to a typo. If 
you made such a mistake and did not use the above option, 
VBScript will not catch the error - the script will simply not work. 
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Assignment of values to variables is achieved with the equals 
sign (=). For example, 

Variablename - value 

with different types of data being assigned in different 
For example, 

strSurname = " Bloggs" 

intAge = 35 

numWeight = 80.5 

datBirthDate = # 5/1/80# 

intCount = intCount + 5 

strFullName = strName &" " 

ways. 

interpretation depends 
on system settings 

adds 5 to the value of 
intCount 

& strSurname 

StrNameAndWeight = strFullName & " is " & 

numWeight & " Kgs in weight" 

In the last example we assign a combination of various types of 
variables to one variable name. 

Finally, in the fourth line of our example (Fig. 11.1) we used 
one of the supplied Windows XP programs (wscript.exe - more 
about this later) to echo the result on the screen. Having typed 
all four lines of the script into Notepad, as shown in Fig. 11.1, 
use the File, Save As command to save it with the extension 
.vbs, but as a text file, ANSI encoded, as shown in Fig. 11.2. 

Fig. 11.2 Saving a Simple Script. 

To edit a saved script, right-click it and choose Edit from the 
drop-down menu. 
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Fig. 11.3 The Properties 
Dialogue Box of a Simple Script. 

Windows XP comes with two programs that can run scripts; 
wscript.exe is used to run scripts from the Windows graphical 
environment, while cscript.exe is used to run scripts from the 
command line or from within batch files. 

To use wscript.exe to run 
scripts under Windows, 
locate the saved .vbs file, 
right-click it and select 
Properties from the drop-
down menu. This opens the 
Properties dialogue box 
shown in Fig. 11.3. From 
here you can change the 
Open with option, if need 
be, for files with the .vbs 
extension. You can also 
choose whether the script 
should time out, what the 
time out should be, and 
whether the script logo 
should be displayed when 
the script is run. 

To execute our simple script, double-click its 
name which displays the message shown 
here to the left. 

You can also 
run a script by using the start, 
Run command, browsing to the 
location of the saved script, as 
shown in Fig. 11.4. 

To run a script from the 
Command Prompt, you must first 
rename the script filename by replacing all spaces with 
underscores, then ( if necessary) change the drive where the 
script is to be found, change the directory so that it points to 
the location of the file, and type wscript followed by the 
filename, as shown below. 

Run 

r .:7 ante thenofezozr feld,e r4 , RousaMses,, 
,,,,  

cpv, 

Cancel Browse 

Fig. 11.4 Running a Script 
from the Run Box. 
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Security and the Windows Script Host 

Apart from running scripts, the Windows Script Host creates an 
environment for hosting scripts that might arrive at your 
computer, by making objects and services available for such a 
script and providing a set of guidelines within which the script 
is executed. Among other things, WSH manages security and 
invokes the appropriate script engine. 

Trusting Scripts 
When a script or a macro is about to be executed on your PC, 
whether it has arrived from the Internet or is included in a 
resident application, WSH examines the 

HKEY_CURRENT_USER \Software \ Microsoft \ Windows Script Host \Settings 

registry key and looks for the TrustPolicy DWORD. If that 
DWORD is not under HKEY_CURRENT_USER, then it looks 
for it under the HKEY_LOCAL_MACHINE, as shown below in 
Fig. 11.5. WSH then determines if it should verify trust before 
running the code. 

Regist ry f dear 

Fle EdA Hoe. Favorites Hell, 

r:j UrsueJStudro ,,,,,e Topo Data 

... :j WAS !...1(Defauit) REG_SZ (value not set) ....  
t :j vet:tent 

...?.1..AchveDebugging REG 52 I 
e J web Folders 

..„1 Web Seonce Provide, I-000 REGJZ I Teli>kiplaY  

...11Enabded REG 52 

..±1211çrnoreUse+Settings REG_SZ 0 
e ::.1 Windows 
, ,..1 wu-rdows CE ServIces 
,...J Windows Media Device I, ...11LogSecurkyFallures REG 52 I 

e Li Windows Messaging Sub .S. LogSecurityStxce... REG_SZ 0 
t blRernote e r...j Windows NT REG 52 0 

-- j Windows Script Host th.)SilentTerrnanate REG_W 0 

.—î EMI ,qtrustPolc,4‘ REG_DWORD Ctx00000000 (0) 

• :jj Windows Scripting Host .e2jUseWINS4412 REG_52 I 

t :_j Wisp 
k < 

My ComptieryikEY_LOCALMACMPNE\SOFTWARE‘MaTosaft\Wndoas 5cnpt HosnSetengs 

Fig. 11.5 The TrustPolicy Registry Key. 

In the registry, the trust policy is set to one of three values: 0,1, 
or 2. A value of 0 means run trusted scripts. A value of 1 
means prompt the user if asked to run an untrustworthy script. 
Finally, a value of 2 means do not prompt the user and do not 
run untrustworthy scripts. 
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Edit DWORD Value 

Ve name 

TrustPokey 

value data- Fake 

(.¡,,Heendecinsa 

0 Decinal 

L OK Cancel 

Fig. 11.6 Editing a DWORD Value. 

To change the value of the 
policy key, double-click the 
TrustPolicy entry on the right 
pane of the Registry Editor 
which opens the screen in 
Fig. 11.6. Perhaps the best 
value to give to this DWORD 
is 2, but it is up to you. 

Downloading the Latest WSH Version  

To download the latest Windows Script Host version 5.1, go to 

http://msdn.microsoft.comnibrary 

and search for scripts'. In the displayed Web page, click the 
Windows Script Developer Center' link, followed by the 
'Microsoft Windows Script 5.6 Download' link. 

Examples Using the Windows Script Host 

As we have seen, scripts are built by typing commands, one on 
each line. Commands are used to either set a specific property 
of an object to some value, or to carry out some action. Much 
of VBScript involves referencing objects and setting properties. 
Most scripts will require the following line: 

set wshshel 1 = wscript.createobject("wscript. shell ") 

which creates the wshShell object. The various properties and 
methods of this object are used to accomplish many tasks in 
VBScript, such as displaying message boxes and retrieving 
system information. The code in Fig. 11.7, displayed on the 
next page, shows two such examples. In Chapter 11 we 
include a list of Functions, Statements, Operators, Objects, and 
Constants, which should be referred to in conjunction with the 
examples presented here. 
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AgeSelecti vbs Notepad I- Ii-E.13Z., 
File Edit Format %flew Medo 

set wshshel 1 - wscript.Createobject ("wscript . Shell") 
dateirthYear - inputaox("Please type the year of your birth") 
intAge - 2004 - dateirthrear + 1 
wshshell.Popup "You will be " & intAge & " next birthday" 

Fig. 11.7 Setting Properties and Referencing Objects Example. 

In the first line we create a wshShell object to be used in the 
Popup statement later in the script. The second line asks the 
user to type their age in an Input box, and then assigns the 
typed value into the variable datBirthYear. The third line then 
creates a new variable, intAge, and subtracts datBirthYear 
from the current year and adds 1 to the result. Do note that we 
have not included any error checking; if the user does not enter 
a number, this statement will cause a 'type mismatch' error. 
The fourth line then concatenates a text string to the variable 
intAge, and displays the result in a message box. We could 
have used the wscript.echo statement we used in our first 
example. 

Using this simple syntax, you can create more useful scripts 
that launch and control applications, make changes to the 
Registry, and communicate with the network. But before we go 
any further, let us edit the AgeSelect1.vbs script to include 
variable declaration, and the explicit option we discussed 
earlier. In Fig. 11.8 below, we have added two lines at the 
beginning of the script and edited the beginning of line 4, so 
that instead of datBirthYear it now reads datBirhYear. 

r AgeSelect2.vbs - Notepad 

tde Edlt Format View Help 

Option explicit 
Dim datBirthvear, intAge, wshShell 
Set wshShel 1 - wscript.CreateObject("wscript. shell ") 
datBirhvear = inputeox("Please type the year of your birth") 
intAge - 2004 - datelrthvear + 1 
wshshell.Popup "You will be " & intAge & " next birthday" 

Fig. 11.8 Setting Properties and Referencing Objects Example. 
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Win dows Ss:ript Host 
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Fig. 11.9 Error Message. 

Save the resulting script as 
AgeSelect2.vbs, and run it. An 
error message is displayed, as 
shown here in Fig. 11.9, telling 
you precisely why and where 
the error has occurred. 

Next, correct the spelling of 
the variable name that caused 

the error, and re-save the script under the same name. As you 
can see, it is worth adding the extra statements to trap typos. 

Using Functions in Scripts 
In the example below (Fig. 11.10) we substituted the current 
year (2004) in the code of line 5 of our previous example 
(script AgeSelect2.vbs) with two functions. 

r AgeSelect 3. vbs Notepad 

File Edit Format View Help 

option explicit 
Dim dateirthYear, intAge, wshshell 
set wshshell = wscript.createobject("wscript.shell") 
datairthYear = inputDox("Please type the year of your birth") 
intAge = YEAR(Now()) - dateirthYear + 1 
wshshell.Popup "You will be " & intAge & " next birthday" 

Fig. 11.10 Using Functions in a Script. 

These two functions return the following values: 

The Now() function returns the current date and time of your 
computer's system date and time. The function needs no 
arguments between the parentheses, and 

the Year() function is used to determine the year from the 
supplied date variable or formatted string which should be 
supplied within the parentheses. In this case the required 
argument is supplied by the returned value of the NOW() 
function. 
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Fig. 11.11 Error Message. 

Therefore, the result of using these two functions in the 
manner indicated above, is to return a number which depends 
on the year you run the script. If you run the script in 2004, the 
returned number will be 2004, if you run it in 2005, the return 
number will be 2005, etc. Save the resultant script as 
AgeSelect3.vbs. 

Please Note: In Chapter 12, we list all the functions you can 
use in Windows VBScript, with a description of what each 
function does. Obviously we can not give examples of each of 
these functions in the space allotted, but you can find 
examples of usage on the Internet. Use Google as your search 
engine (www.google.com) and type "wsh VBScript Functions" 
(without the quotes) as the search criteria. Good luck! 

Error Detection in Scripts 

Returning to our example AgeSelect3.vbs (Fig. 11.10), if when 
asked to enter the year of your birth you were simply to press 

the Enter key instead, the 
script would produce a 
mismatch error as shown in 
Fig. 11.11. 

To overcome such an error, 
include line 5 in the script, as 
shown in Fig. 11.12 below. 

e AgeSelect4.vbs - Notepad [7•11t1 
RW Eck Format MOW Help 

Option explicit 
Dim datsirthYear, intAge, wshshell 
set wshshell = wscript.createobject("wscript.shell") 
datBirthYear = inputeox("Please type the year of your birth") 
ON Error Resume Next 
intAge = YEAR(Now()) - dateirtMear + 1 
wshshell.Popup You will be " & intAge & " next birthday" 

Fig. 11.12 Using an Error Statement in a Script. 
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The statement 

On Error Resume Next 

provides a limited amount of error handling by preventing 
program flow interruption from a runtime error. When an error 
occurs, the line of code containing the error is simply skipped 
over and the program continues running. Therefore the 
placement of the On Error statement is crucial, as when the 
error occurs it is just ignored, and the error message is not 
displayed. 

Next, we have modified the script AgeSelect4.vbs to include 
a more complex error routine, as shown in Fig. 11.13 below. 
This routine incorporates a few more functions as well as the If 
... Then ... Else ... End If statement. The If part of the If ... Else 
statement conditionally executes groups of statements only 
when a single test condition is True, while the Else ... End If 
part of the statement conditionally executes groups of 
statements only when the test If condition is False. 

r AgeSelect5.vbe Notepad 

FM Ed,/ Fermat Yew Help 

Option explicit 
Dim dateirthYear, intAge, wshShell 
set wshshell - wscript.createobject("wscript.shell") 
dateirthvear - inputeox("Please type the year of your birth") 
On Error Resume Next 
intAge YEAR(Now()) - dateirthyear + 1 

If Err Then 
wscript . Echo " Error " & Err & " occured, " & "Description " & Err. Descripti on 
Err. clear 
Else 
wshshell.Popup "you will be " & intAge & " next birthday" 
End If 

Fig. 11.13 Using The If Then Else End If Statement in an Error Routine. 

What happens here is that the occurrence of an error, if it takes 
place, is reported within the If ... Else part of the statement 
without halting the execution of the script, while an answer is 
displayed, if no error occurs, within the Else ... End If part of 
the statement. 

Here is an example of a more complex script. Let us say you 
want to enter your date of birth and have the script calculate 
and print your age in years, months and days. The script in 
Fig. 11.14 shown on the next page will do just that. 
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r AgeSelect6.vbs - Notepad r:egl 
FM E(M Feme View Help 

option explicit 
Dim datBirthDate, intvears, lntmonths, intDays, wshshell 
set wshshell = wscript.createobject("wscript.Shell") 

DO 
datBlrthDate - inputBox("Please type the date of your birth in the 

form dd/mm/yyyy") 
On Error Resume Next 
intvears - YEAR(Now()) - YEAR(datBirthoate) 
intmonths ABs(moNTH(Now()) - moNTH(dateirthDate)) 
intDays Aes(oAv(mow()) - DAv(dateirthoate)) 
If Err Then 
wscript.Echo " Please enter a valid date" 
Err. Clear 
Elseif intvears > 110 Then wscript.Echo intvears & " Years' Please 

enter a valid date" 
Elseif Datevalue(datBirthDate) - 0 Then Exit Do 
Else 
wshshell.Popup "You are " & intvears & Years, "& intmonths & " 

months and " & intDays & " Days old" 
Exit Do 
End If 

Loop 

Fig. 11.14 A Script to Calculate Exact Age. 

Please note than the code in lines 6, 15, and 19 (the ones that 
start at the far left of the screen dump above), are part of lines 
5, 14, and 18, respectively, and should be entered in Notepad 
as a continuation of the latter. 

This script makes use of several different statements and 
functions which we shall try to explain below. We start by 
declaring 5 variables, datBirthDate to hold the date of birth, 
intYears, intMonths, and intDays to hold the whole number of 
years, months, and days from the date of birth to the present 
date. 

Next, the script sets a Do ... Loop statement which repeats 
all statements between the Do and the Loop lines, until some 
specific criteria are met. These are: 

(a) if the user has clicked the button on the opening 
lnbox, and 

(b) if the correct input format for the date of birth was 
entered in the Inbox and an answer was displayed. 

When either of the above criteria is met, the Do ... Loop 
statement is halted with the statement Exit Do. 
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Next, we introduce the If ... Elseif ... Else ... End If statement. 
From its structure you can see how you can have several 

Elseif statements embedded within the If and Else lines. 

As you can see, VBScripts resemble programs written in 
Visual Basic, so if you have any programming experience, 
writing VBScripts should be quite easy. As we have also seen, 
VBScript is an interpreted language, which means that you do 
not need to compile your scripts as you would with a program 
written in C or C++. Your scripts are directly interpreted, 
line-by-line, when they are executed in the user's Windows 
Script Host or Internet Explorer browser. 

Web Page Scripts 

Below we show where to insert a VBScript in a Web page. The 
MsgBox function (which is our entire script here) is placed 
between the <SCRIPT> tags, with comment tags (<!-- and -->) 
on either side of it. 

<HTML> 

<HEAD> 

<TITLE>My First IE VBScript</TITLE> 

<SCRIPT LANGUAGE="VBScript"› 

< ! --

MsgBox "Hello World!" 

--> 

</SCRIPT> 

</HEAD> 

</HTML> 

As Internet Explorer is the only browser that supports 
VBScripts, the inclusion of the comment tags avoids having the 
code of VBScripts being displayed as text on browsers that do 
not support it - the comment tags cause the code of such 
scripts to appear as a comment, and is ignored. 

Save the above script code under the filename 
Web script1.htm (note the extension), then locate 
it and double-click it. A message box is displayed, 
as shown here, in Internet Explorer. 

VBSCript g 
Hello Wcwkl , 

ri 
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The VBScript in Fig. 11.15 is slightly more complicated than 
our previous example, but as we explain it, you will see that it 
is quite easy to understand. 

r Web scriptlittin Notepad 

Fe Edit Fame 

<HTML> 
cHEAD> 
<TITLE>my second web page vescript</TITLE> 
<BODY> 
<H2>The Second Web veScript</m2> 
<P> Type in 3 numbers in the fields below and click the "Calculate Average" button 
</P> 
<epee NAmE."frmExample"> 
<TABLE> 

<TE> 
<To><B>Number 1:</8></TD> 
<T0><INPUT TYPE- text" NAmE."strNumberl" SI2E.5></TD> 

</TA> 
<TE> 

<T0><B>Number 2:</13></TD> 
<T0></NPUT TYPE- Text" mAmE-"strmumber2" SIZE.5></TD> 

</TA> 
<TR> 

<T0><e>mumber 3:</13></TO> 
<TD><INPUT TYPE- Text" NAME."strmunber3" SIZE.5></TD> 

</TA> 
</TABLE> 
<BR> 
<INPUT TYPE- Button" MMOE«"cmdEalculate" vAluE-"calculate Average"> 

</FORM> 
</BODY> 
<SCRIPT LANGUAGE -"vescript"› 
<! 
Option Explicit 
Sub cmdcalculate_Onclick 

olm strmumberl, strmumber2, struumber3, nummnountl, numamount2, nunamount3, 
numAverage, strMessage 
' Perform average calculations 
numAmountl oocument.frmExample.strmumberi.value 
nunAmount2 . Docunent.frmExample.strNumber2.value 
nunamount3 Docunent.frmExample.strmumber3.value 
numAverage numunount1/3.0 + numAmount2/3.0 + numAmount3/3.0 

' Display the results 
strmessage - "Average of 3 numbers is: " & numverage 
msgeox strmessage„ Average" 

End Sub 

</SCRIPT> 
</HEAD> 

iI 
ev 

A 

Fig. 11.15 A Script to Calculate the Average of Three Numbers. 

Type the above code into Notepad and save it under the 
fileneme Web script2.htm. Next, locate it and double-click it to 
display what is shown here in Fig. 11.16. If this display does 

not appear for you in your 
Internet Explorer, then 
check each line of the code 
very carefully to identify any 
mistakes. 

f` • 

The Second Web VBScripi 

7, • nunbiya n the &Ma larn ord cbck ..Caltul.14 Arm,' bunot 

Nueberl 

Nivab.2 

Numle0 

Fig. 11.16 Running the Second 
Web VBScript. 
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In this example, we create an HTML document which contains 
a script that will retrieve data from the Web page, shown in 
Fig. 11.16, perform several calculations and output a result. 

In the HTML code of our example, after giving our Web page 
a title, a heading, and instructions on what to type in the Web 
form, we demonstrate how values are taken from a form and 
used within a script. The three fields on the form were named 
strNumber1, strNumber2, and strNumber3 in their HTML 
<INPUT> tags, with the form being named frmExample. So, 
here we are referencing the web document, then the form, then 
the input field. 

After the starting <SCRIPT> tag and the HTML comment tag 
for the benefit of non-Internet Explorer browsers, we include 
the Option Explicit statement which forces us to declare all our 
variables. We then create the sub procedure, called 
(cmdCalculate_OnClick), for the click event of the 'Calculate 
Average' screen button, followed by the declaration of eight 
variables which are procedure-level declarations since they are 
declared within a procedure. 

Next, and within the comments 'Perform average 
Calculations' and 'Display the Results', we first convert the 
input entered on the three fields of the form into values and 
store them into variables numAmout1, numAmout2, and 
numAmount3. The last line of calculation works out the value 
of the average of the three numbers and stores it in variable 
numAverage. 

As we have mentioned before, anything after an apostrophe 
is a comment and is ignored when the script is executed. 
Comments can appear on a line by themselves or at the end of 
a line of script. The / sign in the calculation line indicates 
division, while the + sign indicates addition. Other commonly 
used VBScript operands are: * for multiplication, and - for 
subtraction. 

Finally, the ampersand character (&) in the statement 
following the 'Display the results' comment, is used to 
concatenate two strings, and the result of our calculation is 
displayed using the MsgBox function. 
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Finally, the example in Fig. 11.17 can give you the current date 
in a rather full form. We use this example to demonstrate how 
you can use arrays. Remember that the 1st element of an 
array, say, 'months' is months(0) and, therefore, the 9th 
element is months(8). 

r Web scr1p13.blm fiotepad r.ktgirte 
Fát Forme Yee Feb 

<MTML> 
<MEAD> 
<TITLE>my third web page scripte/YITLE> 

eK2>The third web Script</e2> 
<SCRIPT LANGUAGE."VBSCript", 
<,-- 
option Explicit 
n rT ate, strordinal, nunDay, fluidic/nth, nunYear, months(11) 

numpay Day((mcw)) 
numionth month(mow()) 
numYear yearçracw()) 
months 0 January 
months 1 February" 
months 2 March" 
months 3 "April" 
months 
months 5 "June" 
months 6 "July" 
months 7 "August" 
months 8 "September" 
months 9 "October" 
months 10 - "November" 
months 11 - "December" 
strord na - "th " 
If nunoay - 3 Then 

strordinal ••• "rd " 
Elseif nunDay . 23 Then 

strordinal . " rd " 
Elseif numpay - 2 Then 

strordinal . " nd " 
Elseif nunDay . 22 Then 
strordinal "nd " 

Elseif mammy - 1 Then 
strordinal - "st 

Elseif numpay . 21 Then 
strordinal -st " 

Elseif numpay 31 Then 
strordinal . " st " 

End If 
stcrodaysDate - numpay 6, ""13 strordinal & "" & months(numonth-1) & 

msgeon strTodaysoate„ -Today's Date:" 

</SCRIPT> 
</MEAD> 
</MTML> 

Fig. 11.17 A Script to Display the Current Date. 

Apart from the use of arrays, the above program shows you 
how to manipulate dates, and how to structure an If ... Elseif 
End If statement. We suggest you try to work out how this 
program achieves its goal. 

In this chapter, we have given you a little taste of VBScripts. 
However, to cover even the most commonly used Function, 
Statements, Operators, Constants, and Objects, we would 
need to write a dedicated book on these items alone. One 
never knows, if it keeps raining as it does while we are writing 
this, we might be motivated enough to undertake such a task! 
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VBScript Commands 

Functions 

Array Functions 

Array(arglist) Returns a variant containing an 
array 

Filter(inputStrings, value) Returns a zero-based array 
that contains a subset of a 
string array based on a filter 
criteria 

IsArray(varname) 

Join(list) 

LBound(arrayname) 

Split(expression) 

UBound(arrayname) 

Returns a Boolean value that 
indicates whether a specified 
variable is an array 

Returns a string that consists 
of a number of sub-strings in 
an array 

Returns the smallest subscript 
for the indicated dimension of 
an array 

Returns a zero-based, 
one-dimensional array that 
contains a specified number of 
sub-strings 

Returns the largest subscript 
for the indicated dimension of 
an array 
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Conversion Functions 
Asc(string) Converts the first letter in a 

string to ANSI code 

CBool(expression) Converts an expression to a 
variant of subtype Boolean 

CByte(expression) Converts an expression to a 
variant of subtype Byte 

CCur(expression) Converts an expression to a 
variant of subtype Currency 

CDate(date) Converts a valid date and time 
expression to the variant of 
subtype Date 

CDbl(expression) Converts an expression to a 
variant of subtype Double 

Chr(chrcode) Converts the specified ANSI 
code to a character 

CInt(expression) Converts an expression to a 
variant of subtype Integer 

CLng(expression) Converts an expression to a 
variant of subtype Long 

CSng(expression) Converts an expression to a 
variant of subtype Single 

CStr(expression) Converts an expression to a 
variant of subtype String 
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Date/Time Functions 

CDate(date) 

Date() 

DateAdd(interval, number, 
date) 

DateDiff(interval, date1, 
date2) 

DatePart(interval, date) 

DateSerial(year, month, day) 

DateValue(date) 

Day(date) 

FormatDateTime(date) 

Hour(time) 

IsDate(expression) 

Converts a valid date and time 
expression to the variant of 
subtype Date 

Returns the current system 
date 

Returns a date to which a 
specified time interval has 
been added 

Returns the number of 
intervals between two dates 

Returns the specified part of a 
given date 

Returns the date for a 
specified year, month, and day 

Returns a date 

Returns a number that 
represents the day of the 
month (between 1 and 31, 
inclusive) 

Returns an expression 
formatted as a date or time 

Returns a number that 
represents the hour of the day 
(between 0 and 23, inclusive) 

Returns a Boolean value that 
indicates if the evaluated 
expression can be converted 
to a date 

199 



12 VBScript Commands 

Minute(time) 

Month(date) 

MonthName(month) 

Now() 

Second(time) 

Time() 

Returns a number that 
represents the minute of the 
hour (between 0 and 59, 
inclusive) 

Returns a number that 
represents the month of the 
year (between 1 and 12, 
inclusive) 

Returns the name of a 
specified month 

Returns the current system 
date and time 

Returns a number that 
represents the second of the 
minute (between 0 and 59) 

Returns the current system 
time 

Timer() Returns the number of 
seconds since 12:00 am 

TimeSerial(hour, minute, Returns the time for a specific 
second) hour, minute, and second 

TimeValue(time) Returns a time 

Weekday(date) Returns a number that 
represents the day of the week 
(between 1 and 7, inclusive) 

VVeekdayName(weekday) Returns the weekday name of 
a specified day of the week 

Year(date) Returns a number that 
represents the year 
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Format Functions 

FormatCurrency(expression) 

FormatDateTime(date) 

FormatNumber(expression) 

Returns an expression 
formatted as a currency value 

Returns an expression 
formatted as a date or time 

Returns an expression 
formatted as a number 

FormatPercent(expression) Returns an expression 
formatted as a percentage 

Math Functions 

Abs(number) 

Atn(number) 

Cos(number) 

Exp(number) 

Hex(number) 

Int(number) 

Fix(number) 

Log(number) 

Returns the absolute value of a 
specified number 

Returns the arctangent of a 
specified number 

Returns the cosine of a 
specified number (angle) 

Returns e raised to a power 

Returns the hexadecimal value 
of a specified number 

Returns the integer part of a 
specified number 

Returns the integer part of a 
specified number 

Returns the natural logarithm 
of a specified number 
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Oct(number) 

Rnd(number) 

Sgn(number) 

Sin(number) 

Sqr(number) 

Tan(number) 

String Functions 

InStr(string1, string2) 

Returns the octal value of a 
specified number 

Returns a random number less 
than 1 but greater or equal to 0 

Returns an integer that 
indicates the sign of a 
specified number 

Returns the sine of a specified 
number (angle) 

Returns the square root of a 
specified number 

Returns the tangent of a 
specified number (angle) 

Returns the position of the first 
occurrence of one string within 
another. The search begins at 
the first character of the string 

InStrRev(string 1 , string2) Returns the position of the first 
occurrence of one string within 
another. The search begins at 
the last character of the string 

LCase(string) 

Left(string, length) 

Converts a specified string to 
lowercase 

Returns a specified number of 
characters from the left side of 
a string 
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Len(string I varname) 

LTrim(string) 

RTrim(string) 

Trim(string) 

Mid(string, start) 

Replace(expression, find, 
replacewith 

Right(string, length) 

Space(number) 

StrComp(string 1 , string2) 

String(number, character) 

StrReverse(string) 

Returns the number of 
characters in a string or 
number of bytes required to 
store a variable 

Removes spaces on the left 
side of a string 

Removes spaces on the right 
side of a string 

Removes spaces on both the 
left and the right side of a 
string 

Returns a specified number of 
characters from a string 

Replaces a specified part of a 
string with another string a 
specified number of times 

Returns a specified number of 
characters from the right side 
of a string 

Returns a string that consists 
of a given number of spaces 

Compares two strings and 
returns a value that represents 
the result of the comparison 

Returns a string that contains 
a repeating character of a 
specified length 

Reverses a string 

UCase(string) Converts a string to uppercase 
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Other Functions 

CreateObject(serverl .type) 

Eval(expression) 

GetLocale() 

GetObject([pathname]) 

GetRef(procname) 

InputBox(prompt) 

IsEmpty(expression) 

IsNull(expression) 

IsNumeric(expression) 

IsObject(expression) 

Creates an object called 
server of a specified type 

Evaluates an expression and 
returns the result 

Returns the current locale ID 

Returns a reference to an 
automation object from a file 

Allows you to connect a 
VBScript procedure to a 
DHTML event on your pages 

Displays a dialogue box, where 
the user can write some input 
and/or click on a button, and 
returns the contents 

Returns a Boolean value that 
indicates whether a specified 
variable has been initialized 

Returns a Boolean value that 
indicates whether a specified 
expression contains no valid 
data ( Null) 

Returns a Boolean value that 
indicates whether a specified 
expression can be evaluated 
as a number 

Returns a Boolean value that 
indicates whether the specified 
expression is an automation 
object 
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LoadPicture(picturename) 

MsgBox(prompt) 

RGB(red, green, blue) 

Round(expression) 

ScriptEngine 

ScriptEngineBuildVersion 

ScriptEngineMajorVersion( ) 

ScriptEngineMinorVersion( ) 

SetLocale(lcid) 

TypeName(varname) 

VarType(varname) 

Returns a picture object, but 
only on 32-bit platforms 

Displays a message box, waits 
for you to click a button, and 
returns a value that indicates 
which button was clicked 

Returns a number that 
represents an RGB colour 
value 

Rounds a number 

Returns the scripting language 
in use 

Returns the build version 
number of the scripting engine 
in use 

Returns the major version 
number of the scripting engine 
in use 

Returns the minor version 
number of the scripting engine 
in use 

Sets the locale ID and returns 
the previous locale ID 

Returns the subtype of a 
specified variable 

Returns a value that indicates 
the subtype of a specified 
variable 
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Statements 

Call(arg 1 , arg2, ...) 

Class ... End Class 

Const 

Dim 

Do Until... Loop 

Do While ... Loop 

Erase 

Used to call a function or 
subroutine and pass one or 
more arguments to them 

Used to create a class 
statement block 

Allows the declaration of 
constants 

Allows the explicit declaration 
of one or more variables 

Repeats a block of code until a 
condition becomes true 

Repeats a block of code while 
a condition is satisfied 

Used to empty arrays 

Execute(Sring) Interprets a single string as a 
statement or sequence of 
statements and executes them 

Exit Allows exit from inside a block 
of code as a conditional 
statement 

For ... Next Repeats a block of code a 
number of specified times 

For Each ... Next For Each condition statement it 
repeats a block of code for 
each element of an array or a 
collection of data 
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Function Name(argl, arg2) Passes values to the function 
End Function through the argument list, but 

returns a single value (in the 
Name of the function) back 
from where it was called 

If . . Then 

On Error Resume Next 

On Error GoTo 0 

It executes groups of 
statements only when a single 
test condition is True 

Gives a limited amount of error 
handling by preventing 
program interruption by errors 

Disables error handling 

Option Explicit Forces the explicit declaration 
of all variables 

Private Used to declare a new variable 
or array 

Property Get ... 
End Property 

Property Let ... 
End Property 

Property Set . 
End Property 

Allows you to perform a 
procedure that will return the 
value of the property 

Allows you to perform a 
procedure that assigns the 
value of a property 

Allows you to perform a 
procedure that sets a 
reference to an object 

Public Used to declare a new public 
variable or array 

Randomize Gives the Rnd function a new 
seed value for generating 
random numbers 
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ReDim 

Rem or 

Select Case 

Set 

Sub Name(arg 1 , arg2, 

While WEnd 

Allows you to re-size a 
dynamic array, thus also 
re-sizing the memory allocated 
to it 

Allows the insertion of 
comments 

It selectively executes different 
groups of code 

Assigns the object reference to 
a variable or property 

Creates a Name(d) subroutine 
and allows you to pass values 
to it, and back, via the 
argument list 

Conditionally repeats a block 
of code as long as the test 
condition remains True 

With ... End With Allows the execution of code 
on the named object 
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Operators 

And 

Eqv 

Imp 

Is 

Used to perform a logical 
conjunction on two 
expressions 

Used to perform a logical 
comparison on two 
expressions 

Used to perform a logical 
implication on two 
expressions 

Used to determine if two 
variables refer to the same 
object 

Mod Used to divide two numbers 
and return the remainder 

Not Used to perform a logical 
negation on two expressions 

Or Used to perform a logical 
disjunction on two 
expressions 

Xor Used to perform a logical 
exclusion on two 
expressions 

Assigns a value to a variable 

Determines if the first 
expression is less than the 
second 
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> 

<= 

>. 

<> 

/ 

\ 

A 

Determines if the first 
expression is greater than 
the second 

Determines if the first 
expression is less than or 
equal to the second 

Determines if the first 
expression is greater than or 
equal to the second 

Determines if the first 
expression is not equal to 
the second 

Used to multiply numbers or 
contents of variables 

Used to divide numbers or 
contents of variable - returns 
a floating point number 

Used to divide numbers or 
contents of variable - returns 
an integer number 

Used to multiply numbers or 
contents of variables 

Used to add numbers or 
contents of variables 

Used to concatenate strings 

Used to subtract numbers or 
contents of variables 

Used to raise a number or a 
variable to a power 
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Objects 

Class ... End Class Allows the creation of objects 
on which operations can be 
performed 

Dictionary Used to store name/value pairs 
in an array 

Drive Provides access to various 
properties of the local or 
remote disc drives 

Drive Collection 

Err 

File 

File Collection 

FileSystemObject 

Folder 

Folders Collection 

Collection of all drives 
available on the system 

Holds information about the 
last runtime error that occurred 

Allows access and handling of 
various properties of a file 

Contains a set of file objects 
and is stored as a property of 
another object, such as a 
Folder 

Used to gain access to a 
computer's file system 

Allows access and handling of 
various properties of a folder 

The SubFolder property of a 
Folder object returns a Folders 
Collection of all the sub-folders 
in that folder 
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Match 

Matches Collection 

RegExp 

TextStream 

Constants 

Used to access the three 
read-only properties 
associated with the results of a 
search operation that uses a 
regular expression 

A collection of objects that 
contains the results of a search 
and match operation that uses 
a regular expression 

Used to look for and match all 
occurrences of a search string 
pattern inside a target string 

Provides sequential access to 
the contents of any file where 
the contents are in 
text-readable form 

Color Constants Constants can be: VBBlack, 
VBRed, VBGreen, VBYellow, 
VBBlue, VBMagenta, VBCyan, 
VBWhite 

Comparison Constants Constants can be: 
VBBinaryCompare, 
VBTextCompare, 
VBDataBaseCompare 

Data Format Constants Constants can be: 
VBGenerateDate, 
VBLongDate, VBShortDate, 
VBLongTime, VBShortTime 
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Date And Time Constants 

File Attribute Constants 

File Input/Output Constants 

MsgBox 

VBObjectError Constant 

Tristate Constants 

VarType Constants 

Constants can be: 
VBSunday, VBMonday, etc. 

Used with the File.Attributes 
property. Constants can be: 
Normal, ReadOnly, Hidden, 
System, Volume, Directory, 
Archive, Alias, Compressed 

Constants can be: 
ForReading, ForWriting, 
ForAppending 

Constants can be: 
VBOKOnly, VBOKCancel, 
VBAbortRetrylgnore, 
VBYesNoCancel,VBYesNo, 
VBRetryCancel, VBCritical, 
VBQuestion, VBExclamation 

Constant can be: 
VBCR (Carriage return), 
VBCrLf (Carriage return & line 
feed), VBFormFeed, VBLF 
(Line feed), VBNewLine, 
VBNullChar, VBNullString, 
VBTab, VBVerticalTab 

Constants can be: 
TristateTrue (- 1), TristateFalse 
(0), TristateDefault (-2) 

Constants can be: 
VBEmpty, VBNull, VBInteger, 
VBLong, VBSingle, VBDouble, 
VBCurrency, VBDate, 
VBString, VBObject, VBError, 
VBBoolean, VBVariant, 
VBDataObject, VBDecimal, 
VBByte, VBArray 
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Glossary of Terms 

Access control 

Active partition 

Add-in 

Address 

Administrator 

Anonymous FTP 

ANSI 

A security mechanism that determines 
which operations a user is authorised to 
perform on a PC, a file, a printer, etc. 

A partition from which an x86-based 
computer starts up. The active partition 
must be a primary partition on a basic 
disc. 

A mini-program which runs in 
conjunction with another and enhances 
its functionality. 

A unique number or name that identifies 
a specific computer or user on a 
network. 

For Windows XP Professional, a person 
responsible for setting up and 
managing local computers, their user 
and group accounts, and assigning 
passwords and permissions. 

Anonymous FTP allows you to connect 
to a remote computer and transfer 
public files back to your local computer 
without the need to have a user ID and 
password. 

American National Standards Institute. 
A US government organisation 
responsible for improving 
communication standards. 
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Applet 

ASCII 

ASP 

Association 

Authoring 

Backup 

Bandwidth 

Basic volume 

Batch file 

Baud rate 

Binary 

Bit 

A program that can be downloaded 
over a network and launched on the 
user's computer. 

A binary code representation of a 
character set. The name stands for 
'American Standard Code for 
Information Interchange'. 

Active Server Page. File format used for 
dynamic Web pages that get their data 
from a server based database. 

An identification of a filename extension 
to a program. This lets Windows open 
the program when its files are selected. 

The process of creating web 
documents or software. 

To make a back-up copy of a file or a 
disc for safekeeping. 

The range of transmission frequencies 
a network can use. The greater the 
bandwidth the more information that 
can be transferred over a network. 

A primary partition or logical drive that 
resides on a basic disc. 

A file that contains commands which 
are automatically executed when the 
file is run. 

The speed at which a modem 
communicates. 

A base-2 number system in which 
values are expressed as combinations 
of two digits, 0 and 1. 

The smallest unit of information handled 
by a computer. 
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Boot partition 

Boot up 

Broadband 

The partition on a hard disc that 
contains the operating system and its 
support files. 

To start your computer by switching it 
on, which initiates a self test of its 
Random Access Memory (RAM), then 
loads the necessary system files. 

A communications systems in which the 
medium of transmission (such as a wire 
or fibre-optic cable) carries multiple 
messages at a time. 

Broadcast An address that is destined for all hosts 
on a particular network segment. 

Browse A button in some Windows dialogue 
boxes that lets you view a list of files 
and folders before you make a 
selection. Also to view a Web page. 

Browser A program, like the Internet Explorer, 
that lets you view Web pages. 

Bug An error in coding or logic that causes a 
program to malfunction. 

Bytes A unit of data that holds a single 
character, such as a letter, a digit. 

Cable modem A device that enables a broadband 
connection to the Internet by using 
cable television infrastructure. 

Cache 

CD-R 

CD-ROM 

An area of memory, or disc space, 
reserved for data, which speeds up 
downloading. 

Recordable compact disc. 

Compact Disc - Read Only Memory; an 
optical disc which information may be 
read from but not written to. 
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CD-RW 

Cgi-bin 

Client 

Client application 

Clipboard 

Command 

Command prompt 

Compressed file 

Configuration 

Cookies 

Data packet 

Default 

Rewritable compact disc. Data can be 
copied to the CD on more than one 
occasion and can be erased. 

The most common name of a directory 
on a web server in which CGI programs 
are stored. 

A computer that has access to services 
over a computer network. The 
computer providing the services is a 
server. 

A Windows application that can accept 
linked, or embedded, objects. 

A temporary storage area of memory, 
where text and graphics are stored with 
the cut and copy actions. The Office XP 
clipboard can store up to 24 items. 

An instruction given to a computer to 
carry out a particular action. 

A window used to interface with the 
MS-DOS operating system. 

One that is compacted to save server 
space and reduce transfer times. 
Typical file extension for DOS/Windows 
is . zip. 

A general purpose term referring to the 
way you have your computer set up. 

Files stored on your hard drive by your 
Web browser that hold information for it 
to use. 

A unit of information transmitted as a 
whole from one device to another on a 
network. 

The command, device or option 
automatically chosen. 
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Defragmentation The process of rewriting parts of a file 
to contiguous sectors on a hard disc to 
increase the speed of access and 
retrieval. 

Desktop The Windows screen working 
background. 

Device driver A special file that must be loaded into 
memory for Windows to be able to 
address a specific procedure or 
hardware device. 

Device name A logical name used by an operating 
system to identify a device, such as 
LPT1 or COM1 for the parallel or serial 
printer. 

Dial-up Connection A popular form of Net connection for the 
home user, over standard telephone 
lines. 

Digital signature 

Direct Connection 

Directory 

Disc 

Disconnect 

Display adapter 

DLL 

A means for originators of a message, 
file, or other digitally encoded 
information to bind their identity to the 
information. 

A permanent connection between your 
computer system and the Internet. 

An area on disc where information 
relating to a group of files is kept. Also 
known as a folder. 

A device on which you can store 
programs and data. 

To detach a drive, port or computer 
from a shared device, or to break an 
Internet connection. 

An expansion board that plugs into a 
PC to give it display capabilities. 

Dynamic Link Library; An OS feature 
that allows files with the .d11 extensions 
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Document 

to be loaded only when needed by the 
program. 

A file produced by an application 
program. When used in reference to 
the Web, a document is any file 
containing text, media or hyperlinks that 
can be transferred from an HTTP 
server to a browser. 

Domain A group of devices, servers and 
computers on a network. 

Double-click To quickly press and release a mouse 
button twice. 

Download To transfer to your computer a file, or 
data, from another computer. 

DPI Dots Per Inch - a resolution standard for 
laser printers. 

Drag To move an object on the screen by 
pressing and holding down the left 
mouse button while moving the mouse. 

Drive name The letter followed by a colon which 
identifies a floppy or hard disc drive. 

DSL Digital Subscriber Line - a broad-band 
connection to the Internet through 
existing copper telephone wires. 

Dual boot A PC configuration that can start two 
different operating systems. 

DVD Digital Video Disc; a type of optical disc 
technology. It looks like a CD but can 
store greater amounts of data. 

Encrypted password A password that is scrambled. 

Engine Software used by search services. 

Ethernet A very common method of networking 
computers in a LAN. 
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Extract a file 

FAT 

File extension 

Create an uncompressed copy of the 
file in a folder you specify. 

The File Allocation Table. An area on 
disc where information is kept on which 
part of the disc a file is located. 

The suffix following the period in a 
filename. Windows uses this to identify 
the source application program. For 
example .mdb indicates a Microsoft 
Access file. 

Filter A set of criteria that is applied to data to 
show a subset of the data. 

Firewall Security measures designed to protect 
a networked system from unauthorised 
access. 

Floppy disc 

Folder 

Font 

Fragmentation 

Freeware 

FTP 

Function key 

A removable disc on which information 
can be stored magnetically. 

An area used to store a group of files, 
usually with a common link. 

A graphic design representing a set of 
characters, numbers and symbols. 

The scattering of parts of the same file 
over different areas of the disc. 

Software that is available for 
downloading and unlimited use without 
charge. 

File Transfer Protocol. The procedure 
for connecting to a remote computer 
and transferring files. 

One of the series of 10 or 12 keys 
marked with the letter F and a numeral, 
used for specific operations. 
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Gateway 

GIF 

Gigabyte 

Graphic 

A computer system that allows 
otherwise incompatible networks to 
communicate with each other. 

Graphics Interchange Format, a 
common standard for images on the 
Web. 

(GB); 1,024 megabytes. Usually 
thought of as one billion bytes. 

A picture or illustration, also called an 
image. Formats include GIF, JPEG, 
BMP, PCX, and TIFF. 

Group A collection of users, computers, 
contacts, and other groups. 

Handshaking A series of signals acknowledging that 
communication can take place between 
computers or other devices. 

Hard copy Output on paper. 

Hardware The equipment that makes up a 
computer system, excluding the 
programs or software. 

Helper application A program allowing you to view 
multimedia files that your web browser 
cannot handle internally. 

Hibernation A state in which your computer shuts 
down after saving everything in memory 
on your hard disc. 

Home page The document displayed when you first 
open your Web browser, or the first 
document you come to at a Web site. 

Host Computer connected directly to the 
Internet that provides services to other 
local and/or remote computers. 
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HTML HyperText Markup Language, the 
format used in documents on the Web. 

HTML editor Authoring tool which assists with the 
creation of HTML pages. 

HTTP HyperText Transport Protocol, the 
system used to link and transfer 
hypertext documents on the Web. 

Hub A common connection point for devices 
in a network. 

Hyperlink A segment of text, or an image, that 
refers to another document on the Web, 
an Intranet or your PC. 

Hypertext A system that allows documents to be 
cross-linked so that the reader can 
explore related links, or documents, by 
clicking on a highlighted symbol. 

Interface A device that allows you to connect a 
computer to its peripherals. 

Internet The global system of computer 
networks. 

Intranet A private network inside an organisation 
using the same kind of software as the 
Internet. 

IP Internet Protocol - The rules that 
provide basic Internet functions. 

IP Address Internet Protocol Address - every 
computer on the Internet has a unique 
identifying number. 

ISDN Integrated Services Digital Network, a 
telecom standard using digital 
transmission technology to support 
voice, video and data communications 
applications over regular telephone 
lines. 
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ISP Internet Service Provider - A company 
that offers access to the Internet. 

Java An object-oriented programming 
language created by Sun Microsystems 
for developing applications and applets 
that are capable of running on any 
computer, regardless of the operating 
system. 

Kernel The core of layered architecture that 
manages the most basic operations of 
the operating system and the 
computer's processor. 

Kilobyte (KB); 1024 bytes of information or 

storage space. 

LAN Local Area Network - High-speed, 
privately-owned network covering a 
limited geographical area, such as an 
office or a building. 

Linked object An object that is inserted into a 
document but still exists in the source 
file. Changing the original object 
automatically updates it within the 
linked document. 

Links The hypertext connections between 
Web pages. 

Local A resource that is located on your 
computer, not linked to it over a 
network. 

Location An Internet address. 

Log on To gain access to a network. 

Megabyte (MB); 1024 kilobytes of information or 
storage space. 

Megahertz (MHz); Speed of processor in millions of 
cycles per second. 
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Memory 

MIME 

Part of computer consisting of storage 
elements organised into addressable 
locations that can hold data and 
instructions. 

Multipurpose Internet Mail Extensions, 
a messaging standard that allows 
Internet users to exchange e-mail 
messages enhanced with graphics, 
video and voice. 

MIPS Million Instructions Per Second; 
measures speed of a system. 

Modem Short for Modulator-demodulator 
devices. An electronic device that lets 
computers communicate electronically. 

MS-DOS Microsoft's implementation of the Disc 
Operating System for PCs. 

Multitasking Performing more than one operation at 
the same time. 

Network Two or more computers connected 
together to share resources. 

Network adapter A device that connects your computer 
to a network. 

Network server Central computer which stores files for 
several linked computers. 

Node Any single computer connected to a 
network. 

NTFS file system An advanced file system that provides 
performance, security, reliability, and 
advanced features that are not found in 
any version of FAT. 

Online Having access to the Internet. 

Page An HTML document, or Web site. 
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Parallel port The input/output connector for a parallel 
interface device. Printers are generally 
plugged into a parallel port. 

Partition A portion of a physical disc that 
functions as though it were a physically 
separate disc. 

PATH The location of a file in the directory 
tree. 

Peripheral Any device attached to a PC. 

Pixel A picture element on screen; the 
smallest element that can be 
independently assigned colour and 
intensity. 

Plug-and-play Hardware which can be plugged into a 
PC and be used immediately without 
configuration. 

POP3 Post Office Protocol - a method of 
storing and returning e-mail. 

Port The place where information goes into 
or out of a computer, e.g. a modem 
might be connected to the serial port. 

PostScript A page-description language (PDL), 
developed by Adobe Systems for 
printing on laser printers. 

PPP Point-to-Point Protocol - One of two 
methods (see SLIP) for using special 
software to establish a temporary direct 
connection to the Internet over regular 
phone lines. 

Print queue A list of print jobs waiting to be sent to a 
printer. 

Program A set of instructions which cause a 
computer to perform tasks. 
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Protocol A set of rules or standards that define 
how computers communicate with each 
other. 

Queue A list of e-mail messages waiting to be 
sent over the Internet. 

RAM Random Access Memory. The 
computer's volatile memory. Data held 
in it is lost when power is switched off. 

Real mode MS-DOS mode, typically used to run 
programs, such as MS-DOS games, 
that will not run under Windows. 

Refresh To update displayed information with 
current data. 

Registered file type File types that are tracked by the 
system registry and are recognised by 
the programs you have installed on 
your computer. 

Registry A database where information about a 
computer's configuration is deposited. 
The registry contains information that 
Windows continually references during 
its operation. 

Remote computer A computer that you can access only by 
using a communications line or a 
communications device, such as a 
network card or a modem. 

Resource A directory, or printer, that can be 
shared over a network 

Robot A Web agent that visits sites, by 
requesting documents from them, for 
the purposes of indexing for search 
engines. Also known as Wanderers, 
Crawlers, or Spiders. 

ROM Read Only Memory. A PC's non-volatile 
memory. Data is written into this 
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memory at manufacture and is not 
affected by power loss. 

Root The highest or uppermost level in a 
hierarchically organised disc directory. 

RTF Rich Text Format. An enhanced form of 
text that includes basic formatting and 
is used for transferring data between 
applications, or in e-mail messages. 

Script A type of program consisting of a set of 
instructions to an application or tool 
program. 

Search 

Search engine 

Submit a query to a search engine. 

A program that helps users find 
information across the Internet. 

Server A computer system that manages and 
delivers information for client 
computers. 

Shared resource Any device, program or file that is 
available to network users. 

Shareware Software that is available on public 
networks and bulletin boards. Users are 
expected to pay a nominal amount to 
the software developer. 

Signature file An ASCII text file, maintained within 
e-mail programs, that contains text for 
your signature. 

Site A place on the Internet. Every Web 
page has a location where it resides 
which is called its site. 

SMTP Simple Mail Transfer Protocol - a 
protocol dictating how e-mail messages 
are exchanged over the Internet. 
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Spooler 

Standby 

System disc 

System files 

Task Manager 

Task Pane 

TCP/IP 

Text file 

Toggle 

Software which handles transfer of 
information to a store to be used by a 
peripheral device. 

A state in which your computer 
consumes less power when it is idle, 
but remains available for immediate 
use. 

A disc containing files to enable a PC to 
start up. 

Files used by Windows to load, 
configure, and run the operating 
system. 

A utility that provides information about 
programs and processes running on the 
computer. Using Task Manager, you 
can end or run programs and end 
processes, and display a dynamic 
overview of your computer's 
performance. 

A pane or sub-window that gives a 
range of options pertaining to the task 
currently being performed. New to 
Office XP applications. 

Transmission Control Protocol/ Internet 
Protocol, combined protocols that 
perform the transfer of data between 
two computers. TCP monitors and 
ensures the correct transfer of data. IP 
receives the data, breaks it up into 
packets, and sends it to a network 
within the Internet. 

An unformatted file of text characters 
saved in ASCII format. 

To turn an action on and off with the 
same switch. 
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Uninstall When referring to software, the act of 
removing program files and folders from 
your hard disc and removing related 
data from your registry so the software 
is no longer available. 

Upload/Download The process of transferring files 
between computers. Files are uploaded 
from your computer to another and 
downloaded from another computer to 
your own. 

URL Uniform Resource Locator, the 
addressing system used on the Web, 
containing information about the 
method of access, the server to be 
accessed and the path of the file to be 
accessed. 

USB 

Usenet 

User ID 

Virus 

Volume 

WINSOCK 

Universal Serial Bus - an external bus 
standard that enables data transfer 
rates of 12 Mbps. 

Informal network of computers that 
allow the posting and reading of 
messages in newsgroups that focus on 
specific topics. 

The unique identifier, usually used in 
conjunction with a password, which 
identifies you on a computer. 

A malicious program, downloaded from 
a web site or disc, designed to wipe out 
information on your computer. 

An area of storage on a hard disc. A 
volume is formatted by using a file 
system, such as FAT or NTFS, and has 
a drive letter assigned to it. 

A Microsoft Windows file that provides 
the interface to TCP/IP services. 
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Companion Discs 

COMPANION DISCS are available for most computer books written 
by the same author(s) and published by BERNARD BABANI 
(publishing) LTD, as listed at the front of this book (except for those 
marked with an asterisk). These books contain many pages of 
file/program listings. 

There is no Companion Disc for this book. 

To obtain companion discs for other books, fill in the order form below, 
or a copy of it, enclose a cheque (payable to P.R.M. Oliver) or a 
postal order, and send it to the address given below. Make sure you 
fill in your name and address and specify the book number and title 
in your order. 

Book 
No. 

Book 
Name 

Unit 
Price 

Total 
Price 

BP   £3.50 

BP   £3.50 

BP   £3.50 

Name   

Address   

Sub-total 

P&P 
(@ 45p/disc) 

Total Due 

£  

£  

£  

Send to: P.R.M. Oliver, West Trevarth House, West Trevarth, 
Nr Redruth, Cornwall, TR16 5TJ 

PLEASE NOTE 

The author(s) are fully responsible for providing this Companion Disc service. The publishers of this book 

ac_;ept no responsibility for the supply, quality, or magnetic contents of the disc, or in respect of any 

damage, or injury that might be suffered or caused by its use. 
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